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Ongoing Business at CeleraPro    
We hope that each of you had a great 
Thanksgiving.  As we move into December with 
Christmas on the horizon, we need to be thankful 
for our staff, the work environment that is 
starting to return to normal, and a committed 
leadership team focused on what is best for our 
employees. We want each of the staff to feel like 
they continue to be part of the family at 
CeleraPro. While we cannot promise or solve 
everything, our focus is always on providing the 
best we can for our family. There has been a lot 
of staffing changes at GSA, which is not 
surprising as the new fiscal year started in 
September when the government tends to look 
for new employees. NASA is getting back to 
normal operations and has to deal with several 
facilities under construction or changing. We will 
stay on top of that.    
It is the time of year where CeleraPro will be 
looking into different options for your healthcare 
and possible 401K programs. We will be 
reaching out with different options during early 
2023. Make sure to review these options in depth 
to know what you want to sign up for during that 
time. In addition, just a reminder that CeleraPro 
puts a certain amount of funds away for 
healthcare and 401K for each employee. You 
only pay the difference between the funds 
CeleraPro provides and the program you select. 
We will let you know further when the process 
starts.  
GSA begins its fourth option year in January and 
will be competing to win the follow-on. Your 
daily “above-and-beyond” attitude toward 
customer support is an essential ingredient to 
winning. It is important for staff to continually 
seek ways to improve efficiency, quality, or 
timeliness in meeting direct customer needs and 
building relationships.  
GSA and NASA SOP Updates  
We are most impactful when we stay a step ahead 
of the client. CeleraPro’s Standard Operating 
Procedures (SOPs) provide effective guidance 

and support for each position. This becomes 
particularly important when we move staff 
around or hire new staff. It is also a good way to 
document new ideas for efficiencies, cost 
savings, and quality improvement. If your idea is 
very impressive, we may describe it here so that 
others can make use of it and reward you for your 
ingenuity. It is important to keep these SOPs 
updated the specific tasks that you provide. 
As we exit the COVID-19 pandemic, GSA and 
NASA are trying to figure out the best means for 
success. While we continue to be focused on new 
opportunities, we need to stay focused on the 
guidance from Chuck and Jamika at GSA, and 
CASS-II PM Keith at NASA. All have been 
working closely with the customer to make our 
support most effective across the staff.  
We operate as a team and thank all of you for 
supporting that philosophy. The CeleraPro 
leadership team will continue to be supportive of 
ongoing changes and continues to be very 
agreeable to giving new opportunities with 
internal promotions, coverage for illnesses or 
injuries, and when hiring new staff. We are 
interviewing and moving staff to new 
opportunities as quickly as possible.  

Christmas Celebration Luncheons 
We have notified each of you about the upcoming 
XMAS/Team Meeting dates of 12/12 for GSA 
and 12/15 for NASA. These are required 
meetings and despite customer needs or other 
commitments, you should make every effort to 
attend. Please inform your customer of this level 
of importance. It happens once a year. Meetings 
will be focused on providing you some insight 
into what is going on with the company, plans for 
the future, and enjoying some time together as a 
team over lunch. The management team looks 
forward to these opportunities to share with you 
and hope that each of you will make a every 
effort to attend. The GSA Luncheon/Meeting 
will be on Monday, December 12th at the 
Matchbox Capitol Hill (521 8th St SE, 
Washington, DC 20003) at 11:30. The menu will 
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be sent in advance and selections are needed by 
the restaurant in early. This is the same restaurant 
as last year. Their service has been great, so we 
are returning. No need to bring a gift for 
exchange this year but presents from CeleraPro 
will be distributed to all attendees (must be 
present for present).   
The NASA Luncheon/Meeting with be on 
Thursday, December 15th at 11:30am at the 
Bravo Italian Restaurant on 401 Bridge Street 
NW, Huntsville. This is the same location as last 
year as well. Lunch will be family style. No need 
to bring a gift for exchange this year but presents 
from CeleraPro will be distributed to all 
attendees (must be present for present).  These 
are scheduled meetings and attendance is 
expected by all staff members at the two different 
locations. Dr Perini and Chuck will be at both 
events and they will be joined by Keith at the 
luncheon in Huntsville for the NASA team.  We 
look forward to seeing you. 

