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e Flexible Spending Accounts (FSA)



Agenda

e Federal Employees Retirement System (FERS)
e Military Out-Processing

e Military Buy Back Post 1956
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e Electronic Official Personnel Folders (e-OPF)
e Occupational Injury (OWCP)

e Employee Assistance Program (EAP)

e EEO/Sexual Harassment Policy

e Physical Fitness Program IMD-2

e Mass Transit

e Public Service Loan Forgiveness

e Beneficiary Forms

e Your Rights as a Federal Employee



Type of Appointments

Temporary Appointment (Tenure 0)-
Is a non-permanent employment, hired to fill due to a increased

workload or as additional funds are available for hiring for a short
period of time.

Indefinite Appointment (Tenure 3) -

A temporary in nature that will normally last more than one year.
Benefits are the same as a permanent employee. Indefinite
employees may be separated after a 30-day written notice
memorandum issued by the HRO.

Permanent Appointment (Tenure 2/1) -

Federal Employee that must serve a one-year trial period.
Employee may be removed during this trial period if performance
and/or conduct do not meet expected standards.



Service Computation Date (SCD)

« A date, either actual or constructed, that is used to determine
benefits and is generally based on how long the person has been in
the Federal Service

« The SCD-Leave is used to determine the rate at which an employee
accrues annual leave

« All Title 10 time counts toward your SCD. You will need a DD 214
for each period of Title 10 time to ensure your SCD is calculated
accurately.



Pay, Deductions, & Leave

Contral Your Pay
writh My Pay!

sLeave and Earnings Statement (LES) - Available to each employee
every pay period. Your LES will show current year-to-date earnings and
deductions, TSP contributions, and leave balances.

*You may view your LES via MyPay website at

« Army: Paid 2" Thursday after end of the pay period.

» Air: Paid 1st Friday after the end of the pay period.

* Direct Deposit only (SF1199)

« Federal holidays are paid days off for all employees.



Pay, Deductions, & Leave Continued...

ANNUAL LEAVE:

As a Federal Employee, you are eligible for authorized absences from
work without loss of pay for vacations, maternity/paternity and other
emergency or personal situations. Except in emergencies, you must
obtain your supervisor's advanced approval so your leave time and work

responsibilities are coordinated. Employees accrue annual leave as
follows:

Federal Employee based off of a 80 hour work schedule:

Years of Service: Annual Leave Per Pay Period:
Less than 3 years 4 hours
3 years but less than 15 years 6 hours
15 years or more 8 hours

An employee may not carry over more than 240 hours of

annual leave to the next leave year. Hours above 240 will

be forfeited. Employees are required to schedule and are
expected to utilize any leave over 240 hours.



Pay, Deductions, & Leave Continued...

SICK LEAVE: Sick leave accrual is four hours per pay
period and there are no limitations on how much sick leave
can be accrued.

*Sick leave may be used for medical, dental or optical
examinations or treatment, pregnancy or childbirth.

MILITARY LEAVE (15-Day/120 hours): Military leave is
authorized for permanent and indefinite employees. Eligible
employees are authorized 120 hours of Military Leave each
fiscal year for the purpose of active duty, active duty for
training, and may be used for a RUTA, SUTA, or BUTA.
*Balance of Military Leave cannot exceed 240 hours.

LEAVE WITHOUT PAY (LWOP): Based upon your written
request, you may, at the discretion of the supervisor, be
granted approved absence

from duty without pay.

DISABLED VETERAN LEAVE: 104 hours in first 12 months of employment.
Available to any NEW Federal Employee who is a veteran with a service-
connected disability rated at 30% or more for purposes of undergoing medical
treatment for the disability. **VA documentation required




Pay, Deductions, & Leave Continued...

COMPENSATORY TIME (Title 32 Dual Status Techs):

The amount of time off given is equal to the time you spent outside
your normal duty hours or irregularly scheduled work.

- In order to be compensated, you must receive your supervisor's
approval before performing such work.

- Compensatory time must be used within 26 pay periods from the
pay period in which it was earned or the time will be forfeited.

NOTE: Comp time is input in ATAAPS via the "Premium Request” link

COMPENSATORY TIME (Title 5):

-Can be requested in lieu of OVERTIME

-The amount of time off given is equal to the time you spent outside
your normal duty hours or irregularly scheduled work.

- In order to be compensated, you must receive your supervisor's
approval before performing such work.

- Compensatory time must be used within 26 pay periods from the
pay period in which it was earned or the time may be forfeited or
payed out as OVERTIME.

Note: Recommend Comp Time used before Annual Leave.



Pay, Deductions, & Leave Continued...

OVERTIME (Title 5):

-In order to be compensated, your supervisor must request/authorize

overtime work in advance.

-Overtime is paid out 1.5 hours of pay for every hour worked.
-NOTE: Exceptions will apply.
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ATAAPS

Reminder for all Air Force Employees — Be sure supervisor builds
ATAAPS profile in order for you to get PAID

ATAAPS Menu Notifications &

Timekeeping Administration Accounting Wtilities

Labor Certification Job Order Inquiries

Labor/Leave Review Personnel Management Op Code Defaults/Favorites Maintenance
Timekeeper Review Roster Management Work Center Change UIC - FL41

Default Labor Team Management Reports

Leave Request Employee Reopen Change Password

Premium Request Database

Fa i I LI I‘e tO d 0 SO e Most frequently used codes:

RG: Regular time (GS) LM: Military Leave

No PAY RF: Regular time (WG) KG: Military LWOP

LA: Annual Leave KA: LWOP

LS: Sick Leave

Follow up with Timekeeper for
Questions

ARMY: https://ataaps.csd.disa.mil/index5.htm?d
AIR FORCE: https://af.ataaps.csd.disa.mil/ataaps




Standards of Conduct

All employees are required to maintain high standards of honesty
and integrity and to conduct business in an ethical manner. You
are required to perform your assigned duties conscientiously and
always conduct yourself in a manner that reflects credit on you
and the National Guard. If your conduct is in violation of any
statute, regulation, or other proper authority, you will be held
accountable. Violation of any standard of conduct may be the
basis for disciplinary action.

Every newly hired Federal Employee is provided a
Standards of Conduct Statement to sign

Employees may also use:
Federal Personnel Manual 735 and DOD Directive 5500.7

12



MILITARY
MEMBERSHIP/UNIFORM

MILITARY MEMBERSHIP (Title 32 Dual Status):

You are required to maintain Military membership for your Federal
Technician position. Failure to maintain Military membership is
grounds for termination for you Federal Technician position.

e

k4

MILITARY UNIFORM:

You are required to wear the
uniform while performing technician
duties. Additionally, compliance
with established grooming, weight
management and physical fithess
requirements is essential. All
customs and courtesies must be
abided by while on Technician
status.

13



TITLE 5 DRESS CODE

Dresscode Policy:

-See HRO Website

-Dress code may be work center specific

-Supervisor discretion applies




Federal Health Benefits: FEHB

Elections are made through the GRB Platform
https:/ /portal.chra.army.mil/abc/

We offer many different plans to meet all your medical needs.

you may visit http:/ /www.opm.gov/insure to research available
plans.

It is your responsibility to research the available plans.

The effective date will be the first day of the next pay period after the
election is made.

Notify your HRO Representative immediately if your FEHB
information is not correct on your Leave and Earnings Statement (LES).




FEHB Time Frame

* Asanew employee, you must make an election within 60
days of your 1% eligibility date or entrance on duty date
unless covered by a spouse/parents health insurance.

* You may make changes outside the 60 day window with a
Qualifying Life Event (QLE) or during the annual Open
Season. **QLE Examples - Marriage, Birth, Divorce,
Deployment

e Open Season begins the 2" Monday in November and runs
through the 2" Monday in December effective on the 15t full
pay period in January
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TRICARE Reserve Select

- Employee must Terminate TRS coverage if eligible for a
(FEHB) Federal Employees Health Benefit plan as defined in
Chapter 89 of Title 5 U.S.C.

To Terminate TRICARE Reserve Select Coverage you will need to contact
your Military Personnel Office or visit the website listed below:

https://www.dmdc.osd.mil/appij/trs/

Or call:
TRS POC AIR: 800-525-0102 ARMY: 1-866-810-9183
Tricare West: 1-844-866-9378

Note 1: TRICARE will retroactively terminate your TRS coverage based on your
FEHB eligibility date you place in the date field on the website
Note 2: Normally, the effective date will be the first day of the next pay period after

the election is made.
Note 3: The HRO Office recommends that an employee coordinate the date of
FEHB eligibility with the cancellation of TRS coverage on the website
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Federal Employees’ Group Life
Insurance (FEGLI) Eligibility

You must be in a position subject to retirement deductions
(FERS, FERS-RAE, FERS-FRAE)

Your work schedule can be part time or full time

You will be automatically enrolled in 5.1’

Basic coverage unless you waive it
through GRB Platform




FEGLI Enrolilment

You may waive or decrease your coverage at any time
Changes are made through the website using the GRB Platform
You must have Basic coverage in order to elect Optional coverage

If previously waived coverage and you experience a Qualifying Life
Event (QLE) —only Marriage, Divorce, Birth/ Adoption & Death of
spouse- afterwards you are able to pick back uE coverage to include
Basic and any additional options. Must be within 31 days before to
60 days after QLE.

You can also enroll during Open Season...not regular...2004 & 2016.

With Open Season you have to wait 1 year for coverage to be
effective.

Notify your HRO Representative immediately if your FEGLI
coverage is not correct on your LES
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FEGLI Time Frame

* You have 60 days from your 1% eligibility date or
entrance on duty date to elect Optional coverage.

If you elect Optional coverage it will be effective the
same day (you must be in pay and duty status).

