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Welcome to In-Processing
2019

Department of Defense (DoD)
Hawaii National Guard (HING)

http://dod.hawaii.gov/hro/
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Administrative Announcements

* Facility: Emergency Exits and Procedures

* Restrooms, Smoking Area

* Picture ID Badges
* Lunch

* Survey

* For material covered at NEO
e http://dod.hawaii.gov/hro/
* Tech Tools = New Employee Orientation
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Aloha & Welcome to the
HING Human Resources Office!

Human Resources Officer Deputy Human Resources Officer
COL Laura J. Soares Mr. Walter R. Ross Jr.
(808) 672-1321 (808) 844-6087
MISSION STATEMENT:

The Human Resources Office (HRO) 1s a consolidated office that provides personnel, manpower
management, and administrative support service for federal full-time personnel programs.

The office serves as The Adjutant General’s single point of control for managing and administering
the Hawaii Army National Guard and the Hawaii Air National Guard full-time personnel programs.
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HAWAII NATIONAL GUARD
HUMAN RESOURCES =
OFFICE (HRO) !

AGR Branch Chief
LTC Kuna Mendonca
AGR

TECH BRANCH

SHRS Employees Benefits AG R B RAN C H TEC H E E

CMSgt Carol Orr

AGR-AIR rF—-—_———— I OFFICE

HR NCOIC - AIR

—I MSgt Shane Gaines I
| AGR OTOT |
i — -l

HR NCOIC-ARMY
o MSG Lelanya Watson
AGR

HR Specialist
I (Classification/ HRIS) |
| TSgt Tiffany Hutchison l
AGR OTOT

HR NCO-ARMY
SFC Minerva Manuel
AGR

HAWAII NATIONAL GUARD
HUMAN RESOURCES
OFFICE (HRO)

HRO HIANG REMOTE

| SSgt AJ DeJesus
AGR OTOT

2% JAN 19
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State Adjutant
General

Director,
rll-Emergency
NManagement
AGENGCY
rlomeland

Security Acvisor
Maj. Gen. Arthur J. “Joe” Logan
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Office of the Governor

Hawaii State Department of Defense

Hawaii
Army
National
Guard

HING Joint Staff |

Hawaii Hawaii Office HING
Air Emergency of Youth
National Management| Veterans’ CHalleNGe
Guard Agency Services Academy

Office
of
Homeland
Security
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Deputy Adjutant Genereﬂ'

Joint Staff

: I |
Flawall Natilonal Guarc
State of Hawaii Department of Defense
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Adjutant General

DAG ¥
—_—
931 WMD Director.
’ AAG AIR HI-SEL
Joint Staff
Chief of Joint Staff
Legend

Command

JOINT
J33 J35
Current Ops § FUOPS

Hawall National Guara
Joint Forces Headquarters
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Brig. Gen. Kenneth S. Hara Cmd. Sgt. Maj.

Commander, HTARNG Elva A. Schaben
CSM, HIARNG

rlawall Army Nationa.
Command
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Hawaii Army National Guard

[ [

29th Infantry Brigade 103rd Troop
Combat Team Command

298th Regiment,
Multi-Functional
Training Regiment

awall Army National
Organizational structure
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Wheeler AAF, Wahiawa, Oahu
Det 1, HHC & Co B 1-171 AVN

Anchorage, Alaska —
Det 1, Co D & E 1-171 AVN 12971
Det 1, Co C, 1-207 AVN _
Hanapepe, Kauai Co B, 777 ASB Wahiawa, Oahu Wyoming, Louisiana &
Trp C, 1-299 CAV Det 1 Co G, D4 Co D, D5 Co E , HHB, 1/487 FA Puerto Rico
Det 1, Co B, 29 BSB Det 3. 641 AVN Btry A, 1-487 FA Co B (-), 777 Aviation
FMS 5 AASI:' 1 Btry B, 1-487 FA Spt Bn ‘
Co G, FSC, 29 BSB Phoenix, Arizona =
E/T//ts1’5HHT’ 1-299 CAV HQ & HHC, 1-158 IN
Co B, 1-158 IN
Kalaeloa, Oahu : Co E. 29 BSB
HHC. 29 IBCT Trp A, 1-299 CAV Bellow AFS, Waimanalo, Oahu - oL,
’ 3 ucson
HHC, 29 BSB Trp B, 1-299 CAV - sICh 23 LRI Co A, 1-158 IN
Co A(-) Dist  Det 1, HHT, 1-299 CAV iy 1&2Bn Prescott
Co B(-) Maint Co C, 1-158 IN
Co C Med 93 CST (WMD) Yuma
HHC, 227 BEB MEDCOM Waiawa, Pearl City, Oahu Puunene , Maui Co D, 1-158 IN
Co A En JFHQ HHD, 103 Trp Cmd Dlamond Head, / 230 EN Co
gO g g"’ CSMS 1 111 Army Band Oahu DET 1, Co A, 29 BSB CO (-) Lyman Arpt, Hilo, Hawaii
Co D inten. FMS 1 117 Mob PA Det HQ HING o Det 2, Co B, 3-140
CoE Foo | AASF3 1950 CCT Kaunakakai, Det 1, HHC, 1-207 AV
297 Firefighting Tm Molokai Co C, 1-207(-) AV
e ————————— 1109 TASM-G Det 2, 230 EN Co Det 1, Co D, 1-207 AV.
Saipan | . 3 Det 1, Co E, 1-207 AV
&f 1 Ol Trng Bels, FI5-0 Kealakekua, Hawaii - AASF 2
& | UTES Co (-) B, 2/299 CAV\ "’%
: 1 - o Keaukaha Mil'Res, Hilo, Hawaii
Guam ftgz f 'falpa" 1 ‘ % HHT (-), 1-299 CAV
1 ! Co D (-), FSC, 29 BSB
CoF, FSC, 1 u - CSMS2
29 BSB 1 4
|
l '
Sz

Hawaii Army National Guard
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Brig. Gen. Ryan T. Okahara. Cmd Chief Master Sgt.
Commander, HIANG Alvin J. Fritz Jr.
Senior Enlisted Leader, HING

=

W Command

25
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201st Air
Operations Group

Organizational Structure

=~ Hawaii Air National Guard
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__ Kokee AFS, Kauai Wheeler AAF &

Kalaeloa, Oahu
297 ATCS (154 OG)

Joint Base Pearl Harbor Hickam, Oahu
154 Wing

169 ADS OL-AA Mt. Kaala AFS,
() (154 0G) Wahiawa, Oahu
169 ADS (154 0G) Kunia Regional
| — Signals Intel Ops
: Ctr, Oah
-9 | u

201 IS (-) (154 0G)

Kahului, Maui
i 292 CBCS (154 MSG)

3 ""-ln.

154 Ops Grp 154 MXG

199 FS 154 MXS
203. ARS 154 AMXS
204. AS 154 MOF
154 0SS
201 1S
199 WF (F)

201 Air Ops Grp (formerly 109)

201 COS
201 AMOS

154 MDG 154 MSG

154 CES |

154 LRS . e

154 SFS Lizsnoned szl Keaukaha Mil Reservation
Oahu

154 FSS HQ, HIANG il / HiIO, Hawaii

154 CPTF ’ | %! ® 791 CBCS (154 MSG)

154 CF o

i

Unit Locatiohs
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AGENDA

 Employee Benefits — Ms. Charla Quiambao Employee Benefits Specialist

e OWCP — Ms. Jessica D’Amato Office of Workman’s Compensation Specialist
* My Biz/ e-OPF — Mr. Melvin Masaki Information Systems

* Classification —Mr. Jacob Tokunaga Classifier

e Staffing — Ms. Charlene Pasion Staffing Assistant

* Training and Development —Mr. Mariano Development Specialist

* Labor Relations/Union — Mr. John Yim Labor Relations Specialist

* Equal Employment — Mr. Nathan Masunari State Equal Employment Manager

e Out brief/ Questions/ Comments — HRO Staff

40
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EMPLOYEE BENEFITS

CMSgt Carol C. Orr, 808-672-1888
HRO-A AGR Program Manager/Benefits Supervisor

carol.orr@us.af.mil

Noelani M. De Silva, 808-672-1231
Human Resources Specialist (Employee Benefits)

noelani.m.desilva.mil@mail.mil

UNCLASSIFIED
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HRO Employee Benefits Contacts

* CMSgt Carol C. Orr, 808-672-1888

- HRO-A AGR Program Manager/Benefits Supervisor
carol.orr(@us.af.mil

e Ms. Charla Quiambao, 808-672-1781
- Human Resources Assistant (Benefits)

-Handles Employees with last name beginning (A-I)
charla.l.quiambao.mil@mail.mil

* Mrs. Noelani M. De Silva, 808-672-1231

- Human Resources Specialist (Employee Benefits/Retirements) ,
* Ms. Jessica D’ Amato, 808-672-1229/1238 (OWCP)

- Handles Employees with last names beginning (S-Z) o _ ,
- Human Resources Specialist/Injury Compensation

noelani.m.desilva.mil@mail.mil Program Administrator (ICPA)
-Handles Employees with last name beginning (J-R)
* Mr. Joey C. Mariano, 808-672-1248 jessica.m.damato2.mil(@mail.mil

- Human Resources Specialist (Human Resource Development)
joey.c.mariano.mil@mail.mil

43
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Regulations/References

Guide to Processing Personnel Actions, OPM.gov

Guide to Personnel Recordkeeping, OPM.gov
National Guard Technician Handbook, HRO Website
Benefits Administration Letters, OPM.gov

5 USC Chapter 89 (FEHB)

5 USC Chapter 87 (FEGLI)

5 USC Chapter 89A + 89B (FEDVIP)

5 USC Chapter 90 (FLTCIP)

Internal Revenue Code Section 125 (FSAFEDS)

44
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https://www.opm.gov/policy-data-oversight/data-analysis-documentation/personnel-documentation/processing-personnel-actions/
https://www.opm.gov/policy-data-oversight/data-analysis-documentation/personnel-documentation/#url=Personnel-Recordkeeping-GPR
https://dod.hawaii.gov/hro/files/2014/01/Technician-Handbook-2017-HR-Guide.pdf
https://www.opm.gov/retirement-services/publications-forms/benefits-administration-letters
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Employee Benefits Responsibilities

Process SF 52s (Appointments, Name Change, Absent-US, RTD, Separations)

Provides technical guidance and procedural assistance to managers, supervisors, and
employees in regards to federal benefits programs

Coordinate federal employees transfers between federal agencies
Maintains electronic Official Personnel Folders (eOPF)

Responsible for the administration of the Federal Employees Retirement Systems (FERS)
and Civil Service Retirement Program (CSRS)

Manages and monitors Office of Worker’'s Compensation (OWCP) for the state
Process unemployment insurance claims (Ul) for the state and verify earnings

Troubleshoot and research debt inquiries stemming from backlog and personnel
transactions

Manage the Voluntary Leave Transfer Program (VLTP)

Assist employees with military deposit (military buy back) process

45
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Resources
* Army Benefits Center - Civilian . gltattional Guard Association of the United
ates
: .abc. .mil :
hetps://www.ab¢.army.mil/ https://www.ngaus.org/protecting-guard-
BENEFEDS (Dental + Vision) members-and-their-families/technicians-
insurance

https://www.benefeds.com/

* New Employee Benefits Tool Kit

Employee Benefits Information Systems (EBIS) https://www.abc.army.mil/NewEmployee/NewE

https://www.ebis.army.mil/login.aspx mployeeloolKit.htm

Federal Benefits FastFacts: Insurance Benefits * New/Prospective Employees - OPM

https://www.opm.gov/healthcare-
insurance/Guide-Me/New-Prospective-

https:// www.opm.gov/healthcare-
insurance/fastfacts/newemploveebenefits.pdf

Emplovees/
* GKO * Office of Personnel Management
https://gko.ngb.army.mil/ https://www.opm.gov/
 HING Human Resources Office OPM.gov — Insurance Overview
https://dod.hawaii.gov/hro/ https://www.opm.gov/healthcare-insurance/
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https://www.abc.army.mil/
https://www.benefeds.com/
https://www.ebis.army.mil/login.aspx
https://www.opm.gov/healthcare-insurance/fastfacts/newemployeebenefits.pdf
https://gko.ngb.army.mil/
https://dod.hawaii.gov/hro/
https://www.ngaus.org/protecting-guard-members-and-their-families/technicians-insurance
https://www.abc.army.mil/NewEmployee/NewEmployeeToolKit.htm
https://www.opm.gov/healthcare-insurance/Guide-Me/New-Prospective-Employees/
https://www.opm.gov/
https://www.opm.gov/healthcare-insurance/
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Your Federal Insurance Benefits

Heal th Ca re ' https://www.opm.gov/healthcare-

1}]} N ]\P()R A IAT TO N insurance/healthcare/plan-

[ information/plans/2018/state/hi

https://www.benefeds.com/Portal/PlanSearch?submi
t=planSearch&ctoken=20xJIEGD

YOUR FEDERAL
INSURANCE BENEFITS

For Active Employees

https://youtu.be/RIdnmdNmHMI

https://www.opm.gov/healthcare-insurance/life-insurance/

https://www.ltcfeds.com/

https://www.ltcfeds.com/assessing_your
needs/oct landing.html

U.S. Office of Personnel Management
June 2017

https://www.fsafeds.com/

https://www.fsafeds.com/support/eligibleexpenses

HECRUTT, RETAIN AND HORNOR A WORLDHULASS WORKFOURCE FOR THE AMERECAN PECPLE

https://youtu.be/PO7HIX79MR4

https://www.opm.gov/healthcare-insurance/healthca re/plan-informatio%guides/
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https://youtu.be/PO7HlX79MR4
https://youtu.be/PO7HlX79MR4
https://youtu.be/PO7HlX79MR4
https://www.opm.gov/healthcare-insurance/healthcare/plan-information/plans/2018/state/hi
https://www.opm.gov/healthcare-insurance/healthcare/plan-information/plans/2018/state/hi
https://www.opm.gov/healthcare-insurance/healthcare/plan-information/plans/2018/state/hi
https://www.benefeds.com/Portal/PlanSearch?submit=planSearch&ctoken=20xJlEGD
https://www.benefeds.com/Portal/PlanSearch?submit=planSearch&ctoken=20xJlEGD
https://www.benefeds.com/Portal/PlanSearch?submit=planSearch&ctoken=20xJlEGD
https://www.fsafeds.com/
https://www.fsafeds.com/
https://www.fsafeds.com/
https://www.fsafeds.com/support/eligibleexpenses
https://www.ltcfeds.com/assessing_your_needs/oct_landing.html
https://www.ltcfeds.com/assessing_your_needs/oct_landing.html
https://www.ltcfeds.com/
https://www.ltcfeds.com/assessing_your_needs/oct_landing.html
https://youtu.be/RJdnmdNmHMI
https://www.opm.gov/healthcare-insurance/life-insurance/
https://www.opm.gov/healthcare-insurance/life-insurance/
https://www.opm.gov/healthcare-insurance/life-insurance/
https://www.opm.gov/healthcare-insurance/healthcare/plan-information/guides/
https://www.opm.gov/healthcare-insurance/healthcare/plan-information/plans/2018/state/hi
https://www.benefeds.com/Portal/PlanSearch?submit=planSearch&ctoken=20xJlEGD
https://www.fsafeds.com/
https://www.ltcfeds.com/assessing_your_needs/oct_landing.html
https://www.opm.gov/healthcare-insurance/life-insurance/
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Your Federal Insurance Benefits

[ |

FastlFacts |
ick on icons -

@@
g FROM DATE OF ENTRY —

/ *@/

/
[The Federal Long Term Care Insurance Program

https://www.opm.gov/healthcare-insurance/fastfacts/newemployéebenefits.pdf
https://www.opm.gov/healthcare-insurance/fastfacts/quickguide.pdf
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https://www.opm.gov/healthcare-insurance/fastfacts/quickguide.pdf
https://www.opm.gov/healthcare-insurance/fastfacts/quickguide.pdf
https://www.opm.gov/healthcare-insurance/fastfacts/benefeds.pdf
https://www.opm.gov/healthcare-insurance/fastfacts/benefeds.pdf
https://www.opm.gov/healthcare-insurance/fastfacts/fsafeds.pdf
https://www.opm.gov/healthcare-insurance/fastfacts/fsafeds.pdf
https://www.opm.gov/healthcare-insurance/fastfacts/fltcip.pdf
https://www.opm.gov/healthcare-insurance/fastfacts/fltcip.pdf
https://www.opm.gov/healthcare-insurance/fastfacts/fegli.pdf
https://www.opm.gov/healthcare-insurance/fastfacts/fegli.pdf
https://www.opm.gov/healthcare-insurance/fastfacts/fehb.pdf
https://www.opm.gov/healthcare-insurance/fastfacts/fehb.pdf
https://www.opm.gov/healthcare-insurance/fastfacts/benefeds.pdf
https://www.opm.gov/healthcare-insurance/fastfacts/fsafeds.pdf
https://www.opm.gov/healthcare-insurance/fastfacts/fltcip.pdf
https://www.opm.gov/healthcare-insurance/fastfacts/fegli.pdf
https://www.opm.gov/healthcare-insurance/fastfacts/fehb.pdf
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TRICARE Reserve Select

https://tricare.mil/TRS

iﬁ( HEALTH CARE OPTIONS

TRICARE® Choices for
National Guard and Reserve 1 Not Activated

TRS and TRR may be purchased by qualified members of the Selected Reserve or Retired
Reserve who aren't in an activated status. This status includes qualified service members on
inactive duty for training, yearly training or on active service for 30 days or less. Selected
Reserve and Retired Reserve members who are eligible for or enrolled in the Federal
Employees Health Benefits (FEHB) Program don’t qualify to purchase TRS (Selected Reserve)
or TRR (Retired Reserve). National Guard and Reserve members called or ordered to active
service for more than 30 days are covered as active duty and have different options.

- fra,

coverea by IHILARE. Lheck ror Line of duty (LOD) care covers treatment of an injury, illness or disease incurred
QE“:CES i EE‘Ed prior or aggravated in the line of duty. Contact your service or Reserve component for
el (7o s LOD determination. LOD care isn't available for family members.

We | CO m e to www.tricare.mil or your regional

contractor's website.

I RI CARE Calendar Year
The TRICARE calendar year is

Jan. 1-Dec. 31.

49

UNCLASSIFIED


https://tricare.mil/TRS

UNCLASSIFIED

National Guard Association of the United Sta
Technician Insurance

YOUR ACCEPTANCE TO OUR INSURANCE PLANS IS GUARANTEED

 Disability Insurance Plan — Protection when you are G e e e B e e
unable to work due to a disability. Benefits begin after

OPEN ENROLLMENT FORM

. . eq e |Nal"ﬁ€mm.mum |Sex EM TechO AGRO State EEO
30 consecutive days of disability. = T T e

1. Please complete the information requested. Please print in ballpoint pen. Press firmly b Dutym . émgue, Code
Applicant’s name (First, Middle Initial, Last) Sex Date of Birth. Age Social Security Number

aM aF ‘month / day / year
“Address City State Zip Height Weight w
o ur Age
Ibs. Under 40 4049 50-59
‘Applicant’s daytime phone number Location of pay office | Pay office phone number Pay office|code §a00 $810 16
) $ 200 $ 450 $9
o $ 5.00 $12.60 $31.
° ° . . . ‘Employing office Date of employment Tob duty “Annual Salary o
° Wh 9 Your Age
0'S 12101€ — Un rm 1Ir rederal 1ecnnicians i — woto " s
2. Fill out this section if you are applying for spouse coverage. s gom gmm
Spouse’s name (First, Middle Initial, Last) Date of Birth Height Weight Social Security Number 0 §5E0  $1460  $3860
month/ day ! year Ibs. Your Age
Employer Occupation Underao 4048 5059
$ 4.40 $11.70 $31.20
oo 3T NER SR
3. Select the coverage you want. O New Application ] Change/add coverage
; Yo
O A. Term Life Insurance I
3 . Amount Coverage 49 1320 $3465
° Technician 0$25,000 0950000 DS150,000 D§250,000 Other Amouat: $i% 3R B
nrollment Fee/Discount — Rates are based on bi- s IBE S ST SR SEm—— - B W
Child(ren) per child ~ Q$5,000 0 $10,000
. O B. Disability Income (Technician)
Salary O Under $18,000 O $18,000 to $27,999 0 $28,000 to $31,999 0 $32,000 to $30,000 O $40,000 to $49,000
wWEe ayro cauctions. cw cnrouments must oc 3Smom o fp—
ac. Disability Income (Technician) (must have Basic Disability) o= | Bensit_Fale check Hers
° ° Satary O Under $20,000 0 $20,000 to $23.999 01 $24,000 1o 25,999 01 $26,000 to $31,999 0 $32,000 to §39,999 EHERE
1 t Wlt h l n d av S f . 01$40,000 to $49,999 01 50,000 and over 550000 | s2400 | O
complce ed 3 l of hire.

Note: Coverages A, B & C do not require completion of the health questions if the Applicant applies for $25.000 or $50,000 within 31 days

erage$10,000 per chad (1.0
of the date of (Al Spx ge requires evidence of e

FOR OFFICE USE ONLY - Deduction amount for above coverages

Tst payroll deduction

» After new enrollment period elapsed, technicians with the desire

N B c such insurance, a Member
. ctlons for he g drect that al
Deduction amount Effective date Transmittal number HRO Consec. no. 26 pad to the National Guard Association
1 shal be ncured because of
to enroll must complete the Standard Form e
RC# 4. Complete if you want children’s coverage. vmrun(‘w e

List the names and birthdates of all unmarried dependent children, stepchildren, and legally adopted children age 14 days to age 19 (to Date __w /in [
age 25 if a full time student at an accredited educational institution). _

NGAUS Brochure

*  https://www.ngaus.org/sites/default/files/pdf/46220b%20115934%202008%20rw%26b%20brochure.pdf - - - e o §
First Middle Last Date of Birth nsec. Number

New Enrollment

ESp: 117158 09082011

5. Name of Beneficiary for cach life plan applied for. (Name and Relationship)

* Term Life (Technician)

. https://www.ngaus.org/sites/default/files/Standard%200pen%20Enrollment%20F orm.pdf  Term Life (Spouse)

Standard Form NGAUS WEBSITE:

*  https://www.ngaus.org/sites/default/files/pdf/NGAUS-APPMN%20Application%20Eship%20125435%20March 10.pdf https://www.ngaus.org/protecting-guard-members-and-their-families/technicians-insurance
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https://www.ngaus.org/sites/default/files/pdf/46220b%20115934%202008%20rw&b%20brochure.pdf
https://www.ngaus.org/sites/default/files/pdf/46220b%20115934%202008%20rw&b%20brochure.pdf
https://www.ngaus.org/sites/default/files/Standard%20Open%20Enrollment%20Form.pdf
https://www.ngaus.org/sites/default/files/Standard%20Open%20Enrollment%20Form.pdf
https://www.ngaus.org/sites/default/files/pdf/NGAUS-APPMN%20Application%20Eship%20125435%20March10.pdf
https://www.ngaus.org/sites/default/files/pdf/NGAUS-APPMN%20Application%20Eship%20125435%20March10.pdf
https://www.ngaus.org/sites/default/files/pdf/46220b%20115934%202008%20rw&b%20brochure.pdf
https://www.ngaus.org/sites/default/files/Standard%20Open%20Enrollment%20Form.pdf
https://www.ngaus.org/sites/default/files/pdf/NGAUS-APPMN%20Application%20Eship%20125435%20March10.pdf
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Thrift Savings Program

TSP is part of the three-part retirement package
* (TSP + FERS Basic Annuity + Social Security)

Federal Retirement Thrift Investment Board administers the program

* Automatically Enrolled at 3% .
* You make changes to your elections at anytime . - : 1
* Elections are effective the beginning of the next pay period - Thrift SEWII'IgS Plan
» Tax-deferred Contributions https://www.tsp.gov/index.html
* Agency 1% Automatic Contributions — Base Pay

https://www.youtube.com/user/TSP
4gov/featured

Agency Matching
e First 3% 1s matched dollar for dollar
e Next 2% 1s matched .50 cents for each dollar

Contribution are subject to IRS Limit (CY 2018 - $18,500 - IRC §402(g))

* Changes annually

TSP 3 (Designation of Beneficiary)
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Additional Information

HING (DoD) Participates in E-VERIFY
E-Verify 1s an Internet-based system operated by DHS in partnership with SSA that
allows participating employers to electronically verify the employment eligibility of
their newly hired employees.

(g Verify

httpS://WWW,uscis_gov/sites/defa u |t/f||eS/U SC|S/V There are laws to protect you from M Existen leyes que Io protegen contra la
erification/1-9%20Central/formi9-presentation.pdf

IF YOU HAVE THE RIGHT TO WORK SI USTED TIENE DERECHO A TRABAJAR

No deje que nadie se lo quite.

Don’t let anyone take it away.

Comuniquese con la [ER

discrimination in the workplace. discriminacion en el trabajo.