Focus on Customer Needs  
As we mention every month, CeleraPro depends 
on its staff to follow the guidance and 
expectations of the GSA and NASA government 
leadership as they try to integrate back to an 
environment of normal operations at the sites. 
You are the front-line representing the company, 
and your professionalism is what the customer 
sees each day. For 95% of the staff, you are doing 
an outstanding job and we thank you for your 
expertise in satisfying customer needs.   
Guidance from the government currently states 
that all GSA and NASA staff, including 
contractors, are required to report to work on-site 
through an agreed upon coordination with each 
Government Technical Manager (GTM). 
Specific direction has been provided by GSA and 
by NASA to staff which includes the COR 
supporting all agreed upon schedules directed by 
the GTMs. Please do not complain about the 
return to work, especially to the government 
points of contact.  

 

Vacation Usage Direction   
We are now in December. It is critical that GSA 
staff review their vacation totals. For contractual 
reasons, we must continue to remind you and 
make sure everyone is aware of their vacation 
usage schedule and sick leave balance. CeleraPro 
guidance states that all staff need to use their 
vacation hours during the 12-month cycle at GSA 
(Jan-Dec) and NASA (Aug-Jul) in which 
vacation is accrued. The sick policy of 56 hours 
will work to the same schedule, but there is no 
carryover of sick leave hours whether you use 
them or not.  
For GSA, this is the time of the year where 
everyone needs to use all their vacation 
hours. ALL. You do not want to be at the end of 
the calendar year and be directed that you need to 
take vacation. Again, the GSA contract is on a 
Jan-Dec schedule for sick leave and vacation. 
There is no carryover of hours into 2023. Make 
sure to use your vacation hours immediately.  
The NASA team is on an Aug-Jul schedule for 
sick leave and vacation. Your vacation is there to 
be used as it accrues, not to wait until the end of 
the 12-month cycle. Plan and take advantage of 
it as soon as possible.  
All employees can check their balances within 
Paychex on their personal pages.  Take advantage 
of this.  If you have questions, reach out to 
Michelle atosha@celerapro.com or to your PM.  
Finally, it is important to understand that you 
cannot go in the hole (GITH) with vacation 
unless preapproved by your program manager. 
There are always unique situations for requests 
for advanced vacation. Each of those will be 
handled on a case-by-case situation and must 
have the approval of your PM and back-office 
management. To get approval for GITH, you 
must present a plan for fully accruing the hours 
taken (max GITH is 40) in the next six months.   

Backup Support    
Reminder that our contract guidance from both 
GSA and NASA is to provide back-up support 
when other staff are out of the office. This has not 

mailto:atosha@celerapro.com
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changed since the beginning of our initial 
contracts, nor is it a request. All staff need to be 
ready to provide back-up support upon request 
from our PMs or other leadership.  If your 
customer does not want you providing backup to 
another position or positions, we need to get that 
guidance in a formal request from the GTM to the 
COR. If the COR approves that request, it will 
also mean no support will be provided to your 
manager when you are out of the office for 
vacation or sick leave.  

Successful Staffing at GSA and NASA   
CeleraPro is highly effective in having processes 
in place when we need to bring new staff into 
Celerapro, as well as providing opportunities for 
advancement. This is just a reminder that your 
program leadership works hard to provide 
opportunities and effective replacement of staff 
when necessary. The Celerapro management 
team includes company leadership, back-office 
support, and leadership from the program 
managers (PMs) that all play a key role in 
successfully meeting customer need for rapid 
contractor replacements. Our PMs, Chuck (with 
support from Jamika) and Keith have been 
effective in making this happen as smoothly as 
possible. The management team at Celerapro 
takes great pride in having processes that quickly 
and effectively find the candidates, identify the 
immediate need, proactively move candidates 
through the clearance process. It is extremely 
important that we continue to cover our 
transitional periods with ongoing staff movement 
to ensure continued coverage of your previous 
position until a replacement staff is in place.   

