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Reemployed Annuitant Cadre
Purpose

Under the provisions set forth in the National Response Plan
, the Department of Defense (DoD) has designated the US Army Corps of Engineers (USACE) as the primary agency for planning, preparedness, and response under the Emergency Response Support Function #3 (ESF#3), Public Works and Engineering.  The type of assistance provided by the Corps includes restoration of critical public services and facilities, including adequate amounts of potable water and ice, temporary restoration of water supply systems, provisions for temporary emergency electrical power, temporary emergency housing, structural evaluation of buildings and damage assessment, and clearance, removal and disposal of debris.  USACE has designated Primary Response Teams from across the nation pre-positioned to provide immediate response for emergency events.

The Cadre is best explained by the following excerpt from an article from the February 2006 Engineer Update:

What is reemployed annuitant cadre program all about?  Well why not let those who are involved speak to that issue.

"We’ve been pursuing a program like this for years," said Ed Hecker, Chief of the Homeland Security Office. "A number of senior management had commented in critiques and after-action reviews that it would be nice to use our retirees to resource some of the surge requirements that we have during major disasters.”
The biggest sticking point preventing this idea from getting off the ground was paying the retirees if they came back to work -- anything they earned was subtracted from their retirement pay dollar-for-dollar. But Public Law 108-136, part of the National Defense Authorization Act of FY04 changed that. It states "This statute requires annuitants employed in a position within the Department of Defense…to receive their full salary and full annuity."

"As our missions expand under the National Response Plan, and as we look at the expeditionary force we’re developing under the USACE Campaign Plan, we need to use our work force to meet the need during an emergency, and still accomplish our primary missions in civil works and military programs," Hecker added. "Our retirees were one clear area where we could develop a contingency workforce."

“First, our retirees are a great asset," said Don Binder, the Program Manager, "Second, many of them had experience dealing with disasters when they were full-time employees. And third, every retiree we deploy is one less permanent Corps employee we have to deploy. Our retirees can either deploy directly, or can backfill for a full-time employee who is downrange."
Thus, the reason for this program: to aid the Corps in providing personnel in dealing with recovery activities resulting from natural and man-made disasters.
Chain of Command

The Reemployed Annuitant Office Cadre or RAO falls under Headquarters, USACE Civil Works Directorate, Office of Homeland Security & Provost Marshal.  The office symbol is CECW-HS-RAO.
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 (HQ) Reemployed 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. No leave is earned, nor are holidays paid.

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.  Intermittent employees under this program are not eligible for Sunday pay or night differential.
· The following items will be deducted from all RAO pay (additional items are on a case by case basis).

· Federal Tax

· State Tax (where applicable)

· Old-Age, Survivor, and Disability Insurance (OASDI), i.e. Social Security
· Medicare

· Leave

Intermittent employees do not accrue annual leave or sick leave.  

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

· Old-Age, Survivor, and Disability Insurance (OASDI), i.e. Social Security

All employees pay into Social Security.  Employees under the age of 65 will be subject to Social Security earnings test (Social Security may be offset by excess earnings)

· Medicare
All employees pay into Medicare.  Employees under the age of 65 will be subject to an earnings test (Medicare may be offset by excess earnings).
· Federal Employee’s Health Benefits (FEHB)
Intermittent employees are excluded from FEHB coverage. However, if an employee takes it into retirement, it does continue to be withheld from their pay.  
· Federal Employee’s Group Life Insurance (FEGLI)
Intermittent employees are excluded from FEGLI coverage.  However, if an employee takes it into retirement, it does continue to be withheld from their pay. 

· Survivor Benefits
Employment as a reemployed annuitant does not establish or increase survivor benefit entitlement.
For more information on retired annuitant pay issues, employees can contact DFAS at 1-800-321-1080.  For specific policies, visit the Office of Personnel Management’s Employments and Benefits page at:  http://www.opm.gov/Employment_and_Benefits/
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.  

· There is no prorating for the amount of VSIP payback.  (For example, if an employee has been out of service for two years, there is no decrease in the repayment amount).
· The Department of Defense and Department of the Army have, at this juncture, not approved a waiver of this provision for this program, nor is one expected in the future.
· 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 Reemployed Annuitant Office (RAO) Cadre.

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


HQ USACE will periodically issue a vacancy announcement on USAJobs (http://www.usajobs.opm.gov) to recruit for the Reemployed Annuitant Office Cadre.

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

· Emergency Response Cadre (reemployed annuitant) Response Form
· 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 Program Manager, Don Binder at 202-761-7099.  The following material must be turned in, completed, to HQ staff in order to be considered:

· Personal Data Sheet

· Employees are to ensure that all information is filled in  accurately.
· 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).

· Emergency Response Cadre (reemployed annuitant) Response Form
· All items must be filled in on this form.
· OPM Annuitant Form

· Follow the directions printed on the form

· Declaration of Federal Employment

· Follow the directions printed on the form

· Medical Screening Form and Immunization Record
· Follow the directions printed on the form

· Fax medical screening form and a copy of the immunization record to the doctors listed (202-223-6525).  
· Medical Screening Forms and immunizations are not sent with other application materials.

Application materials (not including the Medical Screening Form) can be faxed, or emailed to USACE, Headquarters.  Note:  No mailed applications will be accepted.
Fax:  202-761-0378
Email:  Don.Binder@hq02.usace.army.mil
Once applications are received in HQ USACE, the PM does a qualification determination on the Reemployed Annuitant Office Cadre Candidate form
.  The application and Reemployed Annuitant Office Cadre Candidate form are given to Civilian Personnel Advisory Center (CPAC).  