If you fail to elect Optional coverage during the 60 day
window, you will only be allowed to elect additional
coverage if you have a qualifying life event or during
open season (September 2016)




Basic Life Insurance

* Equal to annual basic pay rounded to the next higher
$1000 plus an additional $2,000

Example:
$51,400 = $52,000 + $2,000 = Amount of Basic $54,000

The Extra Benefit for Basic Life Insurance - is provided to
employees under age 45 at no additional cost. This extra benefit
doubles the amount of Basic life insurance payable if you are age 35
or younger. Beginning on your 36th birthday, the Extra Benefit
decreases 10% each year until at age 45 there is no Extra Benefit.



Optional Life Insurance @
Option A: $10,000

FEGLI Option B
Cost Calculator 7L

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

asic Pay: $51,400 —Multiple 1: $52,000
2: $104,000
3: $156,000
4: $208,000
5: $260,000

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

22




FEGLI Calculator

With this online calculator you can rapidly and conveniently:
eDetermine the face value of various combinations of FEGLI coverage.

eCalculate the premiums for the various combinations of coverage, and
see how choosing different Options can change the amount of life
insurance and the premiumes.

eSee how the life insurance carried into retirement will change over time

Example 1: Employees makes 45,000 a year, under 35 years old, they elect
Basic Coverage, Option A, Option B (5 multiples), Option C (5 Multiples) =
Total coverage of $329,000.00 plus $25,000 spousal coverage and
$12,500 children coverage For a Bi-Weekly Withholding of $12.95.

Remember FEGLI depends on your age (5 year brackets) moving into
Another age bracket moves you to paying premiums for the new bracket

23
https://www.opm.gov/retirement-services/calculators/fegli-calculator/



Thrift Savings Plan (TSP)

Tax deferred retirement savings/investment plan

Provides the opportunity to increase your retirement
income

You must be in a position subject to retirement
deductions (FERS, FERS-RAE, FERS-FRAE)

TSP offers a Traditional TSP (tax deferred) or a Roth TSP
(Not tax deferred) for participants




TSP Enrollment:

You may start, stop or change your
contribution amount at any time through the

GRB Platform
Automatically enrolled in TSP at 5%

Contribution Limit for 2022 is $20,500




TSP offers two approaches to investing your money: L
Funds and Individual Funds

L Funds are “Lifecycle Funds” that are invested
according to a mix of stocks, bonds and Government
securities

L Funds are based on your “time horizon”

Individual Funds are the G, F, C, S and I funds




TSP Fund Allocation

* The default investment for newly enrolled partic

ipants
is in an aée aplpro]griate Lifecycle (L) Fund. IAW IEUinC
Law 113-255, The Smart Savings Act.

You may re-allocate your TSP funds or transfer funds
twice a month. You may make unlimited transfers to the
G fund. There is no Open Season.

To manage your TSP funds you will need to access the
TSP website at http:/ /www.tsp.gov using your TSP
account number or customized user ID and web
password.

“* TSP will mail you your account number and PIN
approximately 7-10 days after they receive the first
contribution to your account.
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TSP Matching

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




Thrift Savings Plan

* You may review the TSP booklet on the TSP website at
http://www.tsp.gov

e Call TSP at 1-877-968-3778 for additional information

{% o RIFT SAVINGS PLAN
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ABC-C Automated Systems

Government & Retirement Benefits
(GRB) Platform

Secured Web based application

https:/ /portal.chra.army.mil/abc/

Available 24 hours a day

Create and process electronic benefit elections

Requires use of Common Access Card (CAC)
authentication

Allows you to print pending benetfits transactions

Employee Benefits Automated Tracking System (EBATS)
allows employees to see summary of current benefits and

any open or closed benefits actions received at ABC-C
30



GRB Platform

ABC-C Portal QuickLinks%  Login

/4
=

Resources EBATS® o ICE
2020 Federal Benefits Open Season Begins in (i)
About Us
Health * Dental/Vision * Flexible Spending Accounts
33 15 27 50
Contact Us Days Hours Minutes Seconds
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You have successfully signed into the GRB Platform.

ESite best viewed with Internet Explorer 11, Edge, or Chrome

iYour current browser: Internet Explorer 11

Security Notice
This system, including all related equipment, netwerks, and network devices (specifically including internet access), are provided only for authorized use

only. This computer system may be monitored for all lawful purposes, including to ensure that its use is authorized, for management of the system, to
facilitate protection against unauthorized access, and to verify security procedures, survivability and operational security. Monitoring includes active

attacks by authorized entities to test or verify the sacurity of this system.

Use of this computer system, authorized or unauthorized, constitutes consent te menitoring of this system. Unauthorized use may subject you to criminal
prosecution. Evidence of unauthorized use collected during monitoring may be used for administrative, criminal or other adverse action. Use of this

system constitutes consent to monitoring for these purposes.

Click Launch

By pressing "Launch”, | acknowledge that | have read and accept the above notice.

To start using the GRB Platform for employee click the "Launch” button.

Once the GRB Platform is open in a new browser you may close this window.

Copyright

2018 Government Retirement S Benefits, Inc. All Rights Reserved.
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Federal Employees Dental and
Vision Insurance Program FEDVIP

Federal Employees Dental and Vision Insurance Program (FEDVIP) is
available to eligible employees and their family members

Stand alone Dental and Vision Insurance--You do not have to enroll in
FEHB to have dental and/or vision insurance

Competitive premiums
Pre-tax payroll deduction
Can enroll in dental, vision, or both

You may apply within 60 days Of% ur entrance on duty date or during the
Open Season (y oincides with FEHB Open Season)

Can have FEDVIP in addition to MetLife/Tricare Dental or other
vision/dental plans

35



FEDVIP

Can choose a plan that benefits you or you and
your family:

*Self Only
*Self & One I_Dental I__%enefits
*Self & Family Diagnostic

Preventative

Emergency Care
Restorative
Oral/Maxillofacial Surgery
Endodontic

Vision Benefits
Diagnostic Services
Preventative Services

Eer\(/;elar Periodontics
: aStSESt Prosthodontics
ontacts Orthodontics

36



FEDVIP

http:/ /www.benefeds.com

Mon-Fri9a.m. -7 p.m. ET
Closed Weekends and Holidays

AT

Telephone: 1-877-888-FEDS (1-877-888-3337)
TTY: 1-877-889-5680

« When enrolling organization is

'™ . .
- going to either be Department of the
— FE Army or Department of the Air Force




Federal Long Term Care Insurance
Program (FLTCIP)

Long term care insurance provides funds if you can no
longer perform everyday tasks for yourself

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

Qualified relatives: Current spouses, Parents, Parents In
law, Stepparents, Adult children (age 18 or older),
Domestic partners

You may apply anytime

This is a program we facilitate but do not manage 38



Insurance Program (FLTCIP)

Want to talk with a Certified Long Term Care Insurance
Consultant?

Tel: 1-800-LTC-FEDS (1-800-582-3337)
TTY: 1-800-843-3557
Mon - Fri 8 a.m. - 8 p.m. EST
Sat 9 a.m. -5 p.m. EST
Closed Sun and Federal holidays

http:/ /www ltcfeds.com

Offered by: John Hancock




Flexible Spending Account (FSA)

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

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

You have 60 days from your 1%t eligibility date or
entrance on duty date to enroll, or you can enroll during
the annual Open Season

You must re-enroll every year

40




Flexible Spending Account (FSA)

**The minimum annual election for all accounts is $100.

**Carryover has been adopted for health care and
limited expense health care FSAs effective with the
2015 Benefit Period. If you are enrolled in one of these
FSAs, you will be able to bring up to $500 of unspent
funds from previous year into the following year. You
can use these funds to reimburse your eligible expenses
incurred. You must re-enroll for the new year Benefit
Period to be eligible for carryover.

HEALTH CARE AND DEPENDENT CARE ACCOUNTS

PUT MORE MONEY IN YOUR POCKET!

41



Flexible Spending
Accounts (FSA)

To receive more information regarding FSAs,
please contact a FSA counselor

Email: fsafeds@adp.com
Telephone: 1-877-FSAFEDS (372-3337)
TTY: 1-800-952-0450

Mon-Fri 9AM-9PM Eastern Time
Closed Weekends and Holidays
http://www.fsafeds.com

This is a program we facilitate but do not manage )



Federal Employee Retirement
System

* If you are a new employee in a covered position, you

will be placed in the Federal Employees Retirement
System (FERS)

Your FERS . FERS - Contribute 0.8%
\. Retirement
. FERS-RAE - Contribute 3.1%

« FERS-FRAE - Contribute 4.4%

5 years = vested in FERS




FERS Retirement

“*FERS is a 3-tiered retirement system
*FERS annuity is the smallest component

“TSP WILL make up the largest portion of your total
retirement

FERS Annuity

Social Security

Thrift Savings Plan

3 years = vested in TSP
Always keep what you 44
contributed



Military Out-Processing

« Absent-US
» Separation-US

« Upon notification that an employee will be entering Active Duty,
whether for a deployment, AGR tour, military school, or other
Active Duty assignments the following procedures will need to be
followed:

1. Supervisor/Employee will notify HRO that he/she has an
employee(s) pending Active Duty Service.

2. Employee will need to schedule an appointment with his/her
HRO representative to cover employees rights and
benefit entitlements **(Out-Processing checklist will be
completed at this time if orders are 30+ days)**

3. Employee will need to bring a copy of his/hers orders to out-
processing appointment

When an Employee does not out-process this could cause disruption in
health insurance, pay, leave, TSP, etc...So ensure you OUT-PROCESS!!! .



Military Buyback

Military buybacks pay into the retirement system for
creditable military service.