Staff Performance Feedback   
We continue to get positive comments and 
feedback for our staff from NASA and GSA 
leadership. CeleraPro will be reaching out 
through the COR to get performance feedback on 
staff at GSA over the next couple of months.  If 
there are special situations where the customer 
has provided feedback or a thank you, please let 
us know. Feedback or coordination of each staff 
member’s performance will occur during the first 

quarter of 2023. NASA will begin to collect 
information from the managers over the next few 
months with performance reviews being worked 
at the beginning of the new year.   
Please be aware of the performance request and 
act proactively to gain an extra positive impact 
with your management. In the past, we have been 
pleased with the results. We enjoy getting that 
information and want to make sure everyone is 
focused on that feedback. If there is any special 
feedback, guidance, or performance assessment 
(positive or negative) from your government 
leadership sent exclusively to you, we need to get 
that information and share it. Congratulations on 
a job well done from all of us in the CeleraPro’s 
leadership team!   

Employee Spotlight     
This month we would like to introduce you to one 
of our staff at GSA, Marlo Thomas.  Marlo is a 

Government Contractor 
by day and a Braider 
my night.  She works 
with the Potomac 
Leasing Team where 
she supports Building 
Managers and Program 
Analysts.  She manages 
the service ticket 
mailbox for State and 
RWA along with a list 

of other duties. She has been Contracting at GSA 
for 16 years. 

Marlo was born and raised in Northwest 
Washington DC where she attended DC Public 
Schools.  Marlo and her family moved around a 
lot, so she attended a different school every year 
starting her seventh-grade school year.  She 
graduated from Cardozo High School in 1992 
and went on to Cosmetology School. She was a 
Full Time Hairstylist until 2006.   

She has two kids, two girls 33 and 28.  She also 
had a son (deceased 2012). She has four 
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grandchildren - 2 girls (12 and 2) and two boys 
(4 and 5 months) that she adores and just cannot 
get enough.  During the pandemic, Marlo became 
a Martin on November 7, 2020, when she 
married her best friend Truman Martin Jr. She 
then welcomed in five bonus daughters 30, 30, 
22, 20 and 18. She finally got the big family she 
always wanted. 

After a long day at GSA, Marlo enjoys braiding 
hair after cooking dinner for her family. She and 
her family also cater on the weekends (Tru Man 
Catering). In her spare time, which is rare, she 
enjoys traveling, line dancing and reading a good 
gut-laughter book. If you have any suggestions 
of a good read, send it her way. 

CeleraPro.com Update  
A new version of CeleraPro’s website will be 
launched in mid-November. It will look the 
same, but it loads faster because the pages are 
rendered differently, and it resides on a new 
hosting platform. Kudos to our web master 
Patrick Rittenhouse! A key feature of the upgrade 
is that company private and proprietary 
information is password protected. Everyone will 
have the same ID (CeleraProEmployee) and the 
same password which will be provided 
separately. The portal login spot is at the bottom 
of the main page.  Once you are logged into the 
employee resources portal, you will have access 
to the breakroom where legal notices are posted, 
the old versions of the monthly memorandum, 
and benefits information for SCA and non-SCA 
staff as well as link to the employee 
handbook.  Please let us know if you have any 
questions!  

New: Internal Personal Achievements  
This is an important section that we have added 
to the Monthly Memorandum.  It is focused on 
special accomplishments about each of you 
currently or in the past. This is not strictly 
focused on your work. We would like staff to 
submit those special events, commitments, or 
involvement that impacts others.  This gives us 

the opportunity to talk about them and show pride 
on what we individually accomplish.  This 
section is focused on you both individual 
personal accomplishments.  We want to take 
advantage of the unique skills and talents many 
of our staff have and what they are committed to 
in the life. This is an important part of your 
legacy and the pride of CeleraPro.  Please 
provide your thoughts, ideas, and especially your 
personal journeys to share. You can send a write-
up and a picture if appropriate to 
chuck@celerapro.com for consideration.   

