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Rehired Annuitant Cadre

Purpose

Chain of Command

The Rehired Annuitant Cadre falls under the USACE Headquarters Civil Works Directorate, Homeland Security Division.  

The Chain of Command is as follows:

· Program Manager: Don Binder

· Supervisor:  Leonard Kotkiewicz
· Senior Executive:  Ed Hecker

What is an Annuitant?


An annuitant is a retired Federal employee receiving an annuity from the Civil Service Retirement and Disability Fund (CSRS or FERS).  An annuitant is also a retired Non-Appropriated Fund (NAF) employee who elected to remain in CSRS or FERS and is receiving an annuity from the Civil Service Retirement and Disability Fund.

Type of Employment – Intermittent

Annuitants who decide to apply and are accepted to the USACE Headquarters Rehired Annuitant Cadre will be hired as a temporary intermittent employee with an appointment not to exceed 1 year.  Intermittent employees are those employees who are employed on an irregular or occasional basis, with hours or days of work not on a prearranged schedule. Compensation for intermittent employees is only for the time actually employed or for services actually rendered. 


Intermittent employees, unlike full-time and part-time employees, do not have a “regularly scheduled tour of duty”.  The lack of regularly scheduled work impacts the benefits and entitlements afforded to intermittent employees.

Entitlements & Benefits
References:

Title 5, United States Code (USC), Section 9902
Fair Labor Standards Act

· Pay

Intermittent employees are paid only for those hours that they are in a duty status performing work.  They are not eligible for holiday premium pay.  Employee would receive his or her normal salary (plus any overtime) for working on a holiday.  
· Leave

Intermittent employees do not accrue annual leave or sick leave.  

· Annual
 Leave Lump-Sum 

When an individual receives a lump-sum payment for annual leave and re-enters Federal Service prior to the end of the project period covered by the lump-sum payment, the employee must refund an amount equal to the payment covering the period between the date of reemployment and the expiration of the lump-sum period.  The employee will receive credit for the corresponding amount of annual leave in his leave account.  


Employees may pay a lump-sum refund in installments providing it is paid in full within 1 year after the date of reemployment.


· Retirement Contributions
Intermittent employees are excluded from coverage under CSRS and FERS. (Ineligiblity from FERS is if the appointment type is other than career or career-conditional)  


EXCEPTION:  When an intermittent employment follows employment subject to CSRS or FERS without a break in service or separation for 3 days or less, the employee retains coverage under the “continuity of service” rule.
· Social Security
Employees under the age of 65 will be subject to Social Security earnings test (Social Security may be offset by excess earnings)
· Federal Employee’s Health Benefits (FEHB)
Intermittent employees are excluded from FEHB coverage.  (Continuity of Service rules apply as exceptions.)
· Federal Employee’s Group Life Insurance (FEGLI)
Intermittent employees are excluded from FEGLI coverage.  (Continuity of Service rules apply as exceptions.)
· Survivor Benefits
Reemployment as a rehired annuitant does not establish or increase survivor benefit entitlement.
Ineligible Annuitants


Applicants are considered ineligible for the program if any of the following apply:

· If the applicant has received a VSIP in the past 5 years, they are not eligible for the program.

· The VSIP can be repaid if the applicant wishes to be considered

· If the applicant has a full-time (40 hours a week) appointment with another agency, they are not eligible for the program.

· The applicant may have a part-time appointment.

· If the applicant is working for USACE as a contractor, either directly or indirectly, their case will be handled on an individual basis.

· Individuals applying for the program must disclose this information ahead of time.
Applying and Hiring
How to Apply

Email Address
All applicants must have an email address to be a part of the HQ Rehired Annuitant program.

Applicants have the option of acquiring a government email address through Army Knowledge Online (AKO) (see appendix for instructions on where to acquire an AKO account).
Recruitment


The Project Manager will get periodic updates (from DMDC) on persons who have retired from Federal service.  The PM will send information packet to persons on the list.


Persons retiring from USACE will receive information on this program during their retirement out-processing.


Interested parties can also receive an information packet by calling or emailing the PM directly.  


The information packet contains the following:

· A letter introducing the program

· Fact Sheet

· Personnel Data Sheet

· OPM Annuitant Form

· Declaration of Federal Employment

· Medical Screening Form

· Information page on setting up an AKO (Army Knowledge Online) email account

Updated copies of the information packet should be given to the field offices so that they know what is being asked for and so that they can provide information to newly retired Federal personnel.

Application
Directions are given on the application forms.  If employees have a question, they are to contact the Project Manager, Don Binder at 202-761-7099.  The following material must be turned in to HQ staff in order to be considered:

· Personal Data Sheet

· Employees are to ensure that all information is filled in as accurately as possible

· Retirement SF50

· Can be obtained from the National Personnel Records Center. 