Para ayuda en su propio idioma:
Teléfono: 1-800-255-7688

For assistance in your own language
Phone: 1-800-255-7688

TTY: 1-800-237-2515 TTY: 1-800-237-2515
You should know that... Email us Usted debe saber que... Mandenos un correo:
. H H H IER: doj., @ I8
https://www.uscis.gov/sites/default/files/USCIS/V In most cases, employers cannot deny {ER@usdol.gov En la mayoria de los casos, los empleadores no IER @usdol.gou
—- - - you a job or fire you because of your Or write to pueden negarle un empleo o despedirlo 0 escribanos a:
erlflcatlon/E-Verlfv/E- national origin o citizenship status or lce— debido a su nacionalidad de origen o estatus .
&l P U.S. Department of Justice — CRT & U.S. Department of Justice — CRT
H H H refuse to accept your legally acceptable Immigrant and Employee Rights — NYA de ciudadania, ni tampoco negarse a aceptar Immigrant and Employee Rights — NYA
Verify Native Documents/Employee Rights Web documents, 450 pommsyvania Aue. MW sus documentos vilidos y legales. 350 Ponmeyvania Aver AW
inar_Presentation. pdf Employers cannot reject documents Washington, DC 20530 Los empleadores no pueden rechazar Washington, DC 20530
because they have a future expiration documentos porque tengan una fecha de
date. vencimiento futura.
Employers cannot terminate you because If any of these things happen to you, contact Los empleadores no pueden despedirla debida Si alguna de estas cosas le ha sucedido, comuniquese
of E-Verify without giving you an the Immigrant and Employee Rights Section a E-Verify sin darle una oportunidad de con la Seccién de Derechos de Inmigrantes y
opportunity to resobse the problem (ER) resolver el problema Empleados (IER, por sus siglas en inglés)

\ . | ¢ reui . En la mayoria de los casos, los empleadores no
n most cases, employers cannot require . _ e L N .
ou 1o be  U.S. citizen or a lawful g N DEPARTMENT OF JUSTICE pueden exigir que usted sea ciudadano 4 gm;% DEPARTAMENTO DE JUSTICIA DE LOS EE. UL
Vi -S- | IMMIGRANT & EMPLOYEE RIGHTS SECTION estadounidense o residente legal permanente. 5%, 7 SECCION DE DERECHOS DE INMIGRANTES Y EMPLEADOS
permanent resident. — CIVIL RIGHTS DIVISION — L\ — DIVISION DE DERECHOS CIVILES—

www.justice.gov/ier

Seccion de Derechos de Inmigrantes y Empleados
www.justice.gov/crt-

Immigrant and Employee Rights Section

Departamento de Justica de los EE. UU,, Divisién de Derechos Civiles about/espanolfier

U.S. Department of Justice, Civil Rights Division www.justice.gov/ier
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Additional Information

Enlistment Bonus & Orders
1. Military Orders (?):
» Is anyone currently on Orders “TODAY,” or being placed on orders this pay period?

2. Enlistment Bonus (?): Is anyone eligible for enlistment incentives?
(i.e. bonus or Student Loan Re-payment Program (SLRP)?

HIARNG POC: HIANG POCs:

SSG Mariesyl Erese TSgt Nolan Kaahanui
Incentive Manager, HIARNG Retention Office Mgr
Office: (808) 672-1019 Cell: (808) 216-6266

Ed. Office: (808) 672-1406
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Additional Information

Garnishments (DFAS-Cleveland)
Child Support or Alimony Payments:

Information on how to start payments can be located at:
http://www.dfas.mil/egarnishment/childsupportalimony/startpayment.html

1) You must send DFAS an order from a court or child support enforcement agency (CSEA) that directs the
government to pay monies for support or alimony.

2) For child support= contact an attorney or your local child support enforcement agency to obtain an Income
Deduction Order or Income Withholding Order.

For alimony= contact an attorney to obtain a garnishment.

3) Send the income withholding order or similar document to DFAS at the address or fax number below.
You do not need to send the underlying order, (e.g., a divorce/separation decree).

Defense Finance and Accounting Service
Cleveland DFAS-HGA/CL
P.O. Box 998002
Cleveland, Ohio 44199-8002
Fax: 877-622-5930 (toll-free)

https://www.dfas.mil/garnishment/fax.html
UNCLASSIFIED
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Additional Information

Military One-Source is available for Dual Status Technicians

Employee Assistance Program (EAP) is available for Dual Status and Non-Dual Status Employees P
* FREE service provided by the Department of Defense for active-duty, Guard, and Reserve service
members and their families.
* The information you provide to counselors is kept confidential, except to meet legal obligations or to
prevent harm to self or others.
* Counseling Options:
v" Face-to-Face Counseling, Telephone Counseling & Online Counseling
v" Financial Counseling .
v Legal Counseling q A 24/7 Resource for Military
v' Health and Wellness Coaching Military Members, Spouses & Families
OneS e.com
—_ 1-800-342-9647
» Offers: =
* Consultation, research, and referrals,
 Interpretation and translation (more than 140 languages) for immediate family members, and
* Educational materials available on-line.
 TTY/TDD accessible: 1-866-607-6794
55
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Additional Information

Employment Outside HING

DARRYLL D.M. WONG

NEIL ABERCROMBIE
GOVERNOR AT GEMERAL
g AL .
cer S AR * Please see policy for further
STATE OF HAWAJI . f .
DEPARTMENT OF DEFENSE Information
3040 DIAMOND HEAD ROAD
HONOLULU. FHAaZWAL 164495
NGHI-HRO JUN 149 2012

MEMORANDUM FOR Hawaii National Guard Full Time Support Personnel (Military
Technicians, Active Guard Reserve (AGR) and Full Time National Guard Duty Operational
Support (FTNGD-08) Soldiers and Airmen)

SUBJECT: Policy for Employment Quiside the Hawaii National Guard

1. References.
a 5 CFR §2635.802, Conflicting Outside Employment and Activities
b. 5 CFR §2635.803, Prior Approval for Outside Employment and Activities.
¢. DoD 5500.07-R, Joint Ethics Regulation, change 7, dated 17 November 201 1.
d. TAG Memorandum, Ethics and Outside Employment, dated 3 March 2011.

2. This policy prescribes the procedures for when Full time Support Personnel (Military
Technicians, Active Guard Reserve (AGR) and Full Time National Guard Duty Operational
Support (FTNGD-08) Soldiers and Airmen) seek or engage in employment outside the Federal
government. Restrictions and limitations on Federal emplovees, both civilian and military, with
holding more than one Federal appointment and receiving dual compensation are not addressed
in this policy

3. While it does not create a blanket prohibition. the Joint Ethics Regulation does address
applicable standards of conduct regarding employment outside the Federal government. Any
activity that could potentially interfere with your obligation to protect the government's interests,
affect your objective judgment with regard to a business decision, or could reasonably bring
discredit upon you or the Hawaii National Guard creates a potential conflict of interest.

4. Full time Support Personnel shall not engage in employment outside the Federal government
that conflicts with official duties and responsibilities. Such employment that detracts from
readiness or poses a security risk may also be limited or denied. Morcover, in order o ensure
safety, work schedules on requests for off-duty employment must include at least a six hour rest
period (excluding time to travel to and from employment, home, or duty) between the end of the
individual's off-duty employment and the start of official duties.

56
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Additional Information

PT POLICY
NGHI-HRO Memorandum 2011-02

LIABILITY AGREEMENT

IMPORTANT:

1. YOU must sign out and in from every

1, , acknowledge and agree that:

a. I may voluntarily take part in a physical fitness program during duty hours for a maximum of

PT SGSSiOIl. three one hour periods per week,

uhtlgatio:. QYNP:ESEE:?’" In this program may be unsupervised. As a technician, I am under no
2. You cannot attach your PT to a lunch c. It is recommended that I consult with a physlclan prior to engaging In this exercise program.
period, Lunch periods are not covered. d. [ will begin and end my exercise at my worksite. 1 will sign out and sign In again for each

period of exercise, and understand that I am subject to recall to the worksite at any time.

e, Times for participation and locations for my particlpation must be approved by my supervisor
as appropriate in consideration of mission requirements.

3. Failure to sign in and out is considered
“non-compliance” with the policy, & your
g. If 1 abuse this program, I understand that I will have my privilege revoked and could be

Cl aim C 0111 d b e denl e d. subject to disciplinary/adverse action.
h. A signed copy of this acknowledgement will be kept on file by my supervisor,

f. T will report any injury as a result of participation in this program immediately to my supervisor,

4. Please use the “Buddy System.” Advise
at least one person of your whereabouts.

Techniclan’s Signature Date
5. Mgmt has the right to re-schedule the
time any PT is performed due to mission Supervior's Signature Date
requirements. IMPORTANT:
Must sign this agreement BEFORE performing
your 15t PT session. 57
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Military Deposit

All Honorable Active Duty Military service is potentially creditable (Title 10)

To receive credit for civilian retirement purposes you must make a “deposit”
Current deposit rate is 3% of your Military base pay
Complete the Military Buy Back Package

No interest is charged if the deposit is made prior to your third anniversary date in
a retirement covered CSRS or FERS position

You will provide HRO with a copy of the DFAS receipt after deposit is completed
(PAID IN FULL LETTER)

Military deposits must be paid prior to separation or retirement from the Federal
Service
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Military Deposit

5 https://www.abc.army.mil/retirements/FERSPost56.htm
How Do I Pay The Military Deposit?

Step 5:

Once your military deposit has been paid in full, you will need to request proof of payment. Contact your local Customer
Service Representative (CSR) and have a Remedy sent to DFAS requesting the proof of payment. When the proof of

payment is received, provide a copy to your local Civilian Personnel Advisory Center (CPAC), Human Resources Officer
(HRO), or Human Resources representative, to be placed in your Official Personnel Folder (OPF).

https://www.dfas.mil/civilianemployees/militaryservice/militaryservicedeposits.html

IS 15 any amount you choose but must be a minimum of 525.00 per pay penod. erg must De a request in writing (o partacular 1o submitted to vour

payroll office which includes the following: (1) Social Security Number: {2} name: (3) amount of deduction per pay period: (4) date to start the deduction; (%)
signature. Fax the request to 1-866-401-5849,

Online Payment

Go online to https://www.pay.gov. In the search engine, type in M5D8522 and click on search. On the next page, click on the red "Continue to the Form” button.

Follow the instructions to complete the form and make your online payment for your military deposit. Under the Database dropdown, if you are Army or Army
Mational Guard, choose OMA; if you are Air National Guard, choose CP1; and if wvou are DCMA, choose ZKA.

m—— —— 59
UNCLAGSSIFIED



UNCLASSIFIED

USERRA of 1994

* If you are going on military orders and will
be placed on a non-pay status, you have
restoration rights to your federal position.

* To be free from discrimination and
retaliation.

* USERRA 1s a federal law that protects your
rights

Before you go, let HRO know!

e http://dod.hawaii.gov/hro/technician-
resources/benetits/userra/

Uniformed Services Employees Reemployment Ri

REEMPLOYMENT RIGHTS

You have the right to be reemployed in your civilian job if you leave that
job to perform service in the uniformed service and:

 you encurs that your smployer recsives advancs written or verbal
natice of your service;

¥ you have five years or less of cumulstive service in the uniformed
services while with that particular employer:

# you return to work or apply for reemployment in a tmely manner
after conclusion of service; and

¥ you have not been separated from service with 2 disqualifying
discharge or under ather than honorable conditions

If you are eligible to be reemployed, you must be restored to the job
and benefits you would have attained if you had not been absent due to
military service or, in some cases, a comparable job.

RIGHT TO BE FREE FROM DISCRIMINATION AND RETALIATION

If you:

are 2 past or present member of the uniformed service;
have applied far membership in the uniformed service: or
are obligated to serve in the uniformed service:

o

b

then an employer may not deny you:

inizal employment;
resmployment;

retention in employment;
promotior; or

¥  any benefit of employment

because of this status.

o

K

In sddition, an emplayer may not retaliate against anyone assisting in
the enforcement of USERRA rights, including testifying or making 2
statement in connection with a proceeding under USERRA, even if that
person has no service connection,

HEALTH INSURANCE PROTEGTION

¥ [fyou leave your job to perform military service. you have the right
ta elect to continue your existing employer-based heatth plan
caverage for you and your dependents for up to 24 manths while in
the military.

¥ Even if you don't elect to continue coverage during your military
service, you have the right to be reinstated in your employer's
health plan when you are reemployed, generally without 2ny waiting
perinds or exclusions [e . pre-existing condition exclusions] except
for service-connectad illnesses or injuries.

ENFORGEMENT

¥ The US. Department of Labor, Vetzrans Employment and Training
Service [VETS) is authorized to investigate and resolve complaints
of USERRA violations.

# For sssistance in filing & complaint, o for any ather information on
USERRA, contact VETS at 1-866-4-USA-DOL or visit its website at
hitp:/fwwen.dol.gov/vets. An interactive online USERRA Advisor can
be viewed at hitp:/fwww.dol.gov/elaws/userra. rtm.

% [fyoufile a complaint with VETS and VETS is unable to resolve it.
you may request that your case be referred to the Department
of Justice or the Office of Special Counsel, as applicable. for
representation.

# Youmey also bypass the VETS process and bring 2 cidl action
against an employer for violations of USERRA.

The rights listad hera may vary depanding on the Gircumatancas. The bet of this notica was prepared by VETS, and may be viswsd on th intemat 2t this
‘addrass: i/ ferww dol govivets/programs/userra/posterhim. Fadaral law nequires employars to natify smployees of their rights under USERAA, and emplayers
My meet this requinemeant by displaying the te of this notice whare they customarily placa notices for employees.

S

U.5. Department of Labor
1-866-487-2365

L.5. Department of Justioe

=3

Offloe of Speolal Counsel

1-800-336-4590
Publication Date — April 2017

https://www.dol.gov/vets/programs/userra/index.htm
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Beneficiary Forms

|}-—ﬂ—.
s}
<

FEGLI - Designation of Beneficiary Form - SF 2823
Federal Employees Retirement System (FERS) — SF 3102
Civil Service Retirement System (CSRS) — SF 2808

Thrift Savings Plan — TSP-3

Unpaid Compensation — For Employees only — SF 1152
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Questions

>
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Workers’ Compensation
Program

Jessica D’ Amato
Human Resources Assistant/ Injury Compensation Program Administrator
(808) 672-1229
OWCP Phone: (808) 672-1238
jessica.m.damato2.mil@mail.mil

UNCLASSIFIED
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OWCP Benefits

* Medical expenses (fee schedule)
* First aid expenses

* Rehabilitation

* Travel expenses to care provider
* Chiropractic care (limited)

* Early nurse intervention
 Assisted Reemployment Program
* Continuation of Pay (COP)

e Compensation for lost wages

* Scheduled benefits

* Permanent total disability

* Death benefits
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Responsibilities

* HRO-M (ICPAs):
— Assists 1n submission of claims

— Acts as the liaison between employee, supervisor, treating physicians
and the DOL

— Informs employees and supervisors of program benefits and
requirements
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Responsibilities

* Employees:
— Observe health and safety regulations
— Report potential and actual health, safety and fire hazards
— Report all injuries to supervisor
— Obtain medical status reports from physician(s)

— Provide care providers with correct IC-D 9 Codes and Claim Number
— Cooperate with light duty placement

— It 1s the claimants responsibility to monitor his/her own claim, just as
he/she would if it were an insurance claim
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Traumatic Injury
CA-1

A traumatic injury is...

— A wound or other condition of the body caused by external force,
including stress or strain

AND

— Caused by a specific event or incident within a single day or work shift
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Occupational Disease/lllness
CA-2

* Condition produced over a period longer than one workday or shift, 1.e.
— systemic infections
— continued or repeated stress or strain
— Exposure to toxins, poisons, fumes, etc

— other exposure to conditions of the work environment for two or more
work shifts

* Continuation of Pay 1s not provided for Occupational Diseases

PN

UNCLASSIFIED
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5 Conditions of Coverage

Timely Filing of Claim

Federal Civilian Employee

Fact of Injury

Performance of Duty

Causal Relationship
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+ % UNITED STATES DEPARTMENT OF LABOR

Employees’ Compensation Operations and
Management Portal (ECOMP)
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ECOMP Overview

¢ ECOMP is a web-based application accessible via the DOL public

internet site, which 1s intended to allow injured federal workers and
their employers to:

— Electronically file OSHA 301s, CA-1s, CA-2s, CA-7s and CA-6s

— Track the exact status of any form or document submitted via
ECOMP (e.g., Pending Supervisor Approval, with Agency
Reviewer, Received by OWCP, etc.)

— Electronically upload and submit documents to Department of
Federal Employees’ Compensation’s case files

— Serve as a single portal for DFEC stakeholders
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UNITED STATES DEPARTMENT OF LABOR

E C‘OM P P Home File a Form

ECOMP

ECOMP Home

Employees & Claimants
File Mew Form

Access Existing Farm

Track Status
Case Stakeholders .
Have you been hurt on the joh? Need to upload a document?
pload Document to an
Existing Case Ifyau are a Federal Employee or a Contractor and have sustained a wark-related Stakehaolders and interested paries can use
Agency Query Systam injury orillness, use ECOMP to reportthe incident to yvour supervisor. ECOMP to upload documents to active FECA
(AQS) cases. ¥You can upload letters, medical reports and
Ifyou are a Federal Employee you may also file a claim for henefits under the other supporting documentation. ou will need the
Reviewers Federal Emplayees' Compensation Act (FECA). Depending upon your agency, official FECA Case Mumber and other identifying
i start by filing OSHA's Form 301, then file a claim using either farm CA-1 (for infarmation to use this feature.
Agency Rewiewsrs traumatic injury) or forrm CA-2 (for occupational disease). After you have received
08HA Record Keepers an official FECA case numhber, you may alzo file form CA-7 (Claim for & Do not upload OWCP forms or medical bills!
Compensation). Forms or hills submitted as uploads will not he
Administration processed. Submit medical bills here.

Administrator

ign In I Register
st W

Help

Track status of form or document -
Agency Reviewers & OSHA

Haowy to File a Farm ] - Record Keepers Sign In
D
About Accessibility and 508 1 B ECI sy B () E

Zompliance

- S 72
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Employee Registration

UMITED STATES DEPARTMENMT OF LABOR

) ECOMP

ECOMP Home File a Form Upload Document  Reaqgister with ECOMP

ECOMP / Register

ECOMP Home

Employees & Claimants
File Mew Form

Access Existing Form

Track Status

Case Stakeholders

Lipload Document to an
Existing Case

Agency Query System
(A0S

Reviewers
Agency Reviewers
OSHA Record Keepers

Administration
Agency Maintenance

ECOMPIDFEC
Administrator

Contact ECOMP
Help

How to File a Form

About Accessibility and 508

Compliance

Filing Forms as an Injured

You are not currently sinned in | Siaon In | Reoister

Register for ECOMP

Account Basics

Employee name (first, middle, last) Jessica Miyoko DAmato

Home telephone (808) 123-4567

Your email address emailaddres@gmail.com ?

Social security number ~ smmmmweax . lam not a US citizen, and do not have a Social Security Number
Note: This setting affects the way you file forms. It cannot be changed

Confirm SSN TrxxnxEIET

after you register.

Government Organization

What part of the government were you working for at the time of your injury? (?

Department L NATIONAL GUARD = J( HI v J
Agency-Group Other Agencies
Agency TITLE 32 - ARMY NATIONAL GUARD v HAWAI

3948 DIAMOND HEAD ROAD

Duty station....... HAWAII

HONOLULU, HI 98818

+* You can file forms OSHA-301, CA-1, CA-2, CA-7 and CA-7a for this organization through

?) What is this?
ECOMP

Immediate supervisor's email (7 @ |- Select email domain- v

Password
Choose a password Passwords must be a minimum of 8 characters, and contain at least
one upper-case letter, one lower case letter, one number, and one

Re-enter password special character

Security Questions

UNCLASSIFIED

Employee will have
to register with
ECOMP in order to
file a claim. The
employee will
designate their
supervisor during
the registration
process. As the
supervisor you will
not need an
ECOMP account in
order to review
forms submitted to
you.
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Filing an OSHA 301: Employee Portion

UMNITED STATES DEPARTMENT OF LABOR

ECOMP

1P Horme

Eile 3 Form

ECOMP f Employee Home FWhat Form Should | File

Sighed in 3

Employee Dashboard
File Mew Farm
Access Existing Form

Upload Document to an
Existing Case

Create New Form

File CA-T far an existing
case

Help

Howe to File 2 Farm

About Accessibility and 508
Compliance

Filing Forms as an Injured
Warker

Reviewing Forms as a
Supervisar

Uploading Documents to
FECA Case Files

Electronic Docurment
Submmission Fregquently
Asked Questions

QOSHA Recaord Keeper User
Guide

Agency Reviewser Lser
Guide

Agency Maintenance Help

Which Forms Can | File?

Each agency determines which farms are available for filing through ECOMP. The way yvou rep
your employment status and your employing agency. To learn which forms you can file, fill out

What is yvour employiment status? | Contractor 7

oy

(=, Federal Employee |

What part of the government were you working for at the time of your injury or illness? (7

Departrment................... | DEFARTMEMNT OF STATE -

Other Agencies

AUENCY. oo, | BUREAL OF ADMIMNISTRATION -

[ FER-ER-EF -

To file a form for an injury or illness...

Once the employee sets up
their account they can then
file a claim. ECOMP will
notify the employee which
claims can be filed. All DOD
employees will be allowed
to file CA-1, CA-2, CA-7, and
CA-7a forms. If the OSHA-
301 will be filed through
ECOMP it will appear on
the list of enabled forms in
the bottom part of the
screen

1 Reportthe incident in ECOMP using OSHA Form 301 {Injury and lliness Incident Report

z Claim benefits using either form CA-1 (for Traumatic Injury) ar form CA-2 {for Occupational Disease). You must file an OSHA-301

first. Pending reviews of your claim, you may receive a FECA Case Mumber.

] Ifyvou wish to claim compensation, and yvou've recieved an official FECA Case Mumber, vou can file form CA-7 {Claim for

Compensation). You must have a FECA Case Mumber.

Iw/ This arganization supparts filing forms OSHA-301, CA-1, CA-2, CA-T and CA-Ta through ECOMP. I
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Filing an OSHA 301: Employee Portion

UMNITED STATES DEPARTMENT OF LABOD

ECOMP

ECOMP y Ermployee Home f OSHA 301 §F Location & Time Signedinas ' Joe Employee Sign COut | Account
/
ECHN 104708 >
WL SR OSHA Form 301
Ciraft
w* &1 Ermployes & Physician
Step 18 i i
P TR———— °1®  Location & Time " Condnus g
) Incident Details Mext, indicate whether treatment was given at the worksite, and if not, where treatment was given, as well as whether the employee was
treated in an emergency room andfor hospitalized overnight. Also enter the date of injury ar illness and time the employee began work. You
2) Review & File Form mavy also enter the tirme ofthe event, if available. This is an optional field.
Actions Flace where event occurred DOL Oy P Jasd
Save Progress for Later ath Floor
Cancel This Form
400 vwest Bay Street L | Mon-UsS address
City | Jacksoaonville State l FL - Flarida vJ Fip code 32204
Dol 's Privacy Palicy 7 YWas treatment given at the worksite™ (=) ves () Mo
If not, where was the treatment given? The em ployee Wi“ be
Facility . .
guided through the filing
Address
City State Fip code pl’OCGSS-
2 “Wwas the emplovee treated in an emergency room? Oy Yes (e Mo

El Ywas the employes hospitalized overnight? Oy ves (e Mo

Zase number {0706

11 Drate of injury or illness 112752012 o)
1z Titne emploves began work a7 :00 Ahd '
12+ Time of event os:00aM L [ | Time cannot be determined
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Filing an OSHA 301: Employee Portion

% UNITED STATES DEPARTMENT OF LABOR

o E COM P ECOMP Home Employee Dashboard File a2 Farm

ECOMP f Ermnployee Home f OSHA 301 7 Submission Successful Signedinas  Joe Employee | Sign Cut | Account

e L
ECHN 104706 IBS HEES0 1 RS

nomm OSHA Form 301 Fending review by Supervisor
This form has been forwarded for review Once the OSHA-301 has
been forwarded, the
2) Review & File Form ECN 104706 Joidalosll employee will see it on
_ e their dashboard. They will
o a @ view 3, Get PDF then be given the

& digital copy of this form will be kept by ECOMP for § vears. (Public L file a CA-1 or CA-2 injU ry
vou will receive email updates each time the status ofthis form chan. O IllN@SS claim based upon
Make sure to save f print a copy for your records and note the Echi 8 the incident documented
Because you are a Federal employee, now thatyou have filed a OSH, QN the OSHA-301

using either form CA-1 or CA-2.