The employee will receive an appointment letter via email by CPAC 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 or CPAC immediately.

HQ Support Staff

Due to the volume of work required in supporting the RAO, other employees are needed to assist the Headquarters staff.  These employees will be either RAO members or staff recruited (on a volunteer basis) throughout Headquarters and other USACE divisions, districts, and centers.  These employees will be brought to Headquarters USACE to help fulfill the mission of the RAO via ENGLink tasker.  Employees must have their supervisor’s approval and they must be proficient in the work being performed before they can become a member of this team.  Proficiency will be determined by a brief phone interview when the employee has put in their name for consideration of the assignment.  
Common Access Cards (CAC)


The Department of Defense (DoD) Common Access Card (CAC) is a smart card that serves as the DoD standard identification for active duty military personnel, selected reserve personnel, civilian employees, and eligible contractor personnel.  The CAC is the principal card used for logical access to DoD computer networks and systems, and it will be the principal card used to enable physical access as systems are installed for authentication and access at DoD facilities in the future.  Standard CAC expiration for Federal employees is 3 years.  

In order to receive a CAC card, employees need a DD 1172-2
 and two forms of ID.

Reemployed Annuitants can contact their nearest USACE office for more information on where to get their CAC.  Contact information can be found at http://www.usace.army.mil/howdoi/where.html#States 

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 Reemployed Annuitant Organization in ENGLink. This is done by contacting the ENGLink personnel in the USACE Operations Center (UOC) at HQ USACE.  

 
CEFMS (Corps of Engineers Financial Management System) Access
References
CEFMS User Manual, Access Request Management System (ARMS)

CEFMS User Manual, CEFMS Access Control and Application Roles, Section III

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


RAO members’ data will be entered into CEFMS after a CEFMS access request (see appendix) 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 profile is active in CEFMS.  Staff should have at least two days after receiving the data form to get the employee profile active in CEFMS.  
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)

Public Law 107-314 “Bob Stump National Defense Authorization Act”
CERM-F Memorandum dated 1 June 2004 Subject:  Implementation of Mandatory Split Disbursement

CECW-HS Memorandum dated 31 May 2006 Subject:  Travel Cards for Members of the Reemployed Annuitant Cadre (RAO)

HQ USACE’s RAOs are exempt in accordance with DoD regulations.  All employees are encouraged, however, to apply for a travel card
.  If an employee elects not to apply for a travel card, their transportation charges for travel will be charged to the HQ, USACE Centrally Billed Account.  If the card is required for mission accomplishment, it shall be used to pay transportation costs.  Carlson Wagonlit charges $22.24 for each airline reservation, which must be claimed separately from the ticket price on the travel voucher.
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.  Applicants are required to print a copy of the training certificate and send it to Jenny Jones, HECSA Civilian Personnel.  Her fax number is 202-761-7834.
Maximum use of the government travel 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.

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

NOTE:  Those RAO employees who require a government travel card will not deploy without it.

Standard Travel Card


A standard travel card is issued to individuals who agree to a credit background check and have a favorable credit score.  The standard credit limit on these cards is $5,000.  The APC (Agency Program Coordinator) has the authority to increase the overall credit limit on the card on a temporary basis (maximum of 6 months) to accommodate mission requirements.  The maximum limit permitted, under any circumstances, is $10,000.  For RAOs, 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 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 $2,000.  For RAO, 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 travel card related travel reimbursements.  If the travel card bill becomes more than 60 days delinquent, card privileges will be suspended.
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 (don’t forget the Carlson-Wagonlit $22.24 fee), hotel, rental car, and other items such as taxis, shuttles and other incidentals, if charged to the card.  


The Travel Approving Official is responsible for reviewing the travel voucher for proper entitlement, and ensuring that the correct dollar amount has been designated for split disbursement to Bank of America.  

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.
Pre-Deployment

Acquiring Equipment and Vaccinations

Depending on the job function the employee is assigned, he or she may have to acquire items that they would not normally have to have.  Information on what type of equipment should be in their ENGLink tasker.  If the employee has any questions on certain items, they should contact the RAO PM prior to departure.  

Safety shoes
Certain jobs require the purchase of safety shoes.  These are reimbursable by the government.  Safety shoes should be purchased prior to deployment.  Please see the section of this document entitled SF 1164 or appendix item entitled Safety Shoe Reimbursement Policy and Procedures for more information on safety items and requirements.  Safety items must meet specific guidelines as set forth by HQ Safety guidelines. The footwear label should have one of the following:  ASTM F2413-05, ANSI or ASTM Z41.1.  See appendix section entitled Reading “Safety Shoe” Labels for more details.

Vaccinations


Only employees selected for specific deployment will be required to obtain vaccinations prior to departure. The reason for requesting vaccines ahead of time is because there may not be a nurse available at the mission site to administer vaccine.  Employees should submit documentation for reimbursement via SF 1164.
Government Property Statement

While equipment acquired for deployment is in the possession of an employee, this is still government property.  Employees are responsible for reasonable care of acquired items.  This includes safety shoes, glasses, and certain other items that the employee is reimbursed for that are used for deployment purposes.
Deployment

Headquarters USACE Operations Center (UOC) and RAO PM will determine the taskers to be assigned to the RAO.  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 RAO.

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.
Items all RAO Employees Should Take


RAO deployed to the field will not depart for field assignments without the following items.  These items should be with them throughout their deployment.

· Information Sheet (located in the appendix of this document)

· Government Travel Charge Card (if appropriate)
· Travel Orders

· Copy of most recent Immunization Record (if available)
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 employee’s 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.    
Funding

References:

ER 11-1-320 Civil Works Emergency Management Programs

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.  (In CEFMS, an outgoing MIPR (Military Interdepartmental Purchase Request) is called a government order, and an incoming MIPR is called a customer 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.  