Shameless Self-Promotion Section - Dr. 
Perini would like to remind you that if you are 
looking for a Christmas present for a friend or 
relative, go to Amazon.com and search for 
“books by Remo Perini.”  His book of poetry, 
“Evens & Beginnings, A Collection of Odds and 
Ends” has been awarded over a dozen 5 and 4 star 

reviews including 
comments such as, 
“Spellbinding and 

thought-provoking”, 
“Mesmerizing verses 
will strike a chord in 
your heart”, 
“Emotionally resonant, 
profoundly thoughtful, 
contemplative, well-
written, well-conceived 

poems.” and “A heartwarming work of love that 
is infused with varying emotions and keen 
observation of what 
makes us human 
through our affective 
expressions. If a good 
laugh or two, or one 
hundred is more up your 
alley, Dr. Perini’s book 
of humor, “HA! 
(Humanity’s 
Absurdities) has also 
been highly reviewed 

mailto:chuck@celerapro.com
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with comments including, “A comedy 
masterpiece,” “One of the funniest books I have 
ever read,” “As wacky as it is observant, as 
nonsensical as it is grounded, and as outlandish 
as it is witty,” and “An ideal gift for any occasion 
that will surely arouse any reader’s wild 
imagination.”  

The next few pages of this newsletter contain 
excerpts from the both “Evens and Beginnigs,” 
and “HA! (Humanity’s Absurdities):” 
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HA! Introduction 
The History of Humor and 
Meaning of HA! 

umor vs. Laughter: Humor and Laughter 
are distinctly different. While a stand-up 
comedian may use humor to elicit 
laughter, siblings or close friends can 

spend an evening laughing just from the joy of an 
evening together. One person’s humor may affect 
another person very differently. For instance, 
putting your hands in front of your face, then 
saying, peek-a-boo while taking your hands away, 
can make an infant squeal with laughter. While this 
might be considered a form of humor, most adults 
would find this behavior imbecilic, especially if it 
were repeated several dozen times by someone 
hoping for a positive response. One person’s humor 
may be another person’s weak attempt at humor. 
Furthermore, someone’s susceptibility to an actual 
laugh depends on mood. For instance, this book 
would generate more laughter in a reader after 3.5 
glasses of wine or four pints of a good stout, but so 
would reading the telephone book, especially the Y 
section (e.g., “Yoblonski—tee-hee”).   

It is common for the works of writers and artists to 
find unexpected importance in a venue other than 
their intended one. The Eiffel Tower in Paris was 
originally intended as a way of storing scrap iron 
until needed. The Mona Lisa was originally a sketch 
for a box of cereal called Lisa Loops, and the United 
States Senate was originally intended to be a 
functioning body that represented the people of 
the U.S. Interestingly, both the Eiffel Tower and 
many US senators are also recognized as Paris-
sites.   

The laughter-language team (a.k.a. the laugh-staff) 
at the Snickers Institute for Laughter, Learning and 
Inflection (SILLI), analyzed thousands of hours of In 
the Wild Recordings (bars, nightclubs, restaurants, 

 
1 Deep and baneful consideration of one’s temple or the temple 
of others 

safaris). SILLI has published findings in the latest 
edition of Smile and Ha, the widely recognized 
periodical for ridiculous research.  

With an introduction by Hugo Haway, who in the 
world of great humor is often recognized as 
“nobody in particular,” we start with some history. 
Haway remarks how the recorded history of 
laughter marked its beginnings in the Paleolithic 
period (starting roughly 2.5 million years ago) with 
cave drawings of one hominid bonking another on 
the head with a large rock (tee-hee).  