· Website:  http://www.archives.gov/st-louis/ 

· Address:  111 Winnebago Street
St. Louis, Missouri 63118-4126 

· Phone:  314-801-9250; Fax:  314-801-9269
· Email:  cpr.center@nara.gov *
· Resume

· Please include on resume any information pertaining to emergency positions, for example if the applicant has ever been a member of a Planning & Response Team (PRT) and what type (water, ice, debris, roofing, housing, etc).

· OPM Annuitant Form

· Follow the directions printed on the form

· Declaration of Federal Employment

· Follow the directions printed on the form

· Medical Screening Form 
· Follow the directions printed on the form

· Faxed to the doctors listed (202-223-6525).  
· Medical Screening Forms are not sent with other application materials.

Application materials (not including the Medical Screening Form) can be mailed, faxed, or emailed to USACE, Headquarters.

Mail
: 
USACE Headquarters

ATTN:  Rehired Annuitant Cadre (CECW-HS-RAC)

441 G Street, NW

Washington, DC  20314-1000 

Fax:  202-761-0378
Email:  
Once applications are received in HQ USACE, the PM does a qualification determination.  The application and qualification determination information is given to CPAC.  

The employee will receive an appointment letter via email by Human Resources with effective date of appointment and any additional in-processing information.  
It is imperative that employees return all paperwork promptly.  If there are any questions, they should contact the PM immediately.

Common Access Cards (CAC
)

EngLink

Reference:
ENGLink White Paper

Engineers Link Interactive (ENGLink) started as the U.S. Army Corps of Engineers Emergency Management system and is rapidly becoming the USACE command and control system.  ENGLink provides the framework for processing information and performing command and control of USACE elements responding to civil and military contingencies except in war.  ENGLink is a web-based database.  The Corps of Engineers Enterprise Intrastructure (CEEIS) Office manages all of the network software and architecture for ENGLink.  To access the system a user requires a computer on the CEEIS network with a standard web browser.  
Updating ENGLink PDS
Personnel deploying to HQ USACE as RAO support staff should ensure that their PDS (Personnel Data Sheet) is updated in ENGLink.  If there are any questions on this, employees should contact their Emergency Operations Office.

ENGLink Access
Employees who are deployed to HQ USACE as RAO support staff must get permission to the Rehired Annuitant Organization in ENGlink. This is done by contacting the ENGLink personnel in the USACE Operations Center (UOC) at HQ USACE.  

Field Assignment Conditions

Work performed during an emergency situation will likely be in a field office or disaster site, with potentially atypical, primitive, or uncomfortable living and working conditions.


Given the conditions in the impacted areas, anyone who volunteers must pass a stringent medical screening.  Volunteers must also be prepared to live and work in extremely severe conditions.  The initial assignment will be 30-60 days, with a rigorous work schedule and a great deal of overtime.  Sleeping arrangements may be limited to those of a substandard nature
.
Bank of America Travel Card

References:

DOD FMR 7000.14R, Volume 9, Chapter 3 – Department of Defense Government Travel Charge Card

Public Law 105-264 “The Travel and Transportation Reform Act of 1998” (TTRA)

CERM-F Memorandum dated 1 June 2004 Subject:  Implementation of Mandatory Split Disbursement

HQ USACE’s Rehired Annuitants are exempt in accordance with DoD regulations.  All employees are encouraged, however, to apply for a travel charge card.  

Maximum use of the government travel charge card is encouraged with appropriate management and oversight.  The Department’s policy on split disbursement of travel reimbursement applies to any voluntary use of the travel card.  

Once an applicant is selected for employment, they will receive an application for a Bank of America travel card.  In order to receive a government travel card, employees must complete an online training course.  The link to the training is http://www.gsa.gov/Portal/gsa/ep/contentView.do?P=FCX5&contentId=13033&contentType=GSA_BASIC.

  Employees can select the option on the government travel card application to have this card expedited.  There is a $20 reimbursable fee for expediting the card.  

NOTE:  RAO employees will not deploy without a government travel charge card.

Standard Travel Card


A standard travel charge card is issued to individuals with a favorable credit score.  The standard credit limit on these cards is no lower than $5,000.  The APC (Agency Program Coordinator) has the authority to increase the overall credit limit on the card on a temporary basis to accommodate mission requirements.  For Rehired Annuitants, notification should be given through the RAO PM when an increase to a credit card is required.  The RAO PM will get the information through the proper channels.
Restricted Travel Card

A restricted travel charge card is issued to individuals to those who have low credit scores, no credit at all, or refuse a credit check.  Individuals who refuse a credit check but sign a self-certification statement as to their credit worthiness will only be issued a restricted card.  Restricted travel cards are the same in appearance as standard cards; however, they are inactive at issuance.  At the cardholders’ request, the APC may activate the restricted card for a specific travel event.  The restricted card limit is no lower than $2,000.  For Rehired Annuitants, notification should be given through the RAO PM when an increase to a credit card is required.  The RAO PM will get the information through the proper channels.

