
Desert Mountain Civilian 
Personnel Advisory 
Center (CPAC)

In-Processing Briefing 

WELCOME



Agenda

• Introductions

• Administering of the Oath of Office

• In-Processing Documents

• Leave

• Benefits



I, ___STATE YOUR NAME____, do solemnly swear, that I will 
support and defend, the Constitution of the United States, against 
all enemies, foreign and domestic; that I will bear true faith, and 
allegiance to the same; that I take this obligation freely, without any 
mental reservation, or purpose of evasion; and that I will well and 
faithfully, discharge the duties of the office, on which I am about to 
enter. So help me God. 



SF-61 Appointment Affidavit

 Please Stand

 Raise Your Right Hand
and Repeat After Me

 SF 61 will be assigned
after in-processing to
complete in USA
Staffing

Sign Here



I-9 Employment Eligibility
Verification

Your original citizenship 
documentation was 
presented upon 
entrance today 

You have completed 
Form I-9 electronically 
in USA Staffing 

Sign Here



OF-306  Declaration for 
Federal Employment

Sign Here

Block 17a has been 
completed in USA Staffing

Block 17b will be assigned in 
USA Staffing for you to 
complete by the end of the 
day



PAY PERIOD  
STARTS ENDS PAYDATES HOLIDAYS

19-Dec-2021 1-Jan-2022 13-Jan-2022 New Year's Day (Obsv.)    12/31/2021 

2-Jan-2022 15-Jan-2022 27-Jan-2022
16-Jan-2022 29-Jan-2022 10-Feb-2022 Martin Luther King     01/17/2022

30-Jan-2022 12-Feb-2022 24-Feb-2022
13-Feb-2022 26-Feb-2022 10-Mar-2022 Presidents' Day     02/21/2022

27-Feb-2022 12-Mar-2022 24-Mar-2022
13-Mar-2022 26-Mar-2022 7-Apr-2022
27-Mar-2022 9-Apr-2022 21-Apr-2022
10-Apr-2022 23-Apr-2022 5-May-2022
24-Apr-2022 7-May-2022 19-May-2022
8-May-2022 21-May-2022 2-Jun-2022
22-May-2022 4-Jun-2022 16-Jun-2022 Memorial Day   05/30/2022 

5-Jun-2022 18-Jun-2022 30-Jun-2022
19-Jun-2022 2-Jul-2022 14-Jul-2022 Juneteenth (Obsv.) 6/20/2022

3-Jul-2022 16-Jul-2022 28-Jul-2022 Independence Day 07/04/2022

17-Jul-2022 30-Jul-2022 11-Aug-2022
31-Jul-2022 13-Aug-2022 25-Aug-2022
14-Aug-2022 27-Aug-2022 8-Sep-2022
28-Aug-2022 10-Sep-2022 22-Sep-2022 Labor Day   09/05/2022

11-Sep-2022 24-Sep-2022 6-Oct-2022
25-Sep-2022 8-Oct-2022 20-Oct-2022
9-Oct-2022 22-Oct-2022 3-Nov-2022 Columbus  Day     10/10/2022

23-Oct-2022 5-Nov-2022 17-Nov-2022
6-Nov-2022 19-Nov-2022 1-Dec-2022 Veteran's Day     11/11/2022 

20-Nov-2022 3-Dec-2022 15-Dec-2022 Thanksgiving Day     11/24/2022

4-Dec-2022 17-Dec-2022 29-Dec-2022
18-Dec-2022 31-Dec-2022 12-Jan-2023 Christmas Day (Obsv.)   12/26/2022 

Pay Periods start on a 
Sunday and end on a 
Saturday - two weeks 
later



Sick & Annual Leave 

 There are 26 pay periods in a leave year

 All employees accrue (earn) 4 hours of sick leave 
per pay period. The accrual rate will not change

 Full-time employees accrue annual leave at the 
following rate:

 Up to 3 years of service

 3-15 years of service

 After 15 years of service

4 hours per pay period 6 h

6 hours per pay period

8 hours per pay period

 Part-time employees accrue annual and sick leave on a 
pro-rated basis

 Maximum Annual Leave Carryover per year is 240 hours



Special Leave Categories

 Disabled Veteran's Leave (DVL)

 Only for NEW employees hired after 5 November 2016 who 
are at least 30% Disabled Veterans

 Provides for 104 hours of leave in a 12 month period

 One-time benefit

 ONLY for appointments in relation to the Service Connected 
Disability

 If you have additional questions, contact your CIV-HR

 Military Leave for Reservists and National Guard

 Military Leave under 5 USC (a),Active Duty, Active Duty for 
Training, and Inactive Duty Training

 15 days Per Fiscal Year

 Must complete Military Status Questionnaire to be eligible 
(Contact your Supervisor for further assistance)



Within-Grade Increase (WIGI)
Waiting periods for advancement to the next higher step in all grades is as follows:

For full-time permanent General Schedule (GS) employees:

  For advancement to steps 2,3, and 4 – 52 calendar weeks

  For advancement to steps 5,6, and 7 – 104 calendar weeks

  For advancement to steps 8,9, and 10 - 156 calendar weeks

For full-time Wage Grade (WG/WS) employees permanent or temporary: 

Ô  For advancement to steps 2 -  26 calendar weeks
Ô  For advancement to steps 3 -  78 calendar weeks
Ô  For advancement to steps 4 -  104 calendar weeks
Ô  For advancement to steps 5 -  104 calendar weeks

All Within-Grade Increase shall be effective on the first day of the first pay period 
following completion of the required waiting period.  

Personnel actions affecting WIGI's are generated automatically unless the 
supervisor has identified a performance problem with the employee, in which 
case it may be postponed or withheld.



Probation

Reference NDAA FY 2016

 An employee must serve a probationary or trial period 
during the two years of his/her first permanent Federal 
appointment

 An employee Supervisor must serve a one year 
probationary period before initial assignment

(applies when emloyee is assigned to their first supervisory or managerial position)



Common Access Card 
(CAC)

 You must be in DEERS as a DA Civilian and the SF 50 must have 
already processed to obtain a CAC

 It could take up to 7-10 business days to process

 How to obtain CAC:

 Garrison/Tenant Organizations

 Building 505 Pershing Rd (Next to Vehicle Registration)

 Hours of Operation 0700-1600

 Appointments - https://rapids-appointments.dmdc.osd.mil

 If you do not have Internet access you may call (915) 569-6036

 WBAMC employees

 See WBAMC CIV-HR

 WSMR CAC Office

 Hours of operation - Mon, Tues, Wed, Thurs 0800-1130 & 1230-1600
Fri, 0800-1130

 575-678-5739/5811



Permanent Employee 
Benefits

 Contact the Army Benefits Center-Civilian (ABC-C) 
https://portal.chra.army.mil/abc or
call (877) 276-9287

 Employees must manage their own benefits and
conduct most benefit transactions (enrollments and 
changes) through ABC-C, located at Fort Riley, 
Kansas

 You must enroll for benefits through ABC-C. It will take 
approximately 2 weeks for you to appear in the 
automated system to be able to enroll.

• Federal Employees Health Benefits (FEHB)
• Federal Employees’ Group Life Insurance (FEGLI)
• Thrift Savings Plan (TSP)
• Retirement (FERS & CSRS)



Government & Retirement
Benefits (GRB) Platform

 Administered through ABC-C 

 Available 24 hours a day

 Create and process electronic benefit elections

 Requires use of Common Access Card (CAC) authentication

 Allows you to print pending benefits transactions

 Visit https://portal.chra.army.mil/abc to enroll



Federal Employee Health 
Benefits (FEHB)

