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1. TOUR EXTENSION DECISION PROCESS
· Employees being considered for extension should not sign AE Form 690-300.301B, Overseas Tour Extension, until after it has been approved and signed in Part D by the approving authority.  This applies to tour extensions that are under five years and over five years.  For additional guidance, please contact your CPAC Specialist. 
2. PRINTING 2004 ANNUAL PAY ADJUSTMENTS.   Annual pay adjustments for US employees were processed on 11 January 2004.  Managers are reminded that they should provide their employees with a copy of their Notification of Personnel Action (RPA).  To print individual NPA’s, connect to ART, Centralized Applications, and the SF50 History Database (No AKO). For instructions on printing from DCPDS, go to the CHRMA website at http://www.chrma.hqusareur.army.mil, select DCPDS, DCPDS Tools, and GhostView Print for instructions.  Contact your CPAC representative for additional guidance. 
3. Supervisory Personnel Management Course (SPMC) for Supervisors of US Appropriated Fund Employees. 

The CPAC will present the next SPMC (US) course on 10 and 11 March 2004 in the CPAC Conference Room on Faulenberg Kaserne, Wuerzburg.  The course will run from 0800 to approximately 1630 both days.  Instructors are subject matter experts in the fields of Civilian Personnel Administration, Equal Employment Opportunity, Ethics, Workman’s Compensation and Safety.  Eligible employees are supervisors (preferably new supervisors who have not attended this course before) of US Appropriated Fund employees.  Presenters will cover all aspects of supervisors’ civilian personnel management responsibilities and authorities to include:  position classification, referral lists, automated tools, workers’ compensation, discipline, performance management, training and development, and other related topics.  Nominations must reach Uschi Mygan at EMAIL:  uschi.mygan@cpoceur.army.mil NLT COB 20 February 2004.

Nominations must include the following information:  nominee name, title, series and grade, organization/unit, duty phone, email address, and number of US appropriated fund employees supervised.  All nominees will be notified of acceptance or non-acceptance by 27 February 2004.

POC for this course is:  Uschi Mygan, DSN 351-4662.

4. LN Supervisor Development Course (LNSDC).  The CPAC will present the next LNSDC on 17 and 18 March 2004 in the CPAC Conference Room on Faulenberg Kaserne, Wuerzburg.  The course will run from 0830 to approximately 1600 both days.  Presenters are subject matter experts in the fields of Civilian Personnel Administration, to include Recruitment and Placement, Classification, Time and Attendance, Management/Employee Relations, and other related topics.  Eligible employees are supervisors (preferably new supervisors who have not attended this course before) of LN employees.  Nominations must reach Uschi Mygan at EMAIL:  uschi.mygan@cpoceur.army.mil NLT COB 27 February 2004. 
Nominations must include the following information: nominee name, title, series and grade, organization, duty phone, email address, and number of LN employees supervised.  All nominees will be notified of acceptance or non-acceptance by  5 March 2004.  POC for this course is:  Uschi Mygan, DSN 351-4662.

5. CORRECTED GUIDE TO FILLING JOBS IN USAREUR.  An error was discovered in the Manager’s Recruitment Guide, Appendix D, page 18.  The following paragraph was changed to replace Family Members with Preference with Family Members (FM):

“Military Spouse Preference (MSP) candidates block the selection of competitive sources to include VEOA, DoD and OPM Interchange (promotion), Reinstatement (promotion), In-service (promotion), Transfer (promotion), and Family Members (FM).”  

A revised Guide is attached for your information.  
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