Government Travel Charge Card Delinquency  

To minimize delinquencies, it is imperative that travelers file vouchers within five days after completion of travel or biweekly if TDY is over 30 days, and they must use split disbursement.  Public Law 107-314 requires implementation of mandatory split disbursement for all travelers.
Split Disbursement

All personnel who have a government travel card and use that card for travel are required to use split disbursement to pay the travel card contractor, Bank of America directly from the travel voucher proceeds.  The amount of the split disbursement must be sufficient to cover all charges on the card, including those for which a receipt is not required.  Normal charges that must be included in the amount for split disbursement are ATM Cash Advances, airfare, hotel, rental car, meals, and other items such as taxis, shuttles and other incidentals, if charged to the card.  

The Travel Approving Official is responsible for ensuring that the correct dollar amount has been designated for split disbursement to Bank of America.  

 
 CEFMS (Corps of Engineers Financial Management System) Access
Support Staff Deployed to Headquarters


Personnel deploying to Headquarters must take the necessary steps to obtain CEFMS access prior to deployment.  To do so, the home station Information Management database/UPASS (User-Id Password Administration and Security System) administrator should be contacted with the requirement.    Access should be granted to S0 (Headquarters) database.  This access is required prior to obtaining Access Request Management System (ARMS) permissions in CEFMS.  For more information on ARMS permissions requests, employees should see their CEFMS administrator or go to the CEFMS manual at:  https://cefmsdev2.usace.army.mil/cefms/doc/user_manuals/arms.pdf.  ARMS permissions will include travel related permissions depending on what the exact support role will be.  Employees should see the CEFMS system administrator if they have any questions.
RAO members in the field


Rehired annuitant cadre members’ data will be entered into CEFMS after a data form has been filled out and given to the CECW Administrative Officer.  For a data form, please see the appendix.  Employees are given basic CEFMS user authority and basic funding permission.  This is given so that the support staff can create travel orders, travel vouchers, and attach the person’s name to funding work items.  Travel orders can not be created until the employee has been processed and their name is active in CEFMS.  Staff should have at least two days after receiving the data form to get the employee active in CEFMS.  
Pre-Deployment

Acquiring Equipment


Safety shoes


Deployment

Headquarters UOC and RAO PM will determine the taskers to be assigned to the RAC.  The PM will provide information to the field offices on available retirees, skills, and pools of certain series.  If agreed upon, the tasker will be assigned to the RAC.

The RAO PM will determine who will fill taskers.  In certain instances, the supported district will name request an employee.  The RAO PM will handle these on a case by case basis.
Initial Deployment

Tasker


  Before nominating an employee for a tasker, the PM will contact the employee to confirm availability, method of transportation, etc.  Once an employee is notified of selection to a tasker, it is the employees responsibility to ask any question relating to the tasker.  Information on the tasker includes where to report for duty, items needed for duty, duty description, and a point of contact
.  

RAO Project Manager will ensure that a valid medical clearance has been received before allowing an employee to deploy.  Due to the large volume of requests, the PM may be required to fax a copy of a medical clearance to the field office.
Funding

References:

ER 55-1-2 Transportation and Travel Management, Chapter 4 – Funding

EP 37-1-6 Resource Management Functional Guide for Civil Emergency Management Programs


Support

 by other USACE offices must be funded by government order.  The government order is a customer order to the supporting MSC/District.  In this case, the supporting MSC/District is HQ USACE.  RAO employees will not deploy until HQ USACE has received funds from the requesting organization.  The requesting district’s Resource Management office must send a MIPR to Headquarters’ Resource Management at HECSA (CEHEC-RM).  
The supported (requesting) district should ensure that the government order funding is prepared with a sufficient dollar amount to include travel, per diem, rental car (if approved), labor, overtime, effective rate, general and administrative (G&A), and departmental overhead (DOH), as applicable.  
HQ RAO support staff will build the table in CEFMS and create the work item and labor charge code.  The support staff will then provide the PM with the work item number.  Funding information is entered into ENGLink by the PM.
Labor and travel costs incurred by individuals from supporting activities should be charged to the appropriate FEMA mission.  For labor costs see the section entitled Time and Attendance in this document.  For travel cost information, see the section entitled travel vouchers.  

Travel Orders
References:

Joint Travel Regulation (JTR), Volume 2 – DOD Civilian Personnel

DOD Financial Management Regulation (FMR) 7000.14R Volume 9 – Travel Policy and Procedures 

USACE Engineer Regulation (ER) 55-1-2 Transportation and Travel Management

CEFMS User Manual, Section 16 – Travel


Temporary Duty Travel (TDY) is travel to any destination other than the traveler’s Permanent Duty Station (PDS
)
 to perform duties for a period of time.  At the end of TDY, employees return to their home.  