The sarcasm found in the 
Egyptian hieroglyphics 
matures through the ages 
of the Pharaohs starting 
with simple references to 
poop (giggle). The figure at right translates to, “My 
wife stepped in poop (while running) and a bluebird 
spoke.” The sarcastic humor here is that stepping in 
poop was very common, but a talking bluebird was 
extremely rare. Later Egyptian humor has the couple 
meeting for a date at the corner but since there were 
no roads, and correspondingly no corners, the date 
had to be called off. Note that a full laugh in ancient 
Egypt was the utterance of the syllable, Ha, followed 
by the person grabbing the Pharaoh’s nose. It was 
not until Roman times that the second Ha was added 
to form the distinctive Ha-Ha one sees scattered 
through Old Testament biblical texts. 

With each passing chuckle, the meaning of HA 
continues to evolve as exemplified by examination 
of examples and confirmed by careful confirmation. 
In years past, a snide comment might have been 
met with a gasp or shriek, but today, with the 
extended reach of HA to include retorts such as 
“heh-heh-heh,” and “oh really?” our lives and all of 
society have greater control over even the most 
venomous species of butterfly with discerning and 
templicative1 thastorlipply.2  

2 Well researched historical portrayal of an ancient event to 
emphasize a modern statement 

H 
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About the Authors 
s you may have 
already guessed Co-
authors Charlemagne 

Tweebs Fattenborough, and 
Sir Francis Tweebs Bacon IV 
are sock puppets who, in their 
pre-puppet years, lived 
humble lives as ordinary 
socks. It is also abstruse to 
note, though not at all obtuse, 
that the Tweebs were not in any way a matching 
pair. The elder Tweebs, Charlemagne, is a black 
dress sock made of 50% polyester and 50% cotton. 
The “Gold Toe” coloring means his lineage is 
aristocratic. The younger Tweebs, Sir Francis, is a 
white, 100% cotton athletic sock that has seen 
some wear.” Charlemagne is a left sock and Sir 
Francis a right sock but their color and left versus 
right do not imply any racial or political agenda. 
While both socks fully understand the complexities 
of the issue, both Tweebs align with most of their 
sock drawer brethren in their unequivocal belief in 
their right to shoes. Lest we depart this socular3 
segment without answering the many questions on 
the readers mind: Q1) How does a sock get 
promoted from footular4 adornment to drivel-
puppet? A1) The process is clearly ambiguous and 
certainly vague with normative details embellished 
on the non-aforementioned packaging. Q2) What is 
the difference between socks and sox? A2) The 
former has two more letters while the latter contains 
the exciting letter x to make the word stand out in a 
dimly lit room.    

Speaking of dimly lit, the author, Remo Perini (it/is), 
requested the inclusion of the following attributes 
here: 

A. He is chivalrous and often gallant but never 
both simultaneously. 

 
3 Pertaining to socks. 
4 Pertaining to the foot. 

B. He is sensitive and expresses tender 
perceptions through poetry and art if he does 
not have access to signal flags. 

C. In terms of inner strength, his epiglottis can lift 
three times its weight while yodeling.  

D. It should become obvious to the reader that the 
author (herein referred to as “The Author”) 
enjoys using words he does not fully 
understand to make his writing seem more 
transportation. 

E. Reserved. 
F. He is a child at heart and needs to wear a bib 

while eating soup. 
G. He is highly opinionated while being 

completely open-minded. 
H. He is convinced of the dogmatic, firmly held 

ideal that opinions are nothing more than 
personal views. 

I. He always invokes poetic license… (see 
Appendix B, Afterword / Backword for details).  

J. Most of his closest friends are fictional.5 

To better understand this work, it is unimportant to 
note that words are fully formulaic entities whose 
meaning can be manipulated with the shrewd use 
of “letters,” such as “S.” As such, the reader may 
ask, what is the essence of this work? To answer 
this, the author would refer the reader to Hegel, 
who defined essence as the division between 
objective and subjective logic, and to Kant, who 
defined essence as the most important aspect of a 
thing; its elusive, unattainable significance, which is 
hidden from perception. Thus, while time may be of 
the essence, drivel tends to be a (subjective) notion 
that comes into being (objective) through the act of 
the reader reading a work of unattainable 
significance whose purpose is hidden from 
perception.  