2
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FERS Post-56 Military Service

FERS Military Service on/after
01-01-57

Must Pay to Receive Credit for
Retirement Eligibility and Annuity
Computation

Amount of Deposit:
% of basic pay earned + interest.
Interest may vary by date service was performed.
The first 2 years are interest free, at the end of
the 3 year, if not paid in full, interest is charged
retroactively. 47




How Do I Make a Military Deposit?

Contact your HRO representative. Copies of all of your
DD 214s will be required. A request for Estimated
Earnings will be submitted. It takes approx. 45 days to
receive it.

Estimated Earnings will be uploaded into GRB and it
will calculate the deposit amount. We will prepare
documents for you to sign.

Once all documents are completed they will be
submitted to DFAS to establish the Military Service
Deposit Account. Takes approx. 30-45 days.

You will be able to choose whether you would like to
pay through payroll deductions requiring a minimum
of $25.00 per pay period or a lump sum.

Ensure HRO is given a copy of the “Payment in Full”
notice once it is paid.

48



/” . +. Updating Professional
Development

**Ensuring you receive credit for the course that you have attended is
and will remain a important aspect in your career. For documentation
in MyBiz+ and your e-OPF, send all training certificates to:

David Emry: 272-4226 david.e.emry.civ@mail.mil




Electronic-OPF (e-OPF):

« The e-OPF is an electronic version of your Federal
Employee record (similar to iPERMS/vMPF)

* Provides email notification to the employee when a
document is added to the e-OPF

*The e-OPF records are regularly backed up, and provides
disaster recovery to assure continuity of operations in any
Situation

*e-OPF Log on Instructions can be found at the following
link under Benefits/ Services

https://inghro.idaho. qov/hr/SuperwsorsTooIbox/superwsort
0olbox.htm | =
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Workers Compensation (OWCP) :

INJURED AT WORK: If you are injured at work, you must contact your
supervisor immediately. Your supervisor will secure the forms
required to document your injury and submit your claim via ECOMP and
in turn is forwarded to the Injury Compensation Program Administrator
(ICPA) at HRO.

Primary Steps for Employee:

1. Notify supervisor and ask if you need a CA-16 form

2. Get medical treatment - request medical documents be signed or
counter-signed by a medical doctor (MD or PhD)

. File claim on ECOMP

Upload initial medical documents on ECOMP

Notify supervisor if you have temporary work restrictions

. Notify supervisor if you have lost military earnings during COMP

period

Idaho National Guard - ICPA Michael Whittier 208-272-4560 or
Ashlee-208-422-3349 51




Employee Assistance Program
(EAP)

« Confidential Counseling on Personal Issues

« Legal Information, Resources and Consultation

* Financial Information, Resources and Tools

« Information, Referrals and Resources for Work-Life Needs
 Online Information, Tools and Services

» 6 free visits per year
* You will need to get a pre-authorization number to use provider
services

Call: 888.290.4327
TDD: 800.697 .0353

Online: guidanceresources.com

Your company Web ID: GOVEAP 52



EEO/Sexual Harassment
A lawful I t ti Mi i
ny unlawful employment practice DEGCAHIIHS _Igl'_ll'ED&IS

that occurs when an employer fails
or refuses to hire or otherwise F:— S
discriminates against any individual -
with respect to compensation,
terms, conditions, or privileges of
employment because of race, color,

religion, gender, reprisal, national g
origin, age, physicat-or-mentat - R

disability and genetic information =TT saaeaae

(GINA Law). A =

O FEAR ACT: The Notification and Federal

Entlployee Antidiscrimination and
Retaliation Act of 2002 (No FEAR Act)

became effective on October 1, 2003
(CIVILIAN EMPLOYEES)
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Physical Fitness Program IMD-2

» Authorizes not more than one hour of official time per day. Five

days a week per supervisor.
* Not required — Voluntary for all Employees to participate in

» Personnel/Participants must complete a Statement of Understanding and
Liability (IDNG Form 4R, Attachment 1) prior to starting this program.
Title 5 will need a release memo signed by a doctor before they can PT.

« Authorized Activities:
*Aerobic- includes running, walking, swimming, bicycling, treadmills,
stair climbers, and organized aerobics
*Strength/Toning — Includes fithess machines, calisthenics, and weight-
lifting.

« Unauthorized Activities: Include activities involving unrestricted
team competition or physical contact among participants. Ex. Basketball

The IDNG-47 policy can be found on the HRO website
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MASS TRANSIT:
ACHD COMMUTERIDE

» This program is available for all Federal Employees
» Please contact your POC for more information

t*ﬂm?i"
““ACHD ™

A()TH f‘wwn-'msam*

Commiled To Service

POCs for the Army and Air Employees

Zenella Sablan 272-4225 A



Bonuses &
Inceggtives

Acceptance of any Title 32 technician position over 179

days will cause termination of entitlement and eligibility
for all bonuses and incentives.

This does not affect Montgomery GI Bill eligibility or GI
Kicker.

Does not apply to Title 5 employees

*Check with your incentives manager to see how
this affects the incentive you may have received.

Incentives Manger: Laura Matye- 272-3835

laura.k.matye.mil@mail.mil
56



How To Get Your Student Loans Forgiven

Public Service Loan Forgiveness (PSLF)

What is PSLF exactly?

It's a federal program that forgives the remaining balance on
all your direct loans if you meet all the requirements.

Where can I find Additional information
on the PSLF program?

For detailed information- including hoe to monitor your
progress toward qualifying for PSLF- read the PSLF Questions
and Answers document at:

For updates or additional information on federal student aid,
visit:
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Beneficiary Forms — Update at HRO

Keep your designations current. Submit a new form if the address of one
of your beneficiaries change or if your intentions change.
Ex. Change in family status — marriage, divorce, birth, death

* SF 1152 - Designation of Beneficiary, Unpaid Compensation
of Deceased Civilian Employee

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

* SF 2823 - Designation of Beneficiary, Federal Employees'
Group Life Insurance Program

* TSP-3 - Designation of Beneficiary, Thrift Savings Plan (TSP)

58



Your Rights as a Federal Employee

* Review Prohibited Personnel Practices (PPI’) Handout

* What you can do if you believe a PPP has been committed

* File a written complaint with the U.S. Office of Special
Counsel at https://osc.gov/




If you have additional questions please feel free to
contact your HRO Representative &r>

SHRS Employee Relations — John VanHorn 272-3809 W

Michael Whittier (OWCP) A-M 272-4270
Zenella Sablan N -Z 272-4225

(PerformanceManagement/Incentive
Eric Foster (Retirements/Buybacks)

John VanHorn (Retirements) 272-3809
David Emry 272-4226
(Employee Development/Training and Travel/IDPs/PIPs)

HRO Website:
http://inghro.idaho.gov
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This booklet contains highlights of the Federal Employees Retirement
System (FERS). It is not meant to provide a detailed explanation of all
the plan provisions. The information is based on the law in effect at
the time the booklet went to publication.

Under the Balanced Budget Act of 1997, Public Law 105-33 for fiscal
year 1998, employee retirement contributions will increase as follows.
Deductions for the Civil Service Retirement System and the Federal
Employees Retirement System would be increased by 0.25% in January
1999, by an additional 0.15% in January 2000, and by 0.1% more in
January 2001, for a total increase of 0.5%. These higher contribution
rates would be in effect through 2002.

Additional retirement information and all publications of the U.S. Office of
Personnel Management listed in this pamphlet are available on the Internet.

OPM Website — Attp.//www.opm.gov/asd

For sale by the U.S. Government Printing Office
Superintendent of Documents, Mail Stop: SSOP, Washington, DC 20402-9328
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INTrOAUCTION 10—

R etirement. . . a time for reflection, rest, and enjoyment . . . a rewarding time.
But, a rewarding retirement doesn’t just happen. It takes careful planning.
Knowing when you can retire and where you will stand financially are important
parts of that planning process. The financial security you will have in the future
depends, in part, on the plans you make today.

Recognizing the importance of your future, the Federal Government offers a retire-
ment program that helps provide financial security for you and your family. You
are a participant in the Federal Employees Retirement System (FERS). This is
one of the most important benefits you receive as a Federal employee.

FERS is a retirement system that is responsive to the changing times and Federal
work force needs. Many of its features are “portable,” so that if you leave Federal
employment, you may still qualify for the benefits. FERS is flexible; you will be
able to choose what is best for your individual situation. And FERS enables you to
take an active role in securing your future.

This booklet highlights the main features of the Federal Employees Retirement Sys-
tem (FERS).





Overview i ——————

The Federal Employees Retirement Sys-
tem, or FERS, became effective January
1, 1987. Almost all new employees
hired after December 31, 1983, are
automatically covered by FERS. Certain
other Federal employees not covered by
FERS have the option to transfer into
the plan.

The Components

FERS is a three-tiered retirement plan.
The three components are:

v Social Security Benefits
v Basic Benefit Plan

v Thrift Savings Plan

You pay full Social Security taxes and a
small contribution to the Basic Benefit
Plan. In addition, your agency puts an
amount equal to 1% of your basic pay
each pay period into your Thrift Sav-
ings Plan (TSP) account. You are able
to make tax-deferred contributions to
the TSP and a portion is matched by
the Government.

The three components of FERS work
together to give you a strong financial
foundation for your retirement years.





Social Security

Benefits

The first part of your benefit is Social
Security.

What is Social Security?

The term “Social Security” means bene-
fit payments provided to workers and
their dependents who qualify as benefi-
ciaries under the Old-Age Survivors,
and Disability Insurance (OASDI) pro-
grams of the Social Security Act. OASDI
replaces a portion of earnings lost as a
result of retirement, disability, or
death. It is designed to provide benefits
that replace a greater percentage of
earnings for lower-paid workers than
for higher-paid workers. This means
that Social Security benefits are more
important for lower-paid workers than
higher-paid workers.

