
Welcome to Fort Knox



I, state your name,           do solemnly swear (or affirm) 

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.  

Oath of Office



EMPLOYEE HANDOUTS

All Handouts on the RIGHT hand side of your folders 
are yours to take with you.  

You should have:
oPayroll Calendar/My Pay Handout
oBenefits Handout
oTSP Letter
oID Card Section Contact Numbers



 Evaluate & Classify Positions
 Issue Vacancy Announcements
 Issue Referral Lists
 Process Personnel Actions
 Update & Maintain HR Database
 Recruitment Strategies
 Labor Relations
 New Employee Processing
 Workforce Education



EQUAL EMPLOYMENT 
OPPORTUNITY (EEO)

Fort Knox Equal Employment
Opportunity Office

Building 1467-C, Wing
Fort Knox, KY
502-624-6196

DSN: 464-6196



FORT KNOX UNION

AFGE Local #2302
Bldg. 1109, Rms. 137-143

Fort Knox, KY  40121
0700-1700, Mon-Fri

(502)-624-4624
* There are multiple labor agreements on Fort Knox





 Full-time (Perm, Term & Temp):    4 hrs per pay period

 Part-time (Perm and Temp):            1 hr per 20 hrs worked

 Intermittent:                                       Do not earn sick leave

EXCEPTION
Firefighters: 1 hr per 20 hrs worked



 Based on your service computation date (SCD)
 0 – 3 YRS   4 HRS (each pay period)*
 3 – 14 YRS 6 HRS (each pay period)*
 15 or more YRS 8 HRS (each pay period)*

 * Special accrual rate for uncommon tours of duty (ie.. Firefighters)

 If applicable, SCD will be re-computed to reflect prior civilian service upon receipt 
of the Official Personnel File (OPF) from the National Records Center, St. Louis, 
MO. 

 If applicable, SCD will be re-computed to reflect prior Uniformed Service 



 Summer hire employees are eligible for sick and 
annual leave if appointment is for 90 days or more, 
or after the employee is continuously employed for 
90 days.



 Retirees ONLY
 Time that can be credited toward your Service Computation Leave  

Date (SCD).
 Report any time spent for which you earned a Campaign Badge or 

Expeditionary Medal.  
 Please turn this form into the Civilian Personnel Advisory Center.  
 CPAC will forward your SF-813 to the Agency Records Center. 
 After verification, the Records Center will return the SF-813 to the 

CPAC.
 An HR Representative from CPAC will forward your information to 

Ft. Riley for processing.  



 Deposits Made For Periods of Military Service That Are Credited 
For Civilian Service Retirement and Death Benefits Purposes

 You must complete the RI 20-97, Estimated Earnings During 
Military Service, and mail it to the appropriate military finance 
center, with a copy of all DD Forms 214.

 Upon receipt of the estimated military earnings, complete the 
SF3108, Application to Make Service Credit Payment (FERS) or 
SF2803, Application to Make Deposit or Redeposit (CSRS).

www.abc.army.mil



 ID CARDS – To obtain a Common Access Card (CAC), 
visit One Stop, Bldg 1384, 4-1667, W. Chaffee Ave.  Wait 
two days after in processing to ensure that your 
personnel action has been processed.

Common Access Card



www.cpol.army.mil

 Update Emergency Contact Information
 View Personnel Actions (SF 50)
 View Position Information
 Employment Verification

















Select to print SF50





Go back to the home page click 
“Employment Verification”

Employment Verification 





Enter e-mail 
address of the 
recipient Then hit CONTINUE



Verify information before submitting



Verify e-mail before selecting “yes”

Will show e-mail address of the 
recipient and the sender



Verify before selecting “yes”



Confirmation of e-mail and you may now logout of the system



You will receive the password to provide to the recipient !!



You will receive the password to provide to the recipient for them to open this document !!



TO SPEAK TO AN ABC-C ADVISOR

1-877-276-9287 (toll-free) 
1-877-276-9833 (TDD) 

Monday  - Friday 
6 AM to 6 PM Central Standard Time

Note:  It is recommended to acquire a PIN number from the 
ABC website before contacting an ABC-C advisor.



TERM and PERMANENT Employees Are 
Eligible 

TEMP, SEASONAL, & INTERMITTENT 
Employees Are Eligible (restrictions apply)

Additional Information Can Be Found On 
www.abc.army.mil



www.abc.army.mil or www.cpol.army.mil

 Online Benefits Enrollment Programs

 Provides Counseling and Processing Services for Individuals Eligible 
for Federal Benefits. 

