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FOREWORD 

Welcome to the U.S. Army Corps of Engineers, Little Rock District! 
You are now a member of one of the best places to work, and we are 
honored to have you on our team. 

The purpose of this Handbook is to provide you with a wide variety 
of information relating to your employment. Although the 
information is of a general nature and is by no means complete or 
all-inclusive, it will help provide the answers to many questions 
about your job and employment conditions.   

NOTE:  Due to occasional changes in regulations, benefit programs, 
etc., contact a subject matter expert in the Civilian Personnel 
Advisory Center (CPAC) to obtain current information and for 
guidance on any matter covered in this Handbook or regarding any 
issue that has not been addressed.  CPAC phone numbers are located 
on page 39. 

This Handbook will be a great resource to keep at your desk for a 
quick reference! 
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SECTION 1 – INTRODUCTION 

     George Washington appointed the first engineer officers of the Army on June 16, 
1775, during the American Revolution, & engineers have served in combat in all 
subsequent American wars. The Army established the Corps of Engineers as a separate, 
permanent branch on March 16, 1802, & gave the engineers responsibility for founding & 
operating the U.S. Military Academy at West Point. 
     Since then the U.S. Army Corps of Engineers has responded to changing defense 
requirements & played an integral part in the development of the country. Throughout 
the 19th century, the Corps built coastal fortifications, surveyed roads & canals, 
eliminated navigational hazards, explored & mapped the Western frontier, & constructed 
buildings & monuments in the Nation’s capital. 
     From the beginning, many politicians wanted the Corps to contribute to both 
military construction & works “of a civil nature.” Throughout the 19th century, the 
Corps supervised the construction of coastal fortifications & mapped much of the 
American West with the Corps of Topographical Engineers, which enjoyed a separate 
existence for 25 years (1838—1863). The Corps of Engineers also constructed 
lighthouses, helped develop jetties and piers for harbors, and carefully mapped the 
navigation channels. 
     In the 20th century, the Corps became the lead federal flood control agency and 
significantly expanded its civil works activities, becoming among other things a major 
provider of hydroelectric energy and the country’s leading provider of recreation. Its 
role in responding to natural disasters also grew dramatically. 
     Assigned the military construction mission in 1941, the Corps built facilities at 
home and abroad to support the U.S. Army and Air Force. During the Cold War, Army 
engineers managed construction programs for America’s allies, including a massive 
effort in Saudi Arabia. In addition, the Corps of Engineers also completed large 
construction programs for federal agencies such as NASA and the postal service. The 
Corps also maintains a rigorous research and development program in support of its 
water resources, construction, and military activities. 
     In the late 1960s, the Corps became a leading environmental preservation and 
restoration agency. It now carries out natural and cultural resource management 
programs at its water resources projects and regulates activities in the Nation’s 
wetlands. In addition, the Corps assists the military services in environmental 
management and restoration at former and current military installations. 
     When the Cold War ended, the Corps was poised to support the Army and the Nation 
in the new era. Army engineers supported 9/11 recovery efforts and currently play an 
important international role in the rapidly evolving Global War on Terrorism, 
including reconstruction in Iraq and Afghanistan. The U.S. Army Corps of Engineers 
stands ready to support the country’s military and water resources needs in the 21st 
century as it has done during its more than two centuries of service.
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Little Rock District

• 129+ years’ service to Nation
• More than 700 employees
• Military Construction
• Civil Works
• Military = State of Arkansas
Civil = Arkansas, White, Little Rivers
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ENVIRONMENTAL OPERATING PRINCIPLES 

 
 
One Corps Serving the Army and the Nation 
Further information is available at: http://www.usace.army.mil 
Strive to achieve Environmental Sustainability. An environment 
maintained in a healthy, diverse, and sustainable condition is 
necessary to support life. 
 
Recognize the interdependence of life and the physical 
environment. Proactively consider environmental consequences of 
Corps programs and act accordingly in all appropriate 
circumstances. 
 
Seek balance and synergy among human development activities and 
natural systems by designing economic and environmental 
solutions that support and reinforce one another. 
 
Continue to accept corporate responsibility and accountability 
under the law for activities and decisions under our control 
that impact human health and welfare, and the continued 
viability of natural systems. 
 
Seek ways and means to assess and mitigate cumulative impacts to 
the environment; bring systems approaches to the full life cycle 
of our processes and work. 
 
Build and share an integrated scientific, economic and social 
knowledge base that supports a greater understanding of the 
environment and impacts of our work. 
 
Respect the views of individuals and groups interested in Corps 
activities; listen to them actively, and learn from their 
perspective in the search to find innovative win-win solutions to 
the Nation’s problems that also protect and enhance the 
environment. 
 
 
 
 
 
 
 

 

http://www.usace.army.mil/
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SECTION 2 – STANDARDS OF CONDUCT 

 

CODE OF ETHICS FOR GOVERNMENT SERVICE 
 
Any person in Government service should:  

 
• Put loyalty to the highest moral principles and to country above 

loyalty to persons, party, or Government department. 
 

• Uphold the Constitution, laws, and legal regulations of the 
United States and of all Governments therein and never be a party 
to their evasion. 

 
• Give a full day’s labor for a full day’s pay; giving to the 

performance of his/her duties his/her earnest effort and best 
thought. 

 
• Seek to find and employ more efficient and economical ways of 

getting tasks accomplished. 
 

• Never discriminate unfairly by the dispensing of special favors 
or privileges to anyone, whether for remuneration or not; and 
never accept, for himself/herself or his/her family, favors or 
benefit under circumstances which might be construed by 
reasonable persons as influencing the performance of his/her 
governmental duties. 

 
• Make no private promises of any kind binding upon the duties of 

office, since a Government employee has no private word which can 
be binding on public duty. 

 
• Engage in no business with the Government, either directly or 

indirectly, which is inconsistent with the conscientious 
performance of his/her governmental duties. 

 
• Never use any information coming to him/her confidentially in the 

performance of governmental duties as a means for making private 
profit. 

• Expose corruption wherever discovered. 
 

• Uphold these principles, ever conscious that public office is a 
public trust. 
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EMPLOYEE CONDUCT - YOUR CONDUCT AS A PUBLIC EMPLOYEE 

As a federal employee, your conduct is important. Since your conduct 
influences, to some extent, the public’s opinion of the Government, you 
must ensure that your conduct is such that “every citizen can have 
complete confidence in the integrity of the Federal Government”. To this 
end, you must strive to avoid actions creating even the appearance of 
violating law or ethical standards. You are expected to:  

• Render a full day’s work for a full day’s pay.
• Perform your duties efficiently.
• Work harmoniously and cooperatively with your fellow

employees.
• Serve the public with courtesy and understanding.
• Observe the spirit as well as the letter of laws,

regulations and policies, which have been established to
govern your conduct.

• Conduct yourself at all times, both on and off the job,
in such a way as to reflect credit on the Department of
the Army and the Federal Government.

INDEBTEDNESS.  You are expected to handle your personal debts in a 
proper and timely manner, especially those imposed by law such as 
federal, state or local taxes so that they will not be brought to the 
attention of your employing office. Should unpaid creditors make 
complaints directly to your place of employment, an embarrassing inquiry 
would be necessary.  

CARE OF DOCUMENTS.  You are expected to hold confidential the 
information you gain from official letters, documents, and records that 
pass through your hands in the performance of your duties. In no event 
should you take papers or documents/information contained in 
electronic/digital media out of the office, unless it is approved by 
authorized personnel or supervisors in your organizational chain.  

MAIL, E-MAIL, TELEPHONE, FAX AND INTERNET.  Personal mail should be 
addressed to your residence and regular mail facilities should be used 
for dispatching personal letters. Government telecommunications and 
communications systems may be used by employees for personal reasons on 
a limited basis as permitted by AR-25-1, Ch 6, Para 6-1d and DoDD 5500.7R, 
Joint Ethic Regulations. Internet use for personal purposes is also 
governed by ER-25-1-99, Acceptable Use Policy (AUP) and as established 
by local organization policies or guidance. The most current guidance 
governing the use of government telecommunications and communications 
systems may be obtained from your organization’s information management 
office (ACE-IT). 
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SECTION 3 – EMPLOYMENT POLICIES 

WHAT TO EXPECT YOUR FIRST WORK DAY 

Contact your sponsor or new supervisor to determine the time and 
location for you to report to duty.  Your first work day, you will be:  

• In-processed by an administrative professional who will ensure
your new employee forms are completed properly.

• Administered the Oath of Office (sworn in).
• Shown your work area and introduced to your co-workers and

others.
• Assigned a parking space.
• *When possible, you will be issued a Common Access Card which

allows you full access to your government computer and builing.

*Both of these are dependent upon security/background clearance and
neither can be issued until that process is complete.  In some instances,
it can take a few weeks so we appreciate your patience.  Be assured that
your supervisor, sponsor, and administrative staff will make every effort
to ensure you have the resources and tools you need to be successful in
your new position.

YOUR WORK TIME 

HOURS.  A normal work period is eight hours a day, five days a week, 
Monday through Friday. However, some types of work require different 
tours of duty (a tour of duty is the specific days and the corresponding 
hours of the week scheduled to be worked during the workweek). You will 
be advised of your official tour of duty. If you are required to work 
more than 40 hours a week, with some exceptions, you will either be paid 
overtime or granted compensatory time. Alternate work schedules are 
covered separately on the next page. 

LUNCH PERIOD.  At least a 30-minute lunch period entirely free of duty 
connections with your job is authorized. This lunch period is not a part 
of the 8-hour workday. Some organizations have a different minimum lunch 
period. Check with your supervisor. 

REST PERIODS.  Rest periods, not to exceed 15 minutes during each 4 
hours of continuous work, may be permitted. The rest periods, if 
permitted, are considered duty time and are included in the 8-hour 
workday. 
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HOLIDAYS.  For employees working Monday through Friday, a holiday 
falling on Sunday will be observed the following Monday; and a holiday 
falling on Saturday will be observed the preceding Friday. For employees 
working other than Monday through Friday, regulations provide for 
equivalent time off.  