Remo’s life dream has always been to be 
ambiguous (Am ‘big u us) but he will be willing to 
settle for just plain biguous6 or tribiguous7 if 
ambiguous is not readily available.  

5 This line is a nod to comic genius, Woody Allen, who used a 
similar statement in his movie, The Purple Rose of Cairo 
6 Ambiguous but with only one possible, though vague choice. 
7 Ambiguous between three choices. 

A 
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Recurring Content       
These reminder messages are provided for new 
staff and as a reference for all staff members.  
Any changes will be provided and will appear in 
blue text.      

Vacation Policy Change   
The Service Contract Act (SCA) does not require 
companies to provide any vacation to staff until 
after their first year of employment. CeleraPro 
has taken an additional step by allowing staff to 
accrue and use vacation immediately. Over the 
last few months, we have had several employees 
abusing this policy, resigning from their position 
after a few months, with CeleraPro paying out the 
maximum twenty-four (24) hours of 
vacation.  We are immediately instituting the 
requirement that employees work for at least six 
(6) months prior to a termination that is either 
their choice or for performance to get a vacation 
pay-out.   
If the position gets terminated by the 
Government or if the termination is outside the 
employee’s control, then the supervisor or 
manager can override this policy. Similarly for 
an employee that has been with CeleraPro for less 
than a year (but more than six months) can 
receive vacation payout negotiated with the 
leadership team at the time. No vacation is paid 
out unless a minimum of two-week’s notice is 
given prior to the last date of employment. 
Reminder that any plan to terminate is given first 
to your CeleraPro supervisor or manager, not to 
the customer. CeleraPro is responsible for 
informing the customer. This policy is a subset of 
never discussing company business with the 
customer, and your plan to resign is company 
business. Any changes to company policy will be 
added to the handbooks and be available for 
review with online updates available through 
CeleraPro.com and always announced in the 
Monthly Memorandum and at staff meeting.  

CeleraPro Handbooks   
When changes are made to CeleraPro handbooks 
for Exempt and Non-Exempt staff, these updates 

will either be distributed to the staff or if the 
updates are minor, notification will be provided 
that the update can be found on the CeleraPro 
website. We are in the process of updating some 
key areas within the handbooks.  Remember that 
the handbook is a reference, but final direction or 
decisions comes from CeleraPro management. 
Everyone is required to review these documents 
and provide signed agreement for major changes. 
Please make the effort to review these handbooks 
as they provide a lot of information and guidance 
concerning CeleraPro policies and benefits. 
Keith, at NASA, or Jamika, at GSA, will be your 
points of contact. New information and guidance 
will be included for your review when updated.  
Expect continuing changes to the handbooks 
over the next year.  If there is a discrepancy 
between the handbook and the “blue pages” 
listed here, the handbook takes precedence unless 
otherwise noted (note: the aforementioned 
vacation policy change takes precedence over the 
handbook until the handbooks are updated).   

Health Insurance/Benefits   
CeleraPro continues to actively update our 
Benefits Package through United Healthcare 
(UHC) and Guardian. This is important for your 
personal/family health care over the next year. 
We have moved to a combination of United 
Healthcare (UHC) and Guardian to provide 
better options for a better price. As a reminder, 
we have also added to the benefits for the staff 
including CeleraPro paying premiums for Short-
Term Disability (STD) insurance which also 
increased from $25,000 to $50,000, and AD&D 
insurance which increased from $25,000 to 
$50,000. CeleraPro also added more options on 
your health insurance with UHC. We are 
working with Business Benefits Group (BBG) to 
access medical coverage benefits and will 
continually look for improvement during 
2023.        