Travel orders establish the conditions under which official travel and transportation is authorized at Government expense.  The purpose of the travel order is to provide the employee with information regarding what expenses will be paid, provide the commercial transportation office or travel service vendors with necessary documentation for the use of travel programs, provide financial information necessary for budgetary planning and to identify the purpose of travel.  Travel orders should be issued before travel begins.  Employees are not to deploy until they receive travel orders.  An employee who deploys before receiving travel orders will have to return home, at their own expense, and may not be selected for duty again.  

For temporary duty travel order, the traveler’s information must be an employee loaded in CEFMS Data Manager Tables (see section titled CEFMS access), Employee Maintenance Screen, and Employee Travel Information Screen.  For more information on these screens or for exact instruction on how to create travel orders in CEFMS, see CEFMS User Manual, Section 16 – Travel or visit https://cefmsdev2.usace.army.mil/cefms/doc/user_manuals/travel.pdf.  
Creating RAO Travel Orders


When creating travel orders for HQ’s RAO members, certain items will always apply.  Once the initial information is populated in CEFMS, the travel order creator must ensure the following: 

· Type of Orders is TDY

· Orders indicate N in the confirmatory block (unless otherwise directed by the RAO PM)

· Variation Authorized block indicates Y for YES

Travel Order Itinerary
The travel order itinerary is filled out based on several items of information.  The RAO PM will provide the travel order creator with information on where the person is departing from and the date of departure.  Unless otherwise specified, the return date will be 30 days after the depart date.  
Other information that applies to most RAC travelers is as follows (exceptions will be determined as they come up):

· TDY Category is 11-Special Mission

· Method of Reimbursement is SAEL – Super Actual Expense Lodging Plus

· Leg Purpose should have the mission number of the tasker that the traveler is assigned to

For more specific information on entering travel order itineraries see CEFMS User Manual, Section 16 – Travel or visit https://cefmsdev2.usace.army.mil/cefms/doc/user_manuals/travel.pdf.
Travel Order Funding
 
The CEFMS travel order must have the appropriate work item(s) (see section titled Funding).  The travel order funding screen is used to enter the funding for the travel order.  If a project number was cited on the travel order header, only work items under that project will be available.  RAO travel orders do not have a project number unless they are funded by P2.  P2 funding will be handles on a case by case basis.
Cost Amounts
The travel order cost amounts screen is used to enter the estimated cost for a travel order.  These cost are provided to the travel order creator by the RAO PM. Estimates for the RAO employees’ travel orders are normally as follows (some exceptions apply
):


1 – Per Diem - $8,000



Per Diem estimate includes only costs for per diem, based on the number of days in travel status, applicable rates for location of travel each day, and reduction for any partial day amounts.


2 – Travel - $1,500



Travel estimate includes the cost of commercial transportation or travel to and from the temporary duty location by privately owned conveyance or special conveyance.


3 – Rental Car - $1,200


4 – Other or Miscellaneous - $3,800 


These estimates include all costs, except those included in per diem, travel and rental car, for miscellaneous items reimbursable to the traveler in accordance with the Joint Travel Regulation.

The above estimates are the usual amounts for deployments with a duration of 30 days. 

Travel Order Remarks


Standard travel order remarks are already populated in the Remarks Screen.  The travel order creator should add the following Travel Remark Codes:

106 – Authorization of excess baggage
112 – Rental Vehicle Authorized

124 – Mileage to/from Airport

126 – Long Distance Phone Calls/Fax (Business)

133 – Long Distance Phone Calls/Fax (Personal)

The travel order creator should add the following in the Other Remarks section:


Individual is authorized a return trip to residence/permanent duty station every 30 days after initial 30-day deployment


While on R&R, no expenses are authorized except the retention of the individual’s rental car and lodging at the temporary duty station


Actual expense authorized is 300% of lodging cost due to presidential declared disaster zone.

Request Travel Orders


Once travel orders have been created, they must be requested.  The travel order creator should request the orders.  Requesting is done in the CEFMS Request Travel Order Request Approval Screen (Smart Screen 12.71).  The requestor must have trv_req role. (To see what roles an employee has in CEFMS, see screen 10.16.)  The requestor will then notify the person who will be certifying and approving the orders.
Approving Travel Orders


The Approve Travel Order Screen provides the capability for an approving official to approve a travel order.  This is approval for the travel purpose, data, and employee.  It does not approve funding.  This is the technical approval for employee to perform the work.  The approver cannot be the traveler or the requestor.  The approver must have trv_appr role. (To see what roles an employee has in CEFMS, see screen 10.16.)  


The approver may view travel orders before approving by selecting view order button on screen.  If an order is disapproved by the approving official, the order may be modified and re-signed.
Funds Approval 
The Funding Approve Travel Order Screen allows a user to approve the funding of a travel order previously approved by the requestor and the approving official.  Electronic Signature card must be logged on for this.  This process creates and approved the purchase request.  The approver must have trv_cert role and he/she must have PR approval authority on the Work Item funding the travel order. The funds approver cannot be the requestor.  The Travel Order approver and the Travel Funds approver may be the same, though this is not encouraged unless absolutely necessary.   
If a travel order is disapproved by the Funds Approving official, the order may be modified and re-signed.