FEDERAL HOLIDAYS 
New Year’s Day 1 January
Martin Luther King Jr.’s Birthday 3rd Monday in January
Presidents Day 3rd Monday in February
Memorial Day Last Monday in May
Independence Day 4 July
Labor Day 1st Monday in September
Columbus Day 2nd Monday in October
Veterans Day 11 November
Thanksgiving Day 4th Thursday in November
Christmas Day 25 December

TOURS OF DUTY/WORK SCHEDULES.  The Little Rock District, Corps of 
Engineers, offers several schedule options to allow greater flexibility 
in balancing work with schedules that are responsive to employees’ needs. 
The Commander’s intent is to allow maximum participation while meeting 
our customer’s expectations for service and mission requirements.  With 
supervisory approval, some of the following work schedule options MAY 
be available to you: 

• Regular or Standard Work Schedule consisting of 10 8-hour days in
a bi-weekly pay period.

• Flexible Work Schedules, which include Flexi-tour, Gliding,
Variable Day, and Variable Week schedules.

• Compressed Work Schedule (5/4-9 schedule).  This schedule allows
employees to work 9 hours per day for 8 days and 8 hours for 1
day during the bi-weekly pay period.  The employee has 1 day off
during the bi-weekly pay period.

• Compressed Work Schedule (First 40).  This schedule has a basic
work requirement of 40 hours each week and 80 hours bi-weekly.
The number of hours worked per day may vary.  The arrival time is
fixed.  NOTE:  This alternative is reserved for field crews whose
work can most efficiently be accomplished with varying lengths of
work days.

• Compressed Work Schedule (40-Hour Weekly Compressed Work
Schedule).  Employees work 10 hours per day for 8 days.  The
employee has 2 days off during the bi-weekly pay period.  NOTE:
This work schedule is not an option for any District Office
employee unless authorized by the Deputy District
Commander/Engineer.
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• Telework.  Some positions are eligible for telework.  Speak with
your supervisor to obtain more information.

To determine which work flexibility options are available to you, see 
your supervisor.   
NOTE:  SWL core hours are 9 a.m. to 2:30 p.m.  All employees must be 
present during core hours unless excused by supervisor, except for a 
lunch period of at least 30 minutes.   

PROBATIONARY PERIOD 
The first two years of service of an employee on a career-conditional 
appointment is considered a probationary period. The probationary period 
is really the final and most important step in the examining process. 
It affords the supervisor an opportunity to evaluate the employee’s 
performance and conduct on the job, and to remove the person without 
undue formality, if necessary. A person who is transferred, promoted, 
demoted, or reassigned before completing probation is required to 
complete the probationary period in the new position. Prior Federal 
civilian service counts toward completion of probation, if it is in the 
same agency, same line of work, and without a break in service.  

NEW EMPLOYEE ORIENTATION 

New Employee Orientation is a formal welcoming process that is designed 
to make new employees feel comfortable, informed about the agency, and 
prepared for their new position.  New Employee Orientations are required 
for all employees.  Orientation sessions are conducted in the Little 
Rock District Office at 700 West Capitol Avenue, Little Rock, Arkansas. 
Many of your mandatory training courses will be conducted during New 
Employee Orientation.  Please ask your supervisor or administrative 
representative for the dates of upcoming sessions. 

PERFORMANCE EXPECTATIONS & EVALUATIONS 

POSITION DESCRIPTION.  Your job consists of a group of duties and 
responsibilities that are assigned by your supervisor and described on 
a written position description (PD). Your supervisor will provide you a 
copy of your position description, which covers your main duties and 
responsibilities; however, it is not meant to be a complete listing of 
everything you will be called upon to do, nor is it intended to confine 
your talents or hamper your initiative.  

PERFORMANCE EVALUATIONS.  Employees under the General Schedule (GS) 
and the Federal Wage System (FWS) are evaluated under the Defense 
Performance Management and Appraisal Program (DPMAP). Your supervisor 
is required to evaluate your performance annually. Temporary employees 
are not subject to mandatory, formal performance appraisal procedures 
unless they occupy a position for 90 days or more. Performance ratings 
include: how well the job should be done in terms of accuracy, neatness, 
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skill and knowledge; how much can be reasonably expected; and the manner 
of performance which means such things as cooperativeness, initiative, 
attendance, dependability and work habits.  
 
APPRAISAL PROCESS. Depending upon your status, you will receive at 
least one of the following types of formal appraisals each year:  
 

• Annual. You will receive an annual appraisal that usually 
(unless you have had an intervening job change) covers 12 
months and never less than 90 days. You will be notified of 
your annual rating period and of the people who review and 
approve your appraisal.  

 
• Special. If you are on a temporary assignment to an 

established position (for example, detail, temporary 
reassignment, or temporary promotion) for more than 90 days, 
you will receive a special appraisal covering the period of 
the assignment.  

 
Your written appraisal must be postponed if you have not served 90 days 
in the position. It may also be postponed under special conditions. For 
example, it may be postponed if your supervisor is newly assigned to the 
supervisory position, or if your performance is less than successful and 
shows evidence of improvement.  
 
In the event of a Reduction-In-Force (RIF), an employee is given 
additional service credit based on the average of the value of the 
employee’s last three (actual and/or assumed) annual performance ratings 
of record received during the four year period prior to the date of 
issuance of specific RIF notices.  
 
AWARDS PROGRAM 
 
We believe that our employees deserve special recognition for performance 
and creative excellence. Employees may earn awards for overall high 
performance, suggestions, inventions, or for special acts or service.   
 
ANNUAL PERFORMANCE AWARD (ALL GS OR FWS EMPLOYEES ONLY). One-time 
cash award can be given for efforts that clearly exceed standards for 
satisfactory performance of the duties critical to the job. A Performance 
Award is given solely on past performance and is tied to the employee's 
performance as measured against the performance standards. 
 
QUALITY STEP INCREASE (QSI). This is an additional within-grade 
increase given to GS employees only, in recognition of high quality 
performance above that ordinarily found in the type of position 
concerned. A GS employee who has demonstrated exceptional performance 
may receive an immediate QSI based upon an Exceptional (or Successful 
Level 1) annual performance rating and supervisory recommendation. A QSI 
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is given for past performance with the expectations that the exceptional 
performance will continue. The basis for the QSI is tied to the 
employee's performance as measured against the performance standards. 
 
SPECIAL ACT OR SERVICE AWARD. This is a cash award for more than $250 
for non-recurring contributions such as work on a special project, 
performance exceeding job requirements on a particular assignment or 
task, a scientific achievement, or an act of heroism.  
 
ON-THE-SPOT AWARD (OTS). This is a cash award for $50 up to $250. The 
award recognizes employees who take on extra projects or propose new 
ideas that have an immediate benefit to their office’s ability to get 
the job done.  
 
HONORARY AWARD (ALL ELIGIBLE EMPLOYEES). This award includes medals, 
certificates, plaques or other items that can be worn or displayed. 
Decisions to grant honorary awards are made judicially and solely on the 
basis of merit.  
 
TIME OFF AWARD (TOA).  Supervisors/Managers may grant employees Time-
Off Awards as an incentive award for superior accomplishments which 
result in benefits to the government, or to recognize employee 
performance as documented in the employees overall performance rating. 
A Time-Off Award is not intended to replace Performance Awards or Quality 
Step Increases. Rather, it is designed to recognize achievements and/or 
short periods of performance which result in benefits to the government 
similar to Special Acts or Service Awards. This award carries no loss 
of pay or charge to normal leave accounts and may be offered alone or 
in combination with cash or non-cash awards. A Time-Off Award cannot be 
converted to cash. 
 
PEER RECOGNITION AWARD.  This award was established to foster teamwork 
across the organization by allowing employees to nominate their peers 
for contributions inside or outside of employees’ normal duties.  
Examples include volunteering to assist another employee, providing 
outstanding customer service, actions that contribute to a positive 
morale in the office, and other non-work-related contributions where an 
employee goes the extra mile.  A winner may be selected each quarter and 
will receive a Commander’s coin and certificate. 
 
 
EQUAL EMPLOYMENT OPPORTUNITY 
 
All employees will be afforded equal opportunity to develop and advance 
to their full potential according to their capabilities without regard 
to race, color, religion, age, sex, national origin, political 
preference, marital status, physical handicap, or membership/non-
membership in an employee organization. To contact the EEO Office, call 
(501) 324-5534.  
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SECTION 4 - BENEFITS AND ENTITLEMENTS 
 

 
 
FEDERAL EMPLOYEES HEALTH BENEFITS (FEHB) 
 
Our employees are offered an opportunity to acquire for themselves and 
their family’s protection against the cost of health care services, 
including those involved in prolonged illness or severe accidents.  
Benefits also may be retained after retirement, if you retire under 
certain conditions. The government contributes to the cost of the plan 
with employees paying their share through payroll deduction. Employees 
serving in their first year under a temporary appointment, seasonal 
employees, intermittent employees or those who are excluded by law or 
regulation are ineligible for health insurance.  
 
Newly hired and newly eligible employees have 60 days from the date of 
hire to enroll in health insurance under the Federal Employees Health 
Benefits (FEHB) Program.  
 
If you don't make an election, you are considered to have declined 
coverage and you must wait until the next Federal Benefits Open Season 
to enroll, unless you experience a Qualifying Life Event (QLE) that will 
allow you to enroll.  For a list of QLE’s, go to 
http://www.opm.gov/insure/health/reference/handbook/sf2809ta.asp 
 
Note:  Enrollment is not retroactive and cannot be made effective the 
day you enter on duty.  You must have been in a pay status during some 
part of the pay period which precedes the one in which your enrollment 
becomes effective.  Once this requirement has been met, your enrollment 
will become effective on the first day of the first pay period that 
begins after you submit your enrollment request.  Thus the earliest that 
your health insurance can possibly become effective is the beginning of 
the pay period following the one in which you are hired.  You cannot be 
reimbursed for any medical expenses incurred prior to the effective 
date.  You need to consider this in canceling any other health insurance 
coverage you may already have, and for scheduling of doctor visits or 
tests.  
 
The Federal Benefits Open Season is held each year beginning the second 
Monday in November through the second Monday in December.  