As an employee with FERS coverage,
you have Social Security coverage. You
also are covered under Social Security’s
Medicare Hospital Insurance program.
This pays a portion of hospital
expenses incurred while you are receiv-
ing Social Security disability benefits or
retirement benefits at age 65 or older.

Social Security Benefits
Social Security programs provide:

v Monthly benefits if you are retired
and have reached at least age 62,
and monthly benefits during your
retirement for your spouse and
dependents if they are eligible;

v Monthly benefits if you become
totally disabled for gainful employ-
ment and benefits for your spouse
and dependents if they are eligible
during your disability;

v Monthly benefits for your eligible
survivors; and

v Alump sum benefit upon your
death.

To become eligible for benefits, you and
your family must meet different sets of
requirements for each type of benefit.
An underlying condition of payment of
most benefits is that you have paid
Social Security taxes for the required
period of time.





The amount of monthly benefits you
receive is based on three fundamental
factors:

v Average earnings upon which you
have paid Social Security taxes,
which are adjusted over the years
for changes in average earnings of
the American work force;

v Family composition (for example,
whether you have a spouse or
dependent child who may be eligi-
ble for benefits); and

v Consumer Price Index (CPI) changes
that occur after you become entitled
to benefits.

Benefits are subject to individual and
family maximums.

Once benefits begin, their continuation
may depend upon your meeting a vari-
ety of conditions. For example, if you
have earnings that exceed specified
amounts while you are under age 70,
your Social Security benefits will be
reduced or stopped. There are special
Social Security rules that may affect
the benefits of Federal employees,
including the Federal Employees Retire-
ment System (FERS) participants. If
you previously had some service that
was covered by the Civil Service Retire-
ment System (CSRS) (or another similar
retirement system for Federal employ-
ees), your Social Security benefits may
be affected by the Windfall Elimination
Provision. If you transferred to FERS
and do not complete 5 years of service
under FERS, any spousal benefit you
are entitled to under Social Security
may be reduced because of the Govern-
ment Pension Offset. If you think either
of these provisions may affect your

benefits, ask your servicing personnel
office or local Social Security office for
copies of the factsheet, A Pension From
Work Not Covered by Social Security
(Publication No. 05-10045) and the
factsheet, Government Pension Offset
(Publication No. 05-10007). You may
also request these publications by call-
ing the Social Security Administration
on (800) 772-1213 or by downloading
from the Web at:
http://www.ssa.gov/pubs

Social Security Taxes

Most of the cost of Social Security is
paid for through payroll taxes. Each
year you pay a percentage of your sal-
ary up to a specified earnings amount
called the maximum taxable wage
base. The Federal Government, as your
employer, pays an equal amount. The
percentage you each pay for old age,
survivor, and disability insurance cov-
erage is 6.20% of your earnings up to
the maximum taxable wage base.

The maximum taxable wage base is
$68,400 in 1998. It increases automati-
cally each year based on the yearly rise
in average earnings of the American
work force.

The Social Security tax covers both the
Old Age, Survivors, and Disability
Insurance (OASDI) and Medicare Hospi-
tal Insurance programs. The Medicare
portion you and your agency each pay
is 1.45% of your total pay. All wages
are subject to the deduction for Medi-
care.



http://www.ssa.gov/pubs



Basic Benefit

Plan s e

The second part of the Federal Employ-
ees Retirement System (FERS) is the
Basic Benefit plan.

Eligibility Participation

If you were automatically covered by
FERS, or you elected to transfer from
the Civil Service Retirement System
(CSRS) to FERS, you will participate in
the Basic Benefit plan.

Vesting

To be vested (eligible to receive your
retirement benefits from the Basic
Benefit plan if you leave Federal service
before retiring), you must have at least
5 years of creditable civilian service.
Survivor and disability benefits are
available after 18 months of civilian
service.

Creditable Service
Creditable service generally includes:

v Federal civilian service for which
contributions have been made or
deposited.

v Military service, subject to a deposit
requirement. To receive credit for
military service, generally, you
must deposit 3% of your military
base pay. Interest begins 2 years

after you are hired. With certain
exceptions, you cannot receive
credit for military service if you are
receiving military retired pay. Also,
see the note that follows on credit
for National Guard service.

v Leaves of absence for performing
military service or while receiving
workers’ compensation.

Unused sick leave is not converted into
creditable service for any purpose.
(There is a limited exception for CSRS
employees who transfer to FERS.)

Credit is not allowed for civilian service
after 1988 when no contributions were
withheld.

Note: Service in the National Guard,
except when ordered to active duty in
the service of the United States, is gen-
erally not creditable. However, you may
receive credit for National Guard serv-
ice, followed by Federal civilian reem-
ployment that occurs after August 1,
1990, when all of the following condi-
tions are met:

v The service must interrupt civilian
service creditable under the Civil
Service Retirement System (or
FERS) and be followed by reemploy-
ment in accordance with the appro-
priate chapter of the laws concern-
ing Veterans Benefits; and





v It must be full-time (and not inac-
tive duty), and performed by a
member of the U.S. Army National
Guard, or U.S. Air National Guard,;
and

v It must be under a specified law
and you must be entitled to pay
from the U.S. (or have waived pay
from the U.S.) for the service.

The deposit for National Guard service
that meets these criteria is limited to
the amount that would have been
deducted from your pay for retirement
if you had remained in the civilian
service.

Contributions

Your contribution to the Basic Benefit
Plan is the difference between 7% of
your basic pay and Social Security’s old
age, survivor, and disability insurance
tax rate, or 0.80%.

Refunds

You may withdraw your basic benefit
contributions if you leave Federal
employment. However, if you do, you
will not be eligible to receive benefits
based on service covered by the refund.
There is no provision in the law for the
redeposit of FERS contributions that
have been refunded.

Retirement Options

There are three categories of retirement
benefits in the Basic Benefit Plan:

v Immediate, and Postponed

v Early

v Deferred

Eligibility is determined by your age
and number of years of creditable serv-

1Ce.

In some cases, you must have reached
the Minimum Retirement Age (MRA)
to receive retirement benefits. The fol-
lowing chart shows the MRA.

Minimum Retirement Age

Y you were Your MRA is:
born:
Before 1948 55

1964

In 1948 55 and 2 months

In 1949 55 and 4 months

In 1950 55 and 6 months

In 1951 55 and 8 months

In 1952 55and 10
months

In 1953 through 56

after

In 1965 56 and 2 months

In 1966 56 and 4 months

In 1967 56 and 6 months

In 1968 56 and 8 months

In 1969 56 and 10
months

In 1970 and 57






Immediate or Postponed

If you meet one of the following sets of
age and service requirements, you are
entitled to an immediate retirement
benefit:

Age Years of service
62 5

60 20

MRA 30

MRA 10*

* (Reduced benefit unless postponed to
lessen or eliminate age reduction)

Early

The early retirement benefit is
avail-able in certain involuntary
separation cases and in cases of volun-
tary separations during a major reor-
ganization or reduction in force. To be
eligible, you must meet the following
requirements:

Age Years of service
50 20
Any age 25

Deferred

If you leave Federal service before you
meet the age and service requirements
for an immediate retirement benefit,
you may be eligible for deferred retire-
ment benefits. To be eligible, you must
have completed at least 5 years of cred-
itable civilian service. You may receive
benefits when you meet one of the fol-
lowing sets of age and service require-
ments:

Age Years of service
62 5

60 20

MRA 30

MRA 10*

* (Reduced benefit unless receipt
delayed to lessen or avoid age reduc-
tion)

* Reduced benefits means if you retire at the minimum retirement age with at least 10 but less
than 30 years of service, your benefit will be reduced at the rate of 5/12’s of 1% for each month
(5% for each year) you are under age 62, unless you have 20 years of service and your annuity
begins at age 60 or later. You can avoid part or all of the reduction by postponing the commenc-

ing date of your annuity.





Benefit Formula
How your benefit is calculated:

Your benefit is based on your “high-3
average pay.” This is figured by averag-
ing your highest basic pay over any 3
consecutive years of creditable service.

Generally, your benefit is calculated
according to this formula:

1% of your high-3 average pay
times
years of creditable service

If you retire at age 62 or later with at
least 20 years of service, a factor of
1.1% is used rather than 1%.

To determine your length of service for
computation, add all of your periods of
creditable service, then eliminate from

the total any fractional part of a month
(less than 30 days).

Depending on the category of retire-
ment benefits you receive, your benefit
may be reduced as described in the
Retirement Options section. For exam-
ple, the total could be reduced if you
elect to retire at the minimum retire-
ment age before completing 30 years of
service.

Special Retirement
Supplement

If you meet certain requirements, you
will receive a Special Retirement Sup-
plement which is paid as an annuity

until you reach age 62. This supple-
ment approximates the Social Security
benefit earned while you were
employed by the Federal government.
You may be eligible for a Special
Retirement Supplement if you retire:

v After the Minimum Retirement Age
(MRA) with 30 years of service;

v At age 60 with 20 years of service;
or

v Upon involuntary or early voluntary
retirement (age 50 with 20 years of
service, or at any age with 25 years
of service) after the U.S. Office of
Personnel Management determines
that your agency is undergoing a
major reorganization, reduction-in-
force (RIF) or transfer of function.
You will not receive the Special
Retirement Supplement until you
reach your MRA.

If you transfer to the Federal Employ-
ees Retirement System (FERS) from the
Civil Service Retirement System (CSRS),
you must have at least one full calen-
dar year of FERS-covered service to
qualify for the supplement.

If you have earnings from wages or
self-employment that exceed the Social
Security annual exempt amount
($9,120 in 1998), your Special Retire-
ment Supplement will be reduced or
stopped.

Survivor Benefits

The Basic Benefit Plan provides bene-
fits for survivors of Federal employees
and retirees.





Spouse

If you die while you are an employee...