No changes of any kind will be made to funding work items in CEFMS (this includes de-obligating funds, moving funds between line items, cost transfers, labor cost transfer, etc.) unless it goes, in writing, through the funds Responsible Employee.  

The next page is a sample of the Customer Order sent to HQ for RAO funding.

[image: image1.emf]

[image: image2.emf]

  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 will 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 

· Variation Authorized block indicates Y for YES
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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 RAO travelers is as follows (exceptions will be determined as they come up):

· TDY Category is 11-Special Mission

· Method of Reimbursement is AEL – Actual Expense Lodging (unless otherwise specified)
· Leg Purpose should have the mission number of the tasker that the traveler is assigned to
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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 handled 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 - $4,800



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 ($1,000 for POV)


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. 
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Travel Order Remarks


Standard travel order remarks are already populated in the Remarks Screen.  Depending on specific circumstances, other remarks may or may not be necessary.  The travel order creator should add the following Travel Remark Codes:

106 – Authorization of excess baggage (fill in weight for 150 pounds)
112 – Rental Vehicle Authorized

119 – Dual Lodging approved as advantageous to meet mission requirements

124 – Mileage to/from Airport

126 – Long Distance Phone Calls/Fax (Business)

133 – Long Distance Phone Calls/Fax (Personal)

135 – Traveler is exempt from the mandatory use of the travel charge card (Note:  Use this remark when applicable)

136 – Actual expense allowance authorized while at TDY site

210 – Non-contract carrier authorized

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
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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 approves the purchase request (PR) for travel.  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 Reemployed Annuitants are authenticated by the HECSA Logistics Management Office (CEHEC-LM.)  
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 to the employee along with their travel itinerary (see Travel Arrangements section).  


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
Initial Travel to TDY Site

Once travel orders are complete, travel arrangements will be made through a government contracted commercial travel office, Carlson Wagonlit Travel.  This includes all arrangements except for hotel accommodations.  (NOTE:  For rental cars, employees have the option of making their own arrangements directly with the rental car company.  This is allowable as long as they get the government rate. Hotel arrangements are made during in-process at the Regional Field Offices in most cases.)  Once the travel arrangements are made with Carlson, the HQ Support Staff will email a copy of the travel order and, if necessary, travel itinerary to the employee.  Again, employees are not to depart for their destination until they receive this documentation from HQ USACE.

Travel for Time Off (R&R)
RAO deployed employees can make their own travel arrangements for their time off trip (see section titled Time Off (R&R).  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.


Employees should notate on their travel voucher and time sheets when they are taking Time Off. 

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.  Once an extension tasker has been issued, the tasker must then be approved by the HQ RAO PM.  Pending that approval, the field office then accepts the extension. 

Funding

References:

ER 11-1-320 Civil Works Emergency Management Programs

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

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


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 sent as mentioned in the above section Initial Deployment – Funding.   
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 employee’s signature – verifying that the actual hours worked are correct

· The emergency supervisor’s 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. Reemployed 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 (RF for federal wage system employees) and OX are the only two types of hours recorded for intermittent employees.

e. Reemployed annuitants should notate Time Off periods and End of Tour on their timesheet.

The following are two summaries 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 - 
8 RG
4 OX


Saturday – 

12 OX

Totals for the week -
40 RG 
32 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.  In certain circumstances, DOD or USACE Commander may waive the 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).   

A memo is sent to DFAS for employees who are eligible for biweekly premium pay limitation waiver.  A memo will not be sent for every employee hired by the program but it will be sent once an employee is assigned to a tasker and a specific deployment date.  If an employee has reached the pay limitation and is not receiving pay, they need to contact the HQ support staff (see RAO 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.  This time off is required depending on how many consecutive days are worked without a break.    When an employee takes time off, he/she should notify the HQ RAO support staff.  Travel arrangements for time off should be made with Carlson Wagonlit (See RAO 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 for three nights and rental car for four days during their time off.  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 after every 14 day period.  All travel vouchers (including the final voucher) and supporting receipts are to be faxed in to HQ RAO support staff (see RAO 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.  


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

Clipboards and other office supplies

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

Rain Gear

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

Safety boots

Maps

Unused computer supplies

Filling Out Travel Voucher (DD Form 1351-2)
When filling out the DD Form 1351-2, employees are to fill out the itinerary area with actual departure/return dates, times, and locations.  Vouchers should be clearly marked as continuation or final voucher.  If there is Time Off during the voucher period, this should be clearly marked also.  

If a travel cardholder, employees should ensure that split disbursement is checked and that they specify an amount to send to their travel charge card.  Not doing so could delay processing of the travel voucher.

Employees should also ensure that they don’t attach receipts dated after the last date that is notated on the itinerary.  CEFMS will not allow items to be entered that are dated after the date of the TDY coded in the itinerary.

Employees should also explain anything that might be a questionable expense and list a phone number where they can be reached if there are any questions about their voucher.


The following pages are examples of DD Form 1351-2 for four scenarios.  
These examples are to show how travel vouchers should be filled out by the employee for timely reimbursement.


The codes used are as follows:

· Mode of Travel


· PA – Privately Owned Automobile

· CP – Commercial Plane

· CA – Commercial Automobile

· Reason for Stop

· AR – Authorized Return

· AT – Awaiting Transportation

· TD – Temporary Duty

· MC – Mission Complete


Travel Voucher Situation 1 – Amber B. Cee deployed for 30 days.  She flew to her destination and obtained a rental car once she arrived.  She used her government travel charge card for her hotel and rental car only (charges totaling $2345.86) for the first two weeks of her deployment.  This voucher is for the first two weeks of her deployment.