To enroll, waive, or change your health benefits coverage, visit the 
Army Benefits 

Center website at https://www.abc.army.mil or by telephone at (877) 276-
9287. 

http://www.opm.gov/insure/health/reference/handbook/sf2809ta.asp
https://www.abc.army.mil/
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For additional information, contact your office administrative point of 
contact or the Civilian Personnel Advisory Center. 
 
TEMPORARY CONTINUATION OF COVERAGE (TCC).  TCC is a feature of the 
Federal Employees Health Benefits (FEHB) Program which allows you and 
your eligible family members who lose their FEHB coverage because of a 
qualifying event, to continue health coverage. 
 
FLEXIBLE SPENDING ACCOUNT (FSA).  A Flexible Spending Account (FSA) 
is a tax-favored program offered by employers that allows their employees 
to pay for eligible out-of-pocket health care and dependent care expenses 
with pre-tax dollars. By using pre-tax dollars to pay for eligible health 
care and dependent care expenses, an FSA gives you an immediate discount 
on these expenses that equals the taxes you would otherwise pay on that 
money.  In other words, with an FSA, you can both reduce your taxes and 
get more for your money by saving from 20% to more than 40% you would 
normally pay for out-of-pocket health care and dependent care expenses 
with after-tax (as opposed to taxed) dollars.  You must enroll within 
60 days of entry on duty date.  To enroll, visit the FSAFEDS website at 
www.fsafeds.com/GEM.  You MUST re-enroll each year during open season. 
 
 
FEDERAL DENTAL AND VISION INSURANCE PROGRAM (FEDVIP) 
 
You must enroll within 60 days of entry on duty date (enroll with 
BENEFEDS) at https://www.benefeds.com/.  FEDVIP is available to eligible 
employees, retirees, and their eligible family members on an enrollee-
pay-all basis. This Program allows dental and vision insurance to be 
purchased on a group basis which means competitive premiums and no pre-
existing condition limitations. Premiums for enrolled Federal and Postal 
employees are withheld from salary on a pre-tax basis.  
 
Employees must be eligible for the FEHB Program in order to be eligible 
to enroll in FEDVIP. It does not matter if they are actually enrolled 
in FEHB - eligibility is the key.  
 
For enrollment/premium questions regarding the Federal Employees Dental 
and Vision Insurance Program, please contact BENEFEDS at (877) 888-3337. 
To enroll in FEDVIP, visit www.BENEFEDS.com. 
 
LONG TERM CARE INSURANCE 
 
The Federal Long Term Care Insurance Program (FLTCIP) provides coverage 
to help pay for cost of care when individuals are unable to care for 
themselves due to a chronic mental or physical condition. The programs 
offers a flexible benefits package to cover a variety of services. 
Individuals who are eligible to apply for this insurance coverage 
includes employees, annuitants, and qualified relatives. Specific 
questions about FLTCIP should be directed to their Customer Service 

http://www.fsafeds.com/GEM
https://www.benefeds.com/
http://www.benefeds.com/
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Center at (800) 582-3337.  You must enroll within 60 days of entry on 
duty date.  If after 60 days, you must complete an underwriting 
application for enrollment (enroll with Long Term Care Partners, LTCFEDS) 
http://www.ltcfeds.com/. 
 
FEDERAL EMPLOYEES’ GROUP LIFE INSURANCE 
 
The Federal Employees’ Group Life Insurance (FEGLI) Program provides 
group TERM life insurance and accidental death and dismemberment 
insurance for permanent employees at rates competitive with private 
policies. FEGLI builds no cash value, loan, or paid-up or extended 
insurance equities. It is immediate protection against financial 
hardship or loss by death. The plan consists of a basic rate of insurance 
(approximately the amount of your salary) plus three options. 
Participation is voluntary; however, you are automatically covered for 
basic life insurance unless waived. The amount of your insurance changes 
if your annual basic pay increases or decreases by $1,000.00 or more. 
The new amount of insurance and the new premium are effective on the 
date the pay change occurs. Part-time employees whose appointments are 
not limited to a year or less and who do not have intermittent 
appointments (non-full time appointments without a prearranged, 
regularly scheduled tour of duty) are generally eligible to enroll. 
 
To enroll in Optional coverage, you must make your elections within 60 
days after you enter on duty. Refer to the FEGLI brochure for information 
on your options. The Civilian Personnel Advisory Center (CPAC) will 
furnish specific information, upon request, regarding eligibility in 
individual cases, coverage during periods of non-pay status, continuance 
of insurance after retirement, or conversion after separation from 
federal service. 
 
Open seasons are rare; however, you may increase your coverage by 
obtaining a full physical.  Your physician will complete an SF-2822 and 
mail it to OFEGLI for approval.  Once approval is obtained, send the SF-
2822 to CPAC.  You will subsequently complete an SF-2817 to select your 
coverage and forward to the Army Benefits Center. 
 
For additional information, go to https://www.abc.army.mil/Life/Life.htm 
 
THRIFT SAVINGS PLAN (TSP) 
 
The Thrift Savings Plan (TSP) is a retirement savings and investment 
plan available for both Civil Service Retirement Service (CSRS) and 
Federal Employees Retirement System (FERS) employees. All new civilian 
employees are automatically enrolled in the TSP with a contribution of 
3% of basic pay to the G Fund unless they choose to terminate their 
contributions or change the amount. The G Fund is the lowest risk 
investment of the TSP options. These investments are made in government 
securities specially issued for the TSP, and investors face only the 
risk of inflation.  FERS employees, however, are strongly encouraged to 

http://www.ltcfeds.com/
https://www.abc.army.mil/Life/Life.htm
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contribute to TSP, as it is an integral part of your retirement system, 
and the formula used to compute your basic annuity is a lot less than 
that used to compute CSRS employees’ annuity. CSRS employees are also 
encouraged to make contributions, as it can supplement your retirement 
benefits. TSP offers Federal employees the same type of savings and tax 
benefits that many private corporations offer their employees under 
401(k) plans. You can start, stop or change your contributions to TSP 
at any time. You can also change the way your contributions or account 
balance are allocated amongst investment funds. You can contribute any 
dollar amount or percentage up to the Internal Revenue Code limit. You 
can also obtain a loan against your vested TSP contributions and earnings 
for general purposes or purchase of a primary residence, and or make an 
in-service withdrawal for hardship reasons. When you leave Federal 
service, you will receive a withdrawal package that explains your options 
for choosing an annuity or withdrawing your TSP account. More information 
regarding TSP is available on TSP’s website at http://www.tsp.gov  or 
by contacting the Army Benefits Center at http://www.abc.army.mil. 
 
THRIFT SAVINGS PLAN CATCHUP CONTRIBUTION.  If you are age 50 and 
older and are contributing the max amount on your regular TSP account, 
you can contribute an additional amount to your account according to the 
IRS limit. Election can be made anytime and becomes effective the first 
pay period after receipt. The election is only valid through the end of 
the calendar year and then you need to submit a new election. Under FERS 
you do not receive a matching contribution on this investment. Elections 
are made by accessing the ABC at https://www.abc.army.mil. 
 
RETIREMENT 
Depending on when they entered government service, civilian employees 
are covered by one of the following retirement plans:  
 
 
CIVIL SERVICE RETIREMENT SYSTEM (CSRS).  The Civil Service Retirement 
System applies to employees hired prior to January 1, 1984 and to 
employees who have less than a 365 day break in service since then. CSRS 
is a contributory retirement plan. You and the Government each contribute 
to the CSRS and Disability Fund, from which benefits are paid. Money 
accumulated in the Fund is invested by the United States Treasury in 
interest bearing Government Securities and the interest also becomes a 
part of the Fund. You are guaranteed a return of an amount that is at 
least equal to your contributions. This return may be in the form of 
annuity payments or as a lump sum refund to you or your survivors. CSRS 
employees may qualify for Social Security benefits which provide 
retirement, survivors, and Medicare benefits. For information on Social 
Security eligibility, contact the Civilian Personnel Advisory Center 
(CPAC). Voluntary Contributions (for CSRS employees only) are optional 
payments, made in addition to the regular retirement reductions from 
salary, used to purchase additional annuity which is added to the regular 
annuity you would normally receive upon retirement. Voluntary 

http://www.tsp.gov/
http://www.abc.army.mil/
https://www.abc.army.mil/
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contributions, plus earned interest, can be refunded at any time before 
an employee retires and receives an additional annuity. 
 
FEDERAL EMPLOYEES RETIREMENT SYSTEM (FERS).  The Federal Employees 
Retirement System applies to employees hired after December 31, 1983, 
but may be available to CSRS participants under certain guidelines. FERS 
is a three tiered retirement plan. The three components are: (1) Social 
Security Benefits (includes Old Age, Survivors, and Disability Insurance 
- OASDI; and Medicare); (2) Basic Benefit Plan (provides an annuity, 
survivors benefits, and disability benefits), and (3) Thrift Savings 
Plan (TSP). FERS employees contribute 8.45 percent of their base salary 
towards their retirement, wherein 6.20 percent is contributed to Social 
Security, 1.45 percent is contributed to Medicare, and .80 percent is 
contributed to FERS for your basic annuity. The government will also 
contribute one percent of your basic base pay ever pay period into your 
TSP account, and will match your contributions up to five percent.  The 
three components of FERS work together to give you a strong financial 
foundation for your retirement years.   During your entrance on duty 
(in-processing) you should have received a FERS information booklet which 
provides more information on this topic.  
 
FEGLI AND RETIREMENT - BASIC LIFE INSURANCE.  If you retire and have 
held your insurance for the preceding 5 years, (or from your earliest 
opportunity, if covered less than 5 years), you can continue Basic Life 
Insurance into retirement. The cost of post-retirement coverage depends 
upon the level of protection you want to retain after you reach age 65 
(or when you retire, if later). At the time you retire, you choose one 
of the three levels: 75%, 50% or no reduction.  
 
Remember that in contrast to our FEGLI program, you must generally prove 
medical insurability in order to acquire private life insurance coverage. 
Both the likelihood that you will become uninsurable and the cost of 
private life insurance coverage increase with age. Thus, if you need 
more life insurance protection after age 65 than is provided through the 
75% reduction, FEGLI provides you an opportunity to acquire additional 
life insurance protection after age 65 without proof of insurability. 
 