If you are married, have 18 months of
civilian service, and die while you are
an active employee, your surviving
spouse receives:

A lump sum payment
plus
the higher of
1/2 of your annual pay rate at death
or
1/2 of your high-three average pay.

The lump sum payment, which
increases by cost-of-living adjustments
each year, is $21,783.34 in 1998.

If you had 10 years of service, your
spouse also receives an annuity equal-
ing 50% of your accrued basic retire-
ment benefit. These benefits are paid in
addition to any Social Security, group
life insurance, or savings plan survivor
benefits.

To be eligible for benefits, you and your
spouse must have been married for at
least 9 months, or there must be a
child born of the marriage, or your
death must be accidental.

If you die while you are a retiree...

A married retiree’s annuity is automati-
cally reduced to provide spouse survi-
vor benefits unless those benefits are
jointly waived in writing by the retiree
and the spouse before retirement.

Your annuity is reduced 10% to give
your surviving spouse:

An annuity of 50% of your
unreduced benefit
plus
a special supplemental annuity
payable until age 60, if your spouse

will not be eligible for Social Security

survivor benefits until age 60.
You and your spouse may choose
instead to have your annuity reduced
by 5% to give your spouse an annuity

of 25% of your unreduced benefit at
your death.

Separate provisions apply to spouses of
disabled annuitants.

Former Spouses

A former spouse may receive survivor
benefits as provided in a retiree elec-
tion or a qualifying court order.

Children

If you have 18 months of civilian serv-
ice and die while you are an active
employee, or if you have retired, your
children may be eligible to receive an
annuity. This benefit is payable to each
unmarried child:

v/ up to age 18;
v up to age 22 if a full time student;

v at any age if the child became dis-
abled before age 18.





The amount of the the Federal Employ-
ees Retirement System (FERS) benefit
depends on the number of children and
if the children are orphaned. In 1998
the FERS surviving child benefit is
$344 per month per child for each of
three children; $413 if orphaned. The
total children’s benefit is reduced dol-
lar for dollar by any Social Security
children’s benefits that may be pay-
able.

Disability Benefits

FERS disability benefits can help you
replace part of your income if you are
unable to work for a prolonged period.

What Does Disability Mean?

You are considered disabled under
FERS if you are unable to perform use-
ful and efficient service in your posi-
tion because of disease or injury.
However, you will not be considered
disabled if you decline your agency’s
offer of a position which accommo-
dates your disability and is at the same
grade or pay level and is within your
commuting area.

You may also qualify for Social Secu-
rity disability benefits if you are unable
to work in any substantial gainful
activity.

Eligibility

To qualify for FERS disability benefits,
your disabling condition must be
expected to last at least 1 year, and
you must have at least 18 months of
creditable civilian service.

The Benefits
The first year:

60% of your high-3 average pay
minus
100% of any Social Security
disability
benefits to which you are entitled.

After the first year and until age 62, if
your disability prevents you from per-
forming your job and you do not qual-
ify for Social Security disability bene-

fits, your benefit will be:

40% of your high-3
average pay.

If you do qualify for Social Security
benefits, your FERS disability benefit
will be reduced by 60% of the Social
Security benefit to which you are enti-
tled. The resulting total you receive
from both FERS and Social Security
will be at least 40% of your high-3 plus
40% of your Social Security disability
benefits.

If your earned annuity rate (1% x high
3 average salary x years of service) is
higher than the above rates after the
reduction for Social Security, you will
receive the higher benefit.

When you reach age 62 your disability
benefit will be recomputed. Essentially,
you will receive the annuity you would
have received if you had not been dis-
abled, but had continued working until
age 62. For purposes of this recomputa-
tion, your average salary will be
increased by all FERS cost-of-living
adjustments that took effect while you
were receiving a disability annuity.





If you are a disability retiree under age
60 and your total income from work in
a calendar year exceeds 80% of the cur-
rent pay level of your former job, the
disability benefits will be discontinued.
You also may be required to provide
proof periodically that you have not
recovered from your disability.

Cost-of-Living
Adjustments (COLA’S)

Survivors and disability retirees receive
a COLA regardless of their ages; how-
ever, disability retirees receiving 60% of
their average pay do not receive a COLA
during the first year. All other retirees
begin to receive COLA’s at age 62.

The amount of the annual COLA per-
centage is based on the increase in
the Consumer Price Index (CPI):

Increase in CPI Annual COLA
Percentage
Up To 2% Same as CPI
increase
2% to 3% 2%
3% or more CPI .1ncreaose
minus 1%

The Special Retirement Supplement for
retirees is not increased by COLA’s; the
supplement for survivors is increased
by COLA’s.

Form of Payment

FERS Basic Benefits are a monthly
annuity that is paid the first business
day of the month after it accrues. For
example, the payment for December is
made on January 2.





Thrift Savings

TP 1 1 s

The third part of your Federal Employ-
ees Retirement System (FERS) benefit
is the Thrift Savings Plan (TSP). The
TSP is a tax-deferred retirement sav-
ings and investment plan that offers
you the same type of savings and tax
benefits that many private corporations
offer their employees under 401 (k)
plans. By participating in the TSP, you
have the opportunity to save part of
your income for retirement, receive
matching agency contributions, and
reduce your current taxes.

Your thrift account is the part of your
retirement that you control — you
decide how much of your pay to put in
your thrift account, how to invest it,
and, when you retire, you decide how
you want your money paid out.

The best way to assure that your retire-
ment income meets your needs is to
start investing in the Thrift Savings
Plan at the beginning of your Federal
service, and to continue to do so
throughout your career. This is your
way to invest in your own future — to
invest in yourself. It is particularly
important for higher-paid employees to
save enough through the TSP since
Social Security replaces less income of
higher-paid workers than it does for
lower-paid workers.
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Additional information about the bene-
fits and features of the TSP has been
issued by the Federal Retirement Thrift
Investment Board and is available from
your agency employing office or the
TSP Web site (www.tsp.gov). In addi-
tion to the “Summary of the Thrift Sav-
ings Plan for Federal Employees” (stock
number TSPB08), separate booklets on
the loan program, withdrawal options,
and annuities are available.

Eligibility

All Federal employees covered by FERS
are eligible to participate in the Thrift
Savings Plan (TSP). However, if you are
a newly hired FERS employee, you
must wait a certain period of time —
generally, 6 to 12 months — before you
can begin to participate in the TSP. If
you are a rehired FERS employee, when
you can begin to participate in the TSP
depends upon your previous TSP eligi-
bility.

See the “Summary of the Thrift Savings
Plan for Federal Employees” for the
specific rules on TSP eligibility, or ask
your personnel office when you will
become eligible to participate in the
plan.



http://www.tsp.gov



Contributions

Once you become eligible to participate
in the Thrift Savings Plan, there are
three types of contributions that may
be made to your account:

v Agency Automatic (1%) Contribu-
tions

Employee Contributions

Agency Matching Contributions

Agency Automatic (1%) Contribu-
tions

Your agency will set up a Thrift
account for you and will automatically
contribute an amount equal to 1% of
your basic pay each pay period. These
Agency Automatic (1%) Contributions
are not taken out of your salary, and
your agency makes these contributions
whether or not you contribute your
own money.

Employee Contributions

You may make your own contributions
by payroll deductions. The money you
contribute is taken out of your pay
before Federal and, in almost all cases,
State income taxes are calculated. You
may contribute up to 10% of the basic
pay you earn each pay period up to the
Internal Revenue Service (IRS) limit,
which is $10,000 in 1998. (This limit
may be adjusted each calendar year
according to the Internal Revenue
Code.)
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Agency Matching Contributions

When you make employee contribu-
tions, your agency will make match-
ing contributions to your TSP
account according to the following
schedule:

Contribution

Your Agency Match

First 3% of Basic
Pay

$1.00 for each
$1.00 you con-
tribute

Next 2% of Basic
Pay

$0.50 for each
$1.00 you con-
tribute

Next 5% of Basic | O
Pay

The agency contributions are not taken
out of your salary; they are an extra
benefit to you. While your agency will
only provide matching contributions on
your contributions up to 5% of your
basic pay each pay period, you still
benefit from before-tax savings and
tax-deferred earnings on amounts you
contribute in excess of 5% of your basic
pay each pay period.

The examples at the end of this booklet
illustrate the importance of Thrift Plan
participation in your total benefits
package. The examples also show the
effect on a FERS retirement package of
contributing 3% of pay and 5% of pay .

Vesting Requirement

When you separate from Federal serv-
ice, you must meet the Thrift Plan vest-
ing requirement to be entitled to, or
vested in, your Agency Automatic (1%)





Contributions and attributable earn-
ings. For most employees, this vesting
requirement is 3 years of Federal, gen-
erally civilian, service.

Congressional employees and certain
other non-career employees must com-
plete 2 years of Federal, generally civil-
ian, service. Employees who die in
service are automatically vested in
their Agency Automatic (1%) Contribu-
tions.

You are immediately vested in your
own contributions and your Agency
Matching Contributions and in the
earnings attributable these contribu-
tions.

Investment Options

There are three Thrift Savings Plan
investment Funds. The Funds differ in
the rate of return and amount of risk
involved. You may invest any percent-
age of future contributions to your
account in any of the three investment
Funds. You can also transfer any por-
tion of your existing account balance
among the three Funds.

The three Funds are described briefly
below. For more detailed information
about these Funds, see the “Summary
of the Thrift Savings Plan for Federal
Employees” or the “Guide to TSP
Investments.”

Government Securities
Investment (G) Fund

The G Fund consists of investments in
short-term non-marketable U.S. Treas-
ury securities specially issued to the

Thrift Savings Plan. All investments in
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the G Fund earn interest at a rate that,
by law, is equal to the average of mar-
ket rates of return on U.S. Treasury
marketable securities outstanding with
4 or more years to maturity. There is
no credit risk for G Fund securities
because they are guaranteed by the
U.S. Government.