&3 An email has heen sentta your supenisor's email account atrevena Opportunlty to Contlnue to
-»
»

Help

[w

+]
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Filing a CA-1 or CA-2: Employee Portion

UMITED STATES DEPARTMENT OF LABOR

ECOMP

ECOME F Emplovee Home f Select Chain Form

Signedin as  Joe Employee | Sign Cut | Account

Employee Dashboard

Select CA-1 or CA-2

File Mew Farm
Access Existing Form

Upload Document to an
Existing Case

Create New Form

File CA-T7 for an existing
case

Help

Howy to File 2 Form

About Accessibility and 508
Compliance

Filing Faorms as an Injured
Wiarker

Reviewing Forms as a
Supervisar

Uploading Documents to
FECA Case Files

Electronic Document
Submission Fregquently
Asked Questions

DO5SHA Record Keeper Llser
Suide

Agency Reviewer Llser
Guide

Agency Maintenance Help

2 a

There are two types afinjury claims that may be filed: CA-1 or CA-2. Only ane claim {either Farm CA-1 ar Form CA-2) mavy be filed
based on a single incident. Ifyour agency requires a Form OSHA-301 prior to filing a FECA claim, this means that only one FECA

claim form may be filed per OSHA-301.

Select the appropriate form:

e
ﬂ Foar Trawmatic [y

CA-1 - Federal Employee’s Notice of Traumatic
Injury & Claim for Continuation of
Pay/Compensation

Use this form if vou hawve sustained a traumatic injury on the
jok. A traumatic injury is a condition of the body caused by a
specific event or incident, or series of events or incidents,
weithin a single workday or shift.

Examples of a traumatic injury include: a dog bite, a motor
wvehicle accident or a slip and fall.

/E'j For fiiness

CA-2 - Notice of Occupational Disease and Claim
for Compensation

Lse this form if wvou have sustained an occupational disease
as a result of your job duties. An occupational disease or
illness is a condition produced by the work environment over a
period longer than a single workday or shift.

Examples of an occupational disease include: noise induced
hearing loss, ashestos-related illness or orthopedic injuries
due to repetitive motion.

OR elect CA-2 & Continue

be filed.

The employee then selects the type of form to

UNCULASSIEIELD
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Filing a CA-1 or CA-2: Employee Portion

% UMNITED STATES DEPARTMENT OF LABOR

d E COMP COMP Home T & File a Form

ECOmMP f Employvee Home Ff ©A-1 F Employes Basics Signed in as  Joe Employee | Sign Out | Account

e
1) Form CA-1 New Form >

ECOMP Claim for a Traumatic Injury {(CA-1)
B) Description of Injury see1n  Employee Basics —

CywWithess Staterment Welcome to CA-1. The steps in this form are listed in the navigator at left. Unl Th I H I I h start
by filling owt yvour basic information below. e el I lp Oyee WI t e n

D3 Atachments be guided through the

Diraft

E) Review 1 Employee name first, Joe Micictle name .
2) Sign & File Form rmiddle, last I ] flllng process-
2 Social security number A Zanfirm S5k e
retone Information entered into
= Date of birth avrmanrers
Save Progress for Later = the OSHA—301 that Can
Cancel This Farm 4 Sex =) Male ) Female

g L

S Home telephone (H04y 366-0214 | International be used On the CA form
Help | | & Grade as of Date of Injury Grade 13 Step S Wi” automatica”y fIOW to
oo e el 7 Home mailing address 400 West Bay Street the CA form th us
City  Jacksonville State FL-F o o o
eliminating the need to
[v] ‘wWife, Hushand  [«] Children under 18 enter dupllcate
WVho should review this form? i nfo rm atio n

;_(z_ Immediate supervisor's email revenaugh timothy g Ldol.gov re— 7

] Dependants

[ Continus 2
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Filing a CA-1 or CA-2: Employee Portion

UMITED STATES DEPARTMENT OF LABOR

4 E COM -P ECOMP Hame mployee Dashbogre File a Farm

ECOMP f Emploves Home § ©A-1 f Altachments Signed in a5 Joe Employee Sign Out | Account
o -
1) Form CA-1 . o New Form CAST x*
) ECOMP Claim for a Traumatic Injury (CA-1)
Draft
~" A Employvee Basics
Step 1D
~w B) Description of Injury M Attachments
~ ) Withess Staterment This step is optional.
R IR—————————L You can attach suppoding documents to this claim now, or submit therm at a later date through ECOMP once a claim number has been

=» D) Attachments assigned. Examples of supporting documents include witness statements, job descriptions, and medical documentation.

E) Review MNOTE: Do not upload OVWCP forms or medical bills here. Medical bills should be submitted using OWCP's Central Bill Processing Center

and OWWCP forms should be submitted through your agency's established procedures (either electronically arin paper format). Forms ar

2) Sign & File Form bills submitted as uploads will not be processed.

All documents that the employee

wishes to include with their initial 0 documents uploaded so far
claim submission can be uploaded &) Atach New Docurment...
here. This is not the only time that | [ it to sttach 2 new gocument

the employee can submit %) Have Questions?
documents to OWCP. It is, however, o eduentiv Asked

the only opportunity to initially
submit documents with the claim
filed through ECOMP.

oo | Continue 4
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Filing a CA-1 or CA-2: Employee Portion

UMNITED STATES DEPARTMEMNT OF LABOR

ECOMP

ECOMP f Emplovee Home f CA-1 §F Heviews

1) Form CA-1

w &) Employes Basics
s B) Description of Injury
™ 0 WItness Statement
w” O Attachments

2} Sian & File Form

Actions

Sawve Progress for Later
Cancel This Form

Help

DOLl's Privacy Policy

- AP Horme

File & Form

e

Step 1E

Rewview

Review this information carefully before continuing.

oLy Narne

Errpiowes srmall

FonsraEne Rt onganization

Faviawar

Sooia)l seciril nurnbaer
Diate of Binth -~ sex

Home telephons
Sracie s stap 35 of fast nfuns
Home maiiing address

Nependents

Place whers [N occurrect
ACAress Where Infuns occLirrec
Mgt Infuns occurrec

Diate of this noltice

Errpioees's occuwnation

CEsse of i

Mahire of e infune

Fitness Narmne
FYitness Adohess

Dzte of WWitness Statorment

ARtschments

Joe Employee
Joe.Employee@gmail.com

DEFPARTRMERT OF STATE

BUREAL OF ADMIMNISTRATIORN
PER-ER-EF

2401 E STREET, v, ROOM H-236 Sa-1
WUARSHIMNGTOM, DC 20522

Supervisor wgdol.gow
s a=t=]
o731 975 ¢ Male

(904) 366-0214
12 + 5
400 vWwest Bay Street Jdack=onville FL a3z

Witfe, Husband, Children under 18 vears

OOl OWC P s gth Floor
400 vWest Bay Street

1152702012

Jacksonville FL 3z
02:00 am

Analyst

Moving equipment
| wwas moving equipment and hurt my back

back strain

At Adod i sitachrments

UNULASSIVIELD

Gl

Signedin as  Jge Employee | Sign Cut | Account
i H H New Form (e | >
ECOMP Claim for a Traumatic Injury {CA-1)
Draft

When the employee has
completed filling in the
required information they
will be allowed the
opportunity to review the
information entered. If
information needs to be
changed the employee can
go back and change it.

If a required field is missing,
a notification will appear on
the screen.
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Filing a CA-1 or CA-2: Employee Portion

UNITED STATES DEPARTMENT OF LABOR

) ECOMP

COMP Horme i arc File a Form

ECOmMP f Employes Home F CA-1 f Submission Successiul

Signed in as  Joe Employee | Sign COut | Account
e i
. —_ . . . ECHN 104707 A x
1} Form CA-1 ECOMP Claim for a Traumatic Injury {CA-1)
Fending review by Supervisor
This form has been forwarded for review
ECN 104707 AR Pending review by Superdsar
Employes Joe Employee Date nt 11027
Organization BUREAL OF ADMIMISTRATION Initiz 111272012
2} Sign & File Form a8 &) view & GetPDF S Upload gtachments -
Actions &3 Anemail has bee : : = Loow.
> vouwilreceie o 1HE €Mployee then can see the
s makesureto save Status of the claim. Clicking Done mben,
+  Next steps completes the process
Help After your claim is & an ernail providing & Case
MHumber.
“ou can use that case number to file a CA-T, claim for compensation.
Ifyou want to check on the status of your claim, visityour employes home page.
81
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Updated Employee Dashboard

UMNITED STATES DEPARTMENT OF LABOR

ECOMP

ECoMP f Employves Home Signedin as  jge Employee | Sign Cut | Account

Employee Dashboard Emp|oyee Da Shboa rd
File Mew Form
You have 2 forms & claims

Upload Document to an Each form you file will appear in this list and be assigned a unique ECOMP
Existing Case Cantrol Rumber. Use the ECR to track the status of your ECOMP forms. an OSHA-301, 1orC
For FECA farms, the ECH will be replaced with a Case Mumber ance the New _7 for a Case Not Listed

form has been submitted to OWYCP. Reference the Case Mumber in all
communications with OWWCFP regarding wour case.

Create Mew Form

File CA-7 for an existing

case
/ECN 104707 (e | FPending review by Supervisar
Help Employee Joe Employee | Date of event 1152712012
Organization BUREAL OF ADMIMNISTRATICON Initiated 1152712012
How to File a Form = (=) e & Get PDF SO Upload Attachments w hlore...
About Accessihility and 508
Compliance
Filing Forrms as an Injured / ECM 104706 @S HA=300 Form Filed - R A claim has_heen
Wiorker filed from this farm.
T Employee Joe Employee | Date of event 1152712012
Reviewing Forms as a Organization BUREAL OF ADMIMNISTRATICON Initiated 110274201 2
Supervisar
Uploading Docurments to - G iew *, Get PDF | -
FECZA Case Files
Electranic Document .
S The dashboard will now reflect all
Asked Questions .
OSHA Recard Keeper User the forms filed by the employee.
SGuide

Agency Reviewer Llser
Guide

Agency Maintenance Help

82
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Additional Training

Employee & Claimants
File a Form

Access Existing Form

Track Status

Gase Stakeholders Have you been hurt on the job? Need to upload a document?
Upload Document to an
Existing Case If you are a2 Federal Employee or a Contractor and have sustained a work- Stakeholders and interested parties can use
Agency Query System related injury or illness, use ECOMP to report the incident to your ECOMP to upload documents to active FECA
(AQS) supervisor. cases. You can upload letters, medical reports
Reviewers If you are a Federal Employee you may also file a claim for benefits under clos Gl Sl pe ] sBELLELE RIS G S B
need the official FECA Case Number and other
Agency Reviewers the Federal Employees’ Compensation Act (FECA). Depending upon your e R e REce (i vae (1S feslime
OSHA Record Keepers agency, start by filing OSHA's Form 301, then file a claim using either form
CA-1 (for traumatic inj not upload OWCP forms or medical
Administration you have received an of Additional training is availa ble orms or bills submitted as uploads will not
Agency Maintenance -7 (Claim for Compens essed. Submit medical bills here.

ECOMP/DFEG | for employees. To view this
Administrator
training click on the Filing

Forms as an Injured Worker
link on the ECOMP page under [Raidoiaa bl s
the Help section.

Contact ECOMP

Help Track statug’of forn

r ECMN or DCN

How to File a Form

About Accessibility and
508 Compliance

Filing Forms as an Injured
Worker

Reviewing Forms as a
Supervisor

Uploading Documents to
FECA Case Files

b rin Pyt 33
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Physical Training Policy:
Allowed

 Employees may participate in the following activities as a part of the PT
Program:

* Running/Walking

* Push-Ups/Sit-ups and any similar exercises intended to improve muscle tone,
strength, muscular and cardiovascular endurance.

* Aerobics and other similar activities

* Tennis

* Racquetball

* Bicycling/Spinning

* Weight Lifting

* Swimming (at a commercial or public facility with a licensed lifeguard on-duty)

84
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Physical Training Policy:
Prohibited

* Not permitted in this program:

e Contact Sports/ Competitive contact

* Team Sports: Group competition that encourages participants to push
performance beyond level of conditioning, endurance, and state of health.

* Swimming in public beaches.

* Exceptions are made case-by-case basis by the Human Resources
Officer and require a TAG approval.
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Physical Training Policy:
Sign Out Sheet

* Technicians participating MUST sign out at the beginning of the
exercise period and sign back in during the end of the period (This
does not include personal hygiene).

* PT schedules must be approved by the supervisor prior to the
technicians participation.

e Supervisors have t
approved physical
requirements/wor

ne authority and responsibility to cancel an
training request based on current mission

kKload.

86
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R Al i
eferences { )

e

5 U.S.C. 8101

Code of Federal Regulations, 20 CFR part 10

FECA Procedure Manual Part 2

Publication CA-810

OWCP Directive

ECAB Decisions
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10 Minutes Break
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HR Systems

Mel K. Masaki
Human Resources Specialist (Information Systems)
808-672-1245

melvin.k.masaki.civ@mail.mil

UNCLASSIFIED
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Objectives

« Basic understanding of the tools that are available for Federal technicians

» Assist in building a self supporting Federal technician

90
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Key Systems

MyBiz+

electronic Official Personnel Folder (eOPF)

Army Benefits Center — Civilian
« Employee Benefits Information System (EBIS)

myPay
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MyBiz+
for Managers and Supervisors
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Key Features

« Maintains a complete history on employees (Awards, Benefits selections,
Personnel Actions)

« Updates the Payroll system automatically for Technician employees

* Interfaces with DoD Performance Management Appraisal Program
(DPMAP), formerly called Performance Appraisal Application (PAA)

93
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MyBiz+

MyBiz+ is a Self Service application that allows managers and supervisors to view your
team’s HR Information:

Personnel Actions

Emergency Contact Info

Position Data

Personal Information (non-PlII)

Salary and Awards

Performance Plans and Appraisals
Professional Development Information

94
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MyBiz+

» To get started with MyBiz+, visit the DCPDS Portal located at:

e https://compo.dcpds.cpms.osd.mil

» Follow the instructions contained in the MyBiz+ Guide located on the State DoD HRO
website:

 https://dod.hawaii.gov/hro/files/2015/04/MyBizfor-Managers-and-Supervisors-
Users-Guide 4-May-2015.pdf
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https://compop.dcpds.cpms.osd.mil/
https://dod.hawaii.gov/hro/files/2015/04/MyBizfor-Managers-and-Supervisors-Users-Guide_4-May-2015.pdf
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MyBiz+

Welcome, Test Account

Detail Pages

Pay, Lesrwa

Peesornsd aml Benefits

Passtion

= Feedhback and telling us what you

MyBiz+ offers employess improved navigation and HR information in an easy to understand display!

-
+ Help us continue to improwe MyBiz+ by visiting Pre
think

Raad'Unraad
Mo Motifications A1 This Time

The informiation = cumrent as of Do Jan-2015

Pay Paod End Clets

Heslh |Irsaranc &

Annual Leave Halamce= Fo.00
H02.00
Annual Leays Farfeil Balanoe (LUse o Lot 133.00

Blise Crosa and Blue Shield (10)

Basc o

Education:
Fhar
Bach

Training:
INTRO TO M

Cartificatio

Mo Canmcalas

Motifications

Tithe

Yiou have i umread notifcations.

TRETING (14-Jul-2014 - 18-Jul-2014)

Licansas:

+4 Last Personnel Action

Twpe of Acton,

Efaclive Dala

ndividusl Time O Awand

0Pl 21004

Start Date

ALSE L HEL

WCLASSIFIED
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MyBiz+

Oither PO S Applications

Motifications
Start Date

WhyBiz+ offers employess improved navigation and HR: information in an easy to understand display
- Raead Unread Tithe
I Help us comtbnuea to improve MyBiz+ by visiting Provide Fesedback and telling wus what you Mo Moditcations At This Time

think
=1
& Wou have no unread notifications,

The information iz curenl & of 05-Jan-37015

AES® L HES

Welcome, Test Account

R -1
nejors geqree -

)
Bac

Groes Py

Traimang
MNTRO T

Rt By

Pty Paarin Eno Dratc

Lasi Personnel Action

indivicussd Tima O Swsrd

Health Insuranca:

priats o
1 e 1 CI=Ts! n
e
pdase R or hhyTearm
Lile insurance
Typs of Action
Arninual Leave Ealanca: .00 EfTeq ive Duate: 20-riow-ZUT4
20200
15200

Sick Leawe Dalance
Annual Leave Forfeit Balance {Use or Lose)

Detall Pages

Pay, Leawe
and Benefrts Feports.
Aceessibiibp/Seclion EDO | Prwacy and Security Policy | Syslem Help Desk Contaeis 9

WCLASSIFIED




UNCLASSIFIED

MyBiz+

MyPerformance

My Workplace

Manager Functions

Performance Management and Appraisal
Apply Action(s) to Multiple Employees
Manage Trusted Agent Authorization
View/Print Performance Management Reports
View Previous Requests

CIV Fill Request Status

Request Employment Verification
Civilian Career Report

Update Contact Information
Update Professional Development
Retrieve SF50

Update MySupervisor / MyTeam

Hiring Manager's Toolkit
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MyBiz+

Otheaer DDEPDS Applications iy Favorites Custormer Swpypo-ork

4]

O
(o)

SELF HELP
My Biz+ Owverview Simulation

Manage iy wWiews Simulation

Employiment Wwerific ation Simulaticn

My Biz+ for Managers and Supervisors Simulation
MYy Biz+ User Guide

e B e

hw Biz+ for Managers and Supernvisors User Guide

My Biz+ for External and hMilitary Managers and Supervisors User Suide Ty “Views d

fManage vy Wiews User Guide

Raequest Hierarchy Assistance User Guide
(for DFAS ODOLS =rvd NG sasmployeses amliy ) S2a 7T 00

FEEDEACHK 05 o0

iy Biz+ Feaedback Page 147 OO0

About DRSS
Aoout iy B+

¥ = Plan (11)

ACCESSIEILITY
Screen Reader Mode (AdT + )

S Pay
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electronic Official Personnel Folder (eOPF)
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Key Features

Released to the field on 1 February 2016

Replaces the paper Official Personnel Folder (OPF) and provides access through a secure
internet connection

Eliminates the loss of an employee’s paper OPF in filing and routing

Complies with the Office Personnel Management (OPM) and federally mandated HR
employee record management regulations

Similar to the Interactive Personnel Electronic Records Management System (iPERMS) and
the Personnel Records Display Application (PRDA)
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electronic Official Personnel Folder (eOPF)

e To get started with eOPF, go to:
 https://eopf.opm.gov/nationalquard/

. FOIIIDOW the instructions contained in the User Guide v5.0.2s for Employee at the following
website:
 https://dod.hawaii.gov/hro/files/2015/04/User-Guide-v5.0.2s-for-Employee.pdf
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electronic Official Personnel Folder (eOPF)

UNCLASSIFIED

e | = @ https://eopf.opm.gov/nationalguard/

P-a G' {2 EHRI Electronic Official Pers... % |

A,

This is an official United States Government computer system, which may be accessed and used only for official Government business by

authorized personnel. Unauthorized access or use of this computer system may subject violators to criminal, civil, and/or administrative
action.

All information on this computer system may be intercepted, recorded, read, copied, and disclosed by and to authorized personnel for

official purposes, including criminal investigation. Access or use of this computer system by any person whether authorized or
unauthorized, constitutes consent to these terms.

Signing into this application indicates vou have read and accepted the Full Terms and Conditions of Use, and you consent to secure testing
and monitoring.

Signing into this application indicates vou have read and accepted the Privacy Policy, and you consent to secure testing and monitoring.

Signing into this application indicates vou have read and accepted the Bules of Behavior, and you consent to secure testing and
monitoring.

NATGUARD :: eOPF v5.0.3 is now available

W ACCEPT |

e0PF Server - 013744 | eopfhelpdesk@opm.gov | 1-866-275-8518
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electronic Official Personnel Folder (eOPF)

SUBMIT CLEAR

Logimn Help | Loogimn FAQs 1 Contact eOPF Helpdesk
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electronic Official Personnel Folder (eOPF)

User Name: MASAKT, MELVIM Help FAD

Welcome to the eOPF System

Introduction :

The eOQOPF System contains electronic copies of the documents that make up yvour Official Personnel File. This self-saervice tool
enables you to electronically view and print your OPF documents. If you have guestdons concerming the technical aspects of
the e0OPF, email the NGB eOPF Help Desk at ng.nor.armg-mbx.ngb-ngeopf-helpdesk@mmail .mil. Questons concernming specific
personnel actions or documents should be sent to your local eCOPF contact located in yvour respective HR. Office.

WWARNING: To ensure the confidentality of data viewed within this applicaton you must use a .mil network computer to
access this application. A copy of the personnel information viewed may remain on the computer in a hidden cache directory.
The hidden cache can potentially be wviewed by a subsequent individual who has access to the same computer. You may clear
the contents of the browser's cache by performing the following steps: (1) Choose Tools-=Intermet Optons from IE's menu
{2y The General tab should already been chosen, if not, select it (3) Click on the Delete Fles button in the Temporary

Internet files frame (4) dick OK from the dialog box that pops up. Please note: because of eOPF security features that hide
IE"s menu you may need to re—open IE after exiting eOPF in order to access thie menu.

wWelcome to the Mational Guard eOQOPF!
User Info:

Email: melvin. k. masaki.mil@mail . mil

Toial Login Count: 269
FPassword will expire in: 44 day(s).
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ae0OPF - Folder View

Reasom:

Show All Docs

1 folder({s) returnaed.

Latest Eff. Date

09152007

Cancel
PO D Org Code
3346 TOARWEAPAALITZ O

electronic Official Personnel Folder (eOPF)

=]

67 document{(s) returned for: MASAKT, MELWVIM

Form
Mumber

DG 61

DG 66

ISP 1

SE S0

SFE 53

ISP 1
SF S50

SF 52

SFEF 3108

Effective
Date

09,1 5/2007F

0B/20/2007F

0B/20/2007F

OB/ 06,2017

0B/ 06/2017

Ot 102007

OF 08/ 20707

O OB 2007

1O/ 03,2076

Formm Description

SCD WORKSHEET

RECORD FOR PAYMEMNTS I FILLL
FOR MILITARY DEPOSITS

THRIFT SAVING PLAM ELECTIOM

MOTIFICATION OF PERSOMNMEL
ACTIOM

REQUEST FOR PERSOMMNEL ACTIOM
THRIFT SAVIMNG PLAM ELECTHOMN

MOTIFICATION OF PERSORMNMNEL
ACTIOMN

REQUEST FOR PERSOMNMNEL ACTHOM

APPLICATION TO MAKE SERWVICE
CREDIT PAYMEMNT FOR CIWVILIAM

Activity Code

UNCLASSIFIED

User Name: MASAKI, MELVIN

Wiew: view without watermark Vl

Folder Status

ACTIVE

Type
BEMEFITS
BEMEFITS
BEMEFITS
REG WR.I

REG WRER

BEMEFITS
GEMN ADJ

SGEMN ADJ

BEMEFITS

UNCLASSIFIED

MO~
Code 1

2893

293

a%4

894

Add Doc

Side

Permansmnt

Permansmnt

Permansent

Permansmnt

SF 52

Permanemnt

Permanent

SF 52

Permanemnt

Show Aldl

Docs

=

Create
Date

091 5/200 7
09/ 14,2007
OB/ 21,2007
OBSOV 2007

OB/ OV 2007

O 172007
011 2/2007

O TR 2007

TO3 2006

Help

Emergeancy

R ERELE

Data

Add to
Clip

faote

fafr
[

Clip Folder

&g

Instr
Page
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®

Army Benefits Center — Civilian (ABC-C)
Employee Benefits Information System (EBIS)
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Objectives

« Gain access to the Employee Benefits Information System (EBIS)

« Basic knowledge to be able add or make changes to Employee Benefits:
* Federal Employee Health Benefits (FEHB)

 Thrift Savings Plan (TSP)
» Federal Employee Group Life Insurance (FEGLI)

108

UNCLASSIFIED



Benefits
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ARMY B :NEFITS CENTER - CIVILIAN

BENEFITS TOPICS
Civilian Death-in-Service
Forms

Health Insurance

Injury Compensation
Life Insurance
Retirement

Thrift Savings Plan (TSP)

Unemployment Compensation

QUICK LINKS

affordable Care Act

Court Orderad Benefits

Defense Contract Management Agency
Federal Benefits Open Season
Financial Literacy

Leawve Without Pay {(LWOP)

Mational Guard

Mew Employee Benefits Tool Kit
Mon-Appropriated Fund

Social Securtty

Uniformed Services

EXTERMAL LINKS

Federal Employees Dental and VWision
Program {(FEDWIP)

wownw . benefeds.com

{(877) 888-3337

Federal Employees Flexible Spending
Account (FSAFEDS)

wownw fsafeds.com

{(877) 372-3337

ABC-C STATUS

PHOMNE SYSTEM EBIS

Fully Operational Fully Operational

Updated: 17 Oct 2017

ANNOUNCEMENTS

Benefits changes effective on or after 29 Sep 2017

Benefits elections effective on or after 29 Sep 2017 hawve processed!
This includes FEGLI Open Season celections.

Please keep in mind that with the high number of elections processed, it
may take longer tham normal for your benefits forms to flow into your
eOPF (normal timeframe is 24-48 hours]).