[image: image7.emf]
Travel Voucher Situation 2 – Amber B. Cee is filing her final voucher for her deployment.  She used her government travel charge card for other additional items during the time period of her voucher, so she got her charge card balance from Bank of America ($2,000).  This voucher is for the final two weeks of her deployment.

[image: image8.emf]
Travel Voucher Situation 3 – John B. Que is deploying for 60 days.  He got permission from the RAO PM to drive his own car to the deployment site.  He used his government travel charge card for all of his reimbursable expenses on his voucher.  This voucher is for the first two weeks of his deployment.

[image: image9.emf]

Travel Voucher Situation 4 – John B. Que has coordinated with his field supervisor and has taken his time off period (R&R).  He drove his car home for the three nights that he was gone and retained his rental car and hotel.  He used his government travel charge card for all of his reimbursable expenses on his voucher.  This voucher is for the period surrounding his R&R.  

[image: image10.emf]

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.  
Travel Voucher Reimbursable Expenses


The Travel Voucher Reimbursable Expense Screen provides the capability to record any/all authorized reimbursable expenses against a travel order number.  Only the expenses estimated on the travel order can be entered.  (For instance, if a rental car is not an estimated expense on the travel order, it cannot be reimbursed on the travel voucher.)  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 are 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.  After carefully scrutinizing the claim, the reviewer (approver) must electronically sign the document.  Since the RAO employees do not sign their vouchers electronically, their manually signed copy must be furnished 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 in some cases, vaccinations.  SF 1164 information will be input into CEFMS by HQ RAO support staff.  


For safety shoe reimbursement, the Safety Shoe Purchase Record form must be filled out and signed by the supervisor (in some cases this will be the RAO PM).  This form must be attached to the SF 1164 to be eligible for reimbursement. The actual receipt must also accompany the reimbursement package.
Post Deployment


After the RAO returns home from the field, they must ensure that every item on the Post Deployment checklist is completed.  This is to ensure proper close out of funds, ENGLink updates, etc.  The Post Deployment checklist is included in the Appendices of this guide.
Financial Closeout


After the HQ support staff has been notified that the employee has returned from their deployment, they are to make sure that all cost have been expended in CEFMS and de-obligate and return any remaining funds.
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US ARMY CORPS OF ENGINEERS RESPONSE CADRE

Reemployed Annuitant Fact Sheet

To facilitate the selection process, the following documentation is necessary:

1) Completed Response Form

2) Resume (1-2 pages)

3) Retirement SF-50

4) OPM Annuitant Form

5) Declaration of Federal Employment

Please return the documents completely filled out.

· An annuitant is (1) a retired Federal employee receiving an annuity from the Civil Service Retirement and Disability Fund (CSRS or FERS); or (2) 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.

· 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.

· Selectees must complete a medical screening process, and may be required to successfully complete a physical examination before being hired.

· Selectees are hired and paid in accordance with the grade level of work to be performed.  This level may be lower than a grade held during federal service employment.

· Annuitants employed in a position within the Department of Defense on or after November 24, 2004 are required by statute to receive their full salary and full annuity (Section 9902 (j) of title 5, United States Code, as enacted by Section 1101 of the National Defense Authorization Act for Fiscal Year 2004, Public Law 108-136).

· Positions needed to support disaster recovery typically include Quality Assurance and Construction Inspectors, Engineering Technicians, Construction Representatives, Engineers, Logistics Specialists, Resource Management Specialists, and Administrative Specialists.  These positions will vary in grade level.

· Employees will be paid overtime in accordance with the Fair Labor Standards Act (FLSA).  Employees in FLSA exempt positions are paid overtime at the higher of their hourly rate of pay or the overtime rate of a GS-10, step 1.  Employees in FLSA non-exempt positions are paid overtime at 1 ½ times their hourly rate of pay.

· Tours will be for an undetermined duration, and may require individuals to work extensive overtime.  

· Employees sent TDY from their permanent duty station are entitled to per diem in accordance with applicable travel regulations.

SYNOPSIS OF REEMPLOYED ANNUITANT BENEFITS AND ENTITLEMENTS

	BENEFITS
	APPOINTMENT TYPE

	
	Temporary
	Term

	Retirement Contribution
	Ineligible

	OASDI,  i.e. Social Security
	· Social Security contributions withheld

· Employees under age 65 will be subject to Social Security earnings test (Social Security may be offset by excess earnings.

	FEHB
	· Ineligible 
	· May enroll or elect to transfer enrollment from OPM for Premium Conversion Purposes

	FEGLI
	· Ineligible
	· May elect to enroll if not enrolled

· May elect coverage as an annuitant or employee

	TSP
	Ineligible

	Eligibility for Supplemental or Re-determined Annuity
	· Not creditable for a supplemental or re-determined annuity

	Survivor Benefits
	· Does not establish or increase survivor benefit entitlement


US Army Corps of Engineers
Emergency Response Cadre (reemployed annuitant) Response Form

Note:  Please fill out completely and return with other application materials.

Name:  
Address, City, State, Zip Code:
Daytime/Evening Telephone:  
Cell Phone:  

Email Address:
Title, series, grade of last position held in Federal Service:

Division/Branch:

Retirement Date:

Type of Retirement (regular or early):

Did you receive a VSIP?  When?

Will you accept an appointment at a lower grade than what you last held in the Federal Service?