Common Stock Index Investment
(C) Fund

The C Fund is invested in a Standard &
Poor’s 500 (S&P 500) stock index fund,
that is made up of the common stocks
of all of the companies represented in
the S&P 500 index. The C Fund gives
participants the opportunity to diver-
sify their investments by investing
broadly in the U.S. stock markets and
to earn the relatively high investment
returns stocks sometimes provide. The
risk of investing in the C Fund is that
the value of stocks can decline sharply,
resulting in losses.

Fixed Income Index Investment
(F) Fund

The F Fund is invested in a bond index
fund that tracks the performance of the
Lehman Brothers Aggregate (LBA) bond
index. The bond index consists primar-
ily of high quality fixed-income securi-
ties representing the U.S. Government,
corporate, and mortgage-backed securi-
ties sectors of the U.S. bond market.
The F Fund offers the opportunity for
increased rates of return in periods of
generally declining interest rates. The F
Fund carries credit risk and market risk
and, thus, has potential for negative
returns that can result in losses.





Contributing to TSP

To begin contributing to the Thrift Sav-
ings Plan, you must complete an Elec-
tion Form (TSP- 1) and submit it to your
agency employing office during a TSP
open season. There are two open sea-
sons each year — May 15 to July 31
and November 15 to January 31.

Tax Advantages

There are two major tax advantages to
the Thrift Savings Plan (TSP). First, you
pay current Federal income taxes on
your salary after your TSP contribu-
tions have been deducted. Second, you
do not pay current Federal income
taxes on the earnings you receive on
your TSP account balance. Most states
allow the same pre-tax and tax
deferred savings on their income taxes.
These tax advantages continue until
you withdraw your account balance —
usually at retirement when your tax
bracket may be lower. If you leave Fed-
eral service before you are eligible to
retire, you may transfer your account
balance to an Individual Retirement
Arrangement Account or other eligible
retirement plan and continue to defer
taxes.

Loan Program

If you have at least $1,000 of your own
contributions (including attributable
earnings) in your account you may bor-
row from it.

There are two types of loans: general
purpose, which does not require you to
document or specify the purpose of
your loan, and residential, which is
only for the purchase of a primary resi-
dence and requires documentation.

You pay interest on the loan at the

G Fund rate in effect at the time your
application is received. Both the princi-
pal and the interest you pay go back
into your own TSP account. See the
booklet “Thrift Savings Plan Loan Pro-
gram” for more information about the
TSP loan program.

Withdrawing Your Funds

The Thrift Savings Plan is a long-term
plan for retirement savings with special
tax advantages. Generally you cannot
withdraw your TSP account until you
separate from Federal service.





Withdrawal Options

After you separate from Federal service,
there are three basic ways to withdraw
your account:

v Have the TSP purchase a life annu-
ity for you.

Receive your account in a single
payment.

Receive your account in a series of
monthly payments.

You can have the TSP transfer all or a
part of a single payment or, in some
cases, a series of monthly payments, to
an Individual Retirement Arrangement
or other eligible retirement plan.

Leaving your money in the
TSP

If you do not want to withdraw your
account when you leave Federal serv-
ice, you can leave your entire account
balance in the Thrift Savings Plan.
However, you must withdraw your TSP
account or begin receiving monthly or
annuity payments by April 1 of the
year following the year you reach

70 1/2.
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Automatic Cashout

After you separate from Federal service,
if your vested account balance is
$3,500 or less, your entire account will
be paid to you automatically in a single
payment unless you elect another with-
drawal option or to leave your money
in the Thrift Savings Plan. The TSP will
notify you before automatically cashing
out your account and allow you the
opportunity to elect as specified above.

Additional information

See the booklet, “Summary of the
Thrift Savings Plan for Federal Employ-
ees,” or the booklet, “Withdrawing
Your TSP Account After Leaving Fed-
eral Service” (stock number TSPBKO02),
both issued by the Federal Retirement
Thrift Investment Board, for more
information about withdrawal options.





Special Groups

Of EMployeces s ——

Firefighters, Law
Enforcement Officers, and
Air Traffic Controllers

These groups of employees receive an
unreduced benefit at age 50 with 20
years of service, or at any age with 25
years of service. If you are in one of
these employee groups, you contribute
an additional .5% of pay to the Federal
Employees Retirement System (FERS).

Your annual annuity is:

1.7% of your high-3 average pay
times
20 years of service
plus
1.0% of your high-3 average pay
times
years of service exceeding 20.

You also receive a Special Retirement
Supplement until age 62 that approxi-
mates the Social Security benefit
earned in Federal service. After you
reach the Minimum Retirement Age
(MRA), if you have earnings from
wages or self-employment that exceed
the Social Security annual exempt
amount, your supplement will be
reduced or stopped. In addition, you

are entitled to an annual Cost-of-Living

Adjustment (COLA), regardless of your
age.

Military Reserve
Technicians

If you are a military reserve technician
who loses the military status required
to maintain your position, you may
retire and receive an unreduced annu-
ity if you are at least age 50 with 25
years of service.

In addition, a Special Retirement Sup-
plement is payable until age 62. After
you reach your Minimum Retirement
Age (MRA), if you have earnings from
wages or self-employment that exceed
the Social Security annual exempt
amount your supplement will be
reduced or stopped.

Part-Time Employees

In calculating the annuity for employ-
ees with part-time service, the average
high-3 consecutive years of pay will be
based on the full-time pay rate. The
benefit based on the full-time rate is
reduced according to the part-time
schedule.





Members of Congress and
Congressional Employees

Members of Congress receive an unre-
duced annuity at age 50 with 20 years
of service, or at any age with 25 years
of service. Congressional employees
must meet the age and service require-
ments explained in the Basic Benefit
Plan section.

If you are a Member of Congress or a
Congressional employee, with at least 5
years of Congressional service, your
annuity will be:

1.7% of high-3 average pay

times
years of Congressional service
up to 20

plus

1.0% of high-3 average pay
times

any other service.
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A Special Retirement Supplement is
payable from the Minimum Retirement
Age to age 62. If you have earnings
from wages or self-employment that
exceed the Social Security annual
exempt amount, your supplement will
be reduced or stopped.

Cost-of-Living-Adjustment’s (COLA’S)
are payable to Congressional retirees
before age 62 only if they retire for dis-
ability.

Members of Congress and Congres-
sional employees contribute an addi-
tional .5% of pay to the Federal
Employees Retirement System (FERS).





Enrolling in FERS

New Employees

Most new employees hired after
December 31 1983, are automatically
covered by the Federal Employees
Retirement System (FERS). The excep-
tions are employees in appointments
that are limited to 1 year or less, most
intermittent employees, anyone who is
not eligible for Social Security cover-
age, or certain persons with non-
Federal service which is creditable
under the Civil Service Retirement
System (CSRS).

Rehires and Conversions

The general rules on whether you are
covered by CSRS, CSRS Offset, or FERS
after a break in service or conversion
from one type of appointment to
another are stated below. Just how
those rules apply to you must be deter-
mined by your personnel office.

If you leave Federal Government serv-
ice and return within 1 year and you
were previously covered under CSRS
(without Social Security), then you will
generally be covered by CSRS upon
reemployment. However, you may elect
within 6 months of reemployment to
transfer to FERS, in which case you
will also be covered by Social Security.

If you leave Federal Government serv-
ice and return after more than 1 year
and you were previously covered under
CSRS, then you are automatically cov-
ered by Social Security and:

v If you have less than 5 years under
CSRS, you are automatically cov-
ered by FERS.

v If you have 5 or more years under
CSRS, you are covered by CSRS Off-
set. Your CSRS contributions are
reduced by 100% of your Social
Security Old-Age, Survivor Disabil-
ity Insurance (OASDI) fund taxes.
Your CSRS benefit will be offset by
any Social Security benefit attribut-
able to your Federal service.

In determining whether you have 5
years of service which is creditable
under CSRS, count all civilian service
as of your last separation from service,
even though it may not have been cov-
ered by CSRS deductions, or you may
have received a refund of CSRS deduc-
tions. You will receive credit for your
CSRS service if you make any payments
for your past service that may be
required.

Even if you were never covered by
CSRS, you are eligible for CSRS Offset
coverage if you had 5 years of credit-
able civilian service before January 1,
1987.

If you are rehired under CSRS or CSRS
Offset, you may elect to transfer to
FERS within 6 months of reemploy-
ment. If you elect to transfer to FERS,
the following rules apply.





Your credit in CSRS is frozen, but
your combined CSRS and FERS
annuity will be based on the aver-
age of your highest 3 consecutive
years of pay.

You will receive a full Civil Service
Retirement System (CSRS) cost of
living adjustment on the CSRS por-
tion of your annuity.

Your service after the date of trans-
fer is treated under the Federal
Employees Retirement System
(FERS) rules. (If you were under
CSRS Offset, your offset service is
also treated under rules.) In addi-
tion, all of your service is treated
under FERS rules if you have less
than 5 years of non-Offset CSRS
service when you transfer.

All service (CSRS and FERS) counts
toward years needed to be eligible
for retirement, disability, survivor,
and Thrift Saving Plan benefits
under FERS.

All survivor and disability benefits
are paid under FERS rules.

v Unused sick leave is credited under
CSRS rules based on the amount
accumulated at the date of transfer
or date of retirement, whichever is
lower.

v You have Social Security coverage
when you enroll in FERS.

v You will receive Government contri-
butions to your TSP account and
avoid the 6-12 month waiting
period for participation.

If you are converted from an appoint-
ment that is excluded from FERS cover-
age to an appointment that is not
excluded, generally you will automati-
cally be covered by FERS. If you are not
automatically covered by the plan, you
will have a 6-month opportunity to
transfer to it.