Tuesday, 17 Oct 2017

Benefits Specialists will be UNAVATLABLE from 1400 - 1700 CT on
Tuesday, 17 Oct 2017 due to system maintenance. Specialist awvailability
will resume on Wednesday, 18 Oct 2017 at 0700 CT. EBIS will be
awailable to make benefits elections during this time.

Thrift Savings Plan (TSP) and Hurricanes Harvey J/ Irfma

The TSP has made a temporary change to the financial hardship
withdrawal rules for participants affected by Hurricanes Harvey and Irma.
TSP will treat any Financial Hardship In-Service Withdrawal Request as a
gualifying hardship and will waiwve the rule prohibiting emploves
contributions for & months after taking a hardship withdrawal if you mest
the posted requirements. You can get more information on this, to
include information on how to request a TSP Financial Hardship In-
Service Withdrawal by visiting TSP's Plan NMews and Announcements
page.

Click to log int

EBIS

Employee Benefits Information
System (EBIS)

what is EBIS?

EBIS is an automated, secure, self-
service web application that allows
employvees to review general and
personal benefits information, and allows
you to calculate yvour own retirement
estimates. EBIS also allows you to make
benefits elections for Federal Emplovees
Health Benefits {(FEHB), Federal
Employees Group Life Insurance {(FEGLI),
and the Thrift Savings Plan (TSP).

id you knowvw?

¥ou can only access EBIS if you are
lcgged in with yvour Common Access
Card (CAC). You must also have yvour
Social Security number and EBIS PIM.
This is to help protect yvour Personally
Identifiable Information (PII}!

Problems accessing EBIS?

COur EBIS Login Information sheet
can help.

EBATS

Click to log into:

r g |

website:

e Go to the Army Benefits Center — Civilian (ABC-C
https://www.abc.army.mil/
— Click on EBIS tab
— Click “OK” for CAC Certificate and enter PIN
UNCLASSIFIED
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Employee Benefits Information System

EB.S EmpLOYEE BENEFITS IWFORMATION SYSTEM

=/
Help

Welcome to the Employee Benefits Information System (EBIS)...
Department of Army EBIS Login

Current Users:
Enter your SSN and your PIN.

(No

Reset PIN

User Information:

If you are a new user select the New User button below. Your
temporary PIN is your two digit month and the last two digits of
your year of birth (MMYY). If you have forgotten your PIN, you will
need your latest Leave and Earnings Statement or Notification of
Personnel Action to complete the information on the Reset PIN link
above. Your new permanent PIN must be six numbers and cannot
be in the exact order of your Social Security number, date of birth,

service computation date, or repetitive/consecutive numbers.

If you encounter difficulty with your PIN, please contact a Benefits Specialist with the Army Benefits Center - Civilian at (877) 276-9287, Monday through Friday, from 0700 to 1700 CT, for assistance.
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Employee Benefits Information System

EB.S EMPLOYEE BENEFITS INFORMATION SYSTEM

2

Help

Welcome to the Employee Benefits Information System (EBIS)...
Department of Army EBIS Login

Current Users:
Enter your SSN and your PIN.

(No

User Information:

Reset PIN
If you are a new user select the New User button below. Your
temporary PIN is your two digit month and the last two digits of
your year of birth (MMYY). If you have forgotten your PIN, you will
need your latest Leave and Earnings Statement or Notification of
Personnel Action to complete the information on the Reset PIN link
above. Your new permanent PIN must be six numbers and cannot
be in the exact order of your Social Security number, date of birth,
service computation date, or repetitive/consecutive numbers.

If you encounter difficulty with your PIN, please contact a Benefits Specialist with the Army Benefits Center - Civilian at (877) 276-9287, Monday through Friday, from 0700 to 1700 CT, for assistance.

 Login with SSN without dashes and (6-digit) PIN
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Employee Benefits Information System

EB.SEHPLOYEE BENEFITS INFORMATION SYSTEM

2

Help

g 8 8 0 0O ® % &

My Benefits  Calculators  Transactions Forms HR Link eRetirement My Profile eSeminars  Information

Session
User:
MELVIN K MASAKI

PIN Logout |
Pending Transactions
FEHB: Mone
T5P: Mone
TSP Catch-Up: MNone
FEGLI: Mone

Agency News

Did you create a
transaction for TSP,
FEHB, or FEGLI that is
effective this weekend?
If you did and you do
not see that it is
processed yet, remember
that our information will
not be refreshed for the
weekend transactions
until Monday morning. If
you have concerns about
your transaction, please
contact a Benefits
Specialist.

Welcome to the Employee Benefits Information System (EBIS)...
Department of Army
The Employee Benefits Information System (EBIS) is designed to provide Federal employees general and personal information regarding their retirement & benefits.

To get started - choose one of the following:

Click for a comprehensive personal statement of your retirement and benefits.
My Benefits
Click to use a variety of retirement and TSP calculators.
Calculators
% Click to view current coverage and/or change your TSP, FEHE, or FEGLI benefits.
Transactions
@' Click to fill and/or print benefits related forms.
Forms
;]_/' Click to view estimates from your Human Resources office.
HR Link
1l
Click to submit a retirement request to your human resources office.

@ Click to personalize your information that is used in EBIS.

<

Click here to view on-line seminars about your Federal benefits.

eseminars

-
!_/ Click to view information about Federal employee benefits.
Information
Welcome to EBIS! We hope you have a good experience on this site. If you encounter difficulties, please contact a Benefits Specialist by calling 1-877-276-9287 between 0700 and 1700 Central Time.

» Click on “Transaction” ICON
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112



UNCLASSIFIED

Employee Benefits Information System

EB.S EmpLOYEE BENEFITS INFORMATION SYSTEM

. B W = ] .
2 8z 0 O B D Q)
Help My Benefits  Calculators  Transactions Forms HR Link eRetirement My Profile eSeminars  Information
Session Transactions
User:
MELVIN K MASAKI - .
FEHB Current Coverage FEHB Pending Transaction
Premium cost for temparary employees will be higher than the You have no pending transactions.
PIN cost reflected below. Please refer to the Guide to FEHB Flans.
Pending Transactions | Plan Code 871
EEHB: None | Plan Name HMSA
TSP: None | Type of Enrollment High Self
TSP Catch-Up: None | Cost Per Pay Period $70.03
FEGLI: MNone
Agency News | History | | Change | Void

Did you create a
transaction for TSP,
FEHB, or FEGLI that is
effective this weekend?
If you did and you do

not see that it is
processed yet, remember
that our information will
not be refreshed for the

TSP Current Coverage
You are currently contributing to TSP.

Retirement Plan FERS
Traditional Contribution Amount  $0.00
Traditional Contribution Percent 12%

weekend transactions Ky o e
7 ; Roth Contribution Percent 7%

until Monday morning. If

you have concams about e

your transaction, please
contact a Benefits
Spedalist.

| History || Change |

TSP Catch-Up Current Coverage
You are not currently contributing to TSP Catch-Up.

| History || Change |

FEGLI Current Coverage

AlFECIT te and rocte are haced np wonr ans ag of

TSP Pending Transaction

You have no pending transactions.

If you completed a TSP Stop Automatic Enrollment Transaction, it
will be retro-actively effective to your start date and there will be
no pending transactions.

Void

TSP Catch-Up Pending Transaction
You have no pending transactions.

Void

FEGLI Pending Transaction

¥ou have nn nending francactinng
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myPay
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- https: Sy pay.dfas.mils

Account ACCess

- |

Forgot your | ogin 1D

Password:

Forgot or Need a Password?

| Go | &
To enter your Password more securely, click
on the On-Screen Keyboard link below.

On-Screen Keyboard

5
s,

ar
DoD CAC | PIV i

SmartCard Login |

Read this First: How New Accounts are
Added to myPay

Create an Account
You will need a temporary password to
proceed.

Stay Connectbed

? You T3~

g It's about the customer!

UNCLASSIFIED

myPay

O~ S

’ myPay Web Site

Accessibility/Section 508 | Security | FAQ | Systemn Usage | Comtact Us

Important Information

ANNOUNCEMENT: New Online Service for Combine
Federal Campaign (CFC)

The U.S. Office of Personnel Management (OPM) has contracted with
The Give Back Foundation to develop and deploy a Mew Online Mational
CFC donor pledging system. This new system will replace the electronic
CFC module in myPay. Also, the 2017 CFC Open Season has been
DELAYED and will START in October 2017 and run through January 12,
2018, myPay will provide additional information once it becomes
available from OFPM and The Give Back Foundation.

1 -2-3, Electronic Delivery

1-2-3 1 It's that easy to make sure you get your pay and tax statements
as soon as possible. Visit just 1 website (myPay), make 2 simple clicks
and have all three forms deliverad to you electronically . It's never been
this easy to help keep your information private, cut waste and make sure
your income tax statements, leave and earmings statements and
Affordable Care Act forms are at your fingertips when you need them
most.

Quick Links

DFAS Resources

= Affordable Care Act

= AsSKkDEFAS Tax Statement Reissue
Reguesits

- DEAS - Home

= How do | get a new myPay
Password?

= How to read a DoD/HHSMNA Civilian
LES?Z

= How to read a DODEA L ES?

- myPay Assistance and Customer
Support

= myPay SmartCard (DoD CAC and
PIv)

- myPay Trusted agents

= Pay Inquiries: Army Active, Navy
(Active/Reserve) Air Force
(Active/Reserve/Guard)

= Pay Ingquiries: Army Mational Guard

= Pay Inguiries: Army Resernve

= SmariVoucher - Complete a DD
1351-2

= Travel Voucher Checklist

Is Your Browser Up to Date?
What browser do you use to access your account? Beginning in July,
some browsers will be blocked from myPay to reduce threats from those
using potentially compromised security protocols. Make sure you're
using the latest version of your favorite web browser. Leam more here.

myPay on YouTube
If you've never opened a myPay account, need help changing your
myPay password, or changing your email address in myPay, check out
our new online training tutorials available on YouTube.

Systemn Availabilityy

WEEKLY RECURRING SCHEDULED MAINTENAMCE:

All DEAS Customers:

= Access to myPay is unawvailable between 00:00E - 01:00E daily, Monday — Friday

= Access to Travel Voucher Advice of Payment (AoP) is unavailable between 12:00E
- 17:00E every Sunday

= Access to Travel Voucher Advice of Payment (AoP) is unavailable between 04:00E

External Resources

= Adobe Reader

= Air Force Portal L ogin

= Armmy Refirement Services Office

= IRS Withholding Calculator (Fornm
VW-4)

= Military Compensation - Retirement
Calculators

= Blended Retirement Svsiem (BRS)

= PDHRA for Armmy Civilians

= Plan SmartChoice

= Thrift Savings Plan

= TreasuryDirect

= US Air Force - Home

= US Army - Home

= US Marine Corps - Home

- US Navy - Home

= Veterans Affairs - Home

= Veterans Affairs - Retuming Service
Members (OEF/OIF)

 Go to website:

https:/mypay.dfas.mil/
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myPay

Main Menu

» 18 U.S.C. § 1030 prohibits unauthorized or fraudulent access to government computer systems. If the
credentials you enter are not youwur owmn, you are in vicolation of this law and should exit this system immediately.
Completing this action may subject you to a fine of up to $5,000 or double the value of anything obtained wvia this

unauthorized access, plus up to five years imprisonment.

Last Date myPay Accessed: 10/15/2017

Your Army Reserve Component Pay Account

@ Leave and Earmings Statement (LES)
Savings Deposit Program {SDP)
@ SDP Statement / Wiithdrawal Reguest
Pay Changes:
@ Correzpondence Address
@ Turm onfoff Hard Copy of LES
Direct Deposit:
@ MetPay EFT
@ Travel EFT
@ Miscellaneous EFT
Taxes:
W@ Federal and State Withholding
@ Tax Statement (W-2)
@ IRS Form 1095
@ Student Loan Repayment Program (SLRP) W-2
@ Travel / Miscellansous Tax Statement (W-2)
@ Tourn onfoff Hard Copy of W-2 and 1099-INT
@ SDP Tax Statement 1099-INT
@ Tourn OnfOfFf Hard Copy of IRS Form 1095
Traditional TSP and Roth TSP
TSP Caltch-Up - Traditional and Roth
Wiew Court Orders
Travel Voucher Advice of Payment (ACP)
Email Address
Security Questions for Password Reseis
Personal Settings Page (Click here for details)

LA A U Y

Your Army DoD Ciwvilian Pav ~ount

W Leave and Eamings Statement (LES)
“ Foreign Entitlements Statement
Pay Changes:

w  Alotments

@ Correspondence Address

@ Direct Deposit

@ Health Savings Account
@ Twurn onfoff Hard Copy of LES
Taxes:
@ Federal Withholding
@ State Withholding
@ Tax Statement (W-2)
@ IRS Form 1095
# Travel / Miscellaneous Tax Statement (W-2)
@ Turn onfoff Hard Copy of W-2
@ Twurn On/Off Hard Copy of IRS Form 1095
Debt Letters
Turm OnfOff Hard Copy Debt Letter
View Court Order
Travel Voucher Advice of Payment (A0P)
Email Address
Security Questions for Password Resets
Personal Settings Page (Click here for details)

L O S R
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CLASSIFICATION &
POSITION MANGAGEMENT

Jacob Tokunaga
HR Specialist (Classification)

(808) 672-1230
jacob.t.tokunaga.civ@mail.mil
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ROLE OF THE STATE CLASSIFIER

Please feel free to contact me WRT any questions you may have about :

« C(lassification review and assistance « Drafting State Exception PDs

* Manpower reviews and desk audits * Announcing new positions

e Hierarchy  Recruitment, Relocation, and Retention Incentives
 New PD Releases « Compatibility

Jacob Tokunaga, Human Resources Specialist (Classification)
jacob.t.tokunaga.civi@@mail.mil
(808) 672-1230

119
UNCLASSIFIED


mailto:jacob.t.Tokunaga.mil@mail.mil

UNCLASSIFIED

AGENDA

What is classification?
How are positions classified?
— What makes supervisory positions different?
— How are supervisors classified?
What is hierarchy?
— How can we request changes to our hierarchy?
What are PDs?
— Where can we find PDs?
— What are Major Duties?
— What are Other Duties as Assigned?

What are desk audits?
What are classification appeals?
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WHAT IS CLASSIFICATION?

* In federal civilian workforce, classification is:

— “The process of determining the appropriate pay plan, grade level, title and series of a
position based on its designated duties and responsibilities, and consistent with prevailing laws,
standards, and guides”

— Bottom Line: Classification determines your pay based on your duties.
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CLASSIFICATION — LEGAL PROVISIONS

* 5 USC 51 - prescribes the GS grading system, and required OPM to establish a
system for prevailing rate jobs

* 5 USC 53 — directs OPM to prepare and publish classifications standards for FWS

e 5 CFR 511 —regulates classification under the GS

* 5 CFR 532 —regulates classification of FWS

Bottom Line: Proper pay classification is required and governed by federal statutes
and regulations
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HOW ARE POSITIONS CLASSIFIED?
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LEARNING THE SYSTEM

e O (Classification Factors under General Schedule

— Knowledge Required
— Supervisory Controls
— QGuidelines

— Complexity

— Scope and Effect

— Personal Contacts

— Purpose of Contacts
— Physical Demands

— Work Environment
UNCLASSIFIED
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LEARNING THE SYSTEM

* 4 (Classification Factors under Federal Wage System

— Skill and Knowledge
— Responsibility
— Physical Effort
— Working Conditions

127
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WHAT ABOUT SUPERVISORY POSITIONS?
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GENERAL SCHEDULE SUPERVISORS

6 Classification Factors under General Schedule Supervisory Guide

— Program Scope and Effect

— Organizational Setting

— Supervisory and Managerial Authority Exercised

— Personal Contacts

— Difficulty of Typical Work Directed

— Other Conditions

Bottom Line: Supervisors’ pay grades are not classified based on
technical performance of work. Instead, pay 1s based on supervisory

authority, supervisory duties performed, the scope and difficulty of work
supervised, etc.
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HIERARCHY
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REQUESTING HIERARCHY CHANGES

* When necessary, supervisors can submit hierarchy change requests through
the HING Hierarchy Requeset Mailbox @

ng.hi.hiarng. mbx.nghi-technician-hierarchy-request@mail.mil

* Non-supervisory employees, i.e. subordinates, can but should not submit
hierarchy change requests in MyBiz

 Employees should be assigned to a supervisor or manager position; other
situations reviewed on a case-by-case basis
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KNOW YOUR PD

* How to find Position Descriptions:

—FASCLASS:
https://acpol2.army.mil/fasclass/search fs/search fasclass.asp

—Ask your Classifier
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FIND A POSITION DESCRIPTION

“Fasciass | WAr_| Wortorce raming Too

\ (.\. Search by Position Data T - T
JGJ ap mcr::: ;iﬁc:;ﬂgszfzgl:r; iglizzllcablefleldsthen click the Search button. # @r TI—'#SJ

IN CCPO ID 0 [ = — . IN PD#

Position Title: | | )
PayPlan:[f [ | ) Series:[F [ | @ Grade: [ [ | v
General Schedule Federal Wage System
Classification Standards Classification Standards
Qualification Standards Qualification Standards
Reglon: [ ]
Servicing CPAC: | V|

Position Duties: 1)

| | ®ExactMatch O Wild Card

AND
| | ®ExactMatch O Wild Card
AND
| | ®Exact Match O Wild Card
AND
| | ®Exact Match O Wild Card
AND
| | ®Exact Match O Wild Card
Position Evaluation: | |@
Sorted By: | v V| v\\D

l Search l l Reset l
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POSITION DESCRIPTIONS

* Describe an employee’s principal duties, responsibilities, and supervisory
relationship

 Provide a basis for Performance Standards or Performance Evaluations

* Determine duty assignments, responsibilities, authority, and required
Knowledge/Skills/Abilities (KSA)

* The supervisor’s signature denotes the accuracy of the
duties/responsibilities described on a PD for a particular position
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POSITION DESCRIPTIONS

» Help to achieve:

— Equal pay for equal work

— Getting qualified people for the job
— Human Resources Development

— Career Development

— Equitable RIF determinations

« Bottom Line: Position Descriptions define:
— WHO does WHAT and

— How much a position is paid
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WHAT ABOUT “OTHER DUTIES”?

Almost every PD includes a paragraph that states, “Performs other duties as assigned.”

Supervisors may assign other duties as necessary whenever their judgment decides that circumstances
warrant such actions

Assignments should be reasonably related to the position’s duties and necessary qualifications (e.g.
occupational series and grade level)

Emergency situations may dictate otherwise (emergencies do not mean regular and recurring additional
duties)

Disciplinary action can occur if employee fails to perform an additional legitimate work assignment as
directed (insubordination, negative appraisals, etc.)

Bottom Line: Additional duties not included in a PD should be minimally assigned (less than 10% of
employee’s time) and should be reasonably connected to the employee’s PD
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DESK AUDITS

* A fact-finding visit to the job site
* Incumbent and supervisor are interviewed

* Group audits can be conducted when several incumbents occupy
Identical Additional (IA) positions

139
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REASONS FOR DESK AUDITS

« Reorganization

 Accretion of duties

* Changes in mission

e Periodic review to ensure accuracy of PDs
* Issue of new OPM Classification Standards
* A position being appealed

« An employee’s request for reclassification
* New technology/equipment affecting a job

« Requirement levied for a special Classification survey

Bottom Line: Desk audits can be conducted when a position’s duties have significantly changed over time

due to organizational changes, changes in mission, OR at HRO request for review of PD accuracy
140
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STANDARDS AND REFERENCES

* C(lassification Standards - GS positions

* Job Grading Standards - FWS (WG/WS)

* Issued by Office of Personnel Management (OPM)

* DoD publishes supplemental guides to some OPM standards
* Manning Documents and Vouchers

* Organizational Hierarchy Charts (Org Charts)
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CLASSIFICATION APPEALS

An employee may appeal the classification of his/her position only

An employee may not appeal based on the classification of someone else’s
position

If an employee appeals, the supervisor must first:
- Ensure the PD 1s complete and accurate

- Discuss employee’s concerns with the employee; attempt an informal
resolution

- If that fails, advise the employee to work with the HRO Classifier
Appeals are decided by OPM or DCPAS
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STAFFING

Mrs. Anne M. Salvador # 672-1228

Human Resources Specialist (Recruitment & Placement)
anne.m.salvador.mil@mail.mil

Gretchen G. Molina # 672-1213
Human Resources Assistant
gretchen.g.molina.civ@mail.mil

UNCLASSIFIED

144


mailto:anne.m.salvador.mil@mail.mil
mailto:gretchen.g.molina.civ@mail.mil

UNCLASSIFIED

HRO STAFFING CONTACTS

HRO Staffing Section — Who To Contact?

e Mrs. Anne M. Salvador # 672-1228

- Human Resources Specialist (Recruitment & Placement)
anne.m.salvador.mil@mail.mil

e Q@Gretchen G. Molina # 672-1213
- Human Resources Assistant
gretchen.g.molina.civ@mail.mil

 Charlene E. Pasion # 672-1224
- Human Resources Assistant
charlene.e.pasion.civ@mail.mil

UNCLASSIFIED
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HRO STAFFING REFERENCE

* Compatibility — TPR 303

* Promotion — Merit Promotion Plan/www.opm.gov

* GS Locality Pay — www.opm.gov

* Cost-of-living Allowances (COLA) — www.opm.gov

* Within-Grade Increase (WIGI) - www.opm.gov
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COMPATIBILITY (STATEMENT OF UNDERSTANDING)

*é
I

Al

i y
STATEMENT OF UNDERSTANDING \ - )
I, the undersigned accept decline the Surface Maintenance Mechanic e S
Supervisor, WS-5801-10 permanent position, at the CSMS No. 2, HIARNG, Hawaii as “‘"H.\Jf'
announced under JVA FY16-101.

As a condition of permanent employment, | understand that | must be assigned to a
compatible military position in Officer AOC 90A, 91A, 924, &3M or MOS 91, 92, or 94 in
Combined Support Maintenance Shop No. 2, or any unit supported by my full-time
employment, pursuant to NGB TPR 303 Chapter 2, paragraph 2-1(b) and 10 U.S.C. Section
10216 (d).

| understand that | do not need to be successfully qualified in a compatible Officer
AQC/MOS prior to hire, but | will need to become qualified in the compatible specialty within
the time frame required by applicable military regulations. If | fail to successfully graduate
from the required Officer AOC/MOS training within the time allowed, | understand that | may
be terminated from the technician program for failure to meet the compatibility standards
IAW TPR 715, Chapter 2. paragraph 3-2(a). Requests for extensions may be submitted in
writing to the HRO for TAG approval.

f at any time | accept reassignment to an incompatible military position, |
understand that | may be terminated from technician employment under TPR 715, 3-3(a).

| understand that exceptions to policy or compatibility waivers may be requested in
writing for TAG or NGB approval but will be subject to the procedures and limitations in TPR
303, Chapter 2-2.

Please indicate which of the following the statements apply and initial in the spaces
provided:

__ | am currently employed at another Federal Agency.
Name of Federal Agency,

| am NOT employed at another Federal Agency.

| am currently on Orders. My Orders will end on

___lam currently assigned to a compatible military assignment in Officer ACC
90A, 91A. 92A, 88M or MOS 91, 92, or 94 in Combined Support Maintenance Shop
No. 2.

| am NOT currently assigned to a compatible military assignment.