Emergency Contact (Name, Address, City, Zip Code, Telephone Number):  

Closest Corps of Engineers facility to your current location (District, Area Office, etc.):

Earliest Date Available:

Dates you are not available (during upcoming/current year):

Please indicate your interest and availability for one or more geographic areas:

______Local community

______Tri-state/regional area

______Anywhere CONUS

______OCONUS

Do you have an unexpired passport?

Directions:   Only complete the following; Retirement Claim #, Blanks 1, 2, 3, and 6. Do not complete any other items on either page of this form.
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	Emergency Response Medical Screening and Clearance Packet
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	Completion Instructions 

1. Complete and print your Emergency Response Medical Screening and Clearance Packet. Included in the packet is: 

· Medical Information Sheet 

· Medical Screening Questionnaire 

· Privacy Act Notice 

· Physician Medical Clearance Memorandum
2. Upon completion of the packet, have your personal physician review the information, sign and date the form and fax page 1 through 8 of the Emergency Response Medical Screening and Clearance Packet to: 

Medical Provider: Kenneth Chase, MD and Sammuel Scott, MD
Telephone 202-463-6698
Fax 202-223-6525

· Keep originals for your personal file. 
3. Faxes will only be accepted from the physician, not the employee.
NOTE: The only information sent back from the medical provider to the USACE Operations Center is the Physician Medical Clearance Memorandum. Your completed faxed packet is maintained at the medical provider's office.



	


MEDICAL INFORMATION SHEET

To Medical Provider:

1.  I, ________________________, have been assigned/volunteered for deployment to an emergency response operation.
2.  My completed Medical Screening Questionnaire and Physician Medical Clearance Memorandum must be faxed.  
**Therefore, after you have completed your medical review, please fax Physician Medical Clearance Memorandum to the U.S. Army Corps of Engineers Operations Center at 202-761-0623.**
3.  Any questions you may have regarding the information I have provided should be directed to me by telephone at the number provided in my questionnaire.

4.  I am currently taking the following medications (name of medicine and reason):

5.  I certify that I have reviewed the information supplied by me and that it is true and complete to the best of my knowledge, and that I have read the Privacy Act Notice assigned to the use of this information.

Article I. MEDICAL SCREENING QUESTIONNAIRE 
Instructions: Complete this Questionnaire according to the attached instructions. Your deployment status is dependent on the Medical Provider receiving ALL the required information. Double Check! It is important to complete this medical screening to the best of your ability. Our primary goal is to ensure that you can perform the job tasks assigned while working long hours under stressful and sometimes physically demanding working conditions without jeopardizing your health. 

CHECK ONLY ONE BLOCK (Consult the RAO Program Manager to confirm correct block).
1.  The Emergency Operations position description I am assigned is designated for OFFICE medical screening. -----[     ]

Office Work:  Work conducted primarily in an office setting at a State, Division, or District EOC, ROC, DFO, ERRO, and EFO.  It also includes technical and managerial work at an ERRO or EFO with occasional visits to disaster site.
2. The Emergency Operations position description I am assigned is designated for FIELD medical screening ----[   ]

Field Work: Work primarily conducted outdoors at a CONUS or OCONUS disaster site such as that performed by a Debris Quality Assurance Inspector, Construction Representative, etc.

SECTION I. Personal Identifiers

ENGLink User ID:
	Print Name
	 
	
	
	
	 
	Social Security Number:
	 
	_______
	 
	___
	 
	____________

	 
	Last Name
	First Name
	M.I.
	 


	Date of Birth: 
	
	 
	Emergency Operations Duty Description Title:
	 _______________________________

	 
	Mo  Day  Year
	 
	Duty Description Number:
	 EM-______________


	Office Mailing Address _________________________________________________________________________

	 
	Use address you get mail at work

	_____________________________________________________________________________________

	City
	State
	Zip Code


Commercial Telephone Numbers: 

	Work
	 ___ _______
	 
	Home
	 ___ _______
	 
	Cell
	 ___ _______
	 
	Pager
	 ___ _______
	 


SECTION II. Immunizations

	1.
	Have you had a tetanus/diphtheria booster in the last 10 years?
	[  ]yes
	[  ] no

	2.
	Have you started the Hepatitis A series (two shots)?
	[  ]yes
	[  ] no

	3.
	Have you completed the Hepatitis A series?
	[  ]yes
	[  ] no


 
NOTE: The above immunizations or proof of Hepatitis A immunity by history or blood titers are required for any deployment. Additional immunizations may be required depending on location of deployment. Your EOC will notify you prior to deployment for any additional immunizations.
1.  
SECTION III. General Information 
Provide detailed information at Section VI for "YES" responses to questions 4-20, 22-35, 37-39, 79 and "NO" responses to questions 21, 36, 40-78 or that require input or you feel need clarification

	4.
	Has your doctor restricted you from performing certain activities?
	[  ]yes
	[  ] no

	 
	If you have restrictions, what are they?_________________________________________

	5.
	Do you have any condition that would;

	 
	      (a) Interfere with your ability to evacuate a site in emergency? 
	[  ]yes
	[  ] no

	 
	      (b) Make you prone to sudden incapacitation?
	[  ]yes
	[  ] no

	 
	      (c) Be aggravated by significant exertion?
	[  ]yes
	[  ] no

	 
	      (d) Interfere in anyway with the full performance of emergency duties?
	[  ]yes
	[  ] no

	6.
	Have you ever been denied deployment to emergency response operations due to medical condition?
	[  ]yes
	[  ] no

	7.
	Have you ever been sent home from emergency response operations due to a medical condition?
	[  ]yes
	[  ] no

	8.
	Are you currently pregnant?  If yes, you must fax a medical release from your obstetrician

	 
	      along with this completed questionnaire to the USACE medical provider listed.
	[  ]yes
	[  ] no