FEGLI AND RETIREMENT - OPTIONAL INSURANCE.  The optional insurance 
may also be carried into retirement, if you meet the eligibility 
conditions. Provisions for this are described in great detail on the SF-
2818, “Continuation of Life Insurance”, which will be provided to you 
at that time. 
 
WORKER'S COMPENSATION 
 
The Federal Employees' Compensation Act (FECA) provides for medical care, 
disability compensation and vocational rehabilitation to civilian 
employees of the United States for injury or occupational disease 
sustained in the performance of their duties. Benefits cannot be paid 
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if misconduct or intoxication causes the injury or disease. Contact your 
CPAC for more information.  
 
DEATH BENEFITS 
 
The following are benefits that may be due to your family and matters 
your family should be aware of in the event of your death while in the 
Federal service.  
 
LUMP-SUM PAYMENT FOR SALARY AND ANNUAL LEAVE.  Unpaid salary and 
annual leave will be paid to your designated beneficiary.  
 
CIVIL SERVICE RETIREMENT BENEFITS.  A survivor annuity and any 
voluntary contribution annuity is payable to a spouse and/or dependent 
children if the employee had completed 18 months of civilian service and 
died while covered by CSRS. Should death occur before completion of 18 
months of civilian service, or if there is no widow (or widower) or child 
entitled to an annuity, a lump sum representing the amount paid into the 
fund, plus any accrued interest, will be paid to your beneficiary. If 
there is no designated beneficiary, payment will be made in the order 
of precedence listed below under Designation of Beneficiary.  
 
FERS RETIREMENT BENEFIT.  Because of the many variables in death 
benefits for FERS employees, information should be obtained from the 
Civilian Personnel Advisory Center (CPAC). If at least 18 months of 
service have been completed and there is a survivor entitled to annuity, 
an annuity will be payable to the widow (or widower) and each unmarried 
child under 18 years of age. 
 
LIFE INSURANCE.  If you are subject to the Federal Employees' Group 
Life Insurance at the time of death, the amount of your insurance 
coverage (double in case of accidental death) is payable to your 
beneficiary(ies) or in the order of precedence listed below under 
Designation of Beneficiary if there is no beneficiary designated. 
 
HEALTH INSURANCE COVERAGE.  If you are subject to family coverage 
under the Federal Employees' Health Benefits program at the time of 
death, coverage will continue for your family provided that at least one 
family member is entitled to an annuity.  
 
DESIGNATION OF BENEFICIARY 

It is imperative that you submit beneficiary forms!  A change in 
marital status or family status does not automatically change a 
beneficiary form that you previously submitted, nor does it prevent 
the beneficiary from receiving the death benefits that you designated. 
The most common mistake is when you name a spouse as beneficiary and 
later divorce that spouse, but forget to change the beneficiary form. 
There are several types of beneficiary forms that you can complete to 
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designate your benefits that are payable after death. These forms 
include: 

• SF 1152 - Designation of Beneficiary, Unpaid Compensation of 
Deceased Civilian Employee - File with your local CPAC or HR 
representative. 

• SF 2808 - Designation of Beneficiary, Civil Service Retirement 
System (CSRS) - Mail to OPM at the address at the bottom of the 
first page. 

• SF 2823 - Designation of Beneficiary, Federal Employees' Group 
Life Insurance Program - File with your local CPAC or HR 
representative. 

• SF 3102 - Designation of Beneficiary, Federal Employees 
Retirement System (FERS) - File with your local CPAC or HR 
representative. 

• TSP-3 - Designation of Beneficiary, TSP - Mail to TSP at the 
address on the form. 

Note: Do NOT erase, cross-out, or white-out anywhere on these forms. 
If there is an error, complete a new form. 

The laws regarding the TSP, Retirement, Life Insurance, and any unpaid 
compensation provide that unless other designations have been made, the 
benefits due survivors of deceased federal employees will be paid in the 
order of precedence indicated below:  
 

• Court Order Property settlement 
• To the widow or widower  
• If neither of the above, to the child or children in equal 

shares, with the share of any deceased child distributed among 
the descendants of that child  

• If none of the above, to the parents in equal shares or the 
entire amount to the surviving parent 

• If none of the above, to the executor or administrator of the 
estate of the decedent  

• If none of the above, to the next of kin under the laws of the 
state in which the descendant was domiciled at the time of death  

If this order of precedence is not satisfactory or if you wish to name 
some other person or persons, you can obtain the proper forms for this 
purpose from https://www.abc.army.mil/. 
 
 
EMPLOYEE ASSISTANCE PROGRAM (EAP) 
 
The Department of Army feels that employees are a valuable resource and 
that they should have the opportunity for easy access to sources that 
help them and their families resolve problems that interfere with an 
individual's personal well-being as well as job performance. The EAP is 

http://www.opm.gov/forms/pdf_fill/SF1152.pdf
http://www.opm.gov/forms/pdf_fill/SF2808.pdf
http://www.opm.gov/forms/pdf_fill/sf2823.pdf
http://www.opm.gov/forms/pdf_fill/SF3102.pdf
https://www.tsp.gov/
https://www.abc.army.mil/
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a voluntary program that helps employees and their families obtain 
professional guidance in dealing with a broad range of employee personal 
problems (alcohol and drug abuse, emotional, financial, marital, family, 
legal, etc.) in a strictly confidential manner. Employees and family 
members are entitled to six visits per issue.  Dennis Bradley is the 
Little Rock District’s EAP coordinator, and he can be reached at (501) 
324-6939 to assist you in accessing EAP services and to answer any 
questions you may have concerning the program. You may also call the 
Federal Occupational Health’s EAP at (800) 222-0364. 

 
 

SECTION 5 - YOUR PAY 

 
 
YOUR PAY SYSTEM 
 
There are two main types of position grading or classification systems 
used: General Schedule System (GS) and Federal Wage System (FWS). The 
actual rate of pay is normally adjusted annually to achieve comparability 
with the private sector.  
 
GENERAL SCHEDULE SYSTEM (GS) is based on the concept of equal pay for 
work of equal value within a pay locality and can include professional, 
administrative, clerical, and technical positions. The rates of pay for 
each General Schedule (GS) grade are established by Federal law and are 
based on the locality or area in the United States in which the employee's 
duty station is located. GS positions can include, for example, 
engineers, attorneys, geologists, administrative support assistants, 
accountants, investigators, technicians and biologists. The GS system, 
often referred to as "white collar" is a salaried per annum system 
comprised of 15 levels, GS-01 through GS-15. Each level has 10 pay rates, 
called steps.  
 
FEDERAL WAGE SYSTEM (FWS) includes most trade and craft positions, 
both skilled and unskilled. Wage Grade positions are paid an hourly rate 
and include, for example, power plant operator, equipment mechanic, 
maintenance worker, etc... Rates of pay are generally different in each 
locality and are based on the rates paid in industry in each local labor 
market for similar work. Federal Wage System includes Wage Grade (WG), 
Wage Leader (WL), Wage Supervisor (WS), XF (positions located on floating 
plants), XY and WA (Lock & Dam supervisor) positions, commonly referred 
to as "blue collar" positions. WG, WL, XF and XY positions have 15 levels 
with 5 pay-rate steps in each level. WS and WA positions have 19 levels 
with 5 pay-rate steps in each level. Wage Board (WB) positions are 
located at Power Plants and do not have levels or steps. Pay for WB 
positions is established by the Dept. of Defense (DoD) Wage and Salary 
Division. 
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PAY PERIODS 
 
You are paid by direct deposit/electronic funds transfer into your 
account every other week. Direct deposit is mandatory for all employees. 
Your supervisor will advise you which day has been established as your 
regular payday. Usually there are 26 paydays each year. Pay periods end 
on a Saturday.  
 
LEAVE AND EARNINGS STATEMENT 
 
You can elect to receive your leave and earnings statement or "pay slip" 
at your home address or access it electronically from the MyPay website 
at https://mypay.dfas.mil/mypay.aspx. This statement indicates your 
gross and net pay, how much is subtracted for each of your deductions, 
and your present leave balance. The statement also indicates cumulative 
deductions since the first pay period of the year. Each time there is a 
change in your salary, deductions or leave balance, it will be reflected 
in your statement. As you receive these statements, it is your personal 
responsibility to verify the accuracy of your leave and earnings 
statement and to promptly report any errors to the Payroll Customer 
Service Representative (CSR) in the Resource Management Office (RMO). 
You can also access, view and print your LES online at the MyPay website 
on the Friday before pay day and view and print prior pay period leave 
and earnings statements.   
 
PAY DEDUCTIONS 
 
Your paycheck is your take-home pay after applicable deductions. Some 
of the following deductions may be taken from your pay before you receive 
it:  
 
FEDERAL INCOME TAX. The "pay-as-you-go" plan requires deductions from 
your salary each payday so that the total amount deducted during the 
year should be about the same as your federal income tax bill. The exact 
amount withheld will be reported to you (W-2 Form) early in the next 
calendar year for use in completing your income tax return.  
 
STATE AND LOCAL TAXES. In some offices deductions are also made for 
State and local taxes. If you have any questions regarding these taxes, 
contact the Civilian Personnel Advisory Center (CPAC).  
 
SOCIAL SECURITY. The amount of this deduction depends on the type of 
appointment you have and the retirement system (CSRS or FERS) you are 
covered by. Temporary employees are subject to this deduction.  
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RETIREMENT. The amount of this deduction depends on the type of 
appointment you have and the retirement system (CSRS or FERS) you are 
covered by.  
 
GROUP LIFE INSURANCE. Permanent employees are automatically insured 
for basic insurance under the Federal Employee's Group Life Insurance 
(FEGLI) Plan unless a waiver is filed. Keep in mind that the amount of 
insurance and consequently the deduction will change if your annual basic 
pay increases or decreases by one thousand dollars ($1,000.00).  
 