Note: If you are eligible to elect FERS
coverage because of being rehired or
converted to a different appointment,
you should read the FERS Transfer
Handbook — A Guide To Making Your
Decision, Rl 90-3, before making a
decision. Your personnel office should
provide it to you.
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Examples

The following examples illustrate the
annual benefits that you can expect to
receive under the Federal Employees
Retirement Sytem (FERS). In reviewing
these examples, note that the benefits
shown are estimates based upon cer-
tain assumptions about future salary
increases, investment returns, and
other factors that directly affect your
final level of benefits.

Keep in mind the following features of
specific benefit components:

v Two types of FERS benefits are
shown. The “FERS basic benefit” is
your regular annuity based on total
years of service and your high-3
average salary. The “special supple-
ment” is a substitute for Social
Security that may be payable to you
from when you retire under FERS
until age 62. In most cases your
actual Social Security benefit at age
62 will be higher than the FERS
supplement you receive before age
62.

v Estimated Social Security benefits
do not include any spousal or
dependent benefits that may be
available. These additional pay-
ments could significantly increase
the total value of your Social Secu-
rity benefits.

v Estimated benefits from the Thrift
Savings Plan are shown in terms of
a “single life annuity” purchase

with your account when you

retire. The annuity includes 3%
annual cost-of-living adjustments
to help protect its purchasing power
during your retirement years. These
projected benefits are based on
career-long investments at the
stated percentages of pay. Your
actual Thrift Savings Plan benefits
will depend on your account’s
investment earnings and the spe-
cific payment form you elect when
you retire.

Examples 1 and 2 are good illustra-
tions of how Social Security provides a
larger percentage of income to lower
income employees than to higher
income employees. Example 2 also
shows that the higher income employee
needs to save more in his TSP account
to receive the same percentage of his
final salary as the lower paid employee
in example 1.

All benefits are shown in 1996 dollars.
Annual benefits have been rounded to
the nearest hundred dollars and per-
centages may not total exactly due to
rounding. The economic assumptions
used to create these examples are:

Inflation 3.5%
All wages 3.5%
Federal wages  3.5%

Nominal Interest 7.5%

Real Interest 4.0%





Example 1. /A 1)

Main Features:

v FERS coverage begins at age 25 in 1996

v Retirement at age 57 with 32 years of service in 2028

v Entry at Grade 3, Step 1

v Retirement at Grade 7, Step 10, salary $32,600

v 3% Thrift Savings Plan contribution (plus 4% from agency)

Anne’s estimated retirement benefits at age 57 under FERS are:

Initial FERS Benefit Dollar Amount As % Ofsl;ilggl, Year’s
Basic FERS Annuity $9,600 29%
Special Supplement $6,200 19%

Thrift Savings Plan $6,600 20%
Total Annual Benefits $22,300 69%

The special annuity supplement is payable until age 62. Anne’s regular Social
Security retirement benefits starting at age 62 would be about $7,200 — 22% of
her final salary.

If Anne had contributed 5% of her salary to the Thrift Savings Plan, rather than 3%,
her yearly Thrift Savings Plan benefit would have been $9,400. This would
increase Anne’s total initial FERS benefit to $25,200 per year — 77% of her final
yearly salary of $32,600.
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Example 2 B O D o ——

Main Features:

FERS coverage begins at age 25 in 1996

Retirement at age 57 with 32 years of service in 2028
Entry at Grade 7, Step 1

Retirement at Grade 13, Step 10, salary $68,700

AN N N NN

3% Thrift Savings Plan contribution (plus 4% from agency)

Bob’s estimated retirement benefits at age 57 under FERS are:

Initial FERS Benefit Dollar Amount As % Ofsl;ilggl, Year’s
Basic FERS Annuity $20,200 29%
Special Supplement $8,800 13%

Thrift Savings Plan $12,700 18%
Total Annual Benefits $41,700 61%

The special annuity supplement is payable until age 62. Bob’s regular Social Secu-
rity retirement benefits starting at age 62 would be about $10,500 — 15% of his
final salary.

If Bob had contributed 5% of his salary to the Thrift Savings Plan, rather than 3%,
his yearly Thrift Savings Plan benefit would have been $18,100. This would
increase Bob’s total initial FERS benefit to $47,100 per year — 69% of his final
yearly salary of $68,700.
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Example 3. Charles m——————

Main Features:

v FERS coverage begins at age 40 in 1996

v Retirement at age 60 with 20 years of service in 2016

v Entry at Grade 7, Step 1

v Retirement at Grade 12, Step 8, salary $54,800

v 3% Thrift Savings Plan contribution (plus 4% from agency)
v 15 years prior Social Security

v

Final pre-Federal salary $23,500

Charles’s estimated retirement benefits at age 60 under FERS are:

Initial FERS Benefit Dollar Amount As % Ofsl;ilggl, Year’s
Basic FERS Annuity $9,900 18%
Special Supplement $4,900 9%

Thrift Savings Plan $5,500 10%
Total Annual Benefits $20,300 37%

The special annuity supplement is payable until age 62. Charles’s regular Social
Security retirement benefits starting at age 62 would be about $9,700 — 18% of his
final salary. (They include his pre-Federal employment.)

If Charles had contributed 5% of his salary to the Thrift Savings Plan, rather than
3%, his yearly Thrift Savings Plan benefit would have been $7,900. This would
increase Charles’s total initial FERS benefit to $22,700 per year — 41% of his final
yearly salary of $54,800.
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Example ot ————— |

Main Features:

FERS coverage begins at age 25 in 1996

FERS service ends at age 45 in 2016

Deferred benefit at MRA with reduction

Entry at Grade 7, Step 1

Separation at Grade 12, Step 8, salary $54,800

<« < < < < K«

3% Thrift Savings Plan contribution (plus 4% from agency)
v 17 years work after leaving government

Donna can begin receiving deferred FERS benefits at age 62. She also can begin
receiving them as early as age 57, which is her Minimum Retirement Age. If she
receives them at age 57, they are reduced 5% per year that she is under age 62 — a
25% reduction.

Donna’s estimated retirement benefits at age 57 under FERS are:

Initial FERS Benefit Dollar Amount As % ot;l;ilg?;’ Year's
Basic FERS Annuity $4,900 9%
Special Supplement $0 0%

Thrift Savings Plan $8,100 15%
Total Annual Benefits $13,000 24%

Donna does not receive the special annuity supplement. Donna’s regular Social
Security retirement benefits based on her Federal employment starting at age 62
would be about $11,000 — 20% of her final salary. However, since she continued
working elsewhere, her age 62 Social Security benefit is based on the cumulative
total benefit she earned.

If Donna had contributed 5% of her salary to the Thrift Savings Plan, rather than
3%, her yearly Thrift Savings Plan benefit would have been $11,500. This would
increase Donna'’s total initial FERS benefit to $16,400 per year — 30% of her final
yearly salary of $54,800.
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For More

Information —

There are several sources of assistance

if you have questions or want more
information about the components of
your benefits package.

v Your Agency's Personnel Office—

in your agency for questions con-
cerning your individual situation.
Your personnel office has your

records and is in the best position

to answer questions about the basic
benefit and TSP rules. In addition, it

should have the following publica-
tions to help answer questions.

Publications of the Federal Retire-
ment Thrift Board:

Website — Attp://www.tsp.gov

Summary of the Thrift Savings

Plan for Federal Employees
(TSPBKO8)

Investments: Options and
Operations (TSPBK03)

Thrift Savings Plan Loan
Program (TSPBKO4)

Annuities (TSPBKO5)

Withdrawing Your TSP Account

After Leaving Federal Service
(TSPBKO2)

Information About Court Orders

(TSPBK11)

Publications of the U.S. Office of
Personnel Management:
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Website — Attp.//www.opm.gov

Information_for Separating
FERS Employees Who Are Not
Eligible for an Immediate Annu-
ity, R190-11

Information about Reemploy-
ment for FERS Annuitants,
RI 90-18

Court-Ordered Benefits_for
Former Spouses Under CSRS,
FERS, FEHB, and FEGLI,

RI 84-1

Work-Related Injuries and
Fatalities — What You and
Your Family Need to Know

About Your Benefits, Rl 84-3

Life Events and Your Retire-
ment and Insurance Bengfits
(For Employees), R1 84-3

Temporary Continuation of
Coverage (TCC) under the
Federal Employees Health Bene-

fits Program, Rl 79-27

L) FEGLI Booklet, R1 76-21

Thinking About Retirement?,
RI 83-11

v Social Security Administration —

for questions concerning your
Social Security benefits. You may
call (800) 772-1213 with questions
or to request a copy of your earn-
ings record and estimated future
benefits.

Website — http://www.ssa.gov



http://www.tsp.gov

http://www.opm.gov

http://www.ssa.gov



Retirement & Insurance Service

Serving over 10 million customers, Federal employees, annuitants,

and their families.
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The Federal Long Term Care Insurance Program (FLTCIP)

LONG TERM CARE

If you cannot perform everyday tasks such as eating, dressing, and bathing because of a chronic illness, injury,

disability, or aging, FLTCIP can help you pay for the assistance you need.

Who can apply for coverage?

Why would
someone need
long term care?

Where would
someone
receive care?

Cost without
long term care
insurance

Most Federal employees

(check with your human resources
office if you are unsure of your eligibility),

Annuitants regardless of FEHB

eligibility

And their qualifying relatives,

including:
* Spouse

* Domestic partner
* Adult children

* Parents and parents-in-law
(of employees only)

e Car accident

* Sports accident
* Disabling injury
* Alzheimer’s

» Stroke

* Multiple sclerosis

e Parkinson’s

* Other disabling
condition

* Old age

Home

Assisted living
facility

Nursing home

$30,000/year

$41,000/year

$83,000/year

*Nat'l averages,
John Hancock
2013 Cost of
Care Survey

How much
coverage
should | get?