SECTION IV. Medical History

	9.
	Do you have an active case of a communicable disease e.g. tuberculosis, chicken pox? 
	[  ]yes
	[  ] no

	10.
	Do you bleed excessively after injury or tooth extraction? 
	[  ]yes
	[  ] no

	11.
	Do you wear a back brace or back support? 
	[  ]yes
	[  ] no

	12.
	Have you been told within past year that you have an abnormal EKG? 
	[  ]yes
	[  ] no

	13.
	Do you have swollen or painful joints? 
	[  ]yes
	[  ] no

	14.
	Do you have dizziness or fainting spells? 
	[  ]yes
	[  ] no

	15.
	Have you had an asthma attack within this past year? 
	[  ]yes
	[  ] no

	16.
	Have you ever been hospitalized for asthma? 
	[  ]yes
	[  ] no

	17.
	Do you have shortness of breath? 
	[  ]yes
	[  ] no

	18.
	Do you have pain or pressure in chest? 
	[  ]yes
	[  ] no

	19.
	Do you have palpitations (flutter or pounding heart beat)? 
	[  ]yes
	[  ] no

	20.
	Do you have high or low blood pressure? 
	[  ]yes
	[  ] no

	21.
	If you do have high or low blood pressure, is it well controlled? 
	[  ]yes
	[  ] no

	22.
	Do you have a history of heart attack or stroke? 
	[  ]yes
	[  ] no

	23.
	Do you have cramps in your legs? 
	[  ]yes
	[  ] no

	24.
	Have you been told that you have a hernia? 
	[  ]yes
	[  ] no

	25.
	Do you have any life-threatening allergic reaction e.g. bee sting, shellfish or medications 
	[  ]yes
	[  ] no

	26.
	Are you currently being treated for depression? 
	[  ]yes
	[  ] no

	27.
	Are you currently suffering from depression or excessive worry? 
	[  ]yes
	[  ] no

	28.
	Are you being treated for any current illness? 
	[  ]yes
	[  ] no

	29.
	Have you had any hospitalization or surgery within the past year? 
	[  ]yes
	[  ] no

	30.
	Are you currently using any medications that make you sleepy or reduce your 

	 
	level of attention during working hours? 
	[  ]yes
	[  ] no

	31.
	Are you currently using any medications that require refrigeration? 
	[  ]yes
	[  ] no

	32.
	Are you Diabetic? If yes, please answer questions 33 and 34
	[  ]yes
	[  ] no

	33.
	Do you take insulin?
	[  ]yes
	[  ] no

	34.
	Do you take medication by mouth for elevated blood sugar?
	[  ]yes
	[  ] no

	35.
	Do you have a history of any seizure disorder? If yes, please answer question 36 
	[  ]yes
	[  ] no

	36.
	Are your seizures controlled?
	[  ]yes
	[  ] no

	37.
	Are you taking Anticoagulants (blood thinner)?
	[  ]yes
	[  ] no

	38.
	Do you have migraine or severe headaches?
	[  ]yes
	[  ] no

	39.
	Do you have any gastrointestinal disorder or disease?
	[  ]yes
	[  ] no


SECTION V. Physical Capacity

Answer Only if you Checked the "OFFICE" block at top of Questionnaire 

	40.
	Can you perform light lifting associated with office tasks on a regular basis without pain? 
	[  ]yes
	[  ] no

	41.
	Can you perform light carrying associated with office tasks on a regular basis without pain? 
	[  ]yes
	[  ] no

	42.
	Can you reach above your shoulders and work comfortably? 
	[  ]yes
	[  ] no

	43.
	Can you use the fingers of both hands comfortably? 
	[  ]yes
	[  ] no

	44.
	Can you walk/stand up to perform normal office functions on a daily basis without pain? 
	[  ]yes
	[  ] no

	45.
	Can you kneel without pain? 
	[  ]yes
	[  ] no

	46.
	Can you use your legs to climb up steps on a daily basis without pain? 
	[  ]yes
	[  ] no

	47.
	Are you able to read a typewritten letter at arms length with or without corrective lenses? 
	[  ]yes
	[  ] no

	48.
	With or without the aid of corrective lenses is your vision at least 20/20 in one eye and 

	 
	at least 20/40 in the other? 
	[  ]yes
	[  ] no

	49.
	Can you hear normal conversational speech with or without hearing aid(s)? 
	[  ]yes
	[  ] no

	50.
	Can you tolerate excessive heat (typical Florida summer weather)?
	[  ]yes
	[  ] no

	51.
	Can you tolerate excessive cold (winter earthquake)? 
	[  ]yes
	[  ] no

	52.
	Can you perform your normal job duties without fatigue? 
	[  ]yes
	[  ] no

	53.
	Are you able to work closely with others under stressful conditions? 
	[  ]yes
	[  ] no

	54.
	Are you able to work alone away from your normal routine? 
	[  ]yes
	[  ] no

	55.
	Are you able to work protracted or irregular hours away from your home? 
	[  ]yes
	[  ] no


Answer Only if you Checked the "FIELD" block at top of Questionnaire
	56.
	Do you have complete use of yours arms and legs? 
	[  ]yes
	[  ] no