 As a new employee, you must make an election within 
60 days of your 1st eligibility date or Entrance on Duty 
date

 You may make changes outside the 60 day window 
with a Qualifying Life Event (QLE) or during the annual 
Open Season

 Open Season begins the 2nd Monday in November 
and runs through the 2nd Monday in December 
effective on the 1st full pay period in January

 Visit http://www.opm.gov/insure/health/ to research 
available health plans



FEHB (continued)

 There are many plans available, including nationwide
plans

 It is your responsibility to research the available plans
and ensure that the plan you select covers your area

 Normally, the effective date will be the first day of the
next pay period after the election is made

 Notify ABC-C immediately if your FEHB information is
not correct on your Leave and Earnings Statement
(LES)

 It will take 2-4 weeks from your effective date for the
carrier to enter you in their system. You will need
follow up with the carrier to receive your enrollments
cards



Federal Employee Group 
Life Insurance (FEGLI)

 Automatically enrolled in Basic coverage unless you 
waive it

 Coverage is equal to annual salary rounded to the 
next higher $1,000 plus an additional $2,000

 Example: $53,433 = $54,000 + $2,000 = $56,000

 Adding additional coverage must be done within 60 
days of Entry on Duty date

 Waiving coverage can be done at any time



Optional Life Insurance

 Option A: $10,000

 Option B: Provides an amount 1-5 multiples of your annual 
salary rounded to the next higher $1,000

 Option C: Provides coverage for your spouse and eligible 
children equal to 1-5 multiples; $5,000 per multiple for your 
spouse and $2,500 per multiple for your eligible children

 Adding Optional coverage after the 60 day window can 
be done if: you have a Qualifying Life Event, during Open 
Season (EXTREMELY RARE), or after 1 year by completing a 
medical exam, applying to and receiving approval from 
OFEGLI with an SF 2822

 Visit www.opm.gov/retirement-services/calculators/fegli-
calculator/ to calculate desired coverages for life 
insurance



Flexible Spending Accounts 
(FSA)

 Allows you to pay for certain health or dependent 
care expenses with pre-tax dollars

 If you are eligible for FEHB, you are eligible for FSA

 You have 60 days from your 1st eligibility date or 
Entrance on Duty date to enroll, or you can enroll 
during the annual Open Season

 You must re-enroll for every calendar year

 Use it or Lose it

 Visit https://www.fsafeds.com/ for more information



Federal Long Term Care 
Insurance Program (FLTCIP)

 Provides funds if you can no longer perform everyday 
tasks for yourself; however, it is not care that is 
intended to cure; it is ongoing care that may be 
needed for the rest of your life

 Care can be provided in a variety of settings: your 
home, a nursing home, hospice care or other assisted 
living facilities

 You must apply within 60 days of your Entrance on 
Duty date

 You may apply at anytime with the longer 
underwriting procedure



Federal Employee Dental and 
Vision Insurance Program 
(FEDVIP)

 Stand alone Dental or Vision Insurance - not connected 
to the Federal Employee Health Benefits (FEHB)

 Competitive premiums

 Pre-tax payroll deduction

 Can enroll in dental, vision, or both

 You must apply within 60 days of your Entrance on Duty 
date or during the annual Open Season (same as FEHB)

 Visit https://www.benefeds.com to enroll



Federal Employee 
Retirement System (FERS)

 FERS- Further Revised Annuity Employees (FERS-FRAE). 
New employees first hired in covered position on/after
1-1-2014. Contribute 4.4% of salary to FERS

 FERS- Revised Annuity Employees (FERS-RAE). New 
employees first hired in covered position on 01-01-2013 
and prior 1-1-2014. Contribute 3.1% of salary to FERS

 FERS - New employees first hired in covered position on
1-01-1987 and prior 1-1-2013. Contribute 0.8% of salary 

to FERS



FERS (continued)

