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The HRO accepts applications

for all of our NAF jobs all the
time. If you, or anyone you

know, is looking for a job, please
i seeking to improve quality of life by providing programs and services Airmen want and need

visit our office located inside
Bldg. 316, Room 217.

Monday-Friday 7:30 to 16:30
DSN: 225-3920
Fax: 225-9529

Or visit our website at
www.yokotasupport.com

“l don’t deserve this
award, but | have arthritis
and | don’t deserve that
either.” - Jack Benny

The 374th Forces
Support Squadron

is an Equal

Opportunity

Employer.
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This newsletter is produced by the local Human Resources Office (HRO) to provide you with information

concerning Non-appropriated Fund (NAF) personnel issues. If there are topics you would like to see
covered in the newsletter, please submit your suggestions to the HRO.

The Air Force Services team provides mission sustaining combat support and community
service to Airmen and their families every day at deployed and home station locations. Our
contribution to the Air Force mission is evident in our involvement in worldwide deployments.
We are there feeding troops, managing tent cities, operating field exchanges, attending to fallen
comrades, and providing fitness activities and off-duty sports programs. Air Force Services deliv-
ers a unique capability anywhere in support of Global Reach and Global Power. Our support to
deployed forces has been direct and significant. At any given time, nearly 10 percent of Services
military members are deployed...we are engaged globally, and our people make a difference -

everyday.

_%% ack at home, child care and youth programs help parents cope with daily work situations,
as well as being there during deployments. Librarians keep local programs going while pro-

viding special support to deployed units. We expand food and lodging programs when reserve
forces come in to replace deployed forces. In short, we meet the community needs of Air Force

i people everyday, but rally special support for the mission when needed.

@ ur mission is to provide this combat support and community service by delivering mission

- sustaining quality of life services. Our vision is to be leaders in innovation, continuously

i while being a model of efficiency and resource stewardship. We serve the Air Force community
through excellence in core competencies, focused innovation, and systematic delivery of products
i and services to meet constantly changing needs.

S ervices programs are critical parts of the Air Force readiness and retention equation. Our

programs contribute to readiness and productivity by promoting fitness, esprit de corps, and

i quality of life for Air Force people. The character of this organization must be to create value for

! Air Force people. To support them and the mission requires organizing, training, and equipping

properly to help ensure success. Services activities are funded with a combination of taxpayer
dollars or appropriated funds (APFs) and self-generated, non-appropriated funds (NAFs) or troop
dollars. Generally, all Services programs (except dining facilities) may be used by individuals
who contribute to the Air Force mission. In addition to active duty personnel and their families,
the other major users are Guard and Reserve personnel, Air Force civilian employees, and all
categories of retired personnel. Active duty personnel and their families have first priority when
bases must limit use because of space or other factors. Participation is rarely limited in any activ-
ity, except in child care when there is a lack of space, golf tee times on weekends, and in fitness
centers during peak periods.

Air Force Services is a directorate of the Deputy Chief of Staff for Manpower, Personnel and
Services in Washington, D.C. The Air Force Services Agency is a field operating agency
under Air Force Services, is headquartered in San Antonio, Texas. —- AF Services Agency .


http://yokotasupport.com/page.php?131
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FSS Quarter Award Winners for 4th Qtr 08

AIRMAN Esther T. Soto, Customer Support Representative
NCO SSgt Branden S. Glanzer, Assistant NCOIC, Customer Support
SNCO MSgt Thaddeus M. Brannon, Career Assistance Advisor
CGO Lt Karrie J. Haddad, OIC, Career Development

Civilian Category | Emi Aoi, Training Instructor

Civilian Category Il Naomi Sakamaki, Employee Management Relations Technician

In addition, congratulate Mr. Shuruze Hadley as the Kanto Lodge NAF employee of the Quarter!

COVERAGE EMPLOYEE PAYS EMPLOYER PAYS

2009 HEALTH BENEFITS PLAN CONTRIBUTION RATES

Employee Only Medical $57.92 $168.14

Employee w/Family Medical $134.75 $347.42

Employee Only Medical & Dental $61.47 $178.42

(‘)‘\c“ Employee w/Family Medical & Dental $143.14 $368.99
\\“\s\‘ 2009 DENTAL BENEFITS PLAN CONTRIBUTION RATES

Employee Only

‘ Employee with

Family

$13.94
$32.96

NA
NA

2009 Group Life and Accidental Deaths & Dismemberment biweekly rates remain unchanged. Employee pays

$0.19per $1000 coverage and employer pays $0.17 per $1000 coverage.