	57.
	Can you perform light lifting (under 15 pounds) on a regular basis without pain? 
	[  ]yes
	[  ] no

	58.
	Can you perform light carrying (under 15 pounds) on a regular basis without pain? 
	[  ]yes
	[  ] no

	59.
	Can you reach above your shoulders and work comfortably? 
	[  ]yes
	[  ] no

	60.
	Can you use the fingers of both hands comfortably? 
	[  ]yes
	[  ] no

	61.
	Can you walk up/stand up to four (4) hours daily? 
	[  ]yes
	[  ] no

	62.
	Can you kneel without pain? 
	[  ]yes
	[  ] no

	63.
	Can you use your legs only to climb (e.g. hills or steps) for up to 1 hour without pain? 
	[  ]yes
	[  ] no

	64.
	Can you climb using your legs and arms to safely work on ladders or scaffolding? 
	[  ]yes
	[  ] no

	65.
	Can you work at heights, below ground, or in confined spaces (tunnels/basements)? 
	[  ]yes
	[  ] no

	66.
	Can you work in a noisy environment using hearing protection? 
	[  ]yes
	[  ] no

	67.
	Can you work outside, exposed to inclement weather, nuisance dust and air pollutants? 
	[  ]yes
	[  ] no

	68.
	Can you wear personal protective equipment such as respirators and protective clothing? 
	[  ]yes
	[  ] no

	69.
	Are you able to read a typewritten letter at arms length with or without corrective lenses? 
	[  ]yes
	[  ] no

	70.
	With or without the aid of corrective lenses is your vision at least 20/20 in one eye and 

	 
	at least 20/40 in the other? 
	[  ]yes
	[  ] no

	71.
	Can you hear normal conversational speech with or without hearing aid(s)? 
	[  ]yes
	[  ] no

	72.
	Can you tolerate excessive heat (typical Florida summer weather)? 
	[  ]yes
	[  ] no

	73.
	Can you tolerate excessive cold (winter earthquake)? 
	[  ]yes
	[  ] no

	74.
	Can you perform your normal job duties without fatigue? 
	[  ]yes
	[  ] no

	75.
	Are you able to work closely with others under stressful conditions? 
	[  ]yes
	[  ] no

	76.
	Are you able to work alone away from your normal routine? 
	[  ]yes
	[  ] no

	77.
	Are you able to work protracted or irregular hours away from your home? 
	[  ]yes
	[  ] no

	78.
	Do you have a current valid driver’s license? 
	[  ]yes
	[  ] no

	79.
	If yes does your license have any restriction? If yes, please note the restriction in Section VI 
	[  ]yes
	[  ] no


SECTION Vl. Additional Information 
Provide detailed information at Section VI for "YES" responses to questions 4-20, 22-35, 37-39, 79 and "NO" responses to questions 21, 36, 40-78 or that require input or you feel need clarification.

_______________________________________   _______________________________

Print 





         Employee Signature                   Date

Last Name, First Name,            Middle Initial
SECTION VIII.  Employee Consent
PRIVACY ACT NOTICE: This information is provided in accordance with the requirements of the Privacy Act of 1974.

(See AR 340-21.)

AUTHORITY: 5 U.S.C. 3301; E.O. 9630; 5 CFR Part 293, Personnel Records? and Part 339, ?Medical Qualification Determinations?; OPM/GOVT-10, ?Employee Medical File System Record?.

PURPOSE: The medical screening questionnaire, interviews, data obtained from tests, review of existing records and review by a medical professional is utilized to determine whether assigned or volunteer employees have any health problems that would prevent them from deployment to, or adversely impact their assigned duties at, emergency response sites. The medical information collected will be filed with other medical record information in the employee's medical file (EMF). 

ROUTINE USE: Information may be shared with other Federal agencies such as OSHA and FEMA and state and local agencies for law enforcement, and occupational and/or public health purposes.

DISCLOSURE: Providing this information is voluntary. However, refusal to provide the information requested, including medical information and social security number, may result in the employee not being deployed to perform emergency response assignments at emergency response sites. 

	THRU:
	US Army Corps of Engineers,
	District/Division/FOA

	
	ATTN: Emergency Operations Center

	
	HQ, US Army Corps of Engineers GAO Building, Room 3J50 441 G Street, NW

	
	Washington, DC   20314-1000

	
	FAX 202-761-0623

	 

	THRU:
	Chief, Safety and Occupational Health Office

	 
	CESO

	 

	TO:
	(Your Name)
	

	 

	SUBJECT:
	Physician Medical Clearance


___________________________________________ has been medically evaluated and:

[image: image16.wmf]a.       is fit to deploy and work in environmental conditions described in the work-related and medical information sheet based upon a review of the completed medical screening questionnaire and follow-up with employee where determined necessary.

[image: image17.wmf]b.      is not fit to deploy and work in environmental conditions described in the work-related and medical information sheet based upon a review of the completed medical screening questionnaire and follow-up with the employee.
Physician’s notes or comment:
_______________________________________   _______________________________

Signature of Physician

  
         Date

______________________________________   _______________________________

Print Name





Phone Number

 REEMPLOYED ANNUITANT OFFICE CADRE CANDIDATE

Name______________________________________

E-mail______________________________________

Phone______________________________________

SF-50








__________

Resume







__________

Declaration of Federal Employment



__________

OPM Annuitant Form





__________

Medical Screening Approval




__________

Information on Position to be Appointed

Title__________________________________________

Series_________________________________________

Grade_________________________________________
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CEFMS ACCESS REQUEST

Date of Request______________________

Establishing E-mail Account:  Employees are required to complete for mandatory security awareness on-line test prior to receiving an e-mail account.  Test is located at the following link:  https://hqintral.hq.usace.army.mil/surveys/.  Once test has been completed, please provide a printed copy of results, signed Computer User’s Agreement and the information below to CECW-ZD (3K85/3K87).