Authenticating Travel Orders


The travel order approval screen allows a CEFMS user to authenticate a travel order.  This process obligates funds previously reserved by the Funds Approving official.  
Travel orders for Rehired Annuitants are authenticated by CEHEC-RM.  
Other Information
If travel orders are not received before scheduled departure, the traveler should contact the POC for travel orders (located on the RAO Information Sheet).  After the travel orders are created, they will be emailed or faxed to the employee.  


Travel orders are valid for 7 days.  For example, if an employee’s orders state the departure date as 1 January, the employee can depart up to the 8th of January. After that new travel orders have to be created.

NOTE:  RAO employees will not deploy without official government orders.

Travel Arrangements

Travel arrangements are made through a government contracted comer travel office, Carlson Wagonlit Travel.  The only Carlson office that RAO employees should call is at Walter Reed (See RAO Information Sheet for contact information).


Carlson will not email itineraries to non-government email address.  If the employee does not have a government email address (i.e. AKO addresses ending in @us.army.mil), the itinerary will have to be sent to HQ RAO support staff and forwarded to the employee.


Travelers can make reservations beforehand but Carlson will not release the itinerary or tickets until they have received travel orders.

Continued Deployment

Tasker

If the field supervisor and deployed employee agree to extend the employee’s deployment, the Field office is responsible for issuing an extension tasker in EngLink.  

Funding

References:

ER 55-1-2 Transportation and Travel Management, Chapter 4 – Funding


If necessary, additional funding will be sent to HQ USACE to cover travel and labor cost.  Additional funding is sent by the requesting organization to HQ USACE.  Funding is send as mentioned in the above section Initial Deployment – Funding.   Funding information is entered into ENGLink by the PM
.

Travel Orders
References:

Joint Travel Regulation (JTR), Volume 2 – DOD Civilian Personnel

DOD Financial Management Regulation (FMR) 7000.14R Volume 9 – Travel Policy and Procedures 

USACE Engineer Regulation (ER) 55-1-2 Transportation and Travel Management

CEFMS User Manual, Section 16 - Travel.    

Travel orders for extensions are not to be done until an extension tasker has been done in EngLink.  Once additional funding is received (if necessary) a travel order amendment will be created and issued to employees by HQ RAO support staff.  This amendment will have the extension date.  If travel orders are not received before the beginning of the extension, contact the POC for travel orders (located on the RAO Information Sheet).  After the travel orders are created, they will be emailed or faxed to the employee.  

Travel order amendments are created as mentioned above in the section entitled Initial Deployment - Travel Orders.  For more information on Travel Order amendments, see the CEFMS User Manual, Section 16 – Travel.


RAO PM will provide the travel order creator the estimated travel cost amounts and other information to support staff creating travel orders in CEFMS.  

Time and Attendance
References:

DOD FMR Volume 8 – Civilian Pay Policy and Procedures, Chapter 2 – Time and Attendance
CEFMS Timekeepers Users Guide

Time and Attendance sheets will be faxed in to HQ RAO support staff every week (no later than Sunday evening).  The HQ support staff will review all timesheets before the time and attendance are input into CEFMS to ensure that the correct labor charge code is being used.  In addition to this, 4 signatures are required on each timesheet:

· The employees signature – verifying that the actual hours worked are correct

· The emergency supervisors signature – signifies that he/she approves the timesheet

· HQ Supervisor signature – verifies that labor charge codes are correct (this is based on the verification done by the HQ support staff

· Once all charge codes are correct, then the actual time sheet can be certified and forwarded to the timekeeper for input

· The HQ Timekeeper’s signature – signifies that the information has been posted to the time and attendance report (CEFMS)

Time will be certified in CEFMS once the timekeeper has completed the tour of duty edits.  Copies of all deployed employees timesheets should be kept on file at HQ USACE

When completing timesheets the following applies:

a. Rehired annuitants do not have a scheduled tour of duty so the first 8 hours of any day the work is considered “regular” (code - RG) hours worked even if they are on a Sunday.

b. Only 40 “RG” hours will be recorded for any week (Sunday through Saturday), any additional hours will be recorded as overtime (code-OX).

c. Intermittent employees must work their first 8 RG hours before overtime will be recorded. 

d. RG and OX are the only two types of hours recorded for intermittent employees.

The following are two samples of timesheets for a person that is working 12 hours a day, seven days a week:

Sunday arrival:


Sunday – 
8 RG
4 OX

Monday – 
8 RG  
4 OX


Tuesday – 
8 RG  
4 OX


Wednesday - 
8 RG  
4 OX


Thursday - 
8 RG  
4 OX


Friday - 
  
12 OX


Saturday – 

12 OX

Totals for the week -
40 RG 
44OX


Monday arrival:


Sunday – 
no hours worked


Monday – 
8 RG  
4 OX


Tuesday – 
8 RG  
4 OX


Wednesday - 
8 RG  
4 OX


Thursday - 
8 RG  
4 OX


Friday - 
  
12 OX


Saturday – 

12 OX

Totals for the week -
40 RG 
40 OX


For specific information on entering time into CEFMS, see the CEFMS Users Manual-Timekeepers Users Guide or visit:  https://cefmsdev2.usace.army.mil/cefms/doc/user_manuals/timekeeper.pdf.