APPEALS & GRIEVANCES

Employees dissatisfied with
matters relating to condi-
tions of employment are
entitled to express dissat-
isfaction by filing an appeal
or grievance. What is the
difference between an ap-
peal and a grievance! An
appeal is a written request
to contest a removal for
cause, demotion for cause,
business-based action, or a
demotion based on posi-
tion classification. Aside
from those issues covered
under appeals, a grievance
is a request by an em-
ployee, or a group of em-
ployees acting collectively,

for personal
relief in a
matter of concern or dis-
satisfaction relating to the
employment of employee
(s) that is subject to con-
trol of AF management.
The prompt and objective
review of employee ap-
peals and grievances is es-
sential to a productive and
mutually beneficial em-
ployee management rela-
tionship. We suggest dis-
cussing areas of dissatisfac-
tion with your supervisor
and allowing them the op-
portunity to resolve the
issue. [f this is not possi-
ble please contact the
HRO and we will assist

you further. Filing an ap-
peal or grievance does not
reflect unfavorably upon
the employee’s loyalty or
value to the organization.
An employee is free to use
these procedures without
fear of penalty or reprisal.
No supervisor or other
person acting in an official
capacity for the AF may
take, or threaten to take,
any act of reprisal against
an employee because that
employee has exercised or
expressed an intention to
exercise any rights under
these procedures. If you
would like to review a
copy of the procedures
please stop by the HRO.

AEffective ['1 Jan 09, the rates for
HRA employees in Pay band NF-I &
LI above are adjusted as a result of
the 2009 legislative pay increase
(excluding locality pay). In accor-
dance with Executive Order 13483,
dated 18 Dec 08, the rates are
aD[ adjusted by 2.9% to mirror the GS
legislative pay increase. Effective
the |1 Jan 09, the minimum & maxi-
mum rates for CY positions are
adjusted using the appropriate GS
pay schedule. The minimum &
maximum hourly rates for pay band
CY-01 & CY-02 is GS-02 step | &
GS-03 step 10 respectfully. The
minimum & maximum hourly
@& rates for pay band CY-03 &
%{ above is GS-04 step | and GS-05
S

d
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step 10 respectfully.




WHAT IS A 401(k) SAVINGS PLAN? Section 401(k) of the

Internal Revenue
Code, known as 401 (k) savings plan, permits employers to estab-
lish retirement savings plans for their employees. These plans
allow employees to contribute a percentage of biweekly pay into
the plan. Your employer also contributes matching percent, maxi-
mum of 3%. Employee and employer contributions, plus earnings
from those contributions, are not subject to federal or state in-
come tax until withdrawn from the plan. In other words, you pay
less income tax. Although your contributions are not subject to
these taxes, they are subject to Social Security and Medicare
taxes. This allows you to receive credit for your full salary to-
wards Social Security benefits. Contributions are made by mean
of regular payroll deductions. Employees may withdraw their
contributions and earnings only upon separation/retirement or
under certain financial hardship conditions. Loans may be re-

A nnually, supervisors must establish leave sched-
ules for all civilian employees. This is to ensure
all employees are given a reasonable opportunity for
time off and can use any annual leave which may other-
wise forfeit at the end of the leave year. Only "Regular"
category employees earn leave and are subject to forfeit-
ing excess annual leave balances. Supervisors must en-
sure employees are informed of the procedures to follow
in requesting and using leave. Annual leave is requested
by the employee and approved in advance of the ab-
sence. Supervisors must approve any leave request be-
fore such leave is used. Use OPM Form 71, Application
for Leave to request any time off from the posted work
schedule or for projected leave. Regular employees may

quested from the Plan via the website or contacting account ser-
vices. Sign up today to start receiving employer matching contri-
butions. The 401(K) elective deferral limits for 2009: Under the
age of 50 can contribute up to $16,500. Age 50 or older at the
end of the calendar year may contribute an additional amount
(catch up) of $5,500 for a total of $22,000.

DoD procedures have

been issued permitting
current & former NAF employees to file claims to remedy pay errors for Post Allowance
(PA) payments for the period from | Dec, 2001 to 24 April 2008. Procedures have been
implemented by the Air Force to process such claims. If you served as an Air Force NAF
employee in an overseas area during this period, and you meet the eligibility criteria, you may
file a claim to remedy pay errors for post allowance by contacting the HRO. The HRO will
assist in submitting the claim forms and supporting documentation. If you served as a NAF
employee in the overseas area with another Component, procedures and claim forms may
differ from those of the Air Force. If you have already submitted your post allowance claim,
your claim is being reviewed in the order it was received. If you have not submitted your
claim - it is not too late. The statute of limitations for claims against the United States Gov-
ernment is 6 years. Once the HRO receives your post allowance claim, an audit is conducted
to ensure all necessary documentation is included and the claim meets the eligibility require-
ments. The amount owed is calculated and submitted to the Resource Management Flight for
a final review and payment. There has been several recent changes to the post allowance
rates for the Yokota area. Effective 09 Nov 08, the rates changed from 35 to 42. On 04 Jan
09, the rates changed to 50. Employees are reminded of the requirement to notify this office
of changes to family size which may impact post allowance entitlements. If employees and/or
their dependents are expecting to be away from post for a period exceeding 30 days for leave
purposes or TDY, or there is a change to family size (reduction or addition), or if employees
are in a non-pay status exceeding 14 calendar days, employees are required to notify the
HRO. Corrections will be made to accurately reflect employee's entitlements to post allow-
ance if discovered later that these adjustments were not made. Employees filing false claims
or continuing to receive excess payments for which no further entitlement exists may be sub-
jected to criminal penalties. Questions regarding this matter may be addressed with HRO at
225-3920.

use LWOP instead of paid leave.