 FERS is a 3-tiered Retirement System

 FERS annuity is the smallest component

 Social Security

 TSP will make up the largest portion of your total 
retirement

FERS Annuity

Social Security

Thrift Savings Plan



Thrift Savings Plan (TSP)

 Tax deferred retirement savings/investment plan

 You must be in a position subject to retirement 
deductions (FERS, CSRS, or CSRS Offset)

 FERS employees are automatically enrolled in TSP 
contributing 5% of basic pay

 FERS employees receive Agency Automatic 
Contributions of 1%

 You may Start, Stop or Change your contribution 
amount at any time

 Designation of Beneficiary form (TSP 3) can be 
found at https://www.tsp.gov/



TSP Matching Contributions
 As a FERS participant, you will receive agency

matching contributions on the first 5% that you
contribute per pay period

 The first 3% is matched dollar for dollar

 The next 2% is matched 50 cents for every dollar

 Contribution Limit for 2022 is $20,500



Post-56 Military Service

 Some new employees may have the ability to “Buy 
Back” time served in the military and apply it to 
civilian retirement

 Applies to Military Service on/after 01/01/1957

 Must pay to receive credit for eligibility for Retirement 
Service Computation Date (RSCD) & Annuity 
Computation

 Visit ABC-C https://portal.chra.army.mil/abc for more 
information on  Military Buyback Post-56 Deposit



Beneficiary Forms 
Per the New Hire Reporting Instructions, if you completed Beneficiary 
Forms in USA Staffing, you should have the forms with you today to 
turn in. If not, you may download the forms, complete, sign, obtain 
witness signatures and email the forms back to CPAC to be uploaded 
into your eOPF. 

Forms can be found at:
https://www.opm.gov/forms/standard-forms/

Order of Precedence - will be governed
by the state in which the individual resides

 Spouse

 Child or children

 Parents

 Next of Kin



**SF-1152          Designation of Beneficiary Unpaid

Compensation of Deceased Civilian Employee (Final Pay)

Sign

**Optional Form



**SF-2823
Designation of Beneficiary Federal Employee Group Life Insurance 
(FEGLI)

Check

Sign

**Optional Form



**SF-3102
Designation of Beneficiary Federal Employee Retirement System 
(FERS)

**Optional Form



MyPay - Once the SF-50 has processed, you 

will then have access to the following:

 W-2

 Leave and Earnings Statement (LES)

 Address Changes

 Direct Deposit Changes

 Create Allotments

 Check Benefit Elections

 You will not have access until first pay period
has processed

 Visit https://mypay.dfas.mil to access MyPay

Note: It is suggested that once you have logged into MyPay, 
create a username and password so you will have access other 
than from your work computer.



MyBiz

 Provides users At-a-Glance employment information

 Personal

 Pay Leave Benefits

 Professional Development

 Position

 Performance

 Self Service Employment Verification

 Access to SF-50s

 CAC or username/password enabled

 Visit https://compo.dcpds.cpms.osd.mil/ to access 
MyBiz



eOPF - Electronic Official 
Personnel Folder

 Personal access to personnel documents

 Follows you to other installations

 Only accessible on a government computer with a 
username and password or CAC enabled

 Visit https://eopf.opm.gov/army to access eOPF



Other Documents

You have already completed and signed the 
Direct Deposit Form and the W4 Form in USA 
Staffing. These forms will be forwarded to your 
Payroll Customer Service Representative (CSR)

 Direct Deposit
 W-4

REMINDER: BY THE END OF THE DAY, TODAY, YOU WILL 
RECEIVE AN EMAIL FROM USA STAFFING TO COMPLETE ALL 
REMAINING TASKS/FORMS. THEY CAN EITHER BE COMPLETED 
ON YOUR CELL PHONE OR A HOME COMPUTER. YOU DO NOT 
NEED A CAC CARD TO COMPLETE THE TASKS. FOLLOW THE 
NEW HIRE REPORTING INSTRUCTIONS.