Biweekly Premium Pay Limitation

Biweekly basic pay plus premium pay is limited to the maximum biweekly earnings of a GS-15, step 10.  DoD has waived this biweekly pay limitation of GS-15, step 10 for those deployed in emergency capacities. The employee is then subject to the annual premium salary limit set in law for either a GS-15 step 10 or Level V of the Executive Schedule (which ever is higher).   


If an employee has reached the pay limitation, a waiver will be sent by HQ RAO support staff through the appropriate channels.  If an employee has reached the pay limitation and is not receiving pay, they need to contact the HQ support staff (see RAC information sheet).

Time Off (R&R)

Employees who are deployed for a period of 60 days or more are authorized time off after 30 consecutive days of duty.  (This time off is often referred to as R&R.)  These days are to be coordinated by the field supervisor and the employee.  If an employee decides to take time off, he/she should notify the HQ RAO support staff.  Travel arrangements for time off should be made with Carlson Wagonlit (See RAC Information Sheet for contact information) if the traveler is in need of airline tickets or needs to extend rental car, etc.  If the traveler is unsure, they should contact the RAO support staff at HQ USACE.  


The traveler is reimbursed for the cost of travel to and from their destination.  This consists of the actual cost of airfare or rental car, etc.  It does not include pay (see Pay while in Travel Status).  Expenses incurred during the period that the employee is not working are not reimbursable except as explained here. Employees are also authorized to retain their lodging and rental car during their time off if it does not exceed 4 days.  Employees will not receive per diem for the days they are not working.  

Pay while in Travel Status


Reemployed annuitants are to receive pay for the hours they travel only during their initial deployment and final departure.  For instance if an employee is deployed for 60 days, he/she will receive pay for the 1st day during which they traveled to the TDY site and the 60th day when they travel home.  Any travel to destination while employee is taking time off is not to be recorded as time worked.
 Travel Vouchers


Employees are required to file travel vouchers periodically during deployment.  Travel vouchers should be sent to HQ RAO support staff between every 2 weeks to 30 days.  Travel vouchers and all receipts are to be faxed in to HQ RAO support staff (see RAC information sheet for fax number). Originals of the travel vouchers and receipts will be mailed in to HQ USACE at the end of the employee’s deployment.  When travel vouchers are received, they are entered into CEFMS.  A sample travel voucher is included in this packet to help avoid delays in settlements, etc.  Employees should follow the sample travel voucher format included in this packet
.  


Due to the nature of the emergency assignment, certain items that are acquired are not eligible for reimbursement.  Some items, however, are considered questionable and will be disallowed for payment until the employee can provide justification with the Emergency Manager’s
 review and approval.

The items listed below should not be reimbursed:

Ice

Cooler

Pens

Paper Clips

Gatorade

Hand Sanitizer and Soap

Sunscreen, blanket and tissue

The items listed below are questionable and should be disallowed for payment until the employee provides justification:

Camera

Measuring Tape

Screwdrivers

Flash Drive Fasteners

Personal Cell Phone Usage

Safety glasses and hearing protection

Flashlights and batteries

Propane tanks and propane gas

The items listed below should be turned in (where appropriate) before reimbursement can take place:

Safety boots

Maps

Clipboards and other office supplies

Unused computer supplies

Entering Travel Vouchers into CEFMS


This process creates and updates travel vouchers for a travel order, records the associated let itinerary data, and displays various summarizations of the data.


Travel vouchers are created in the Travel Voucher Create/Update Screen (Smart Screen 7.25) in CEFMS.  Important information that the travel voucher creator must remember is below:

· Multiple amendments may exist per travel order numbers.  Only the last amendment can be updated.

· An itinerary must be entered before any reimbursable expenses can be added in CEFMS.

Travel Voucher Itinerary


The travel voucher itinerary is entered in accordance with CEFMS User Manual, Section 16 – Travel, part 16.5 – Travel Vouchers.  

Depending on the circumstances, travel voucher itineraries vary.  The following is a sample of travel voucher itinerary depending on the situation.

· Situation 1 – Regular 30 day deployment

Susie (the traveler) was deployed for a 30 day tasker.  She departed on 1 January and returned home on 1 February.  She stayed in commercial quarters (for which she provided the necessary receipts).  Susie is from Little Rock, AR

Voucher Itinerary-Situation 1

This is how her itinerary would be entered into CEFMS.
· Situation 2 – 60 day deployment with R&R

Marty was deployed for a 60 day tasker.  She departed on 1 January and returned home on 2 March.  He took time off to go home on 3-5 February.  He stayed in commercial quarters (for which he provided the necessary receipts).  Marty is from Little Rock, AR

Voucher Itinerary-Situation 
2
This is how Marty’s itinerary would be entered into CEFMS.