HAVE QUESTIONS? TALK TO THE HRO STAFF!

REMEMBER — WE WORK FOR YOU. Professional

communication can resolve most issues.

LEARNING
MANAGEMENT
SYSTEM (LMS)

Greetings, NAF profes-
As a NAF em-
ployee, you are required

sionals!
to complete mandated
training items throughout
the year. One way to
accomplish this is through
the AFSVA’s
Management System
(LMS). As a NAF em-

ployee, you are required

Learning

to be registered with this
system. If you are not

with  LMS,
please visit the FSS Train-
ing Institute at Bldg. 4069

and we’'ll set you up with

registered

an account right away.

For more information,
please contact us at DSN:
225-8105 or via email at

374svs.svt@yokota.af.mil.
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2008 W-2 O Employees who started their NAF
employment at Yokota before 24 Feb 2008 will re-
The NAF
generate the first W -2 for the beginning of the year
until 23 Feb 2008. The second W
able for you to print out from the MyMoney website
for the time period of 24 Feb 2008 until the end of

the year. IAW IRS Publication 15, W
issued no later than 31 Jan 2009. To print out

ceive two W -2 06 s . Accolu

-2 will be avail-

-20s
your W -2 login into the  MyMoney website, click the
My W -2 link. You will
-2
is limited to 15 days after

MyMoney link, then click the
be able to view and print your W Empl
access to MyMoney
separation. Afterwards, separated employees who
no longer have access to the MyMoney website will

t he

-20s

receive their W -206s vi a post al

are unable to access your W after 31

contact the HRO for assistance.

The following dates have been designated as
PACAF Family Days for calendar year 2009: 02
Jan; 22 May; 06 Jul; 04 Sep; 27 Nov; 24 Dec; and
31 Dec. Civilians employees are encouraged to
take annual leave or use accrued compensatory
time on these days. Contact your supervisor for
additional information.

ON THE SPOT!

Nina Fleur Needham
e MOf f | dManaggment Assistant
Community Services Flight

Hometown: Marysville, WA

Hobbies: Cooking, dancing, karaoke, snow-
boarding, bowling, rock climb, hiking. Traveling, and reading.
Favorite Quote: “Keep away from people who try to belittle
tyour fmebitions. Small people always do that, but the really great

people make you feel that you, too, can become great.” - Mark
Twain

Classification Appeals
oyeeso

An appeal is a written request made by an employee for a
change in the pay system, grade or pay band, series, or

title of his or her officially assigned position.

Asy employieecwbossubmits ah dppealyisassured freedom
frgmgestraine, (ngerderence, coercion, discrimination, or
reprisal because of participation in the appeal process.
Who may file an appeal? An appeal may be filed by an em-
ployee individually or on behalf of a group of employees
occupying identical positions (same pay plan, title, series,
grade or pay band, and position number). If you would
like to file a classification appeal please stop by the HRO
to review classification guidelines and for all other perti-

nent information.

Standing in the Limelight

First Quarter Birthdays

Samuel Wilson
Richard McCoy

Annabelle Pangelinan

Jan: Viviane Brooks
Azenith Alexander
David Moody

Maricille Collins

Cynthia Arana
Elizabeth Ballard

Afsaneh Hadley De’Neen Solsberry

Leah Davis Bryan Saffell Al Bancroft
Isaiah Patterson Feb: David Mozee
Toni Valigura Toni Green Masato Abe
Diante Blakey Christina Hobdy Mar:
Christina Gesl Violeta Atchison  Nicole Stillwagon
Cristal Jacquez Albert Bancroft Daniel Davis
Maiko Rouillier David Mozee ~ Darrell Singleton
Podjanee Sinsawaiwong Masato Abe Rosally Tamboer

Timothy Mitchell David Duryea Kelley Bauer
Meghan Govin Sharon Pate Jocelyn Dial
Don Platt

Daisy James Diedre Hines

Mitchell Finney

Matthew Sweeny . : -

Tracy Cummings

Matthew Beebe
Chantel Jones
German Guevara
Neliwyn Tubalado
Crystal Brookover
Julieta Saladin

Promotions & Reassignments

Loreen Herrera CYPA CC-02 to CYPA CC-03

Maiko Rouillier Accounting Technician to
Commercial Sponsorship Coordinator

Mindy Evangelista Supervisory Sales Store Clerk
to
Quality Assurance Assistant

Length Of Service Recipients

Diane Carlow 5 Years

Thanks for your years of dedicated service!

"Customer service is not a
department --it's an attitude.”