Jane Doe | DATE
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COMPATIBILITY

* How to find out what AFSC or MOS are compatible to your position:

—GKO (Guard Knowledge Online):

https://gkoportal.ng.mil/joint/J1/D06/B03/Compatibility/Forms/Allltems.
aspx

* Does not apply to temporary technicians
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GUARD KNOWLEDGE ONLINE (GKO)

a & https://gkoportal.ng.mil/joint/J1/D06/B03/ Compatibility/Forms/Alllte O = @& & & Compatibility - &ll Docume...
File Edit Wiew Favorites Tools Help
74 @ Hawaii Knowledge Online... [ My Pay 2] RCAS Web N B v @ ov Pa

Documents Library GKO Home Joint Staff

Employment & Pay + Compatibility » All Documents

ARNG/ANG Compatibility tables and guidance I Lit

Technician Personnel  Benefits and Entilements  Classification & Position Management | Employment & Pay * |  Enterprise Human Resources Information Systems  Personnel Management Evaluation TN TRNG CDR This List: Compatibility ﬂ

Surveys |:| Type Mame Modified Modified By

Pictures

ANG Master Compatibility Table_as of 28 November 2017 11/28/2017 11:23 AM Judy Kellar

Libraries ARMNG Master Compatibility Table_as of 11 December 2017

12/11/2017 2:23 PM Judy Kallar

55-1102 - Contract

Specialist Information

Title 32 to Title 3
Conversion

PPP/Priority Placement
TPR

Lists

Links

Compatibili —
MG Technician Act 1368 original
NGB Charter 1 Sep 33

Title 10 USC 1021& (DS)

Title 32 USC 705

TH-07-17

BEEHSH B

TPR 202 (Military Technician Compatibility)

3/13/2013 9:01 AM
3/15/2013 9:01 AM
3/15/2013 9:01 AM
3/15/2013 9:01 AM
3/15/2013 9:01 AM
3/13/2013 9:01 AM

3/15/2013 9:01 AM

MS LESLIE A PAGE

MS LESLIE A PAGE

MS LESLIE A PAGE

M5 LESLIE A PAGE

M5 LESLIE A PAGE

ME LESLIE A PAGE

MS LESLIE A PAGE

There is an Air and Army Compatibility Table.
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NEW PD T b
NUMBER NTLE PP |SRe| GR | PDGR . |OBR1 | OBR? | OBR? | OBRA @ ~A
' 3. Titled by
D1904000 Supply Technician G5 | 2005 07 WO/ENL Officers,
Warrant
D1905000 Program Analyst GS |0343| 09 |OFF/WO/ENL| 01A | 88A | 90A | 91A | 92 Officers,
and Enlisted
1. Look up D1906000 Traffic Management |~ | 5455 | 44 01A | 88A | 90A | 91A
' Specialist ‘
your & 4. What
Position D1907000  |Motor Vehicle Operator| WG | 5703 | 08 ENL AFSC or
Description : . 2. This Position T MOS are
Number D1908000 Matenals Examiner |\ 5910 | 07 WO/ENL TR : :
and Identifier (HazMat) Description is compatible compatible
i with: Officer Branch — with your
D1909000 Materials Handler | v~ 5907 | o7 ENL , ’ y .
(5SC) Warrant officer Branch, | technician
D1910000 M“mrve{ggg}aﬂeramr WG |5703| 09 ENL and Enlisted position
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FEDERAL PAY SYSTEM

® General Schedule (GS): a nationwide system set by Congress.

* Pay schedules: Nationwide, Locality, COLA, AND Special salary
rate

® Federal Wage System (FWS): set by local wage surveys
« WG/WL/WS: All wage schedules include locality and COLA
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GS PROMOTION RULE

* GS Mandatory Promotion Rule (2 Step Rule)

* Pay on promotions must generally be set at a rate that exceeds

the GS employee’s existing rate of pay by at least two step
increases

5 U.S.C. 5334(b)
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PROMOTION CALCULATIONS

 Standard Method: GS to GS

- Jane, a GS-06 step 07, 1s being promoted to a GS-07 position.

Grade Step 1 Step 2 Step 3 Step 4 Step 5 Step 6 Step 7 Step & Step 9 Step 10
1 § 22247 | 5§ 22992 | § 23732 | § 24468 | § 25208 | 5 25640 | § 26.371 $ 27,110 | § 27,138 | § 27.833
2 25.014 25.609 26.437 27.138 27,446 28,254 29,062 29_869 30,677 31.485
3 27,292 28,202 258,111 30,021 30,930 31,840 32,749 33.659 34,569 35478
4 30.639 31.660 32,681 33.702 34,722 35,743 36,764 37.785 38.806 39.827
5 34.280 35.422 36.565 37.708 38,851 39.994 41.137 42,280 43422 44.565
6 38.210 39 483 40,757 42,030 43,303 44.576 45,849 47,122 48.395 49668
7 42.462 43.877 45292 46.708 48.123 (49.538) 50,953 52,369 53.784 55.199

Current rate: GS-06 step 07, $45,849

Promotion rule: two step increase (1,273x2=2,546) + current rate (45,849) = $48,395

Fits into GS-07 step 06, $49,538

UNCLASSIFIED
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FWS MANDATORY PROMOTION RULE

THE FWS mandatory promotion rule requires that pay be set at the
lowest rate of the grade that exceeds the employee’s existing rate of

pay by at least 4% of the representative rate (Step 2) for the grade
from which the employee is promoted

5 CFR 532.407/
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PROMOTION CALCULATIONS

« Standard Method: FWS to FWS
- John, a WG-09 step 05, 1s being promoted to a WG-10 position.

WG

WL-".-‘-'.'S Ws—-Rates _

fEade 122 %03 Current rate: WG-09 step 05, $33.17
1 l%.EE 14.21 14,75 15.34 15.81 I) . . 10 0 — —
2 15.46 1€.14 16.77 17.41 18.06 romotion rule: 4% of rep. rate (4% x 29.63 = 1.19) + current rate (33.17) = $34.36
2 17.30 18.02 18.72 18.45 20.18

4 19,13 19.94 20.72 21.53 22.31

5 20.97 21.84 22.70 23.58 24.46 Fits into WG-10 step 05, $35.33

6 22.92 23.87 24.82 25.79 26.74
7 24.75 25.79 26.81 27.85 28.88
8 26.61 27.71 28.81 29.93 31.00
9 28.42 29.63 20.82 31.99 33.17

82 34.06

10 30.27 31.5132..

Representative Rate
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LOCALITY

« What is Locality Pay?

- To determine an employee’s locality rate, increase the employee’s “scheduled
annual rate of pay” by the locality pay percentage authorized by the President
for the locality pay area in which the employee’s official worksite 1s located.
Locality pay areas are defined in 5 CFR 531.60.

- Calendar year 2018 — 18.43%
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COST-OF-LIVING ALLOWANCES (COLA)

What 1s COLA?

- The cost-of-living allowance is an increase 1n income that keeps up with the
cost of living in the area.

* Why do we get COLA?

- The U.S. Government pays cost-of-living allowances (COLA) to white-collar
civilian Federal employees in Alaska, Hawaii, Guam and the Northern Mariana
Islands, Puerto Rico, and the U.S. Virgin Islands. Section 5941 of title 5, United
States Code, and Executive Order 10000 (as amended) authorize the payment of
COLASs 1n non-foreign areas.

COLA Rates

e Honolulu 10.99%

 Hawai 5.08%

e Kauai & Maui 10.99% 157
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GS/FWS WITHIN-GRADE INCREASE
REQUIREMENTS (N

REQUIREMENTS:

* Employee must have completed the required waiting period for advancement to next
higher step

* Employee must not have received an equivalent increase in pay during the employee’s
performance must be at an acceptable level of competence

* Waiting periods
W
NOTE: GS Temporary employees do not receive step increases. < f“"i
Supervisors may check Mybiz/myworkplace on when WIGI is due /T ]
vy
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GS WITHIN GRADE INCREASES

Waiting Periods:

e Step 2-3-4 52 calendar weeks
e Step 5-6-7 104 calendar weeks
e Step 8-9-10 156 calendar weeks

5 CFR 531.405
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FWS WITHIN-GRADE INCREASES

WAITING PERIODS:

 Step 2 26 Calendar Weeks
 Step 3 78 Calendar Weeks
* Sten4and5 104 Calendar Weeks

5CFR532.417
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CONVERSIONS

TYPES OF CONVERSIONS:

* Temporary to Permanent
* Temporary to Indefinite
* Indefinite to Permanent (or vice versa)

* Temporary position to a higher graded temporary position

*NOTE: Temporary technicians cannot be promoted, only
converted to a higher grade

|'|'| |
| _|'1

’ -8

1

TEMPORARY l PERMANENT
161
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CHANGE IN TENURE

TENURE OF EMPLOYMENT:

Period of time an employee may reasonably expect to serve under his or her current appointment.
The type of appointment under which the employee is currently serving governs tenure

DUAL-STATUS TECHNICIANS:
Tenure 2 to Tenure 1 = 1 year of service

KEY

TITLE 5 TECHNICIANS: TENUREO NONE

Tenure 2 to Tenure 1 = 3 years of service TENURE 1 CAREER
TENURE 2 CONDITIONAL
TENURE 3 INDEFINITE

INDEFINITE TECHNICIANS:
Always remain at tenure 3

TEMPORARY TECHNICIAN:

Always remain at tenure O
162
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PROBATIONARY PERIOD

* Permanent Excepted Employee = 1 year of probation
* New Title 5 Employees = 2 years of probation

 Indefinite/Temporary/ Term Employee = 0 Years of probation

*NOTE: Term, Temporary or Indefinite Technician time may count
towards permanent probationary time if:

* Work is in the same agency

e Work s in the same line of work

* Work contains or is followed by no more than a single break in service that
does not exceed 30 calendar days

5CFR 315/32 USC 709
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TIME LIMITATIONS

EMPORARY TECHNICIANS
* May not exceed 4 years of consecutive service
* May be terminated at any time, depending on funding

INDEFINITE TECHNICIANS
* May be terminated at any time, depending on funding
* With 30 day notice

TEMPORARY PROMOTIONS

* May not exceed 120 days (Unless position is advertised as a temporary promotion through
USA Jobs)

* May be terminated at any time
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Human Resources Development &
Training

Mr. Joey Mariano
HR Development

808-672-1248%
joey.mariano(@us.af.mil

joey.c.mariano.mil@mail.mail
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Regulations/References

Technician Personnel Regulation (TPR 400, 430, 451)
Code of Federal Regulations (5 CFR 410, 412, 430, 451)
State Directive on Technician Training Program

OPM Training Policy Handbook

National Guard Technician Handbook

Joint Travel Regulations (JTR)

DOD Instructions 1400.25, Vol 430 & 431

UNCLASSIFIED
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HRD Responsibilities

* Process SF182

* Process DTS/ DTS Reports/ Reconciliation

« GPC Holder (Air & Army Training Card - $25,000 max)

» Maintain Training Records/ Update Education Data

* Present Training Material in NEO and NG Technician Management Course
« Course logistics (i.e. room reservations, material and class prep)

» Performance Appraisal Program Manager

* Individual Development Plan/ Performance Improvement Plan Program Manager
« Maintain Annual Training Calendar

 Training Program Budget Manager

» Customer Service
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Resources

* Professional Education Center (Air and Army Guard)
https://www.pec.ng.mil/

* GKO
https://gko.ngb.army.mil/

* Army Civilian Training, Education and Development System (ACTEDS)
http://cpol.army.mil/library/train/catalog/
* Graduate School USA

http://www.graduateschool.edu/

* Army Training Requirements & Resources System (ATRRS)

https://www.atrrs.army.mil/atrrscc/search.aspx
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Resources

* Defense Acquisition University (DAU)
https:// www.dau.mil/
* Office of Personnel Management (OPM)

https://www.opm.gov/

* Army e-Learning Program

https://www.dls.army.mil/Army_e-Learning.html

* Air University

http://www.airuniversity.af.mil/

UNCLASSIFIED
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Training Request

« Complete an Standard Form 182 for any training over 8 hours

» Forward SF182 and supporting documentation (LOI, MOI, Course Scope) through
organizational channels and then onto the HRDS for processing

« HRDS will verify the request with reviewing the annual spend plan

« HRDS will then approve/disapprove training request. HRDS will process training request
(e.g. return approved SF 182)

+ SF182 package must be approved BEFORE DTS Authorization is submitted for approval
« Submit to HRDS-J1 NLT 15-20 days and approved before DTS travel start date

https://www.opm.qgov/forms/pdf fill/sf182.pdf
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Tech Travel

Technician Travel.
 SF182 required for any travel

Travel in your civilian pay grade; not military rank/grade

Cannot be directed to use Government lodging

Single occupancy lodging only; no roommates

Civilian DTS Profile (Army Guard members only)

Government Credit Card:
» Required for DoD civilians
* Must use when traveling for lodging, airfare and car rental

171
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DTS Profile

Every T32 employee should have (2) DTS profile built
« Gand NON G

ARMY:
« Civilian DTS Profile (NON G) for tech travel
« Military DTS Profile (G) for mil travel

AIR
« Military DTS Profile (G) for both tech and mil travel due to funding

172
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DTS Profile

Logged In As: JOEY C MARIANC Help for this screen
DTS Home

Defense Travel System
- A New Era of Government Travel

©Official Travel W/ Official Travel - Others W Traveler Setup W Reports V| Administrative v

Documents Awaiting Your Approval --> cClick Here
Welcome JOEY C MARIANO

Organization: DA180HIAHRO My Signed Documents

Org Access: DA1SOHLA
° Document Name Cs'-":ﬂ"‘;‘:';t Delii):t‘t:re Type
Group Access: HIA

Permission: 0,1,2,6 Mo documents found.

Reset Profile

v personnel needing additional assistance for Army specific
issues should first contact their Organizational Defense Travel
Administrator (ODTA) for DTS support; use the Contacts link on the
DTS5 website to find your ODTA contact information (preferred), or
contact the Department of the Army Tier 2.5 Help Desk at
dfas.indianapolis-in. jft.mboc in-army-dts-inquiries@mail . m

TSA's expedited port security screening program, TSA Precheck, is
free for DoD civilians and Service members (including Reservists and
Mational Guardsmen, and students at the U.5. Military Academy, the
U.S. Maval Academy, the U.5. Coast Guard Academy, and the U.5.
Air Force Academy). TSA Precheck allows travelers to keep on their
shoes, belt, jacket, and leave laptops and 3-1-1 compliant liguids in
carry-on bags when going through airport security. The program can
be used for official business or leisure travel. Learn how you can
participate at: http:/ www.defensetravel.dod.mil/site/news.cfim?
ID=18.

What's New in DTS

Back to Top

UNCLASSIFIED
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DTS Profile

Defense Travel System
% A Mew Era of Government Travel

User Activation

Your user account needs to be activated.

If vou would like vour account activated, complete the
form below. The form requires that yvou enter yvour social
security number twice. Please enter your S5MN exactly
as it appears in your profile and indicate whether
vou are a member of the Reserve Component
(Reservist or National Guard)

Enter Social
Security Number:
Reenter Social
Security Mumber:

Reserve/MNational
Guard:

If the values entered match an account in Defense Trawvel
System , vou will automatically be logaed in.

Selecting the "Cancel” button will terrminate the activation
process.

UNCLASSIFIED
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Individual Development Plan (IDP)

Career map jointly developed by the Supervisor and Employee

Supervisors are required to prepare an IDP for each developmental position

Document recommended career development as well as training requirements for the
appraisal cycle

|dentify specific training requirements needed to make employees more proficient in their
jobs

Used by the supervisor as a tool in career counseling and in preparing appraisals

Due to HRD 30 days after employment

Follow up with Supervisor after 120 days

https://www.opm.qgov/WIKl/training/Individual-Development-Plans.ashx#IDP Implementing
Agencies

175

UNCLASSIFIED



UNCLASSIFIED

IDP Sample

PRIVACY ACT STATEMENT: Section 4103 of Title 5 of U.S. Code authorizes collection of this information. The Individual Development Plan (IDP) information is
used by supervisors. employees. and department managers to plan and/or schedule training. education. or other career development activities relevant to the position The IDP is a
functional tool for both the supervisor and emplovee. It provides a consistent and continual status of the employee's progress or lack thereof. Position requirements are identified
and annotated. This form is vwsed to justify an employee's progress within his/her probationary yvear. This form is also used to support and justify grade promotions and/or position
reassignments. Changes to this IDP. within its Development Objectives are either short term (S/T) or long term (L/T) in nature. The IDP information is for official use only.
Artach additional pages if necessary. On each attached page, annotate the member's data as reflected in Blocks One Through Seven. For each entry,

reference the applicable block ritle for the conrinued informarion.

1. NAME 2. 55N 3. POSITION TITLE 4. PAY PLAMN, SERIES, AND GRADE
Joey Mariano | 5 GS5S-201-11

S INITIALMJPDATE §. PERIOD COVERED 7. LAST UPDATED

Initial |F"r’ 17

8. DEVELOPMENT OBJECTIVES

Ba. SHORT TERM OBJECTIVES (4-12 MONTHS)
To get to the PD standard of GS 11

Bb. LOMNG 'I'E_F'.M OBJECTIVES (1 YEAR +) .
Cross train into other HR functions

9. FORMAL TRAINING OBJECTIVES

Sa. COURSE ID ob. COURSE TITLE gc. PROVIDER (PRINT NAME) gﬂé E{A—EEPEEEEDULED Se. DATE COMPLETED
HRDS NGB course NGB PEC 1317 Mar-2017 17 Mar 2017
Fiscal Law NGE on-line 15-Mar-2017 17 Feb 2017
Intro to Resource Managemeant FEC Course 01-Apr-2017
DCPDS NGB Course 01-Jun-2017
Technician Personnel Management Course NGB Course 01-Jul-2017

10. FORMAL EDUCATION

10d. DATE SCHEDULED

10a. DEGREE

10b. NAME OF PROGRAM

10c. PROVIDER (PRINT NAME)

OR PROPOSED

10e. DATE COMFLETED

11. ON THE JOB

TRAINING (OJT)

11a. SELF OR GUIDED

11b. NAME OF SYSTEM OR TRAIMNING ITEM

11e. PROVIDER (PRINT NAME)

11d. DATE SCHEDULED
OR PROPOSED

11e. DATE COMFPLETED

Self Commutation Skills HRO branch 01-Apr-2017
Self Facilitator Course HRO branch 01-Apr-2017
Self Formulation and Execution of FY funding USPFO and HRO branch 01-Apr-2017
Self Joint Travel Regulation USFPO 01-Apr-2017

Supernvisor's Printed Name: Signature: Date:

Employee’s Printed Name: J O EY MAR |AN O Signature: \mﬁté B e s o Date: 6 J U |_
HRO Coordinator/ JOEY MARIANO Signature: . 2} grpa ﬁ,t':") %?%Sﬁé%if%?};;i&ﬁ pate: § JUL

HRDS Printed Name:

17
17

NGB Form 650 Page 1

UNCLASSIFIED
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Performance Appraisal System

Log In

« My Biz — All Technicians have a My Biz account. Think of it as “My Pay” for Personnel
actions.

« My Workplace — All Supervisors will have a My Workplace account. Only those
Supervisors that have Technicians as subordinates will need to access the My Workplace

Application.

177
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Performance Management

Permanent Employee = 1 year (52 weeks) of probation

Non Supervisory to Supervisory = 1 year (52 weeks) of probation

New Title 5 Employees = 2 years (104 weeks) of probation

Indefinite/Temporary Employee = 0 Years of probation

*NOTE: Temporary/Indefinite Technician time may count towards permanent probationary
time if work is in the same line of work

https://www.opm.gov/policy-data-oversight/performance-management/performance-
management-cycle/monitoring/supervisors-in-the-federal-government/
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Performance Appraisal System

Annual Appraisal Cycle: 1 April — 31 March

HRD recommends at least 3 Critical Elements

Mandatory Supervisory “Critical Element”

Rating of Record: Level 1, Level 3, Level 5

Mandatory Interim Review

Self Assessment

New NGB Form 2906 (Performance Appraisal)
MyPerformance accessed through My Biz and My Workplace

UNCLASSIFIED
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* Level 5 - Outstanding

* Level 3 - Fully Successful

* Level 1 - Unacceptable

Performance Appraisal System

UNCLASSIFIED

The average score of all performance element ratings is 4.3 or
greater, with no element being rated a “1”, resulting in an overall
rating of record that is a “5”.

The average score of all performance element ratings is less than
4.3, with no element being rated a “1”, resulting in an overall
rating of record that is a “3”.

Any performance element rated as a “1”.
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Performance Improvement Plan

Performance Improvement Plan (PIP)

Required with Level 1 performance

Normally for 90-120 days, and identifies the deficiency and what must be done to
attain a Level 3 rating

Statement of Notice that performance is at best “Fully Successful”, for pay purposes
Withholding of Within-Grade increase for which otherwise eligible

Uncorrected unacceptable performance will result in reassignment, change to lower
grade, or removal
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Types of Awards

Honorary Awards

Suggestion and Invention Awards

Special Act/Service Awards

Service Awards
Performance Awards
« Cash
« Time Off — Only award eligible for Temp Employees
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Questions

>
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FINANCE

Army Guard: Rod DuPont Jr. at the USPFO/Payroll. 844-6317

Air Guard: MSgt Carleton Tajir1 at the 154 CPTF/FMFPC. 448-8126 ext 444-7484
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Lunch Break

185

UNCLASSIFIED



UNCLASSIFIED

Labor Relations/ Employee Conduct
National Guard Technician Personnel

John K. Yim
Labor Relations Specialist
Email: john.Kk.yim4.civ@@mail.mil
Office: 808-672-1555/ Mobile: 808-381-9280

Walter R. Ross, Jr.
Deputy Human Resources Officer

Email: walter.ross2.mil@mail.mil
Work phone: 808-844-6087
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Agenda

Labor Relations

Technician Act 1968

Union

Labor Management Relations
Non-Disciplinary and Voluntary Actions

Adverse Actions

UNCLASSIFIED
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Labor Relations

Consult with emﬁloyees and management to foster a positive and productive
work environment

Provide,guidance to mana ?_rs on performance management and the
Agency's progressive disciplinary process

Provide confi ent?l assistance to employees with questions or concerns
about work-related issues

Support administrative processes such as performance evaluations, disputes,
grievances, and appeals

Investigate and resolve employee related complaints by providing conflict
resolutfon options ploy P yp g

Ble otiates, administers and ensures compliance with the Agency’s collective
al%alnlng agreements

UNCLASSIFIED
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National Guard Technician
Program

* Legislative History
- The National Guard Technician of 1968 (P.L. 90-486)
- Created the program as we know it today

- (IJ:onverted NG technicians from state to Federal employees of the Department of Army/Air
orce

- Recognized both the state and Federal characteristics of the Technician Program
- Federal Funding
- Remained State Employees

* Purpose
- Establish fair and just compensation
- Establish employment benefits
- Provide entitlement to Federal retirement
- Provide protection under Federal Tort Claim Act

189
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TECHNICIAN ACT OF 1968

The Adjutant General
- Employer & administrator (32 USC 709d; 32 USC 314)

State Human Resources Office (HRO)
- Administrator of HR Policies & procedures
- Ensure fairness / equitable treatment
- Ensure proper recognition

190
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TECHNICIAN ACT OF 1968

« The Technician (Caretakers)
« Administration and training (32 USC 709(a)(1))
* Maintenance and repair of supplies (32 USC 709(a)(2))

 Readiness Multipliers
 Highly skilled/specialized workforce
* Provides specialized training
* Provides continuity of operations before, during, and after mobilization

* Technicians serve concurrently
- Perform full-time civilian work in their units (unit, position, grade/rank)

- Perform military training and duty in their units
- Be available to enter active military service (deployments)
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EMPLOYMENT STATUS

» Dual Status Technician
« Federal employee for benefit purposes
« Excepted Service employment (32 USC 709(e))

« Military membership /Compatible military assignment (32 USC
709(b)(1))
* Must wear military uniform (32 USC 709(b)

» Title 5 NG Employee
« Competitive/Excepted service
* No military membership required
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TECHNICIAN VERSUS TITLE 5
FEDERAL EMPLOYEE

No veteran preference

No payment for overtime (32 USC 709(h))

State employee for purpose of USERRA
* CFR § 1002.306

NG Technician Special Provision (Retirement)
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PRIVATE SECTOR

* Working Conditions
* Wages

* Health Benefits

* Retirement

e Strike

UNCLASSIFIED

Union

PUBLIC SECTOR
* Working Conditions

Examples of working condition items:
Parking assignments
Environment (safety, air quality, noise, and other
hazard items

Employee locker sizes and locations

Location of coffee makers, ice machines, and
microwaves

Office design (cube farm and office size or location)
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BUE vs Non BUE

* Easier to define Non Bargaining Unit Employee:
* Management official or supervisor
* Confidential employee (EEO/SARC/Chaplain)
* Personnelist (Adverse Action, Discipline, Labor Relations)
* Professional employees (JAG)

* Intelligence, counter intelligence, investigative or security which affects national
security

* Employees engaged in investigation or audit functions that affect internal
security

* Bargaining Unit Employee includes most others not described above
(mechanics/purely clerical)
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AFGE 1213/NATCA

* Negotiated Agreement
* Contract between the Adjutant General, State of Hawaii

* Block 37 of your SF50 Personnel Action

* American Federations of Government Employees (AFGE) Local 1213
BUS Code: NG5026(Army) NG5028 (Air)

* National Air Traffic Controllers Association AFL/CIO (NATCA)

* POC for AFGE (Army/Air): Mr. Robert Rabacal (Interim) DSN:
(315)448-7742, COMM: (808)448-7742, CELL: (808)462-8838.
EMAIL: Robert.rabacal.l(@us.af.mil

* POC for NATCA: Mr. Nathaniel Dixon, (808)448-8181, (808)448-
8495 #4446060, #4443222
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5 USC 7106, Management Rights

* To determine the mission, budget, organization, number of employees, and
internal security practices

* To hire, assign, direct, layoff, suspend, remove, reduce in grade or pay, or take
other disciplinary action

* To assign work
* To make contracting out decisions
* To determine personnel for operations

* To select personnel from properly ranked and certified candidates — or any
other appropriate source

* To take whatever actions necessary to carry out mission during emergencies
197
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5 USC 7106, Management Rights

* At the election of the agency, on the numbers, types, and grades of employees
or positions assigned to any organization subdivision, work project, or tour of
duty, or on the technology, methods, and means of performing work;

* Procedures which management officials of the agency will observe in
exercising any authority under this section

* Appropriate arrangements for employees adversely affected by the exercise of
any authority under this section by such management officials

198
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S5 USC 7102, Employee Rights

* Each employee shall have the right to form, join, or assist any labor
organization, or refrain from any such activity

* To act for a labor organization in the capacity of a representative

* To engage in collective bargaining regarding conditions of employment as a
representative

199
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Labor Management Relations

 Weingarten Rights: Refers to the right of a bargaining unit employee to
be represented by the union when (1) the employee is examined in an
investigation conducted by one or more representatives; (2) the employee
reasonably believes disciplinary action against him or her may result; and
(3) the employee requests union representation. There is an annual
notification on your performance appraisal.