Travel Voucher Reimbursable Expenses


The Travel Voucher Reimbursable Expense Screen provides the capability to record any/all reimbursable expenses against a travel order number.  Only the expenses estimated on the travel order can be entered.  The travel voucher creator can only delete an expense if the voucher amendment is not approved.  
Travel Voucher Remarks


The travel voucher remarks should be as detailed as possible.  For example, if the employee has taken R&R, this should be specified in the remarks section on the travel voucher.  

The following is a standard remarks for RAO travel vouchers:

· Actual Expense Authorized

If the employee’s travel voucher is for a certain period of time but they are still deployed, the following remark needs to be added:
· Continuous TDY – Full lodging and per diem on 1st (&/or) last day

Travel Voucher Approval


The travel voucher approval screen allows travel vouchers to be certified.  The reviewer (approver) must electronically sign the document.  Since the RAO employees do not sign their vouchers electronically, they must sign the copy that they turn in to the HQ support staff.  
SF 1164s


Certain items will not be reimbursed in the travel voucher.  Form SF 1164 will be utilized to reimburse travelers for miscellaneous items in accordance with FEMA guidelines.  These items include but are not limited to: safety boots, rain gear, and safety glasses.  SF 1164 information will be input into CEFMS by HQ RAO support staff.  

Appendix
1. Application Materials
a. Personnel Data Sheet
b. OPM Annuitant Form
c. Declaration of Federal Employment
d. Medical Screening Form
e. AKO email instructions
2. RAC Information Sheet
3. Interim Safety Shoe Reimbursement Policy and Procedures
4. Sample MIPR
5. Sample Timesheet
6. Blank Timesheet
7. Sample Travel Voucher coversheet
8. Blank Travel Voucher coversheet
The email address for Army Knowledge Online (AKO) is https://www.us.army.mil.

AKO has two types of accounts: Full and Guest
To register for a Full AKO Account, you must meet the following criteria: 
· Active Army 
· Army Retired (with a minimum or 20 years of service)
· DA Civilian 
· DA Civilian, Retired 

· Medical Retired 
· NAF Civilian 
· National Guard 
· Reserves 
· U.S. Military Academy Cadets 
· ROTC Cadets (MS III and IV)
All individuals meeting the criteria for a Full account (except DA Civilians, NAF Civilians, and Cadets) should have their LES available during registration as you will need to provide your Pay Entry Base Date (PEBD) in order to complete the registration process.

Persons previously employed by USACE are eligible for a Full account, under category DA Civilian, Retired.

To complete the registration process, go to www.us.army.mil , select "I'm a New User" and complete the registration form for that category.

Rehired Annuitant Cadre - Information Sheet

**This information sheet is to be kept with you during your deployment**

These are your contacts for information while you are in the field.

Please try to obtain information through your field office before contacting HQ USACE.

Taskers/Tasker Extensions:
Don Binder - phone: 202-761-7099 

email: Don.Binder@hq02.usace.army.mil  

Travel Orders/Amendments:  Darlene Miller – phone:  202-761-4240; 

email: Darlene.K.Miller@hq02.usace.army.mil 





Linda Augustine – phone:  202-761-0672; 

email: Linda.L.Augustine@hq02.usace.army.mil 

For Travel Arrangements:  Carlson Wagonlit- Walter Reed

Phone: 202 882-0303, Toll free 1-800-756-6333 

Fax 202 291-0845. 

*Note - This Carlson office is closed on weekends and federal holidays.  Once you get your initial reservations you can call the off-hours number for Carlson which is 1-800-383-6732
If you do not have a government email address, please remind the Carlson representative to email your itinerary to:  Linda.L.Augustine@hq02.usace.army.mil and Darlene.K.Miller@hq02.usace.army.mil
Timesheets:   Fax your time sheets to Darlene Miller at 202-761-0378


For question about pay and other time and attendance matters please call:  

Luemma Davis at 202-761-0377; email: Luemma.Davis@hq02.usace.army.mil 

Travel Vouchers:


Fax a copy of your travel vouchers to Darlene Miller at 202-761-0378

Mail a copy of your travel vouchers to:

USACE Headquarters

ATTN: Darlene Miller (CECW-HS)

441 G Street, NW

Washington, DC 20314-1000


For questions on travel vouchers being processed call:  Darlene Miller at 202-761-4240
  
For travel voucher settlement questions please call Brenda Mixon at 901-874-8642 and your call will be directed from there.