HEALTH INSURANCE. Permanent employees may also participate in one of 
the health benefits plans in which the employee pays the difference, 
through payroll deductions, between their cost of the plan and the amount 
the Government contributes. Temporary employees are eligible for health 
benefits after one continuous year of employment. Temporary employees 
pay the full cost of the insurance (employee and government share). 

MEDICARE. Since January 1983, all federal employees have been subject 
to "Medicare" tax. This is the Medicare hospital insurance portion of 
the Social Security (FICA) tax.  
 
SAVINGS BONDS AND VOLUNTARY ALLOTMENTS.  U.S. Savings Bonds may be 
purchased electronically via TreasuryDirect.gov.  To set up automatic 
savings bond allotments, you’ll need to create an account at 
TreasuryDirect.gov and then start a new allotment. Once the new 
TreasuryDirect account is established, you will use your new account 
information when starting a new pay allotment for purchasing bonds.  
Additional information on TreasuryDirect is available online at 
http://www.treasurydirect.gov/indiv/indiv.htm.   
. 
THRIFT SAVINGS PLAN (TSP). The Thrift Savings Plan (TSP) is a 
retirement savings and investment plan for Federal employees and offers 
Federal employees the same type of savings and tax benefits that many 
private corporations offer their employees under "401(k)" plans. 
Contributions to the TSP account are voluntary and are separate from 
contributions to the FERS or CSRS retirement fund. 
 
PREMIUM PAY  
 
OVERTIME.  In general, the workday is 8 hours, and the law provides 
overtime for work in excess of 8 hours a day, or in excess of 40 hours 
in the workweek. General Schedule (GS) employees are paid time-and-one-
half of their hourly rate for overtime work, with certain limitations. 
Unless otherwise prescribed in a collective bargaining (Union) 
agreement, a refusal to work overtime may be treated as a refusal to 
comply with an order, and thereby may result in disciplinary action.  
 

http://www.treasurydirect.gov/indiv/indiv.htm
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COMPENSATORY TIME. Equal time off for hours worked instead of overtime 
pay. Requests for compensatory time off instead of payment for overtime 
are approved by the supervisor for workload related reasons. 
 
HOLIDAY PAY. Twice the employee’s basic rate of pay for work performed 
on a federal holiday, if the holiday is during the normal tour of duty. 
Wage Board (Power Plant) employees are paid at a different rate.  
 
SUNDAY PREMIUM PAY. A differential of 25% for work performed on a 
Sunday, if Sunday is in the normal tour of duty.  
 
NIGHT DIFFERENTIAL. Employees under General Schedule are entitled to 
10% for night work for any regularly scheduled work that falls between 
6:00 p.m. and 6:00 am.  
 
HAZARDOUS PAY DIFFERENTIAL. Additional pay for the performance of 
irregular or intermittent hazardous duty or duty involving physical 
hardship. The specific working condition that warrants hazardous pay 
differential is determined by regulation.  
 
PAY INCREASES WITHOUT A CHANGE IN JOBS  
 
GENERAL PAY INCREASE (GPI). This is the general pay increase 
(percentage of base pay) recommended by the President and authorized by 
Congress. The GPI is divided into the base salary portion and the 
locality pay portion.  
 
WITHIN-GRADE INCREASE (WIGI). These are rates (steps) within the 
salary range for each grade for which most employees become eligible 
after serving a required waiting period without a change in duties, title 
or grade. All General Schedule (GS) and Federal Wage System (WG, WL, WS, 
XF, XY) employees who are not at the top step of their grade are eligible, 
except for GS employees serving on temporary appointments and employees 
paid at the Federal minimum wage. Temporary employees under the Federal 
Wage System do earn within-grade increases. Wage Board (WB) employees 
do not receive within-grade increases; pay increases for Wage Board 
employees are determined by the Department of Defense (DoD) Wage Fixing 
Authority.  
 
The requirements an employee must meet to receive a within-grade increase 
are:  Serve the required waiting period; not have received an equivalent 
increase during the prescribed waiting period; and been rated Successful 
Level 3 or higher under DPMAP (Defense Performance Management and 
Appraisal Program) on the most recent performance rating during the 
required waiting period.  
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SECTION 6 - YOUR LEAVE 

 
 
Employees are provided with time off from their jobs with pay, subject 
to certain rules, some of which are covered here.  Your right to take 
leave is recognized by your supervisor, who will approve requests for 
time off.  However, your cooperation is expected in trying to arrange 
your leave at such times as you can be spared from your work.  Therefore, 
you must get permission from your supervisor before you take any leave, 
except in an extreme emergency when the need cannot be foreseen.  Your 
current balance for annual and sick leave is indicated on your bi-weekly 
leave and earnings statement (LES).   
 
ANNUAL LEAVE 
 
Used for vacations and necessary personal business (general time off).  
Annual leave is computed based on total number of years of creditable 
federal service, including active duty military time.   
 
Annual leave for full-time employees is accrued as shown on the chart 
below: 
 
YEARS OF SERVICE BI-WEEKLY ACCRUAL 
Less than 3 years 4 hours 
3 years or more, but less 
than 15 

6 hours 

15 or more years 8 hours 
 
Annual leave for part-time employees with pre-arranged regularly 
scheduled tours of duty is accrued as shown on the chart below: 
 
YEARS OF SERVICE BI-WEEKLY ACCRUAL 
Less than 3 years 1 hour annual leave for every 20 hours 

in pay status 
3 years or more, but less 
than 15 

1 hour annual leave for every 13 hours 
in pay status 

15 or more years 1 hour annual leave for every 10 hours 
in pay status 

 
New employees may use their annual leave as they earn it during their 
first 90 days IF the appointments are for 90 days or longer. 
 
ACCUMULATED ANNUAL LEAVE. If you are employed in the United States, a 
maximum of 30 days (240 hours) of annual leave may be accumulated and 
carried over from one year to the next. Any hours in excess of the 
maximum amount not used during the leave year will be lost (use or 
lose!). While serving overseas, the maximum accumulation is generally 
limited to 45 days (360 hours). 
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ADVANCED ANNUAL LEAVE. Annual leave may be advanced, but only in an 
amount that will not exceed the leave the employee can be expected to 
accrue by the end of the leave year.  
 
ANNUAL LEAVE UPON SEPARATION. Upon separation from Government service, 
employees are entitled to a lump sum payment of all accumulated annual 
leave and any unused restored annual leave.  
 
SICK LEAVE 
 
Sick leave is earned at the rate of 4 hours for each full pay period 
worked (13 days a year for full-time employees). Part-time employees 
earn sick leave at the rate of one hour for every 20 hours in pay status. 
Sick leave accrues at a rate of 13 days per year for all full-time 
employees regardless of grade or length of service. There is no limit 
to the amount that may be accumulated. You may use sick leave when you 
are too ill to work, or for medical, dental, optical examination or 
treatment, an operation, convalescence, or purposes related to the 
adoption of a child. Judicious use of sick leave is advised even though 
there is no restriction on its accumulation. This is like money in the 
bank because it ensures continued pay during extended illnesses. 
 
An employee may use sick leave for –  
 

• General Family Care and Bereavement Purposes. Under this 
category, employees may use a maximum of 104 hours of sick leave, 
with some limitations, for family routine medical/dental 
appointments; routine examinations; or to care for a family 
member due to a pregnancy or childbirth. It also allows use of 
sick leave (subject to limitations on overall number of hours of 
sick leave for family care usage) to make arrangements for, or to 
attend the funeral of a family member.  

 
• Care of a Family Member with a Serious Health Condition. 

Employees may use up to 12 weeks (480 hours) of sick leave to 
care for a family member with a serious health condition. Serious 
conditions include cancer, heart attacks, strokes, severe 
injuries, Alzheimer's disease, pregnancy, and childbirth. It does 
not include short-term conditions, such as common cold, the flu, 
earaches, upset stomach, and headaches. This category is also 
subject to the overall sick leave use limitations. 

 
• Leave and Work Scheduling Flexibilities Available for Childbirth 

or Adoption. Employees may use a combination of sick leave; 
annual leave; advance annual/or sick leave; family and medical 
leave; donated leave; and leave without pay for adoption-related 
purposes or for periods of pregnancy, childbirth and 
incapacitation. Your organization policy may permit flexible work 
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schedules or flexi-place arrangements. The administration of 
these flexibilities is addressed in various agency policies, 
regulations or collective bargaining agreements. Leave 
entitlements and amounts are dependent as to whether the employee 
is a birth mother, parent, or adoptive parent.  

 
NOTICE AND VERIFICATION. If you must be absent on account of illness, 
you must ordinarily notify your supervisor within 2 hours after the start 
of your workday. Failure to do so may result in a charge of absence 
without official leave (AWOL). Absence for medical, dental, or optical 
examinations and treatment must be approved in advance. If the 
requirement for sick leave persists for more than three days, your 
supervisor may require a report from a doctor "or other administratively 
acceptable evidence" certifying as to the need for extended sick leave.  
 
ADVANCED SICK LEAVE. Sick leave, not to exceed 30 days, may be advanced 
to employees in case of serious disability or ailment. 
 
FAMILY AND MEDICAL LEAVE ACT (FMLA) 
 
The Family and Medical Emergency Leave Act of 1993 (FMLA), provides 
covered federal employees with entitlement to 12 work weeks of unpaid 
leave during any 12-month period for the following purposes: 
 

• The birth of a son or daughter of the employee and the care of such a 
son or daughter. 

• The placement of a son or daughter with the employee for adoption or 
foster care.  

• The care of a spouse, son, daughter, or parent of the employee who has 
serious health condition.  

• The care of a serious health condition of the employee that makes the 
employee unable to perform the essential functions of his or her 
position.  

• This unpaid leave is in addition to any paid annual and sick leave, or 
compensatory time off available to the employee. In addition, an 
employee may elect to substitute other paid time off, as appropriate, 
for any unpaid leave under the FMLA. The amount of sick leave that may 
be used to care for a family member is limited.  

 
To be eligible for Family and Emergency Medical Leave employees must 
have completed at least one year of civilian service with the government 
and must provide a physician’s statement indicating why the additional 
time is required. Temporary and intermittent employees are excluded from 
coverage. 
 