1. Employee must request representation
2. Representative is there to assist not bargain
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Non-Disciplinary Actions
and Voluntary Actions Technician
Personnel Regulation (TPR 7135)
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Non-Disciplinary Actions TPR 715

*Loss of military membership
» Terminated 30 days later
Failure to meet a condition of employment
*Management Directed Reassignment
*Must be to same grade and pay
*Notice must be given which includes:
*Reason for reassignment
Effective date for action
*Provide reasonable amount of time to accept or reject (5 days)
*Benefits information of technician rejects and is terminated
*Transfer of function
*Technician must be given notice of:
*Explain why the transfer of function is occurring
Effective date for the action
*Provide reasonable amount of time to accept or reject transfer (10 days)
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Non-Disciplinary Actions TPR 715

* Furlough of 30 days or less (22 work days)
« Management has authority to furlough workforce for legitimate reasons
« HRO prepares and issues written furlough notices
» Enforced leave
« Management can require technicians to leave the worksite when:
« Tech is not ready, willing and able to perform assigned duties, and/or
« Tech’s continued presence is highly undesirable or

presents an immediate threat to the government property or the well being of the
tech, co-workers or the public

Cannot be continued once management determines the technician is ready willing
and able to perform assigned duties or the immediate emergency is resolved.

If no reasonable explanation, then LWOP
If reasonable, then give option to use leave
Examples: out of uniform, drunk, enraged, uncouth, emotionally unstable, etc...

UNCLASSIFIED
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Failure to Meet a Condition of Employment

» Technicians who fail to maintain a condition of employment can be reassigned or a lower grade or
terminated. Some examples:

Failure to maintain a compatible assignment

Failure to maintain military appointment requirement

Failure to maintain rank required for position

Failure to maintain state driver’s license

Failure to maintain current qualifications as an aircrew member
Failure to meet the physical standards required for an aircrew
Revocation of authorization to carry a firearm

Failure to maintain security clearance

Failure to remain qualified in the Personnel Reliability Program
Failure to complete military training

Physical inability to perform technician duties efficiently and/or safely
Failure to maintain compatible military assignment

Failure to restore to technician status after 5 years of Uniformed Service.
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Voluntary Actions

Resignation

* A Tech can resign at anytime, advance notice not required

* Management cannot demand, but can offer in alternative to removal

* Tech can request to withdraw resignation before effective date

* Management can deny, if position abolished or already committed
Voluntary Change to Lower Grade

* Must be in writing

* Management cannot demand, but give option in lieu of adverse action

* Tech can request to withdraw resignation before effective date

* Management can deny, if position abolished or already committed
Optional Retirement

* A Tech can resign at anytime, advance notice not required

* Management cannot demand, but can offer in alternative to removal

* Technician can request to withdraw resignation before effective date
Abandonment of Position

« A Tech can be removed if fail to report to work in reasonable time (10 days)

« Management must attempt to ascertain techs intent and document
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Discipline and Adverse Action

Technician Personnel Regulation
(TPR 752)
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Supervisor Responsibility

Maintains an office or shop atmosphere which is conducive to good employee-management relations;
Practices and maintains discipline to reduce the need for formal discipline or adverse actions

Ensures employees understand the duties and work practices, safety and security requirements and
administrative procedures

Ensures any disciplinary action is justified by the facts and circumstances and is consistent with agency
policy, precedent, and applicable collective bargaining agreement
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Informal/Formal/Adverse Actions

Non-Disciplinary (Pre-Disciplinary)
*Counseling
Oral
«Admonitions
Written in Work Folder
Disciplinary
L etter of Reprimand
Grievable but not appealable
Adverse Actions
*Suspension without pay
*Reduction to lower grade

*Removal
208
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S STEP ADVERSE ACTIONS PROCESS

« STEP 1. Notice of Proposed Adverse Action
« STEP 2. Technician’s Reply

« STEP 3. Original Decision Letter

« STEP 4. Administrative Appeal

« STEP 5. Final Decision

** NDAA 2017 granted MSPB appeal rights to Title 32 NG Dual
Status Technicians
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Merit System Protection Board (MSPB)

SUBJECT MATTER JURISDICTION (APPELLATE)

Removal

Suspension for more than 14 days

Reduction in grade or pay

Demotions for unacceptable performance

Reductions in force (RIF)

Furlough for 30 days or less

USERRA Appeals

Whistleblower Protection Act Cases (Appeals from the OSC)
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What is a Grievance

 Answer: A Complaint. A grievance means any complaint by any employee
or the Labor Union concerning any matter relating to the employment of
the employee

* |ssues that are not grieveable:
* Prohibited Political Activities
e Retirement, Life Insurance, Health Insurance
e Suspension due to National Security Reasons
* Classification of Positions (not resulting in reduction of pay/grade)
* Performance ratings
* EEO
* Military matters
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Questions
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State Equal Employment Manager

Nate Masunari
State Equal Employment Manager
672-1316
Nathan.k.masunari.mil@mail.mil
Building 306, Room 122

This briefing is
UNCLASSIFIED
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Learning Objectives: Understand...

Elements of a complaint and protected classes
Role of a supervisor in providing equal employment opportunity

What is covered under the HING EEO program and EEO Commission
HING No Fear requirement and where to find information

significant stages in the federal sector EEO complaint process,
including the option of ADR

1.
2.
3.
4.
5.
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EEO Policy

Equal Employment Opportunity is the right of all military personnel
and civilians to be protected from discrimination in employment.

All applicable federal EEO laws will be vigorously enforced

Hawaii National Guard policy is to ensure equal employment
opportunity, prohibit discrimination and harassment in all its forms,
and promote diversity and inclusiveness in the workplace

Supervisors and managers bear a special responsibility to ensure
that work environments are free from discrimination and harassment

of any kind
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Civil Rights Laws

* Title VII, Civil Rights Act of 1964

* Americans with Disabilities Act of 1990

e Equal Pay Act of 1963

e Age Discrimination in Employment Act of 1967

* The Rehabilitation Act of 1973

* The Vietnam Era Veterans Readjustment Assistance Act of 1974
* The Civil Service Reform Act of 1978

* Civil Rights Act of 1991

* No fear Act of 2003
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®

Elements of a Complaint
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Elements of a Complaint

* Two basic elements required:
1. Basis: Protected class (race, color, national origin, sex/gender, age,
disability, religion, retaliation)

2. Claim:, sexual harassment, hostile work environment, denied
benefit/opportunity (leave, promotion, positive evaluation,
overtime opportunity, etc.)
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Claims
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Harassment Defined

* Harassment is unwelcome verbal or physical conduct based on race,
color, religion, sex (regardless of whether it is of a sexual nature),
sexual orientation, national origin, pregnancy, age, disability or
retaliation that is sufficiently offensive to alter the conditions of the

victim’s employment.

* This standard is met when:
* The conduct culminates in a tangible employment action, or

* The conduct is sufficiently severe or pervasive as to create a hostile work
environment
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Disparate Treatment

* Exists when similarly situated * Complainant must establish that
individuals are treated he or she:
differently because of their

S »1s a member of a protected class
membership in a protected class

»He/she suffered some adverse

* Shifting Burden: Once the above action
conditions are met, burden > A similarly situated individual
shifts to employer to articulate a outside of his/her class was
legitimate, non-discriminatory treated more favorably

reason for taking the action; and
shifts back to complainant to
argue pretext
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Tangible Employment Action

* Definition: A management official’s ¢ Examples of tangible
harassment that results in a employment actions include but
significant change in an employee’s are not limited to:
(usually a subordinate’s)

. »hiring and firing
employment or job status

»promotion or failure to promote
* An agency is automatically liable > demotion
for harassment by a management »undesirable reassignment
official that results in a tangible
employment action regardless of
whether upper management had
knowledge of it

»work assignments
> other actions
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Hostile Work Environment

* Anyone in the workplace can * The key issues are frequency and
commit this type of harassment: severity
»a supervisor or manager »The more severe the conduct, the
> co-worker less frequent it must be to rise to

the level of a hostile environment

»or even a hon-employee
»The less severe the conduct, the

* To create a hostile environment, more frequently it must occur to
the conduct must rise to the constitute a hostile environment
level of being severe or
pervasive
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Basis

224
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Age/Disability/Genetic Information
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Protected Classes (Civilian Only)

* Age Discrimination in Employment Act of 1967: Prohibits
discrimination on the basis of age against individuals 40 and over.

e Americans with Disabilities Act of 1990: Prohibits discrimination
against a qualified individual with a disability.

* Genetic Information Nondiscrimination Act of 2008: It is illegal to
discriminate against employees or applicants because of genetic
information. (Ex. Family history of medical condition)

UNCLASSIFIED
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* Agency is required to make a * Types of accommodation:
reasonable accommodation of a >Making facilities accessible
KNQ‘N.N mental or phy._c,lcal » Acquiring assistive devices
limitation of an otherwise L
qualified individual with a »>Modifying work schedules

disability unless to do so would »Restructuring job
cause undue hardship. »Permitting use of accrued leave

* Accommodation encompasses: and unpaid leave |
> Application process »Modifying exam/training material
> Job performance »Providing readers or interpreters
» Benefits and privilege of »Reassigning to a vacant position

employment
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National Origin and Race/Color
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National Origin: It is prohibited to
discriminate on the basis of
National origin; because of:

» Ethnicity

» Accent

» Appearance to be of a certain
ethnic background

»Birthplace
» Ancestry

» Linguistic characteristics common
to specific ethnic groups

otected Classes (Title VII of the Civil nghg
Act of 1964 )

Race or Color: It is prohibited to

discriminate on the basis of race
including color discrimination
involves treating someone
unfavorably because of:
»Complexion
»Immutable characteristics

associated with race:

v’ Skin color (can occur between
persons of different or same
ethnicicity/race)

v Hair texture
v’ Facial features
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Religion
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-
eligion(Title VII of the Civil Rights Act of 1964 )

* Title VIl prohibits discrimination  « Agency has a duty of reasonable

on the basis of religion. accommodation for sincerely

* Organized religions such as: held religious beliefs and
Buddhism, Christianity, Hinduism  practices unless to do so would
along with atheist, agnostic and cause an undue hardship.
others who have sincerely held _
religious, ethical or moral * Undue hardship can mean
beliefs. significant cost or non-cost

» Employees cannot be forced to factors such as office disruption.

participate in religious activity as
condition of employment

231

UNCLASSIFIED



UNCLASSIFIED

Religious/Reasonable Accommodation
(Title VII)

* Accommodations may include:
»Granting leave for religious observances
»Granting time and/or place to pray
» Ability to wear religious garbs
» Accommodating hairstyles/grooming habits
»Honoring dietary requirements during meeting where meals are provided
» Permitting time off during a mourning period for a deceased relative.
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Sex and Gender
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Sex/Gender(Title VII of the Civil Rights
Act of 1964 )

* Sex/Gender: Title VII prohibits * Sex Discrimination includes:
discrimination on the basis of a > Disparate treatment based on sex
person's sex/gender. »>Harassment based on sex

> Sexual harassment

.. . . > Pregnancy discrimination
* Discrimination agalnst ain 8 Y

individual because of gender

identity, including transgender . gender Discrimirlation include
status, or because of sexual sex stereotypes
orientation is included. »>“Stop being a sissy”

» “You should be more lady-like”
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Sexual Harassment

* Title VIl prohibits both harassment and sexual harassment through
continued interpretation by the EEOC.

* Unwelcome conduct on a protected basis constitutes unlawful
harassment if it is sufficiently severe or pervasive to create an
intimidating, hostile or offensive work environment.

 An agency is liable for harassment by co-workers if it knew or should
have known of the misconduct, unless it can show that it took
immediate and appropriate corrective action.
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EEOC.gov

* The Commission has taken the position that existing sex
discrimination provisions in Title VIl protect lesbian, gay, bisexual, and

transgender (LGBT) applicants and employees against employment
bias.

* The Commission has obtained approximately $6.4 million in monetary
relief for individuals, as well as numerous employer policy changes, in
voluntary resolutions of LGBT discrimination charges under Title VII
since data collection began in 2013.

* A growing number of court decisions have endorsed the
Commission's interpretation of Title VII.
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Example

* John and Jim are at the department gym working out. They see Frank
lifting weights and proceed to call him derogatory words regarding
what they perceive as his lack of “manliness” and state that he and
“his kind” should have their own locker room. This is not isolated.
Frank has complained to the supervisor about other occasions where
coworkers questioned his sexuality and state he was “too feminine” in
his dress and body language.
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No Fear Act
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No Fear Act

* Prohibits discrimination and retaliation against federal workers for
participating in the EEO process or whistle- blower activities

* Requires agencies to train employees and post statistical data on EEO
complaints on agency’s public website
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Retaliation

* Title VII, ADEA, EPA and the Rehab Act prohibit retaliation because an
individual has engaged in protected activity

* EEOC looks at whether the agency action is reasonably likely to deter
anyone from pursuing the EEO process.
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Complaint Processing
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Hawaii National Guard EEQ Complain Process Flow Chart
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EEO Complaint Process

* The right to pursue a complaint of discrimination is established by law

* The discrimination complaint process consists of:
» Informal Complaint process (EEO Counselor)
» Alternate Dispute Resolution (ADR/Mediator)
» Formal complaint (EEO Investigator
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EEO Informal Complaint Process

* Acts of discrimination must be reported within 45 days of the incident

* The traditional EEO counseling process allows 30 Days for resolution
of allegations.

* If you choose the alternate dispute resolution (ADR) process, it allows
90 days for resolution

* If no resolution is agreed upon after traditional counseling or ADR,
the complainant has 15 days to file a complaint with the Equal
Employment Opportunity Commission (EEOC)
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EEQO Counselor

* The EEO Counselor provides an open channel through which
employees or applicants may raise questions, discuss problems, and
get answers.

* The counselor acts as a neutral party whose function is to make
inquiries to uncover the facts
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EEO Formal Complaint Process

* Filing of formal complaint if matter has not been satisfactorily
resolved at pre-complaint stage

* Investigation of complaints that meet procedural requirements

* OPTION 1: EEOC Hearing or immediate Final Agency Decision (FAD)
from TAG

* Appeal of final Agency Decisions to the Equal Employment
Opportunity Commission

* OPTION 2: File civil suit in appropriate Federal district court
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Alternate Dispute Resolution (ADR)

* Neutral third party, assists the disputing parties to achieve a mutually
acceptable agreement

* The objective of the mediator is to bridge the gap in communication
between the disputing parties and assist them in reaching a voluntary
agreement of their own

* Resolutions reached during mediations are documented in settlement
agreements

* If mediation is not successful, the complaint process would resume
from the point it stopped
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Resources

Equal Employment Opportunity Commission
https://www.eeoc.gov/

No Fear Act

https://www.opm.gov/information-management/no-fear-act/

Office of Diversity Management and Equal Opportunity
http://diversity.defense.gov/

Diversity Management and Equal Opportunity in the DoD
http://www.dtic.mil/whs/directives/corres/pdf/102002E.pdf
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Point of Contact

EO and EEO Office

Nate Masunari

EEO Manager

3808-672-1316

Email

Nathan.k.masunari.mil@mail.mil

Public Website

http://dod.hawaii.gov/seem/seem-manager/

Share Point Website

https://ngcaportal.ng.army.mil/sites/eeo eo/default.aspx

UNCLASSIFIED
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10 Minutes Break
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HRO Resources & Contact Page

http://dod.hawaii.gov/hro/

Policies ContactUs Events SEEM

Home Technician Branch Tech Tools AGR Branch JobVacancies Policies ContactUs Events SEEM Home Technician Branch Tech Tools AGR Branch Job Vacancies

Home » Tech Tools

Home » Contact Us

CONTACT US | TECH TOOLS

Department of Defense Tech Tools

Human Resaurces Office TECH TOOLS
3949 Diamond Head Road
Honolulu, HI 96816-4495 e

Book Appointments

‘ HRO Organization Chart 6 HRO Technician Duties and Responsibilities DEERS intrrent Kaleelon

HRO Contact Roster DEERS Appointment Hilo

As of: 28 AUG 18
Section Member Address/Email Contact Number Download:

Technician Personnel Regulations and Supplement
OWCP: 808-672-1238

Technician Handbock 2017 - HR Guide

Fax: 808-672-1225

Eorms
HRO:
Hawaii Guard Ohana Resource Sheet as of AUG 2018
COL Laura Soares laura.j.soares2 mil@mail.mil 808-672-1321
Pay Issue Inquiry FY 19 Work and Pay Schedules: ‘
Deputy HRO: | |
5-4-9 HIARNG 2019 Calendar
Mr. Walter Ross Jr. walter.r.ross2.civ@mail.mil 808-844-6087

FY 18 Work and Pay Schedules:

State Equal Employment Manager (SEEM) HIARNG 5-4-9 Schedule for 2018

Mr Mathan Masinari nathan k masinari ciummail mil aNR-AT?-121A OPM Salaries-Wages

GS Pay Schedule 2018

WG Pay Scale https:/www.coms.osd.mil/Subpage/AFwageSchedules/ to find the most current WG pay scale information
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HRO Contacts

HRO Services Section POCs
154t Wing — HRO Liaison: SSgt Delesus 448-8236 opt 4
SEEM: Mr. Masunari 672-1316
Benefits: CMSgt Orr 672-1888
Staffing: Mrs. Salvador 672-1228
Classification: Mr. Tokunaga 672-1230
HR IS: Mr. Masaki 672-1245
Management Analyst: Ms. Dias 672-1575
OWCP: Ms. D’Amato 672-1238
Development and Training: Mr. Mariano 672-1248
Labor Relations: Mr. Yim 672-1555

IN-PROCESSING & BENEFITS & USERRA INQUIRIES:

Human Resources Assistant (Assist technicians with last names: (A-I)
Charla L. Quiambao 672-1781

charla.l.quiambao.mil@mail.mil

Human Resources Specialist (Assist technicians with last names: (J-R)
Jessica D’Amato 672-1229

Jessica.m.damato2.mil@mail.mil

Human Resources Assistant (Assist technicians with last names: (S-2)
Noelani De Silva 672-1231
Noelani.m.desilva.mil@mail.mil
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Policy Memos

		Number		Title		Date

				Aloha Week 2018		9/12/18

				Annual Notification of Bargaining Unit Employee’s Right to Union Representation		1/12/18

				Anti-Harrassment Policy		7/24/18

				ATAAPS – Appointment of Timekeepers and Certifying Officials		11/17/18

				Awards Policy 		6/20/18

				Delegation of Authority (Revised Version)		6/12/18

				EEO Counselor Cost Comparison Memo		6/12/18

				EEO Counselor Memo		6/12/18

				EEO Policy		10/5/17

				Equal Employment Opportunity (EEO) Policy Directive		7/10/18

				Hawaii National Guard (HING) Guidance on Political Activity for Federal Full Time Support Employees and AGR members		3/2/18

				Hawaii National Guard Dress and Grooming Policy 		7/24/18

				Hawaii National Guard Off-site and Special Event Policy		7/24/18

				HING Awards Program Documents MOI for FY19 (1ST QTR)		11/9/18

				Interim Over time T5 Policy		7/20/18

				Light Duty Policy		7/25/18

				Merit Placement Plan

				Notice of Rights to Union Representation 2018		12/14/17

				Political Activity Policy		7/24/18

				Routing Policy Within HRO		4/18/18













































HING Policy Memos

		Number		Policy Title		Date

				22-Day Military Law Enforcement Leave (LEL) for Mobilized Federal Civilians 		9-Jul-04

				44-Day Military Leave 		17-Feb-06

				5-4-9 Flexible Work Schedule 		21-Mar-02

				Administrative Claims for Annual Leave as a Result of Decision in Butterbaugh vs. Department of Justice 		31-Aug-05

				Announcement for Fiscal Year 2019 (1st Quarter) Hawaii National Guard (HING) Performance Management Award 		9-Nov-18				Pay, Leave, Timekeeping For Compensatory Travel Time during Non-Duty Hours

				Annual Notification of Bargaining Unit Employee’s Right to Union Representation 2018		12-Jan-18				Outside Employment Memo (Sample)   

		POLICY DIRECTIVE 2018-02		Anti-Harassment Policy 2018		12-Jun-18				Enclosure 3 Duty Status Report (CA-17)

				Awards Guidance for Fiscal Year 2017 		27-Jan-17

				Charging of Less than Full Day of Leave When Order to Active Duty 		3-Oct-05

				Claim for Retroactive Reimbursement for Federal Employee Health Benefits (FEHB) Premiums While on Active Duty in Support of a Contingency Operation		22-Nov-05

		POLICY DIRECTIVE 2018-04		Dress and Grooming Policy for Hawaii National Guard Full-Time Work Force Policy		17-Jul-18

				EEO Equal Employment Opportunity and Interviewing Practices		25-Oct-17

		POLICY DIRECTIVE 2017-1		EEO Policy 2018 - Hawaii National Guard Joint Civilian Discrimination Complaint Instructions		25-Sep-17

				Employment Outside the Hawaii National Guard Policy		19-Jun-12

		POLICY DIRECTIVE 2018-03		Equal Employment Opportunity (EEO) Policy Directive		10-Jul-18

				Excused Absences for Returning Federal Civil Service Employees 2003		18-Dec-03

				Fiscal Year 2019 (FY19) Hawaii National Guard (HING) Human Resources Office (HRO) Full-Time Selection Board Training		12-Sep-18

				Grievance Procedures 2001		6-Jun-01

				Guidance and Parameters for the Use of Social Media 2014		26-Aug-14

				Guidance on Excused Absence for Federal Civil Service Employees Returning from Active Duty in Support of the Global War on Terrorism (GWOT)		3-Apr-09

				Hatch Act 2002		29-Aug-02

				Hawaii National Guard (HING) Guidance on Political Activity for Federal Full Time Support Employees and AGR members 		2-Mar-18

				Hawaii National Guard Off-site and Special Event Policy 2018		12-Jul-18

				Implementation of Recruitment, Relocation and Retention Incentive Plan 		3-Feb-17

		POLICY DIRECTIVE 0001-1		Index of Department Of Defense Policy Directives 2001		8-Jun-01

				Interim Overtime and Compensatory Time Policy for Title 5 Hawaii National Guard (HING) Federal Employees 2018 		20-Jul-18

				Internet Code of Conduct 2001		10-Apr-01

				Merit Placement Plan 		3-Jul-18

				Military Leave for Dual-Stat Technicians on Leave Without Pay - (LWOP-US) While Serving in AGR Status 2004		13-Jul-04

				New Employee Assistance Program Provider 2003		24-Mar-03

				New Employee Assistance Program Resources 2003		26-Mar-03

		POLICY DIRECTIVE # 2018-03		Placing Federal Title 32 Technicians or Title 5 National Guard Employees on Modified or Light Duty Due to Workplace Injury or Illness		12-Jun-18

				Placing Technicians on Light Duty Policy Memo 2011-01		1-Aug-11

				Policy Against Workplace Violence		2-Dec-09

				Policy on Personal Use of Government Office Equipment		13-Mar-02

				Preparation of Payroll and Per Diem for State Active Duty		30-Apr-04

				Recruit & Relocation Bonuses 		21-Jun-01

				Sexual Assault Policy 2015 		9-Mar-15

				Smoking in the Workplace 2002		6-Dec-02

				Smoking In the Workplace Attachment 2002		3-Dec-02

				State of Hawaii, Department of Defense, Electronic Mail Policy 2001		10-Apr-01

				The Workplace and Consideration of Others		2-Dec-09

				Time and Attendance Record 		20-Mar-03

				Use of Official Time for Voluntary Physical Training (PT) Activities Policy Memoradum 2011-02		26-Oct-11

				Use of Regular Compensatory Time (CT) While on Military Orders		26-Nov-10

				Wearing of Aloha Attire 2013		1-Aug-13

				Wearing of Aloha Attire during Aloha Week Festivities 2018		12-Sep-18



















		Number		Policy DirectiveTitle		Date





REVIEW

		Memo's Needing Signature Tracker



		Memo Subject		Memo Creator		Where memo is at & date/time sent to them:		Sent for Mr. Masunari review:						Sent for Mr. Yim review:						Sent for Mr. Ross review:						Sent for Other Person Review:								Sent for Ms. Fujimoto review:

								Sent date		Completion date		Suspense date		Sent date		Completion date		Suspense date		Sent date		Completion date		Suspense date		Name		Sent date		Completion date		Suspense date		Sent date		Completion date		Suspense date