Kudo Collection Process     
We want to continue to remind you of the 
importance of the kudos many of you get from 
your customers. It is important for CeleraPro 



 

 

CeleraPro          1712 Clubhouse Road, Suite 124 Reston VA 20190           202-844-2500         www.celerapro.com 

December2022 

Monthly 
Memorandum 

staff to keep track of kudos (a.k.a. 
commendations, awards, and “attaboys”) to 
demonstrate the excellence with which we 
conduct our work. CeleraPro leadership needs to 
be aware of special work, compliments for 
personal efforts, and formal congratulations for 
your support. We will be sharing this information 
with the different CORs. We recently introduced 
the Kudo Collection Process (KCP) and have 
received several instances of kudos given to the 
staff in the last month. If your customer or other 
source makes the effort to thank you for your 
efforts, let us know.    

New Opportunities   
Hopefully, we will begin to get further feedback 
on potential new opportunities soon. The 
CeleraPro management team continues to track 
and identify new opportunities. There is high 
potential on our winning several of these 
opportunities. As a reminder, here are the new 
opportunities we are tracking:     
• GSA Multiple Award Schedule (MAS) 
proposal – submitted, awaiting award)   
• National Institute of Health (NIH) IDIQ bid 
called CIO-SP4 (submitted, awaiting award)   
• Teaming with a SB HUBZone prime on 
GSA Polaris (awaiting final RFP)   

Payroll Adjustment  
This is formal notification that the GSA staff will 
be receiving a salary adjustment per direction 
from our GSA Contracting Officer, in response 
to wage and H&W increases by the Department 
of Labor (DOL) starting with the next 
paycheck.  The rate change can be found in your 
Paychex account where specific hourly rates are 
annotated. The rate change may only be minimal 
for some pay grades. Please review your Paychex 
file to get more information. It may not 
immediately show up in the account but will be 
accounted for in the paycheck. In addition, the 
H&W rate of $4.23 per hour to pay for healthcare 
and 401K account has been increased to $4.41 for 
the GSA contract.  No additional changes at this 
time for the NASA contract which has already 
seen its H&W increase.  

Paychex Payroll Operations    
Pay attention to your timecard and you are your 
entries daily.  This is a requirement.  Paychex is 
our automated payroll processing application. 
Most important to this process – timecards must 
be filled out daily and submitted.  Each Friday, 
the online timecards should be submitted and 
approved (by the staff member). This is the same 
process every week. If you need to take vacation 
or sick leave, you need to request the time 
through the Paychex system, notify the 
government management, and coordinate with 
the PM at NASA or GSA. Do not forget the daily 
entry of data!    

CeleraPro Staff Opportunities    
CeleraPro is aggressively pursuing growth 
opportunities and expects to expand in staff in 
2023. We have several proposals submitted for 
work in different areas of the country and have 
candidates in the process locally to help cover 
future tasking. We will try to keep you aware of 
opportunities in all regions where CeleraPro has 
a presence. CeleraPro continues to review staff 
performance and identify staff that demonstrate 
high quality performance for internal promotion. 
We will keep you aware of the changes and 
guidance from the customer. CeleraPro’s 
leadership team is proud of your performance 
and appreciates everyone’s support. We also 
thank you for the professionalism provided to 
each of our valued government clients.      

Medical Coverage    
Business Benefits Group (BBG) is the company 
that handles our medical, vision, dental, and 
employee insurance accounts. Remember, we 
have moved to a combination of United 
Healthcare and Guardian for our benefits.  
Special note – CeleraPro will be working with 
BBG to access our healthcare opportunities 
for 2023 and will coordinate those with the 
staff later this year or early 2023.  If these 
benefit premiums exceed the H&W funds (for 
SCA) or the monthly allowance (for Exempts), 
the remaining premium is paid through employee 
payroll deduction.   If you have any questions, 
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you can reach BBG at (703) 385-7200. Ask for 
Walter, our Primary POC.   