 Online Information Center
 Open Season  (November of each year)
 Benefits Changes and Beneficiary Forms 
 Enrollment Deadlines 
 New Employee Benefit Orientation PowerPoint Presentation  



60 days

Automatic Start

Automatic Start



 Employees who are being appointed to the Government for the first time are 
automatically covered by the Federal Employees Retirement System (FERS).  
You can find information on FERS at http://www.opm.gov/fers.   

 FERS is a Three-Tiered Retirement System:

1. Social Security Benefits

2. Basic Benefit Plan (FERS: RAE – 3.1%) (FERS: FRAE – 4.4%)
 The Bipartisan Budget Act of 2013, signed on December 26, 2013, mandated a 1.3% 

increase in the percentage for employee contribution for the Federal Employees 
Retirement System- Further Revised Annuity Employee (FERS-FRAE) for all 
employees hired on or after January 1, 2014, who have less than five (5) years 
creditable service covered under FERS.

3. Thrift Savings Plan

Federal Employee Retirement System
(FERS)



 PERM and TERM Employees, your agency automatically enrolled 
you in the Traditional TSP and 3% of your basic pay deducted from 
your paycheck each pay period and deposited in your TSP account.

 90 days to waive deductions. After 90 days, penalties may apply.

 Two types of TSP: Traditional TSP and Roth TSP (contributions are 
taken out after taxes and withdrawals from Roth are tax free)

 You may start, stop or change your contribution amount at any time 
through the ABC Website at www.abc.army.mil. 

 More information can be found at  www.tsp.gov



 If you are a FERS employee, you will receive Agency 
Automatic Contributions of 1%

 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
 TSP contribution limit for 2016 is $18,000 per IRS
 Combined Roth and Traditional TSP contributions 

cannot exceed 18,000 for 2016 per IRS



 When you enroll in TSP you will automatically get the employer’s 
match.

 If you have a TSP loan, you must inform your new agency that you 
have a TSP loan and instruct them to continue your TSP loan 
payments.

 If you transfer to an agency that has a different pay cycle from your 
current agency, you should re-amortize your loan to avoid being in 
default.

*More information can be found on www.tsp.gov. 

TSP Cont.





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

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 at the 
bottom of the last page.

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

Suggest you review every 2 years





Always choose the non – email certificate!





Temporary PIN is your 
DATE OF BIRTH (MMYY)

Establish a six digit Pin



Enter new pin created (6 digit pin)







Selective Service

 Males Born After 12/31/1959 are 
Required to Sign a Statement of 

Selective Service Form.    



Electronic Official Personnel File 
(eOPF)

 What is eOPF?  It provides electronic Web-enabled access for all Federal 
Agency staff members to view their personnel documents.  eOPF includes 
security measures to ensure the integrity of the system.  For example, users are 
able to view their own eOPF documents but not modify the documents.  
Additionally, all activity performed in eOPF is logged and can be accessed 
through various reports by authorized users.

 Key Benefits of eOPF:
 Enhanced portability and security of personnel records.
 Provides increased employee awareness and accountability through e-mail 

notification of Personnel Actions (SF-50)
 Immediate access to OPF forms and information for a geographically 

dispersed workforce.



 All background investigations will be processed by the Office of 
Personnel Management (OPM)

 All persons privileged to be employed in the departments and agencies 
of the government shall be reliable, trustworthy, of good conduct and 
character, and of complete and unswerving loyalty to the United States.  
This means that the appointment of each civilian employee in any 
department or agency of the government is subject to investigation.  
The scope of the investigation will vary, depending on the nature of the 
position and the degree of harm that an individual in that position could 
cause.



Civilian Personnel On-Line (CPOL)
http://www.cpol.army.mil

Office of Personnel Management (OPM) 
www.opm.gov

CPAC Website 
(CPAC In processing Slides can be found here)

http://www.knox.army.mil/partners/cpac/info.aspx

Helpful Websites



Newcomer's Brief
The Garrison sponsors a Newcomer’s briefing each 

month on the first Wednesday of each month.

Location: Saber & Quill (Leader’s Club)

Time: 0900hrs

Optional (Supervisor’s discretion)



 SF 61 – Appointment Affidavit
 OF 306 – Declaration for Federal Employment 
 I-9 – Employment Eligibility Verification
 W-4 – Tax Form
 SF 1199 – Direct Deposit

 If you are an HRC, 1st Army, or MEDDAC employee you will 
hand carry your payroll documents to your payroll office at your 
organization.

 HRC In-processing/ID Card Section located at HRC Welcome 
Center in Bldg #3

 Ireland Hospital In-processing report to 8th floor

Form Review