User identification is consisted with s0, the abbreviated office symbol, and employee initials.  Example:  s0cwzldl.  


User Identification:
_____S0CHW____________________________________


Full Name:

________________________________________________

Office Symbol:
________________________________________________

Official Reporting

     Date:

________________________________________________

Cubicle Location:
___________N/A_________________________________

Telephone #

________________________________________________

Is access required for CEFMS?  Yes___X__

No________

SSN#:


________________________________________________

DOB:


________________________________________________

Home Address:
________________________________________________




________________________________________________

Organization Code:     ___________S0W0E60____________________________

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.

[image: image21.png]DEPARTMENT OF THE ARMY
U.S. ARMY CORPS OF ENGINEERS
WASHINGTON, D.C. 20314-1000

REPLY TO
ATTENTION OF:

MAY 31 2008
CECW-HS

MEMORANDUM FOR THE RECORD
SUBJECT: Travel Cards for Members of the Reemployed Annuitant Cadre (RAO)

1. DOD Finance Management Regulation 7000.14-R, Volume 9, Chapter 3,
Government Travel Card provides certain cases where individuals are not required to
obtain and utilize that card.

2. Specific language is: “...the Department has exempted the following classes of
personnel from mandatory use of the card throughout the Department:...i. Individuals
employed or appointed on a temporary or intermittent basis upon a determination by the
individual’s supervisor or other appropriate official that the duration of the employment
or appointment or other circumstances pertaining to such employment or appointment
does not justify issuance of a travel charge card to such individual.”

3. All RAO personnel are hired on an intermittent work schedule. Deployment is very
much on a case-by-case basis and can vary from a few days to many months a year.
Therefore, during in-processing, RAO personnel will be asked if they need a card in
order to fulfill the mission and if so, will complete the training and an application form
and subsequently be issued a card.

4. If a card is not requested then transportation charges for these personnel will be
charged to a government Central Billing Account and these personnel are exempt from
the use of a government travel card for rental cars, lodging, meals, etc. They are
required to provide their own method of payment prior to reimbursement from the
Corps.

5. As aresult, | agree that those who do not need a card and who choose not use the
government travel card fall within the exception above.

ve'Provost Marshall
Directorate of Civil Works





Reemployed 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:  Vickie McArthur – phone:  202-761-1043; 

email: Vickie.K.McArthur@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:  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:  

Patsy Howard email: Patsy.C.Howard@hq02.usace.army.mil 
Travel Vouchers:


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


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
Reemployed Annuitant Cadre Quick Reference

	Organization Name
	Reemployed Annuitant Office Cadre

	Office Symbol
	CECW-HS-RAO

	Organization Code
	S0W0E60

	Supervisor 
	Lenny Kotkiewicz

	Program Manager
	Donald Binder

	Funding POC (for MIPRs)
	Darlene Miller


     _____________________________________________________________________

Other Points of Contact
Army Knowledge Online (AKO) – www.us.army.mil
Defense Finance and Accounting Service – 1-800-321-1080

Headquarters, USACE CPAC POC – 202-761-8238; fax 202-761-7834

National Personnel Records Center – 314-801-9250; fax:  314-801-9269

Office of Personnel Management – Employments and Benefits – http://www.opm.gov/Employment_and_Benefits/
RAO Program Manager – 202-761-7099; fax 202-761-0378

USACE Medical Provider – Kenneth Chase, MD and Sammuel Scott, MD – 202-463-6698; fax 202-223-6525
Reemployed Annuitant Cadre – Post Deployment Checklist

After you return from your deployment location, please ensure the following has been done:

· Immediately following return from deployment, call the HQ RAO Program Manager.  This action is to inform the PM that you are finished with your deployment.  
Date Completed:______________

· Ensure Final travel voucher has been faxed to RAO Support Staff.

Date Completed:______________

· Ensure that all Travel Voucher original receipts have been mailed to the RAO Support Staff.  
Date Completed:______________

· Please check all travel voucher settlements for mistakes so that all corrections can be made by RAO Support Staff.  (If copy of detailed travel settlement has not been received, please contact Support Staff.)
Date Completed:______________

· Please ensure that all changes made to Time and Attendance are submitted to RAO Support Staff.  

Date Completed:______________

Name:  

Mission:

Tasker Number:

Please retain this page for your records.
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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.

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)



 (Page 2)

References

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

Funding References

ER 11-1-320 Civil Works Emergency Management Programs

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

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

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

Time & Attendance References

DOD FMR Volume 8 – Civilian Pay Policy and Procedures, Chapter 2 – Time and Attendance

CEFMS Timekeepers Users Guide
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� The National Response Plan can be obtained on the Department of Homeland Security’s website - � HYPERLINK "http://www.dhs.gov/dhspublic/interapp/editorial/editorial_0566.xml" ��http://www.dhs.gov/dhspublic/interapp/editorial/editorial_0566.xml�  


� This form is in the appendix of this document.


� See appendix for copy of form DD 1172-2. Instructions can be found at � HYPERLINK "http://www.hqda.army.mil/MPSC/DD1172-2_Instructions.pdf" ��http://www.hqda.army.mil/MPSC/DD1172-2_Instructions.pdf�


� See appendix, CECW-HS Memorandum dated 31 May 2006 Subject:  Travel Cards for Members of the Reemployed Annuitant Cadre (RAO)





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


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


� Safety boots no longer have to be turned in.  Appropriate paperwork does have to be filled out in order for employees to receive reimbursement.  See Interim Safety Shoe Reimbursement Policy in the appendix of this document.





�It would be great to have a properly completed timesheet as an example after this blank one!


�None of  these apply for intermittent employees!
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