On-site Work and Vaccination Status   
New guidance has been provided on what is 
expected whether or not you have been 
vaccinated. Follow the directions of the 
government health guidance at each facility 
within NASA and GSA. Make sure that you are 
aware of the guidance and be prepared to operate 
onsite under that guidance. There have been 
flare-ups in COVID at both GSA and NASA and 
the government is reacting to each situation. 
Keith at NASA, and Jamika at GSA, are the 
points of contact for reporting status. We will be 
reviewing the guidance in the future as we 
respond to government guidance and 
recommendations.    

Telework          
The CeleraPro Telework from home Policy for 
the staff is continues to be modified as the 
agreements and direction for back to work occur.  
It is important you are available during the 
workday whether you are working at the office or 
home.  Also, it is important to note that Remote 
Work is approved for staff (for both GSA and 
NASA contracts) to work at home, not from a 
location other than home. This means that 
Telework / Remote work cannot be performed 
periodically during a vacation or trip.     
• Telework is an exception and is not 
approved without a substantive reason 
(e.g., sick child)   
• Telework must be approved by your 
client     
• Telework is permitted during inclement 
weather following customer closure 
guidelines   This is allowed only if the 
employee has a laptop and can 
work remotely     
• If approved, telework is permitted one day at 
a time with PM and COR approval in 
advance        
• Staff that do not report to work at the 
customer site and attempt to use unapproved 

telework will be charged vacation time and 
may receive a verbal warning.   

Paid Family Leave (DC Only)    
Specific to DC staff, Paid Family Leave is now 
officially being provided making Paid Family 
Leave (PFL) available to employees working in 
DC.  Paid Family Leave is a benefit program 
initiated for staff through the DC 
Office of Employment Services (DOES) for DC 
to care for their family in time of need. For more 
information concerning the family leave policy, 
review online at on https://does.dc.gov/page/dc-
paid-family-leave.     

LWOP Guidance          
This is the ongoing reminder that LWOP is only 
available through prior approval from Chuck or 
Jamika (for GSA), and by Keith (for NSA). If 
you use LWOP, you may need to pay a portion of 
the health plan premium out of pocket to make up 
for the lost wages.  LWOP can only be used after 
sick leave and vacation options have been 
exhausted.    

If You Are Moving          
If you are moving or planning a 
move, CeleraPro needs to know when and where. 
We have a standing requirement for a percentage 
of staff to live within a HUBZone. Due to this 
requirement, you must inform us of your 
new address 60 days in advance of a move.  The 
Small Business Administration has updated its 
policies regarding HUBZone residence as of 
January 2020. The new rule is that if the 
employee has lived in a HUBZone for six months 
prior to joining CeleraPro, and if they reside in a 
HUBZone for six months after being hired, the 
employee can thereafter be considered as 
a permanent HUBZone member if they are 
employed by CeleraPro.        

Private Company Information        
Remember we need to be smart and keep 
internal CeleraPro information away from the 
workplace. Speaking to anyone negatively 
about CeleraPro, its policies, or about other 
company staff members should not occur at any 
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time, especially within the workplace. We are a 
team and expect everyone to be proactive and 
mutually supportive of team efforts.  If you have 
any issues or concerns, please address them 
to Chuck and Jamika (for GSA staff) or Keith and 
Chuck (for NASA staff).   

Primary/Back-up Matrix          
CeleraPro maintains a matrix of fill-in roles 
based on customer needs.  Per our GSA and 
NASA contracts, fill-ins CAN NOT be 
government or other non-CeleraPro contractor 
unless approved by the COR and PM.    
All staff are required to help support operational 
needs in other offices, if directed to do so by the 
PM. Our approach is to provide fill-in coverage 
only one day at a time. Our approach is consistent 
with the agreements with the contract the GSA 
and NASA CORs.  CeleraPro needs to provide all 
customers with the best coverage possible.      

Thank You    
CeleraPro is more than just a business name. It is 
a collection of outstanding individuals who 
provide outstanding support to each of their 
clients. If you have ideas for the Monthly 
Memorandum or would like to be in the 
Employee Spotlight in an upcoming edition, 
contact Chuck Steele or your PM at GSA or 
NASA.    
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