Bank of America Government Travel Card:

For requests for credit limit increases contact:  

Don Binder - phone: 202-761-7099; 

email: Don.Binder@hq02.usace.army.mil
EMERGENCY OPERATIONS TIME AND ATTENDANCE SHEET













	NAME: (Last, First, MI)

 ________________________________________________________

Pay Plan (GS, WG, etc):
	Permanent Organization (Including Office Symbol):

Emergency Assignment Site: 


	Dates Worked:

From:                              To:  

	               DATE
	TYPE OF PAY

	

	Days of Week
	IN
	OUT
	REG
	REG

W/ND
	SCH

OVT
	UNS

OVT
	OVT

W/ND
	SUN

PREM
	HOL

WKD


	ANN

LV
	SICK

LV
	HOL

LV
	LWOPAWOL
	TOTAL
	FEMA MISSION

ASSIGNMENT
	LABOR CHARGE CODE

	SUN
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	4/2
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	MON
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	4/3
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	TUE
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	4/4
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	WED
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	4/5
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	THR
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	4/6
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	FRI
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	4/7
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	SAT
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	4/8
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	TOTAL


	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	I certify that the above time record is accurate:

______________________________________

Employee’s Signature
	Approved:

___________________________________

Emergency Supervisor’s Signature


	 I certify that the Labor Charge Code(s) are correct:

___________________________________

Home Station EOC


	Posted to the Time and Attendance Report.

__________________________________________

Home Station Timekeeper

	
	
	
	


NOTE:  (1) All Overtime was authorized under the blanket approval, Work Schedule Memo dated ________________________, rather than by individual overtime authorization.

             (2) A 30-minute unpaid LUNCH break is required during emergency operations.

**FOR OFFICIAL USE ONLY-PRIVACY ACT DATA**                

EMERGENCY OPERATIONS TIME AND ATTENDANCE SHEET
DEFINITIONS FOR EMERGENCY OPERATIONS TIME AND ATTENDANCE SHEET

REG = Regular Pay; Usually 8 hours per day, 5 days per week; The “basic 8-hour administrative workday” is usually 0700-1530  which includes

one-half hour break for Lunch.

REG W/ND = Regular Pay with Night Differential; If applicable, ND is authorized on Work Schedule Memo issued by Supported EOC.  Part of the regular administrative workday and between 1800-0600 (usually applies only to 2nd or 3rd night shifts)

SCH OVT = Scheduled Overtime;  Hours in excess of REG or Holiday Worked (HOL WKD) between 0600-1800 and scheduled as part of the regular tour of duty (typically 2.5 hours, 1530 - 1800).

OVT W/ND = Overtime with Night Differential; If applicable, ND is Authorized on the Work Schedule Memo issued by Supported EOC.  Refers to Hours in excess of REG or HOL WKD between 1800-0600 and scheduled as part of the regular tour of duty (typically, 1.5 hours, 1800-1930). 

UNS OVT = Unscheduled Overtime; Hours in excess of REG or HOL WKD and not scheduled as part of the regular tour of duty (typically before 0700 or after 1930)

SUN = Sunday Premium Pay; Used only when Sunday is part of the regularly scheduled basic 40-hour workweek.  

HOL WKD = Holiday Hours Worked; (Maximum 8 Hours)

ANN LV = Annual leave (Generally not allowed, except when on authorized R & R)

SICK LV = Sick Leave  

HOL LV = Holiday Leave (Paid holiday - Non-work status).
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Headquarters Support Staff Points of Contact
Other Resources

References

Funding References

CEFMS User Manual Section 6 – Funding

Travel References

JTR Volume 2 – DOD Civilian Personnel 

DOD Financial Management Regulation 7000.14 R, Volume 9 – Travel Policy and Procedures

ER 55-1-2 - Transportation and Travel Management

CEFMS User Manual Section 16 - Travel

�� Permanent Duty Station for RAC members is Albuquerque, New Mexico


� The RAO PM will let other support staff know if exceptions are to be made with travel cost estimates.  





�Updated accordingly


�Section being reworked, to be added in later.


�Need to ensure that this has never occured before deleting (deletion is per Don Binder).


�Which address & will they go specifically to Don or go to HR?


�Research being done on best way to get CAC cards to those who are in the RAC


�Taken from Don's email to employees


�Pending official memo signed by Ed Hecker and approved in accordance with DOD FMR 7000.14R, Volume 9, Chapter 3, Section 030302.


�This section is in process of being worked on.


�Should personnel be buying shoes when they get there or should they be acquired before they leave home.


An �RAO tasker template may be needed since the RAO employees have so many exceptions to the normal rules.


�Darlene Miller is working on this section to create more detail on what she needs from the district RM offices as far as MIPRs are concerned. 


�Funding EM assignments using P2 has not been officially addressed.  


�Do we need to address particular  types of funds in this SOP?


�Final decision on PDS for RAO is still to be determined.


�Who is supposed to enter funding information into EngLink


�Sample voucher and other related materials will be added to the appendix at a later date.


�Does this still apply?


�Insert CEFMS screen of sample itinerary


�Insert CEFMS screen of sample itinerary