LEAVE TRANSFER PROGRAM 
 
An employee may donate annual leave directly to another Federal employee 
who has a personal or family medical emergency and who has exhausted his 
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or her available paid leave. There is no limit on the amount of donated 
annual leave a leave recipient may receive from the leave donor(s). 
However, any unused donated leave must be returned to the leave donor(s) 
when the medical emergency ends. To be eligible to receive leave under 
this program, the employee must have used all available leave and be 
anticipated to be in an unpaid status for at least 24 hours. For 
additional information contact Resource Management at (501) 340-1311.  
 
LEAVE WITHOUT PAY 
 
Leave without pay (LWOP) is a temporary non-pay status and absence from 
duty that, in most cases, is granted at the employee's request. In most 
instances, granting LWOP is a matter of supervisory discretion and may 
be limited by agency internal policy. Permission for LWOP must be 
requested by the employee in writing and in advance. Generally, approval 
is based on the reasonable expectation that you will return at the end 
of the approved period. It is advisable to take note that depending on 
the length and the reason for taking LWOP; approved LWOP may have an 
impact on: annual leave, sick leave, waiting periods for within-grade 
increases, health and life insurance, and service computation date. There 
are certain situations in which employees have an entitlement to LWOP: 
 

• The Family and Medical Leave Act (FMLA)  
• The Uniformed Services Employment and Reemployment Rights Act when 

employment is interrupted by a period of service in the uniformed 
service.  

• Executive Order 5396 provides that disabled veterans are entitled to 
LWOP for necessary medical treatment.  

• Employees receiving workers’ compensation payments from the Department 
of Labor (DoL); employees may not be in a pay status when receiving 
payments from DoL.  

 
OTHER TYPES OF LEAVE 
 
COURT LEAVE. If you are summoned to court as a witness for any case in 
which the Federal, state, or local government is a party to the 
proceedings or if you are called to serve on a jury, you will be allowed 
absence from duty with pay and no charge will be made against annual 
leave. 
  
MILITARY LEAVE. If you are a regular full-time employee, your 
appointment is not limited to one year or less, and you are a member of 
a military reserve organization, you may be granted military leave 
without loss of pay for purposes of active duty. Part-time employees are 
entitled to military leave on a prorated basis. Military members who are 
called to active duty to provide military aid to enforce the law are 
entitled to 22 workdays leave. 
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ABSENCE WITHOUT OFFICIAL LEAVE (AWOL). AWOL results from an 
employee's absence from the work site without supervisory approval. AWOL 
may result in disciplinary action.  

 
TARDINESS AND BRIEF ABSENCES. If you are tardy or absent from duty 
without adequate excuse, you may be charged with AWOL in 15 minute 
increments.  
 
EXCUSED ABSENCE. With few exceptions, government agencies determine 
administratively the situations in which employees will be excused from 
duty without charge to leave. Listed below are some of the situations 
that employees may be excused without charge to leave. You will need to 
coordinate with your supervisor in advance to ensure that an excused 
absence is appropriate and approved. 
 
BLOOD DONATION.  If you volunteer to give blood to a blood bank, you 
may be excused from work without charge to leave. You are authorized a 
maximum of 4 hours of excused absence on the day the blood is donated.  
 
FUNERALS. Up to 4 hours of excused absence may be permitted for 
participating in military funeral ceremonies for members of the Armed 
Services whose remains are returned from abroad for final internment. 
Up to 3 days may be granted without loss of pay or charge to leave to 
arrange for or attend the funeral or memorial service of an immediate 
relative who died while serving as a member of the Armed Services in a 
combat zone.  
INCLEMENT WEATHER. When operations are interrupted by hazardous weather 
conditions and a decision is made to close the District Office or an 
Area, Resident, or Project Office, employees MAY be excused from duty 
without charge to leave or loss of pay. Please note that employees who 
have a telework agreement in place will be required to telework during 
the building closure, with a rare exception.  For additional information 
about this policy, please talk to your supervisor.  To inquire about 
delayed openings or building closures, call (501) 301-3111 or sign up 
for text alerts by texting 223000 from your cell phone.   
 
VOTING AND REGISTRATION. When the polls are not open at least 3 hours 
before or after the regular hours of work, excused absence may be 
authorized in an amount that will permit reporting for work 3 hours after 
the polls open or leaving from work 3 hours before polls close whichever 
requires the lesser time off. 
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SECTION 7 - TRAINING AND DEVELOPMENT 

 
 
The Little Rock District, Corps of Engineers, has a very robust training 
program and we are committed to ensuring our employees have all the tools 
necessary to perform their job duties.  The primary purpose of our 
training program is to develop and maintain a well-trained, capable 
workforce ready to carry out the organization's mission in an efficient 
and productive manner. Employees will be given the opportunity to receive 
job-related training and to improve through self-development. 
Supervisors have a responsibility for employee development and one of 
their primary obligations is to train and develop the employees under 
their supervision. In general, temporary employees are not eligible for 
most types of training.  Your supervisor will determine how to best meet 
your training needs; provide or arrange for adequate training; provide 
opportunities to use knowledge and/or skill; and evaluate training to 
see if the needs were met. You are responsible for self-development; 
taking part in identifying training needs; getting the most out of the 
training provided; evaluating training; and utilizing the 
knowledge/skill back on the job.  
 
Your organization's Training Coordinator is the point-of-contact (POC) 
for training matters.  
 
INDIVIDUAL DEVELOPMENT PLAN (IDP) 
 
The IDP provides the mechanism by which the employee's career goals can 
be considered within the framework of the organization and is to be used 
primarily as a training and development needs statement and should 
reflect the best merger of individual and organizational career 
development objectives. Utilizing an IDP, an individual and supervisor 
may plan for training and related developmental experiences (details, 
special projects, rotational assignments, OJT, readings, etc.) needed 
to prepare the individual for positions of greater responsibility and 
the projection of an individual's career goals. The IDP can change from 
year to year, and its purpose is to assist employees by helping to set 
up goals and charting where the employee can best contribute and grow 
within the organization. Since the process includes both the supervisor's 
and employee’s perspective, there is the opportunity for exchange and 
feedback so that the goals are reasonably achievable. The quality of the 
IDP will be a direct result of the amount of time and thought put into 
its development. 
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CAREER PROGRAMS 
 
All occupations are covered by a Department of the Army career program. 
Each of these career programs is covered by a regulation that describes 
career patterns, career intake, appraisal and counseling methods, 
registration and referral system, and training and development 
opportunities. Your supervisor will advise you regarding the specific 
career program you are in.   
 
LEADERSHIP DEVELOPMENT PROGRAM 
 
The Little Rock District offers a Leadership Development Program (LDP) 
that is open to full-time permanent employees.  The District offers 2 
levels as follows: 
 
Level 1 – lays the groundwork that is beneficial for all employees.  It 
provides the foundation for leading oneself, the most important person 
each of us lead.  At the end of the program, employees will see themselves 
as leaders in the organization.  All applicants will be enrolled in Level 
1.  Level 1 is a prerequisite to applying for Level 2.  You can find 
more information on the LDP program on our Intranet page 
https://intranet.usace.army.mil/swd/swl/Pages/Home.aspx  
under Workforce Management/Leadership Development Program. 
 
Level 2  – open to full-time permanent employees who have been identified 
by leadership within their chain of command (immediate supervisor, 
section chief, branch chief, division chief, and/or District Commander) 
as having demonstrated potential and willingness for personal and 
professional growth.  NOTE:  Completion of Level 1 LDP is required unless 
otherwise exempted by the program champion.  All applicants will be 
considered for this position without regard to applicant’s sex, race, 
color, national origin, lawful political or other affiliation, marital 
status, religion, physical handicap, age or membership or non-membership 
in an employee organization. 
 
This program is designed to provide training, skills, and developmental 
experiences to high potential individuals while preparing them for 
positions of greater authority and responsibility with the Corps of 
Engineers.  The program provides an opportunity to participate in formal 
training, engage in developmental experiences, and obtain personal and 
career growth through team-directed, self-developmental activities.  
Some self-study during non-business hours will be required of the 
participants. 
 Selection considerations will include the factors listed below.  How 
an applicant is rated on any single factor will not necessarily exclude 
him or her from being selected for the program. 
 
1.  Candidate Profile  
2.  Statement of Interest  

https://intranet.usace.army.mil/swd/swl/Pages/Home.aspx
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3.  Written assessment prepared by the immediate supervisor 
4.  Supervisor’s Statement of Commitment 
5.  Current Individual Development Plan (IDP) 
6.  Selection panel Interview 
 
Contact the Workforce Management Office or your supervisor for 
additional information regarding this program. 
 
MENTORING 
 
The Mentoring Program is aimed at removing barriers to personal and 
professional development, and increasing awareness of organizational 
structures, processes, and culture.  One of the program goals is to 
develop awareness and understanding of the vision and values of Corps 
of Engineers’ leaders and managers, and assist in clarifying and 
establishing mentee’s values. Participation in the program is voluntary 
but highly encouraged. Your supervisor can provide additional details 
regarding this important program. For more information on the Mentoring 
Program go to https://intranet.usace.army.mil/swd/swl/Pages/Home.aspx  
Workforce Management/Mentoring. 
 
MANDATORY TRAINING 
All employees are required to complete online mandatory training 
annually.  To take these courses log into Total Employee Development 
(TED)at: https://ted.csd.disa.mil/ted/TED_Main.cfm  
 
 
Supervisory Development Course (SDC) 
 
The Department of the Army instituted mandatory supervisor training 
requirements for all supervisors of civilian employees to complete SDC 
within one year of becoming a supervisor and every three years 
thereafter.  This training is required of all supervisors regardless of 
grade. 
SDC course may be found at 
https://www.atrrs.army.mil/channels/chrtas/student/logon.aspx?caller=1 
 I agree 
 Army Civilian 
 Go 
 Select your CAC info and password 
 Student  
 Apply for training 
 Select Supervisor Development Course (SDC) from the Training Type on 
the left 
 Select FY, Next 
 Web class, Next 
 Select class, Next 
 Verify info, Submit application 

https://intranet.usace.army.mil/swd/swl/Pages/Home.aspx
https://ted.csd.disa.mil/ted/TED_Main.cfm
https://www.atrrs.army.mil/channels/chrtas/student/logon.aspx?caller=1
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Civilian Education System (CES) 
 
The CES program is the Army’s leader development program for all Army 
Civilians.  It provides progressive and sequential education for 
Civilians at key positions throughout their careers.  Courses of 
instruction are provided through blended learning – Distance Learning 
(dL) and resident instruction.  CES courses are to be taken in sequence 
over a period of time as Civilians progress through their careers. While 
employees have a CES Target depending on grade, all courses below that 
target are available to them. 
 