		Hawaii National Guard Technician Travel and Training Policy		MSgt Mariano		Mr. Ross 1/31/18 1236								1/31/17		1/31/18				1/31/18														1/30/17		1/30/18		1/30/18

		Desk Audit Policy		Mr. Tokunaga		Mr. Tokunaga 2/7/18 1546																												2/7/18		2/7/18		2/7/18

		National Guard Incentive Awards Program TPR 451		MSgt Mariano		COL Soares 4/13/18, version 5: 5/18/18 2320		2/22/2018, 3/21/18		2/28/2018, 3/21/18				3/21/18		3/31/18				1/31/18, 4/12/2018		4/13/18												3/20/18		3/20/18

		CLASP Waiver Feliciano, Floyd		Mr. Tokunaga		Mr. Ross 1/26/18 0726														1/26/18														9/12/17		10/19/17

		CLASP Waiver Hirashima		Mr. Tokunaga		Mr. Ross 1/26/18 0726														1/26/18														9/12/17		10/19/17

		CLASP Waiver Pudiquet		Mr. Tokunaga		Mr.  Ross 1/26/18 0726														1/26/18														9/12/17		10/19/17

		CLASP Waiver Pukahi		Mr. Tokunaga		Mr. Ross 1/26/18 0726														1/26/18														9/12/17		10/19/17

		Anti-Harrassment Policy		Mr. Masunari		Mr. Yim 4/27/18 1217		N/A		N/A				2/27/2018, 4/27/18		2/28/18				2/27/2018, 3/9/18						Lt Col Jiovani				before 2/27/18

		Routing Policy Within HRO		Ms. Fujimoto		Mr. Masunari 4/16/18		2/28/2018, 4/16/18		2/28/18				2/27/2018, 4/13/18		2/27/2018, 4/16/18																		N/A		N/A

		Army USERRA Memos (7)		2LT Amparan		Mr. Ross 2/27/18 1416														2/27/18														2/23/18		2/23/18

		FECA Meeting Minutes		Ms. D'Amato		Mr. Ross/COL Soares 3/7/18		3/5/18		3/7/18				3/7/18		3/7/18																		3/5/18		3/5/18

		Alternate Worsite Request for the 292nd CBCS 		Ms. Fujimoto		Mr. Ross 3/13/18														3/13/18

		CLASP Waiver for 154 AMXS 1SG Weaver		Ms. Fujimoto		Mr. Tokunaga 3/13/18																				Mr. Tokunaga		3/13/18

		Waiver of EEOC Training Fees		Mr. Masunari		currently rounting for signature 4/10/18		N/A		N/A				3/21/18																				3/20/18		3/20/18

		Interm Overtime T5 Policy		Mr. Yim

		PDP Policy		LTC Mendonca		COL Soares 8/30/18 1620 signed 8/30/18 1800

		CLASP Policy		Mr. Tokunaga		5/18/18 in routing (restricted) folder

		3R's Policy		Mr. Tokunaga		COL Soares, 7/20/18 (according to HRO sync meeting on 7/26/18)





ROUTING to do



				Memo Subject Line Name		Memo Creator

				Outside Employment Policy		Mr. Yim

				Route to:		Date sent:		Date signed:

				Deputy HRO: Mr. Ross		4/17/18, 5/1/18		5/1/18

				SEEM: Mr. Masunari		4/13/18		4/16/18, 5/16/18

				JAG: MAJ Phelps		4/24/18		4/25/18, 5/1/18

				HRO: COL Soares		5/17/18, 5/22/18		5/22/18

				DAG: BG Hara		5/22/18, 7/5/18, 7/23/18, 9/4/18

				TAG: MG Logan



				Memo Subject Line Name		Memo Creator

				PT Policy		Mr. Yim

				Route to:		Date sent:		Date signed:

				SEEM: Mr. Masunari		N/A		3/26/18

				JAG: MAJ Phelps		N/A		3/7/18

				AGR Branch: LTC Mendonca		5/8/18		5/10/18

				Deputy HRO: Mr. Ross		5/11/18, 5/22/18		5/23/18		Mr. Ross says to wait to have Mr. Yim check his change before routing. 5/24/18

				HRO: COL Soares		6/19/18, 9/4/18

				DAG: BG Hara

				TAG: MG Logan



				Memo Subject Line Name		Memo Creator

				Medical Examinations		Mr. Yim

				Route to:		Date sent:		Date signed:

				SEEM: Mr. Masunari		5/24/18		5/29/18

				JAG: MAJ Phelps		5/31/18		6/1/18

				HRO Staffing: Mrs. Salvador		6/12/18		6/12/18

				Deputy HRO: Mr. Ross		6/13/18, 6/19/18, 7/5/18, 7/31/18, 9/4/18, 9/11/18

				HRO: COL Soares



				Memo Subject Line Name		Memo Creator

				Compensatory Overtime Policy		Mr. Yim

						Date sent:		Date signed:

				SEEM: Mr. Masunari

				JAG: MAJ Phelps

				Deputy HRO: Mr. Ross

				HRO: COL Soares

				DAG: BG Hara

				TAG: MG Logan



				Memo Subject Line Name		Memo Creator

				AWOL Bulletin		Mr. Yim

				Route to:		Date sent:		Date signed:

				Staffing: Mrs. Salvador		7/5/18		7/18/18

				Classification: Mr Tokunaga		7/18/18, 7/23/18

				Benefits: CMSgt Orr		7/3/18		7/5/18

				Employee Development: Mr. Mariano		7/6/18		7/6/18

				HRSIS: Mr. Masaki		7/9/18, 7/17/18		7/17/18

				AGR Branch: LTC Mendonca		7/10/18		7/10/18

				Deputy HRO: Mr. Ross

				HRO: COL Soares



				Memo Subject Line Name		Memo Creator

				Training and Travel Policy		Mr. Mariano

				Route to:		Date sent:		Date signed:

				SEEM: Mr. Masunari		7/31/18		7/31/18

				LRS: Mr. Yim		7/13/18		7/13/18

				Deputy HRO: Mr. Ross		7/31/18, 9/4/18, 9/11/18		9/12/18

				JAG: MAJ Phelps		9/12/18		9/12/18

				HRO: COL Soares		9/12/18

				DAG: BG Hara

				TAG MG Logan



				Memo Subject Line Name		Memo Creator

				CLASP Policy		Mr. Yim

						Date sent:		Date signed:

				HRO Staffing: Mrs. Salvador		7/10/18, 7/12/18, 7/31/18

				AGR Branch Chief: LTC Mendonca

				SEEM: Mr. Masunari

				JAG: MAJ Phelps

				Deputy HRO: Mr. Ross

				HRO: COL Soares

				SEL: CMSgt Parker

				DAG: BG Hara

				TAG: MG Logan



				Memo Subject Line Name		Memo Creator

				169 ADS AGR Conversion Plan Waiver		CMSgt Costa

				Deputy HRO: Mr. Ross		7/13/18		7/18/18

				AGR Branch Chief: LTC Mendonca		7/19/18		7/19/18

				HRO: COL Soares		7/20/18, 7/31/18, 8/30/18, 9/4/18, 9/11/18

				DAG: BG Hara

				TAG MG Logan



				Memo Subject Line Name		Memo Creator

				CLASP memo for COL Tomasa, MAJ Feliciano, 1SG Hirashima, LTC Pudiquet, and COL Pukahi. 
		Mr. Tokunaga

						Date sent:		Date signed:

				Deputy HRO: Mr. Ross		7/12/18		7/19/18

				HRO: COL Soares		7/20/18

				DAG: BG Hara

				TAG: MG Logan



				Memo Subject Line Name		Memo Creator

				Review Retention Bonus approval for WG-4352-10 Composite Fabricators 		Mr. Tokunaga

				Deputy HRO: Mr. Ross		7/26/18		7/26/18

				HRO: COL Soares, Mr. Ross signed for HRO		7/26/18		7/26/18

				JAG: MAJ Phelps		7/26/18				Correcting memo w/ Mr. Tokunaga.

				DAG: BG Hara

				TAG MG Logan



				Memo Subject Line Name		Memo Creator

				Light Duty Policy: Revisions made to paragraph 7		Mr. Yim

				Route to:		Date sent:		Date signed:

				ICPA/Benefits: Ms. D'Amato

				SEEM: Mr. Masunari		7/31/18		7/31/18

				JAG: MAJ Phelps		7/31/18

				Deputy HRO: Mr. Ross		7/31/18

				HRO: COL Soares

				DAG: BG Hara

				TAG: MG Logan



				Memo Subject Line Name		Memo Creator

				T5 OT and CT Delegation to HRO from TAG		Ms. Fujimoto

				Route to:		Date sent:		Date signed:

				LRS: Mr. Yim

				SEEM: Mr. Masunari

				JAG: MAJ Phelps

				Deputy HRO: Mr. Ross

				HRO: COL Soares

				DAG: BG Hara

				TAG: MG Logan



				Memo Subject Line Name		Memo Creator

				Reasonable Accomodation Policy		Mr. Masunari

				Route to:		Date sent:		Date signed:

				LRS: Mr. Yim		8/3/18		8/3/18

				Deputy HRO: Mr. Ross		8/3/18		8/30/18

				HRO: COL Soares		9/11/18

				JAG: MAJ Phelps

				DAG: BG Hara

				TAG: MG Logan



				Memo Subject Line Name		Memo Creator

				TCB Togiai		SFC Manuel

				HRO AGR Branch: LTC Medonca		9/4/18		9/5/18

				HRO: COL Soares		9/5/18		9/5/18

				SEL: CMSgt Parker		9/6/18

				DAG: BG Hara

				TAG MG Logan



				Memo Subject Line Name		Memo Creator

				LWOP for Artiaga		HIANG 		Emails only no folder

				Route to:		Date sent:		Date signed:

				HRO: COL Soares				9/5/18

				JAG: MAJ Phelps		9/5/18		9/7/18

				DAG: BG Hara		9/11/18		9/11/18

				TAG: MG Logan		9/11/18



				Memo Subject Line Name		Memo Creator

				154 AMXS AGR Curtailment Request Sonan		HIANG

				HRO: COL Soares: for by Mr. Ross		9/11/18		9/11/18

				DAG: BG Hara		9/11/18		9/13/18

				TAG: MG Logan		9/13/18



				Memo Subject Line Name		Memo Creator

				Relocation Incentive for Overstreet and Barber		Mrs. Molina

				Staffing: Mrs. Salvador		9/11/18		9/11/18

				LRS: Mr. Yim

				DHRO: Mr. Ross		9/11/18		9/11/18

				HRO: COL Soares by Mr. Ross		9/11/18		9/11/18

				JAG: MAJ Phelps		9/12/18

				DAG: BG Hara

				TAG MG Logan



				Memo Subject Line Name		Memo Creator

				VLPAD for 1lT Labra		HIANG

				HRO: COL Soares		9/14/18

				DAG: BG Hara

				TAG: MG Logan





ROUTING done

				2017 Routing done										2018 Routing done

				Memo Subject Line Name		Memo Creator								Memo Subject Line Name		Memo Creator

				EEO Policy		CPT Masunari								Command Leadership and Staff Assignment Waiver for Command Sergeant Major Michael C. Pray		SGT Tokunaga

				Route to:		Date sent:		Date signed:						Route to:		Date sent:		Date signed:

				HRO: LTC Soares		9/15/19		9/15/17						HRO: COL Soares		9/19/17, 11/1/17		1/12/18

				Cos: COL Logan		9/15/17, 9/18/17		9/19/17						DAG: BG Hara		1/16/18, 1/23/18		1/23/18

				IG: Lt Col Jiovani		9/19/17		9/19/17						TAG: MG Logan		1/23/18		1/23/18

				JAG: MAJ Phelps		9/19/17		9/23/17

				SEL: CMSgt Parker		9/19/17, 9/20/17		9/22/17						Memo Subject Line Name		Memo Creator

				DAG: BG Hara		9/22/17		10/5/17						Command Leadership and Staff Assignment Waiver for First Sergeant Nelson B. Cortez		SGT Tokunaga

				TAG: MG Logan signed by BG Hara				10/5/17						Route to:		Date sent:		Date signed:

														HRO: COL Soares		9/20/17, 11/1/17		1/12/18

				Memo Subject Line Name		Memo Creator								DAG: BG Hara		1/16/18, 1/23/18		1/23/18

				REFRAD COL Kaowi		MSG Watson								TAG: MG Logan		1/23/18		1/23/18

				Route to:		Date sent:		Date signed:

				HRO: COL Soares		N/A		9/26/17						Memo Subject Line Name		Memo Creator

				DAG: BG Hara		9/29/17		9/29/17						Command Leadership and Staff Assignment Waiver for Lieutenant Colonel Melvin T. Murakami 		SGT Tokunaga

				TAG: MG Logan										Route to:		Date sent:		Date signed:

														HRO: COL Soares		10/10/17, 10/26/17, 11/1/17		1/12/18

				Memo Subject Line Name		Memo Creator								DAG: BG Hara		1/16/18, 1/23/18		1/23/18

				HIARNG 5-4-9 2018 Calendar		CW4 Yim								TAG: MG Logan		1/23/18		1/23/18

				Route to:		Date sent:		Date signed:

				HIARNG CoS: COL Logan		10/18/17		10/19/17						Memo Subject Line Name		Memo Creator

				HRO: COL Soares		10/15/17, 10/26/17, 11/1/17, 11/8/17		11/8/17						Command Leadership and Staff Assignment Waiver for Captain Kota Horiuchi		SGT Tokunaga

				JAG: MAJ Phelps		11/8/17		11/8/17						Route to:		Date sent:		Date signed:

				DAG: BG Hara		11/13/17		11/13/17						HRO: COL Soares		1/4/18		1/12/18

				TAG: MG Logan		11/13/17		11/14/17						DAG: BG Hara		1/16/18, 1/23/18		1/23/18

														TAG: MG Logan		1/23/18		1/23/18

				Memo Subject Line Name		Memo Creator

				Outside Employment Memo for Fujimoto, Crystal		SPC Fujimoto								Memo Subject Line Name		Memo Creator

				Route to:		Date sent:		Date signed:						Command Leadership and Staff Assignment Waiver for Captain Kevin Inoue		SGT Tokunaga

				HRO: COL Soares		11/1/17, 11/8/17		11/8/17						Route to:		Date sent:		Date signed:

				DAG: BG Hara		11/13/17		11/13/17						HRO: COL Soares		1/4/18		1/12/18

				TAG: MG Logan		11/13/17		11/14/17						DAG: BG Hara		1/16/18, 1/23/18		1/23/18

														TAG: MG Logan		1/23/18		1/23/18

				Memo Subject Line Name		Memo Creator

				Exception to Policy to JVA 17-031.		Staffing Section								Memo Subject Line Name		Memo Creator

				Route to:		Date sent:		Date signed:						Command Leadership and Staff Assignment Waiver for Captain Eric Shimodoi		SGT Tokunaga

				DAG: BG Hara		11/1/17		11/1/17						Route to:		Date sent:		Date signed:

				TAG: MG Logan		11/1/17		11/1/17						HRO: COL Soares		1/4/18		1/12/18

														DAG: BG Hara		1/16/18, 1/23/18		1/23/18

				Memo Subject Line Name		Memo Creator								TAG: MG Logan		1/23/18		1/23/18

				154th Wing Schedule CY 17

				Route to:		Date sent:		Date signed:						Memo Subject Line Name		Memo Creator

				HRO: COL Soares		10/4/17, 11/9/17		11/9/17						Annual Notification of Bargaining Unit Employee’s Right to Union Representation		CW4 Yim

				DAG: BG Hara		11/13/17		11/13/17						Route to:		Date sent:		Date signed:

				TAG: MG Logan		11/13/17		11/14/17						SEEM: CPT Masunari		1/9/18		1/11/18

														JAG: MAJ Phelps		1/9/18		1/9/18

				Memo Subject Line Name		Memo Creator								HRO: COL Soares		1/11/18		1/12/18

				201 AOG 5-4-9 

				Route to:		Date sent:		Date signed:						Subject Line Name		Memo Creator

				DAG: BG Hara		10/4/17, 11/14/17		11/14/17						Annual Narrative and Statistical Report on EO Progress		CPT Masunari

				TAG: MG Logan		11/14/17		11/14/17						Route to:		Date sent:		Date signed:

														TAG: MG Logan		2/13/18		2/15/18

				Memo Subject Line Name		Memo Creator

				154 Wing Schedule CY 18										Memo Subject Line Name		Memo Creator

				Route to:		Date sent:		Date signed:						Hawaii National Guard (HING) Guidance on Political Activity for Federal Full Time Support Employees and AGR members		CW4 Yim

				DAG: BG Hara		11/14/17		11/14/17						Route to:		Date sent:		Date signed:

				TAG: MG Logan		11/14/17		11/14/17						SEEM: CPT Masunari		1/3/18		1/3/18

														JAG: MAJ Phelps		12/5/17		12/5/17

				Memo Subject Line Name										HRO: COL Soares		1/12/18		1/12/18

				Carr Separation SSS										DAG: BG Hara		1/16/18, 1/23/18, 1/31/18, 2/13/18, 3/1/18		1/17/18

				Route to:		Date sent:		Date signed:						TAG: MG Logan		3/1/18		3/2/18

				DAG: BG Hara		11/14/17		11/14/17

				TAG: MG Logan		11/14/17		11/15/17						Memo Subject Line Name		Memo Creator

														Request for Voluntary Release (REFRAD) from the Full-Time National Guard Duty (FTNGD) Title 32 Active Guard Reserve (AGR) ProgramCW2 Pacheco		LTC Mendonca

				Memo Subject Line Name		Memo Creator										Date sent:		Date signed:

				Gayle Removal		CW4 Yim								HRO: LTC Mendonca for HRO		3/2/18		3/2/18

				Route to:		Date sent:		Date signed:						DAG: BG Hara		3/2/18		3/3/18

				DAG: BG Hara		11/15/17		11/15/17						TAG: MG Logan		3/3/18		3/5/18

				TAG: MG Logan		11/15/17		11/15/17

														Memo Subject Line Name		Memo Creator

				Memo Subject Line Name		Memo Creator								List of Eligibles for the Recruiting and Retention, NCO, 00F34, Hawaii Recruiting and Retention Battalion		LTC Mendonca

				Outside Employment Memo for Oshiro, Eric		SSgt Oshiro										Date sent:		Date signed:

				Route to:		Date sent:		Date signed:						HRO: LTC Mendonca for HRO		3/2/18		3/2/18

				HRO: COL Soares		11/16/17		12/8/17						SEL: CMSgt Parker		3/2/18		3/3/18

				DAG: BG Hara		12/8/17		12/11/17						DAG: BG Hara		3/5/18		3/3/18

				TAG: MG Logan		12/11/17		12/11/17						TAG: MG Logan		3/5/18		3/5/18



				Memo Subject Line Name		Memo Creator								Memo Subject Line Name		Memo Creator

				Stewart, Kevan Superior Qualifications		SGT Tokunaga								SFC Iosefa Retirement from AGR Program		LTC Mendonca

				Route to:		Date sent:		Date signed:								Date sent:		Date signed:

				DAG: BG Hara		11/16/17		11/22/17						HRO: LTC Mendonca for HRO		3/3/18		3/3/18

				TAG: MG Logan		11/15/17		11/15/17						SEL: CMSgt Parker		3/5/18		3/6/18

														DAG: BG Hara		3/6/18		3/6/18

				Memo Subject Line Name		Memo Creator								TAG: MG Logan (Maj Gen Okahara)		3/6/18		3/6/18

				Excused Absence HING Ball		LTC Ross

				Route to:		Date sent:		Date signed:						Memo Subject Line Name		Memo Creator

				HRO: COL Soares		11/28/17		11/28/17						SFC Boyce Retirement from AGR Program		MSG Watson

				DAG: BG Hara		11/29/17		11/30/17								Date sent:		Date signed:

				TAG: MG Logan		11/30/17		11/30/17						HRO: LTC Mendonca for HRO		3/3/18		3/3/18

														SEL: CMSgt Parker		3/5/18		3/6/18

				Memo Subject Line Name		Memo Creator								DAG: BG Hara		3/6/18		3/6/18

				Approval for Outside Employment for SSgt Oshiro		SPC Fujimoto								TAG: MG Logan (Maj Gen Okahara)		3/6/18		3/6/18

				Route to:		Date sent:		Date signed:

				HRO: COL Soares		12/14/17		12/14/17						Memo Subject Line Name		Memo Creator

				DAG: BG Hara		12/14/17		12/14/17						SFC Eubanks Retirement from AGR Program		MSG Watson

				TAG: MG Logan		12/14/17		12/14/17								Date sent:		Date signed:

														HRO: LTC Mendonca for HRO		3/3/18		3/3/18

				Memo Subject Line Name										SEL: CMSgt Parker		3/5/18		3/6/18

				7 Pilot Retention Incentives for FY18										DAG: BG Hara		3/6/18		3/6/18

						Date sent:		Date signed:						TAG: MG Logan (Maj Gen Okahara)		3/6/18		3/6/18

				HRO: COL Soares		12/14/17		12/14/17

				JAG: MAJ Phelps		12/14/17, 12/15/17		12/18/17						Memo Subject Line Name		Memo Creator

				DAG: BG Hara		12/19/17		12/22/17						Hawaii National Guard Dress and Grooming Policy 		CW4 Yim

				TAG: MG Logan		12/22/17		12/22/17						Route to:		Date sent:		Date signed:

														SEEM: CPT Masunari		1/17/18		1/17/18

														JAG: MAJ Phelps             CANCLED		1/17/18		1/17/18

														HRO: COL Soares		1/17/18, 1/23/18, 1/31/18		2/14/18

														DAG: BG Hara		2/15/18

														TAG: MG Logan



														Memo Subject Line Name		Memo Creator

														FY2018-11 Training NCO at the 230th En Co JVA		LTC Mendonca

																Date sent:		Date signed:

														HRO: LTC Mendonca for HRO		3/5/18		3/5/18

														SEL: CMSgt Parker		3/5/2018, 3/13/18		3/13/18

														DAG: BG Hara		3/13/18		3/13/18

														TAG: MG Logan		3/13/18		3/14/18



														Memo Subject Line Name		Memo Creator

														MAJ Paz Retirement from AGR Program		LTC Mendonca

																Date sent:		Date signed:

														HRO: COL Soares		3/14/18		3/15/18

														DAG: BG Hara		3/15/18		3/15/18

														TAG: MG Logan (Maj Gen Okahara)		3/15/18		3/15/18



														Memo Subject Line Name		Memo Creator

														Notice of Rights to Union Representation 2018		CW4 Yim

														Route to:		Date sent:		Date signed:

														JAG: MAJ Phelps		1/9/18		1/9/18

														SEEM: CPT Masunari		1/9/18		1/11/18

														HRO:  COL Soares		1/11/18		12/14/17



														Memo Subject Line Name		Memo Creator

														Alternate Worksite Request for the 292nd CBCS 		HIANG

														Route to:		Date sent:		Date signed:

														JAG: MAJ Phelps		1/9/18		1/9/18

														SEEM: CPT Masunari		1/9/18		1/11/18

														HRO:  COL Soares		1/11/18		12/14/17



														Memo Subject Line Name		Memo Creator

														Kennedy Retirement Request		MSG Watson

														Route to:		Date sent:		Date signed:

														HRO: COL Soares		3/20/18		3/20/18

														DAG: BG Hara		3/20/18		3/20/18

														TAG: MG Logan for by Brig Gen Okahara		3/20/18		3/20/18



														Memo Subject Line Name		Memo Creator

														FY2018-10 Automations JVA RRB		LTC Mendonca

																Date sent:		Date signed:

														HRO: LTC Mendonca for HRO		2/5/18		2/5/18

														SEL: CMSgt Parker		2/6/18		2/6/18

														DAG: BG Hara		2/7/18		2/7/18

														TAG: MG Logan		3/5/2018, 3/13/18		signed



														Memo Subject Line Name		Memo Creator

														Routing Policy Within HRO		Ms. Fujimoto

														Route to:		Date sent:		Date signed:

														LRS: Mr. Yim		4/13/18		4/16/18

														SEEM: Mr. Masunari		4/16/18		4/16/18

														Deputy HRO: Mr. Ross		4/16/18		4/18/18

														HRO: COL Soares		4/18/18		4/18/18



														Memo Subject Line Name		Memo Creator

														AGR Retirement for MSG Chi		MSG Watson

														Route to:		Date sent:		Date signed:

														AGR Chief: LTC Mendonca		4/19/18		4/19/18

														HRO: COL Soares		4/19/18		4/20/18

														DAG: BG Hara		4/24/18

														TAG: MG Logan				4/24/18



														Memo Subject Line Name		Memo Creator

														Chi Retirement Request		MSG Watson

														Route to:		Date sent:		Date signed:

														HRO: COL Soares		4/19/18		4/20/18

														DAG: BG Hara		4/24/18

														TAG: MG Logan for by Brig Gen Okahara				4/24/18



														Memo Subject Line Name		Memo Creator

														Col Meryl Superior Qualifications Request		COL Soares

														Route to:		Date sent:		Date signed:

														HRO: COL Soares		4/24/18		4/24/18

														DAG: BG Hara		4/24/18

														TAG: MG Logan		4/24/18		4/24/18



														Memo Subject Line Name		Memo Creator

														Delegation of Authority		Mr. Yim

														Route to:		Date sent:		Date signed:

														Deputy HRO: Mr. Ross		5/9/18		5/9/18

														HRO: COL Soares		5/10/18		5/10/18

														JAG: MAJ Phelps		5/10/18		5/10/18

														DAG: BG Hara		5/10/18		5/10/18

														TAG: MG Logan		5/10/18		5/15/18



														Memo Subject Line Name		Memo Creator

														Selection Memo for JVA FY2018-14 Trng NCO, Hawaii Med Det		LTC Mendonca

																Date sent:		Date signed:

														HRO: COL Soares		5/11/18		5/11/18

														SEL: CMSgt Parker		5/11/18		OOO

														DAG: BG Hara		5/15/18		OOO

														TAG: MG Logan		5/15/18		5/15/18



														Memo Subject Line Name		Memo Creator

														Selection Memo for JVA FY2018-16 Automations NCO at RRB		LTC Mendonca

																Date sent:		Date signed:

														HRO: COL Soares		5/11/18		5/11/18

														SEL: CMSgt Parker		5/11/18		OOO

														DAG: BG Hara		5/15/18		OOO

														TAG: MG Logan		5/15/18		5/15/18



														Memo Subject Line Name		Memo Creator

														TCR Hartanto		SFC Manuel

																Date sent:		Date signed:

														HRO: COL Soares		5/15/18		5/15/18

														SEL: CMSgt Parker		OOO		OOO

														DAG: BG Hara		5/15/18		5/15/18

														TAG: MG Logan		5/16/18		5/17/18



														Memo Subject Line Name		Memo Creator

														SFC Sadiarin Army AGR Retirement		MSG Watson

														Route to:		Date sent:		Date signed:

														HRO: COL Soares		5/22/18		5/22/18

														SEL: CMSgt Parker		5/22/18		5/23/18

														TAG: MG Logan		5/23/18		5/25/18



														Memo Subject Line Name		Memo Creator

														SFC Britos Army AGR Retirement		MSG Watson

														Route to:		Date sent:		Date signed:

														HRO: COL Soares		5/22/18		5/22/18

														SEL: CMSgt Parker		5/23/18		5/23/18

														TAG: MG Logan		5/23/18		5/25/18



														Memo Subject Line Name		Memo Creator

														Hawaii National Guard Dress and Grooming Policy 		CW4 Yim

														Route to:		Date sent:		Date signed:

														SEEM: CPT Masunari				3/27/18

														JAG: MAJ Phelps				4/2/18

														HRO: COL Soares				4/10/18

														DAG: BG Hara		4/10/2018, 4/17/18, 5/1/18		5/15/18

														TAG: MG Logan		5/22/18		5/30/18



														Memo Subject Line Name		Memo Creator				done? No longer in routing resticted folder. 6/5/18

														POSTA Waiver for SFC Charo		LTC Mendonca

																Date sent:		Date signed:

														HRO: LTC Mendonca for HRO		4/16/18		4/16/18

														DAG: BG Hara		5/10/18, 5/15/18, 5/17/18

														TAG: MG Logan		5/22/18, 5/31/18		5/15/18



														Memo Subject Line Name		Memo Creator				done? No longer in routing resticted folder. 6/5/18

														POSTA Waiver for SFC Kaita		LTC Mendonca

																Date sent:		Date signed:

														HRO: LTC Mendonca for HRO		4/16/18		4/16/18

														DAG: BG Hara		5/10/18, 5/15/18, 5/17/18

														TAG: MG Logan		5/22/18, 5/31/18



														Memo Subject Line Name		Memo Creator				done? No longer in routing resticted folder. 6/5/18

														POSTA Waiver for SSG Bang		LTC Mendonca

																Date sent:		Date signed:

														HRO: LTC Mendonca for HRO		4/16/18		4/16/18

														DAG: BG Hara		5/10/18, 5/15/18, 5/17/18

														TAG: MG Logan		5/22/18, 5/31/18		5/15/18



														Memo Subject Line Name		Memo Creator

														AGR Stabilization Waiver SGT Carlos		SFC Manuel

																Date sent:		Date signed:

														HRO AGR Branch: SFC Manuel		5/30/18		5/30/18

														HRO: for COL Soares, LTC Mendonca		5/30/18		5/30/18

														SEL: CMSgt Parker		5/30/18				CMSgt Parker need to discuss with SGM Schaben 5/30/18

														DAG: BG Hara

														TAG: MG Logan						done? No longer in routing resticted folder. 6/5/18



														Memo Subject Line Name		Memo Creator

														AGR Stabilization Waiver SGT Tam		SFC Manuel

																Date sent:		Date signed:

														HRO AGR Branch: SFC Manuel		5/30/18		5/30/18

														HRO: for COL Soares, LTC Mendonca		5/30/18		5/30/18

														SEL: CMSgt Parker		5/30/18				CMSgt Parker need to discuss with SGM Schaben 5/30/18

														DAG: BG Hara

														TAG: MG Logan						done? No longer in routing resticted folder. 6/5/18



														Memo Subject Line Name		Memo Creator

														JVA Selection AGR FY2018-17 CBRN NCO 93 CST		SFC Manuel

																Date sent:		Date signed:

														HRO AGR Branch: SFC Manuel		5/30/18		5/30/18

														HRO: for COL Soares, LTC Mendonca		5/30/18		5/30/18

														SEL: CMSgt Parker		5/30/18		5/30/18

														DAG: BG Hara		5/31/18		5/31/18

														TAG: MG Logan		5/31/18				done? No longer in routing resticted folder. 6/5/18



														Memo Subject Line Name		Memo Creator				REDOING (old routing)

														Anti-Harrassment Policy		Mr. Yim				CPT Masunari

														Route to:		Date sent:		Date signed:		Date sent:

														SEEM: Mr. Masunari		5/17/18		5/17/18		2/27/18, 4/27/18, 5/8/18

														Deputy HRO: LTC Ross		5/17/18		5/17/18		2/27/18, 3/9/18

														HRO: COL Soares		5/17/18, 5/22/18		5/22/18

														JAG: MAJ Phelps		5/30/18		5/30/18

														IG: Lt Col Jiovani		5/30/18		6/1/18		2/27/18

														DAG: BG Hara		6/5/18		6/5/18

														TAG: MG Logan		6/5/18, 6/12/18		6/12/18



														Memo Subject Line Name		Memo Creator

														EEO Counselor Cost Comparison Memo		CPT Masunari

														Route to:		Date sent:		Date signed:

														HRO: COL Soares		4/10/18		4/11/18

														JAG: MAJ Phelps		4/11/18		4/12/18

														USPFO: Col Tanaka		4/12/18		4/17/18

														SEL: CCMSgt Parker		4/18/18		4/18/18

														DAG: BG Hara		4/18/2018, 5/1/18, 5/15/18		5/15/18

														TAG: MG Logan		5/15/18, 5/22/18, 6/5/18, 6/12/18		6/12/18



														Memo Subject Line Name		Memo Creator

														Light Duty Policy		Mr. Yim				REDOING (old routing)

														Route to:		Date sent:		Date signed:		Date sent:		Date signed:

														ICPA/Benefits: Ms. D'Amato		5/30/18		5/30/18		5/8/18, 5/16/18		5/16/18

														SEEM: Mr. Masunari		5/30/18		5/30/18		5/8/18, 5/16/18		5/16/18

														JAG: MAJ Phelps		5/30/18		5/30/18

														Deputy HRO: Mr. Ross		5/31/18		5/31/18

														HRO: COL Soares		5/31/18		6/4/18

														DAG: BG Hara		6/5/18		6/5/18

														TAG: MG Logan		6/5/18, 6/12/18		6/12/18



														Memo Subject Line Name		Memo Creator

														Delegation of Authority (Revised Version)		Mr. Yim

														Route to:		Date sent:		Date signed:

														Deputy HRO: Mr. Ross		5/22/18		5/23/18

														HRO: COL Soares		5/24/18, 5/31/18		6/4/18

														JAG: MAJ Phelps		6/5/18		6/7/18

														DAG: BG Hara		6/7/18		5/10/18

														TAG: MG Logan		6/12/18		6/12/18



														Memo Subject Line Name		Memo Creator

														CLASP Waiver for 154 AMXS 1SG Weaver		Mr. Tokunaga

														Route to:		Date sent:		Date signed:

														Deputy HRO: Mr. Ross		5/23/18		5/23/18

														HRO: COL Soares		5/24/18, 5/31/18		6/4/18

														DAG: BG Hara		6/5/18		6/5/18

														TAG: MG Logan		6/12/18		6/12/18



														Memo Subject Line Name		Memo Creator

														EEO Counselor Memo		Mr. Masunari

														Route to:		Date sent:		Date signed:

														JAG: MAJ Phelps		5/30/18		5/31/18

														TAG: MG Logan		5/31/18, 6/5/18, 6/12/18		6/12/18



														Memo Subject Line Name		Memo Creator

														Hawaii National Guard Off-site and Special Event Policy		CW4 Yim

														Route to:		Date sent:		Date signed:

														SEEM: CPT Masunari		1/16/18		1/16/18

														JAG: MAJ Phelps		1/16/18		1/16/18

														HRO: COL Soares		1/16/18		1/16/18

														DAG: BG Hara		1/17/18, 1/23/18, 1/31/18, 2/13/18, 3/1/18, 3/13/18		4/3/18		DAG Reviewing says Ms. Nancy 5/15/18.

														TAG: MG Logan		4/3/18, 4/17/18, 5/1/18, 5/15/18, 5/22/18, 6/5/18, 6/12/18		6/12/18



														Memo Subject Line Name		Memo Creator

														AGR TCB Kim		SFC Manuel

																Date sent:		Date signed:

														HRO AGR: LTC Mendonca		6/5/18		6/5/18

														HRO: COL Soares		6/5/18		6/5/18

														DAG: BG Hara		6/5/18		6/5/18

														TAG: MG Logan		6/7/18, 6/12/18		6/15/18



														Memo Subject Line Name		Memo Creator

														SGM Watson Retirement		MSG Watson

																Date sent:		Date signed:

														HRO AGR: LTC Mendonca		6/7/18		6/7/18

														HRO: COL Soares, LTC Mendonca for COL 		6/7/18		6/7/18

														SEL: CMSgt Parker		6/7/18		concur 6/8/18

														DAG: BG Hara		6/8/18, 6/12/18		6/12/18

														TAG: MG Logan		6/8/18		6/13/18



														Memo Subject Line Name		Memo Creator

														Outside Employment for SPC Garces		Ms. Fujimoto

																Date sent:		Date signed:

														LRS: Mr. Yim		5/15/18		5/15/18

														Deputy HRO: Mr. Ross		5/15/18		5/15/18

														HRO: COL Soares		5/16/18, 5/22/18, 6/12/18		5/22/18

														DAG: BG Hara		5/22/18, 6/5/18		6/16/18

														TAG: MG Logan		6/16/18		6/16/18



														Memo Subject Line Name		Memo Creator

														Awards Policy 		Mr. Mariano

																Date sent:		Date signed:

														JAG: MAJ Phelps		6/15/18		6/19/18

														DAG: BG Hara		6/19/18		6/19/18

														TAG: MG Logan		6/19/18		6/20/18



														Memo Subject Line Name		Memo Creator

														SGT Gomes REFRAD		MSG Watson

														HRO AGR Branch: LTC Medonca		6/16/18		6/16/18

														HRO: for LTC Mendonca		6/16/18		6/16/18

														SEL: CMSgt Parker		6/16/18		concur 6/17/18

														4. JCoS: COL Logsay BG Kaoiwi		6/19/18		6/20/18

														5. DAG: BG Hara		6/20/18, 6/22/18		6/25/18

														6. TAG MG Logan		DAG for TAG



														Memo Subject Line Name		Memo Creator

														Merit Placement Plan		Mr. Yim

																Date sent:		Date signed:

														DoS: Col Scrivner		6/15/18

														CoS: COL Logan, (send to Ms. Maikui-Grambush)		6/15/18

														JAG: MAJ Phelps		6/15/18		6/18/18

														Union Rep: Robert Rabacal		6/15/18



														HRO: COL Soares for Mr. Ross		6/20/18		6/20/18

														DAG: BG Hara		6/20/18		6/25/18

														TAG: MG Logan		7/2/18		7/2/18

														ONCE SIGNED

														HRO: COL Soares		7/3/18		7/3/18

														DAG: BG Hara

														TAG: MG Logan



														Memo Subject Line Name		Memo Creator

														TCB Kamaka		SFC Manuel

														HRO AGR Branch: LTC Medonca		6/16/18		6/16/18

														HRO: for LTC Mendonca		6/16/18		6/16/18

														SEL: CMSgt Parker		6/19/18		7/2/18

														DAG: BG Hara		7/3/18		7/3/18

														TAG MG Logan		7/5/18		7/6/18



														Memo Subject Line Name		Memo Creator

														Equal Employment Opportunity (EEO) Policy Directive		CPT Masunari

														Route to:		Date sent:		Date signed:

														HRO: COL Soares		1/11/18		1/12/18

														Joint CoS: COL Ligsay		1/16/18, 1/23/18		1/23/18

														IG: Lt Col Jiovani		1/23/18		1/24/18

														JAG: MAJ Phelps		1/24/18, 1/31/18		1/31/18

														SEL: CCMSgt Parker		2/6/18		2/6/18

														DAG: BG Hara		2/13/18, 3/1/18, 3/13/18		4/3/18

														TAG: MG Logan		4/3/18, 4/17/18, 5/1/18, 5/15/18, 5/22/18, 6/5/18, 6/12/18, 7/5/18		7/10/18



														Memo Subject Line Name		Memo Creator

														Retirement for SFC Feliciano		MSG Watson

														HRO: COL Soares		6/28/18		6/28/18

														SEL: CMSgt Parker		6/28/18		7/2/18

														DAG: BG Hara		7/3/18		7/3/18

														TAG MG Logan		7/5/18, 7/9/18		7/10/18



														Memo Subject Line Name		Memo Creator

														Interim Over time T5 Policy		Mr. Yim

														Route to:		Date sent:		Date signed:

														Deputy HRO: Mr. Ross		5/22/18		5/23/18

														SEEM: Mr. Masunari		5/22/18, 6/12/18		6/18/18

														JAG: MAJ Phelps		5/24/18		5/24/18

														HRO: COL Soares		6/19/18, 6/20/18, 7/19/18		7/20/18



														Memo Subject Line Name		Memo Creator

														5-4-9 HIARNG Calendar for 2019		Ms. Fujimoto

														HIARNG CoS: COL Logan		6/19/18, 7/3/18		7/3/18

														HRO: COL Soares		7/3/18		7/3/18

														JAG: MAJ Helps		7/5/18		7/5/18

														DAG: BG Hara		7/5/18		7/7/18

														TAG MG Logan		7/9/18, 7/24/18		7/24/18



														Memo Subject Line Name		Memo Creator

														Barron Stabilization Waiver		SFC Manuel

														HRO AGR Branch: LTC Medonca		7/12/18		7/12/18

														HRO: COL Soares		7/12/18		7/18/18

														SEL: CMSgt Parker		7/18/18		7/18/18 concur

														DAG: BG Hara		7/18/18, 7/23/18		7/24/18

														TAG MG Logan		7/24/18		7/25/18



														Memo Subject Line Name		Memo Creator		Date sent:		Date signed:		Need to have Mrs. Nancy assign policy numbers to them when she get's back on 21 JUN 18. 

														Anti-Harrassment Policy		Mr. Yim		7/24/18		7/24/18

														Light Duty Policy		Mr. Yim		7/24/18		7/25/18

														Hawaii National Guard Dress and Grooming Policy 		Mr. Yim		7/24/18		7/24/18

														Hawaii National Guard Off-site and Special Event Policy		CW4 Yim		7/24/18		7/24/18

														Political Activity Policy		Mr. Yim		7/24/18		7/24/18



														TAG: MG Logan



														Memo Subject Line Name		Memo Creator

														Excused Absence for 2018 NGAUS		Mr. Yim

														JAG: MAJ Phelps		7/26/18		7/26/18

														Deputy HRO: Mr. Ross		7/26/18, 7/31/18

														HRO: COL Soares, Mr. Ross signed for HRO				8/6/18

														TAG MG Logan				8/8/18



														Memo Subject Line Name		Memo Creator

														TCB Kronebusch		SFC Manuel

														HRO AGR Branch: LTC Medonca		7/18/18		7/18/18

														HRO: COL Soares: (LTC Mendonca for HRO)		7/18/18		7/31/18

														SEL: CMSgt Parker		7/31/18		8/2/18

														DAG: BG Hara		8/3/18		8/3/18

														TAG MG Logan		8/3/18		8/6/18



														Memo Subject Line Name		Memo Creator

														Compatiblity Bulletin		Mr. Yim

														Route to:		Date sent:		Date signed:

														Staffing: Mrs. Salvador		7/3/18		7/3/18

														Classification: Mr Tokunaga		7/3/18, 7/23/18

														Benefits: CMSgt Orr		7/10/18		7/23/18

														Employee Development: Mr. Mariano		7/6/18		7/6/18

														HRSIS: Mr. Masaki		7/9/18, 7/17/18		7/17/18

														AGR Branch: LTC Mendonca		7/10/18		7/10/18

														Deputy HRO: Mr. Ross

														HRO: COL Soares



														Memo Subject Line Name		Memo Creator

														JVA FY2018-18 Army AGR Selection Memo		SFC Manuel

														HRO: COL Soares				8/10/18

														SEL: CMSgt Parker				8/29/18

														DAG: BG Hara		8/29/18		8/31/18

														TAG MG Logan		8/31/18		8/31/18



														Memo Subject Line Name		Memo Creator

														JVA FY2018-20 Army AGR Selection Memo Assistant S3 at HHC 29th BSB		SFC Manuel

														HRO: COL Soares: for by LTC Mendonca		8/17/18		8/17/18

														SEL: CMSgt Parker		8/30/18		no need

														DAG: BG Hara		8/30/18, 9/11/18		8/31/18

														TAG MG Logan		8/31/18		8/31/18



														Memo Subject Line Name		Memo Creator

														MSG Ka'apana Retirement Request		MSG Watson

														HRO: COL Soares				8/30/18

														SEL: CMSgt Parker		8/30/18		8/31/18

														TAG MG Logan		8/31/18, 9/12/18		9/12/18



														Memo Subject Line Name		Memo Creator

														154 MXS AGR Curtailment Request Harris		HIANG

														HRO: COL Soares: for by Mr. Ross		9/11/18		9/11/18

														DAG: BG Hara		9/11/18		9/11/18

														TAG MG Logan		9/12/18		9/12/18



														Memo Subject Line Name		Memo Creator

														JVA FY2018-22 B777 Supply SGT		SFC Manuel

														HRO: COL Soares: for by LTC Mendonca		9/9/18		9/9/18

														SEL: CMSgt Parker				9/9/18

														DAG: BG Hara		9/12/18		9/12/18

														TAG MG Logan		9/12/18		9/12/18



														Memo Subject Line Name		Memo Creator

														Aloha Week 2018		Mr. Yim

														HRO: COL Soares				9/7/18

														JAG: MAJ Phelps		9/7/18		9/10/18

														DAG: BG Hara		9/12/18		9/12/18

														TAG: MG Logan		9/12/18		9/12/18





HING Policy Memos (website)

		Number		Policy Title		Date

				22-Day Military Law Enforcement Leave (LEL) for Mobilized Federal Civilians 		9-Jul-04				Pay, Leave, Timekeeping For Compensatory Travel Time during Non-Duty Hours

				44-Day Military Leave 		17-Feb-06				Outside Employment Memo (Sample)   

				5-4-9 Flexible Work Schedule 		21-Mar-02				Enclosure 3 Duty Status Report (CA-17)

				Administrative Claims for Annual Leave as a Result of Decision in Butterbaugh vs. Department of Justice 		31-Aug-05

				Announcement for Fiscal Year 2019 (1st Quarter) Hawaii National Guard (HING) Performance Management Award 		9-Nov-18

				Annual Notification of Bargaining Unit Employee’s Right to Union Representation 2018		12-Jan-18

				Awards Guidance for Fiscal Year 2017 		27-Jan-17

				Charging of Less than Full Day of Leave When Order to Active Duty 		3-Oct-05

				Claim for Retroactive Reimbursement for Federal Employee Health Benefits (FEHB) Premiums While on Active Duty in Support of a Contingency Operation		22-Nov-05

				EEO Equal Employment Opportunity and Interviewing Practices		25-Oct-17

				Employment Outside the Hawaii National Guard Policy		19-Jun-12

				Excused Absences for Returning Federal Civil Service Employees 2003		18-Dec-03

				Fiscal Year 2019 (FY19) Hawaii National Guard (HING) Human Resources Office (HRO) Full-Time Selection Board Training		12-Sep-18

				Grievance Procedures 2001		6-Jun-01

				Guidance and Parameters for the Use of Social Media 2014		26-Aug-14

				Guidance on Excused Absence for Federal Civil Service Employees Returning from Active Duty in Support of the Global War on Terrorism (GWOT)		3-Apr-09

				Hatch Act 2002		29-Aug-02

				Hawaii National Guard (HING) Guidance on Political Activity for Federal Full Time Support Employees and AGR members 		2-Mar-18

				Hawaii National Guard Off-site and Special Event Policy 2018		12-Jul-18

				Implementation of Recruitment, Relocation and Retention Incentive Plan 		3-Feb-17

				Interim Overtime and Compensatory Time Policy for Title 5 Hawaii National Guard (HING) Federal Employees 2018 		20-Jul-18

				Internet Code of Conduct 2001		10-Apr-01

				Merit Placement Plan 		3-Jul-18

				Military Leave for Dual-Stat Technicians on Leave Without Pay - (LWOP-US) While Serving in AGR Status 2004		13-Jul-04

				New Employee Assistance Program Provider 2003		24-Mar-03

				New Employee Assistance Program Resources 2003		26-Mar-03

				Placing Technicians on Light Duty Policy Memo 2011-01		1-Aug-11

				Policy Against Workplace Violence		2-Dec-09

				Policy on Personal Use of Government Office Equipment		13-Mar-02

				Preparation of Payroll and Per Diem for State Active Duty		30-Apr-04

				Recruit & Relocation Bonuses 		21-Jun-01

				Sexual Assault Policy 2015 		9-Mar-15

				Smoking in the Workplace 2002		6-Dec-02

				Smoking In the Workplace Attachment 2002		3-Dec-02

				State of Hawaii, Department of Defense, Electronic Mail Policy 2001		10-Apr-01

				The Workplace and Consideration of Others		2-Dec-09

				Time and Attendance Record 		20-Mar-03

				Use of Official Time for Voluntary Physical Training (PT) Activities Policy Memoradum 2011-02		26-Oct-11

				Use of Regular Compensatory Time (CT) While on Military Orders		26-Nov-10

				Wearing of Aloha Attire 2013		1-Aug-13

				Wearing of Aloha Attire during Aloha Week Festivities 2018		12-Sep-18



















		Number		Policy DirectiveTitle		Date

		POLICY DIRECTIVE 2018-02		Anti-Harassment Policy 2018		12-Jun-18

		POLICY DIRECTIVE 2018-04		Dress and Grooming Policy for Hawaii National Guard Full-Time Work Force Policy		17-Jul-18

		POLICY DIRECTIVE 2017-1		EEO Policy 2018 - Hawaii National Guard Joint Civilian Discrimination Complaint Instructions		25-Sep-17

		POLICY DIRECTIVE 2018-03		Equal Employment Opportunity (EEO) Policy Directive		10-Jul-18

		POLICY DIRECTIVE 0001-1		Index of Department Of Defense Policy Directives 2001		8-Jun-01

		POLICY DIRECTIVE 2018-03		Placing Federal Title 32 Technicians or Title 5 National Guard Employees on Modified or Light Duty Due to Workplace Injury or Illness		12-Jun-18
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ﬁ?
New Employee Orientation (NEO) Survey {fmg

e
* Log on to:

http://dod.hawaii.gov/hro/hawaii-national-guard-new -employee-
orientation-neo-survey/
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http://dod.hawaii.gov/hro/hawaii-national-guard-new-employee-orientation-neo-survey/
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APPOINTMENT AFFIDAVITS

« OATH OF OFFICE:

l, , do solemnly swear (or affirm) that —

| will support and defend the Constitution of the United States against
all enemies, foreign and domestic; that | will bear true faith and
allegiance to the same; that | take this obligation freely, without any
mental reservation or purpose of evasion; and that | will well and
faithfully discharge the duties of the office on which | am about to
enter. So help me God.
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Summary

Welcome HING 1-on-1 brief
Employee Benefits/OWCP
My Biz/ e-OPF
Classification

Staffing

Training and Development

Labor Relations/Union

Equal Employment
HRO Contacts

Online Survey

Appointment Affidavit
DOD Badges
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