 
 CES Course Target Grade Distributed 

Learning 
Resident 
Training 

Foundation MANDATORY for GS 1-15 
hired after 30 
September 2006 

57 hours  

Basic GS 1-9 or equivalent 120 hours  
Intermediate GS 10-12 or equivalent 44 hours 120 hours 
Advanced GS 13-15 or equivalent 63 hours 160 hours 
Continuing 
Education for 
Senior Leaders 
(CESL) 

GS 14-15 or equivalent  
 

40 hours 

Once employees have completed the dL portion of the course, they should 
notify their training coordinator to be placed on the resident wait list.  
Enrollment in the resident phase is based on a by-name list maintained 
at the Division level. 
CES Courses may be found at: 
https://www.atrrs.army.mil/channels/chrtas/student/logon.aspx?caller=1 
 I agree 
 Army Civilian 
 Go 
 Select your CAC info and password 
 Student  
 Apply for training 
 Select Civilian Education System (CES) from the Training Type on the 
left 
 Select FY 
 Select Course (dL or Resident) 
 Web class or date, next 
 Class list, next 
 Verify info, submit application 
 
Every effort should be made to receive all eligible credits prior to 
enrolling in CES courses.   
 
CES funding for tuition, travel and per diem are paid by the Department 
of Army.  Funding for labor is the responsibility of the appropriate 
District.  

https://www.atrrs.army.mil/channels/chrtas/student/logon.aspx?caller=1
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SECTION 8 – RESOURCES & HELPFUL INFORMATION 
 

 
 
HELPFUL WEBSITES 
 
SWL Intranet - https://intranet.usace.army.mil/swd/swl/Pages/Home.aspx 
This website provides information available only to current employees.  
Some of the information contained at the SWL Intranet include a list 
of mandatory training, conference room scheduling, SWL master district 
calendar, personnel information, news clips, etc. 
 
SWL Internet – http://www.swl.usace.army.mil  
This website is available for viewing to the public, and provides 
information regarding our projects, news releases, individual 
division/office pages, etc. 
 
Civilian Personnel Advisory Center (CPAC) Homepage - 
https://intranet.usace.army.mil/cpac/SWD/Pages/default.aspx 
 
 
Southwestern Division Corps of Engineers - 
http://www.swd.usace.army.mil/ 
 
U.S. Army Corps of Engineers, Headquarters -  
http://www.usace.army.mil/ 
 
Office of Personnel Management (OPM) –  
http://www.opm.gov/ 
 
Thrift Savings Plan (TSP) –  
http://www.tsp.gov  
 
Defense Civilian Personnel Data System (DCPDS) - 
https://compo.dcpds.cpms.osd.mil/  
 
Civilian Personnel Online (CPOL)- 
https://acpol.army.mil/ako/cpolmain/  
 
Army Corps of Engineers Information Technology (ACE-IT) - 
https://aceit.usace.army.mil  or call 866-562-2348 (Online service 
requests) 
 
Civilian Human Resources Training Application System (CHRTAS) - 
https://www.atrrs.army.mil/channels/chrtas/student/logon.aspx?caller=1 
 
 
 
  

https://intranet.usace.army.mil/swd/swl/Pages/Home.aspx
http://www.swl.usace.army.mil/
https://intranet.usace.army.mil/cpac/SWD/Pages/default.aspx
http://www.swd.usace.army.mil/
http://www.tsp.gov/
https://compo.dcpds.cpms.osd.mil/
https://acpol.army.mil/ako/cpolmain/
https://aceit.usace.army.mil/
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AUTOMATION 
 
ARMY BENEFITS CENTER (ABC-C) – https://www.abc.army.mil  Benefits 
counseling and processing services for health insurance, life 
insurance, retirement, and Thrift Savings Plans are provided centrally 
by the ABC-C located at Ft. Riley, Kansas.  The ABC-C website above 
offers extensive benefits information, and the Employee Benefit 
Information System (EBIS) feature allows employees to make electronic 
enrollments/changes and view personal information.  You can log into 
EBIS using your CAC or AKO username and password.  To access EBIS, go 
to Employee Benefits Information System (EBIS) - 
https://www.ebis.army.mil/ 
 
Professional benefits counselors are available Monday through Friday 
from 6 a.m. to 6 p.m. CDT.  The toll-free number is (877) 276-9287 and 
TDD is 877-276-9833.  You may speak directly with a counselor, or you 
may obtain information and make changes via the Interactive Voice 
Response System (IVRS). 

 
 
MYBIZ – accessed through DCPDS at https://compo.dcpds.cpms.osd.mil/ 
MyBiz allows you access to your personnel records.  First time users 
will need to register before logging in.  For more information, go to 
the link above. 

 
 
MYPAY - https://mypay.dfas.mil/mypay.aspx 
MyPay allows you to review your Leave and Earnings Statements, 
view/change/stop your allotments, start or change your direct deposit, 
change/stop/start your State tax withholdings, change your Federal tax 
withholdings, and access your W-2s.  The SWL Payroll Liaison can be 
reached at (501) 340-1325. 
Step-by-Step Instructions for Changing MyPay Login Credentials: 
 
1. Go to the MyPay home page.  

 
2. If you use your Social Security Number to log in to MyPay, enter 

your Social Security number in the white field on the left-hand side 
of the page below the words “If you haven't established a Login ID, 
enter your SSN below” and then click “Go.”  If you use a Login ID 
instead of your SSN, enter your existing Login ID in the field that 
says “Please Enter Login ID: (SSN not allowed)” and then click “Go.”  

 
3.  Enter your existing MyPay PIN by clicking the keys on the virtual 
keyboard. If you make a mistake, you can use the blue “backspace” and 
“clear” to correct it.  
 
4.  Read the System Message explaining the MyPay conditions of use and 
User Agreement, and then click the check box to agree to the terms and 
conditions.  Select “okay.”  
 

https://www.abc.army.mil/
https://www.ebis.army.mil/
https://compo.dcpds.cpms.osd.mil/
https://mypay.dfas.mil/mypay.aspx
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5.  Enter your new login ID in the field beside the words “Establish 
your login ID.”  If you choose a login ID that another user has 
already created, you will be asked to choose another one.  New login 
IDs must meet the following criteria:  

• Six to 129 characters long (you may use an e-mail address)  
• Cannot be only nine numbers 
• May contain letters and numbers and may also contain the 

following special characters: @ (at sign), _ (underscore), - 
(dash) . (period), ‘ (apostrophe)  

 
6.  Using the virtual keyboard, enter your new password in the field 
beside the words “Your new password.”  Your new password must meet the 
following requirements:  
 

• Eight to 15 characters long 
• May not include the last four numbers of your Social Security 

number 
• May not match your login ID 
• May not match any of your previous 10 MyPay passwords 
• Must contain at least one letter and one number 
• Must contain at least one of following special characters: # 

(pound), @ (at), $ (dollar), % (percent), ^ (caret), ! 
(exclamation point), * (asterisk), + (plus), = (equal) , _ 
(underscore) 

 
7.  Click the radio button beside the words “Re-enter New Password,” 
and use the virtual keyboard to enter your new password in the next 
empty field. Click “Accept/Submit.”  
 
8.  You will see a message confirming that your new login ID and 
password have been established. Click “to continue, click here.”  
 
9.  If we have your e-mail address on file, the next screen will ask 
you to validate your e-mail address (move on to step number 10). If we 
do not have your e-mail address on file, it will ask you to provide 
one. Enter your e-mail address in both boxes, and click 
“Accept/Submit.” You will be asked if the e-mail address you entered 
is correct. If it is correct, select “okay.” If not, select “cancel” 
and enter your e-mail address again.  
 
10.  Review the e-mail address(es) listed and select the appropriate 
radio button in the certification column. Click “submit 
certification.”  
 
11.  Review your responses and select “yes” if the information is 
correct. Select “no” if the information is wrong and return to step 
number 10.  
 
12.  After you have confirmed your e-mail address, you will see a 
screen noting that your certification has been successfully completed. 
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Click “Main” in the upper right hand corner to go to the main MyPay 
menu. Clicking “Exit” will log you out of the system.  
 
If you are experiencing difficulties after following these 
instructions, you may contact our Centralized Customer Support Unit 
toll free at 1-888-DFAS411 and press # 5 for MyPay. The hours of 
operation are 7 a.m. - 6:30 p.m. Eastern, Monday through Friday.   

 
 
COMMON ACCESS CARD (CAC) - As a new government employee, you will be 
issued a CAC for identification and DoD computer access purposes.  The 
CAC supports Encrypted email and electronic signature capabilities.  
The CAC is designed with advanced “smart card” technology and can 
support the storing of key personnel data that includes – Card 
holder’s name, organizational affiliation, Social Security number, pay 
grade, date of birth, digital fingerprints, personnel category, 
digital photo and benefits information.  This personnel data is 
protected from exploitation and identity theft by utilizing Personnel 
Identification Number (PIN) technology.   
 
For issuance of the CAC, you must have been placed on an active 
service status through your servicing Civilian Personnel Advisory 
Center (CPAC); and the data feed from the Civilian Personnel database 
be transmitted, received, processed, and updated in the DEERS/RAPIDS 
database.  This process can take from 3 to 5 workdays if you have a 
current, valid background check; or up to 60-90 days if you do not.   
 
You are required to maintain personal control of your CAC and PIN at 
all times.  Do not leave your CAC in an unattended CAC reader, allow 
co-workers to utilize and access government networks, computer systems 
or facilities, if applicable, utilizing your CAC or lease your PIN 
number.  Immediately report a lost CAC to your agency POC.   
 
COMPUTER ACCESS 
 
It is our goal to ensure new employees can access their computers on 
their first work day using a login ID and password or Common Access Card 
(CAC).  There are security-related measures that must be fulfilled before 
a CAC can be issued.  For additional information, contact your supervisor 
or sponsor, or the Security & Law Enforcement Office at (501) 324-5901. 
 
PARKING 
 
The Corps of Engineers provides parking at no cost to employees.  There 
are several leased lots in the vicinity of the Federal Office Building.  
Your supervisor or sponsor will assist you in obtaining a parking pass 
from the Logistics Office.  To obtain a parking tag, contact the 
Logistics Office at (501) 324-6195.  Additionally, there are several 
lots if you wish to rent your own space.  Each of these lots has a sign 
with contact information.   
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EXTRACURRICULAR OPPORTUNITIES 
 
CIVILIAN RECREATION ASSOCIATION (CRA).  All Little Rock District 
employees are eligible to serve on the CRA, with supervisory 
concurrence.  The purpose of the CRA is to plan and promote social and 
fund-raising activities for the benefit of all District employees.  
The CRA sponsors many great events including the Annual Engineer Day 
Picnic, bake sales, dessert auctions, Halloween costume contests, 
chili cook-offs, Valentine's Day balloon sales, craft fairs, and 
CorpsWear sales.  If you are interested in learning more about this 
great opportunity, contact the CRA at (501) 324-5531. 
 
CORPS OF ENGINEERS MIXED BOWLING LEAGUE.  This bowling league has 
been active for 70 years.  Participants bowl on Monday nights from 6:00pm 
- 9:00pm at Millennium Bowl off Maumelle Boulevard in North Little Rock.  
The Engineers Mixed Bowling League consists of current, former & retired 
USACE employees, as well as their spouses and other family members 18 
years or older.  The bowling season runs from mid-August to mid-April, 
totaling 33 weeks, taking a break for the weeks of Christmas and New 
Year’s only.  POC is Rose Garrett, (501) 324-5861. 
 
FEDERAL EMPLOYEES' TOASTMASTERS (FETM).  This club strives to provide 
an enjoyable and supportive environment in which to improve communication 
and leadership skills.  FETM Club meets on Tuesdays at Noon in the 
Downtown Little Rock Federal Building and typically last 45 minutes.  
FETM is actively looking for new members and is open to all individuals. 
The reasonable cost for Toastmasters pays for a new member package that 
includes a Competent Communicator Manual with 10 Speech objectives, as 
well as a Competent Leadership Manual with 10 project objectives.  FETM 
members also receive a subscription to the monthly TM International 
magazine which provides helpful communication tips and articles. 
  
For additional information, go to http://2287.toastmastersclubs.org/ 
or call Rose Garrett at (501) 324-5861. 
 
OTHER RESOURCES 

TECHNICAL RESOURCE CENTER (TRC). The TRC, Room 7015, maintains 
materials in support of the mission of the Little Rock District. 
Materials include books, journals, state and federal documents, 
technical reports, CD-ROMS, audiotapes and videotapes. The collection 
emphasizes engineering, water resources development, flood control, 
hydropower, environmental and regulatory issues, and other topics. More 
than 12,000 items are available.  Material may be checked out for a 
period of four weeks, or on a long-term basis for office use.  
 
ENGINEERS FEDERAL CREDIT UNION.  The Engineers Federal Credit Union 
offers competitive loan rates for automobiles, recreational vehicles, 

http://2287.toastmastersclubs.org/
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and signature loans.  They have a quick and easy turnaround time on loan 
applications, and there is no pre-payment penalty for paying off loans 
early.  Loan re-payments are deducted from your paycheck on a bi-weekly 
basis.  You can open a membership and apply for a loan on the same day!  
To join, you pay a membership fee of $1 and purchase 1 share of $25 for 
a total of $26.  For additional information, contact the Engineers 
Federal Credit Union at (501) 324-5538. 

 
KEY CONTACTS  
 
Administrative Officer for Engineering & Construction – (501) 324-5668 

Administrative Officer for Operations Division & Project Offices – 

(501) 324-6503 

CPAC: 
• Employment & Compensation Branch – (817) 886-1199 
• Employee & Management Support Services Branch – (817) 886-1197 
• Employee Benefits & Workers Compensation – (817) 886-1190 

Contracting Division, Room 7315 – (501) 340-1251 

Emergency Management Office, Room 6410 – (501) 324-5695 

Equal Employment Opportunity Office, Room 6502 – (501) 324-5534 

Executive Office, Room 7530 – (501) 324-5531 

Government Credit Card, Room 7002 – (501) 340-1319 

Office of Counsel, Room 7140 – (501) 324-5553 

Pay-related questions/issues, Room 7002 – (501) 340-1325 

Planning & Environmental Division, Room 7500 – (501) 324-5035 

Public Affairs Office, Room 7403 – (501) 324-5551 

Real Estate Division, Room 6509 – (501) 340-1201 

Regulatory Office, Room 6331 – (501) 324-5295 

Safety & Occupational Health Office, Room 6510 – (501) 324-5616 

Security & Law Enforcement Office, Room 6116– (501) 324-5901 

Workforce Management, Room 7415 – Elizabeth Whitmore (501) 324-6824, 
Carolyn Adcock (501) 324-6689, Janie Corona-Roark (501) 324-6865, or 
Rick Jones (501) 324-6864  
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FREQUENTLY ASKED QUESTIONS 
 

Question:  How do I change my address? 
Answer:   

Go to the CEFMS website https://ce-ais.usace.army.mil/cefms  
Enter your login and ORACLE password 
Click Logon 
In the “Enter menu ID, option ID, or Smart Screen #” type 10.131 

and click “Go” 
Update your address 
 

Question:  How do I obtain employment verification? 
Answer: 
 Log into DCPDS                 
 Select “Smart Card Login” 
 Select a Certificate and click “Ok” 
 Select the ‘HR MyBiz + Army box 
 Accept 
 Under the “Key Services” menu, select “Request Employment 
Verification” and follow the directions 
 
  
Question:  How do I sign up for emergency notifications: 
Answer: 
 Go to the SWL Intranet site 
https://intranet.usace.army.mil/swd/swl/Pages/Home.aspx 
 Select “Emergency Notification Service” on the left side of the 
screen 
 Select “Respond to this survey” 
 Enter your information 
  

https://ce-ais.usace.army.mil/cefms
https://intranet.usace.army.mil/swd/swl/Pages/Home.aspx
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ACRONYMS 
AAA – Army Audit Agency 
AAR – After Action Report 
ABC – Army Benefits Center 
ACE-IT – Army Corps of Engineers Information Technology 
AKO – Army Knowledge Online 
AL – Annual Leave 
AR – Army Regulation 
ASA(CW) – Assistant Secretary of the Army for Civil Works 
AWOL – Absent Without Leave 
BRAC – Base Realignment and Closure 
CAC – Common Access Card 
CAP – Continuing Authorities Program 
CE – Corps of Engineers 
CEFMS – Corps of Engineers Financial Management System 
CESWD – Corps of Engineers, Southwestern Division 
CESWL – Corps of Engineers, Little Rock 
CFR – Code of Federal Regulations 
CG – Commanding General 
CG – Construction General 
CISM – Critical Incident Stress Management 
COB – Close of Business 
CONUS – Continental United States 
COR – Contracting Officer’s Representative 
CPAC – Civilian Personnel Advisory Center 
CPOL – Civilian Personnel Online 
CRA – Civilian Recreation Association 
CRA – Continuing Resolution Authority 
CW – Civil Works 
DA – Department of Army 
DDE – Deputy District Engineer 
DE – District Engineer 
DFAS – Defense Financial & Accounting Service 
DoD – Department of Defense 
DPMAP – Defense Performance and Appraisal Program 
EAP – Employee Assistance Program 
EBIS – Employee Benefits Information System 
EEO – Equal Employment Opportunity 
EOC – Emergency Operations Center 
EOD – Entrance On Duty 
ER – Engineer Regulation 
ESD – Enterprise Service Desk 
F&A – Finance & Accounting 
FEGLI – Federal Employees Group Life Insurance 
FEHB – Federal Employees Health Benefits 
FOIA – Freedom of Information Act 
FTE – Full-Time Equivalency 
FY – Fiscal Year 
GPI – General Pay Increase 
GS – General Schedule 
GSA – General Services Administration 
HQUSACE – Headquarters U.S. Army Corps of Engineers 
IAC – Incentive Awards Committee 
IAW – In Accordance With 
IG – Inspector General 
IM – Information Management 
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IMD – Integrated Manning Document 
IPR – In-Progress Review 
JTR – Joint Travel Regulation 
LDP – Leadership Development Program 
L&D – Lock & Dam 
LES – Leave & Earnings Statement 
LWOP – Leave Without Pay 
MACOM – Major Command 
MFR – Memorandum For Record 
MILCON – Military Construction 
MIPR – Military Interdepartmental Purchase Request 
MSC – Major Subordinate Command 
NLT – No Later Than 
NTE – Not To Exceed 
O&M – Operations & Maintenance 
OF – Optional Form 
OPF – Official Personnel File 
OPM – Office of Personnel Management 
OPORD – Operations Order 
PBAC – Program Budget Advisory Committee 
PE – Professional Engineer 
PDT – Project Delivery Team 
PM – Project Manager 
PMP – Project Management Plan 
POC – Point of Contact 
PROSPECT – Proponent-Sponsored Engineer Corps Training 
QA – Quality Assurance 
QMS – Quality Management System 
RIF – Reduction In Force 
SA – Secretary of the Army 
SAV – Staff Assistance Visit 
SES – Senior Executive Service 
SF – Standard Form 
SFO – Support For Others 
SL – Sick Leave 
SME – Subject Matter Expert 
SOP – Standard Operating Procedure 
SWD – Southwestern Division 
TDY – Temporary Duty 
TSP – Thrift Savings Plan 
USACE – U.S. Army Corps of Engineers 
WBS – Work Breakdown Structure 
WIGI – Within Grade Increase 
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