How much
does it cost?

How do | get coverage under the Federal Long Term
Care Insurance Program (FLTCIP)

Use the Cost of
Care In Your
Area tool at
LTCfeds.com

Consider how
much of your
own savings you
can spend on
long term care

Premiums are based
on your age when
you apply
Premiums are
not guaranteed

and may change
in the future

Use the Calculate
Premiums tool
at LTCfeds.com

* Anytime

infrequent)

You must apply, answer health questions, and be
approved for enrollment. Your qualified relative can apply
even if you do not

* First 60 days as newly eligible employee
(fewer questions - employee & spouse only)

* First 60 days after employee’s marriage
(fewer questions - spouse only)

* Long term care open season
(fewer questions -

(more questions - all eligible individuals)

MORE INFO: www.LTCfeds.com

For complete information, including terms and conditions, please visit www.LTCfeds.com.

U.S. OFFICE OF PERSONNEL MANAGEMENT




https://www.ltcfeds.com/








YOUR RIGHTS AS A FEDERAL EMPLOYEE
ENFORCED BY

THE U.S. OFFICE OF SPECIAL COUNSEL

The U.S. Office of Special Counsel (OSC) is an independent agency that investigates

and prosecutes allegations of prohibited personnel practices.

WHAT IS A PROHIBITED PERSONNEL PRACTICE (PPP)?

Under 5 U.S.C. 88 2302(b)(1)-(b)(14) a federal employee authorized to take, direct others to take,
recommend or approve any personnel action may not:

Discriminate (including discrimination based
on marital status and political affiliation).
EXAMPLE: Supervisor Joe refuses to promote
Employee Jane because Jane is a registered
Republican; or his refusal is because she is a
single mother. (OSC will generally defer Title
VIl discrimination allegations to the EEO
process, rather than duplicating already existing
procedures.)

Solicit or consider employment
recommendations based on factors other than
personal knowledge or records of job-related
abilities or characteristics. EXAMPLE:
Selecting Official Joe hires Applicant Jack based
on Senator Smith’s recommendation that Jack be
hired because Jack is a constituent; or fails to
hire Applicant Jane because of Congressman
Smith's recommendation based on the
Congressman's friendship with Jane's parents.
Coerce the political activity of any person, or
take action against any employee as reprisal
for refusing to engage in political activity.
EXAMPLE: Supervisor Jane takes away
significant job duties of Employee Jack because
Jack will not make a contribution to Jane’s
favorite candidate.

Deceive or willfully obstruct any person from
competing for employment. EXAMPLE:
Supervisor Joe, located in Headquarters, orders
that no vacancy announcements be posted in the
field office where Employee Jack works because
he does not want Jack to get a new job; or
falsely states that there will be extensive travel
in the position when he knows that there is no
travel.

Engage in nepotism. EXAMPLE: Second-
level Supervisor Jane asks First-level
Supervisor Joe to hire her son; or to
promote her daughter.

Take a personnel action against an employee
because of whistleblowing. EXAMPLE:
Supervisor Joe directs the geographic
reassignment of Employee Jack because Jack
reported safety violations to the agency’s
Inspector General; or because employee Jill
reported a gross waste of funds to the Office of
Internal Affairs.

Take a personnel action against any employee
because of the exercise of an appeal, complaint,
or grievance right. EXAMPLE: Supervisor Jane
places Employee Jack on an undesirable detail
because Employee Jack filed an administrative
grievance about his performance rating.
Discriminate against an employee on the basis of
conduct, which does not adversely affect the
performance of the employee, including
discrimination based on sexual orientation.
EXAMPLE: Jack's employment is terminated
because he attended a "Gay Pride" march; or he
attended a "Pro-Life" event; or he attended an
animal rights rally; or he attended a gun-owners'
rights meeting.

Take or fail to take a personnel action, if such
action would violate a veterans’ preference
requirement. Example: Supervisor Jane hired
Employee Jack, without considering Veteran
Jennifer, who was included on the list of eligible
employees. (OSC’s jurisdiction is for disciplinary
actions only; the Dept. of Labor has jurisdiction to
investigate for corrective actions.).

Influence any person to withdraw from
competition for a position to improve or injure
the employment prospects of any other person.
EXAMPLE: Supervisor Jane, in an effort to hire
Employee Joe, tells Employee Jack that he should
not apply for a position because he is not qualified
and will never be selected. Employee Jack is
qualified.






Give an unauthorized preference to a person to
improve or injure the employment prospects of
any particular employee or applicant.
EXAMPLE: Supervisor Jane specifies that
Spanish-speaking skills are necessary for a vacant
position, for the purpose of selecting Employee
Jack, who speaks fluent Spanish. The position,
however, does not require Spanish-speaking skills.

Take a personnel action against an
employee which violates a law, rule, or
regulation which implements a merit
systems principle. EXAMPLE: Supervisor
Joe terminates the probationary
appointment of Employee Jack because of
Jack’s letter to the editor criticizing
affirmative action - a valid exercise of First
amendment rights, a law implementing a

Implement or enforce a nondisclosure
agreement or policy lacking notification of
whistleblower rights. EXAMPLE: A manager
requires all employees in his program to sign a
non-disclosure agreement that prohibits the
employees from discussing the program in any
way and fails to notify employees of protected
channels for making disclosures.

Access the medical record of an employee or
applicant, as part of, or in furtherance of any
of the above-listed prohibitions. EXAMPLE:
An employee expresses interest in an open
position to the hiring official, who wants to hire
another applicant. The hiring official accesses
the employee’s medical record and attempts to
influence the employee to withdraw from
competition by telling her that the stress of the

merit system principle. new position will worsen a condition found in

her medical record.

What can you do if you believe a PPP has been committed?

Current and former federal employees, including probationary employees, and applicants for federal
employment can file a written complaint with the U.S. Office of Special Counsel. Complaint forms are
available on the Web at www.0sc.aov. Employees do not need attorneys to file a complaint. OSC is an
independent and prosecutorial agency. It will investigate allegations of prohibited personnel practices and
seek the appropriate corrective and/or disciplinary action.

OSC also receives confidential disclosures and enforces the Hatch Act.

RECEIVING CONFIDENTIAL DISCLOSURES (5U.S5.C, § 1213):
Current and former federal employees and applicants can confidentially report information evidencing a
violation of any law, rule, or regulation, gross mismanagement, a gross waste of funds, an abuse of
authority, or a substantial and specific danger to public health or safety. OSC has the authority to require
the head of the agency concerned to investigate the matter if OSC determines that a disclosure has been
made.

ENFORCING THE HATCH ACT S.C. 88 7321-26):

OSC is authorized to issue advisory opinions that respond to federal employee questions about whether or
not they may engage in specific political activities under the Act. OSC also prosecutes violations of the
Hatch Act before the Merit Systems Protection Board. These violations include: using official authority to
interfere with an election result; soliciting, accepting or receiving political contributions; soliciting or
discouraging political activity of persons before the employing agency; and running for public office in a
partisan political election.

Need additional information?

e Information on filing a complaint or making a disclosure: 202-804-7000, 800-872-9855, or info@0sc.gov.
e Updated and detailed information on OSC and its procedures: Www.0Sc.qoV.
e Information about training and certification: 202-804-7163 or certification@osc.gov.

Rev. 03/19
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Electronic Official Personnel Folder Mé?%%méu;&

eOPF Quick Reference
For Employees

Online eOPF Self-service Feature for Login ID and
Password Retrieval for New Users

eOPF provides web-based access for Federal personnel to view and print employment
documents. Employees are able to view their own documents through the eOPF
application at https://eopf.opm.gov/nationalguard/. eOPF includes security measures that
ensure the integrity of the system and protection of employee documents.

Your eOPF benefits include:

e Immediate access to your documents
e Ability to view or print your documents
e Enhanced accuracy, portability, and security of your documents

e Increased accountability through an audit trail that tracks who accesses your
documents and the reason why

e Faster and more efficient records transfer between Federal agencies
e Timely and accurate data retrieval for retirement claims processing

Obtain Your eOPF ID and Password. and then Logon to your Account

Accessing eOPF is simple and convenient. To access your eOPF, you need an eOPF ID and
password, which may be retrieved using the eOPF self-service feature. This Quick
Reference document consists of three sections.

Part 1: Obtain Your eOPF ID
Part 2: Create an eOPF Password

Part 3: First Time eOPF Logon

eOPF Quick Reference Employee Self-service ID/Password for New Users
Page 1 of 8 5/22/2015
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Part 1: Obtain Your eOPE ID

Action Screen Shot

Access your specific agency

eOPF URL at:
https://eopf.opm.gov/nationalguard/

This is an official United States Government computer system, which may be accessed and used only for official
Read the eoPF US er Government business by authorized personnel. Unauthorized access or use of this computer system may subject

wviolators to criminal, civil, andfor administrative action.
Agreement page.
All information on this computer system may be intercepted, recorded, read, copied, and disclosed by and to

authorized personnel for official purposes, including criminal investigation. Access or use of this computer system by

1 Cllck the Accept bUttOI’l any person whether authorized or unauthaorized, constitutes consent to these terms.

Signing into this application indicates you have read and accepted the Full Terms and Conditions of Use, and you
consent to secure testing and monitoring.

After Clicking the Accept Button--

" " Signing into this application indicates you have read and accepted the Privacy Policy, and you consent to secure
ChOOSC NO" on the popup that testing and monitoring.

ks "D t to close this tab?"
aSKs (6] YOU want 1o close 1S tab¢ Signing into this application indicates you have read and accepted the Rules of Behavior, and you consent to secure
testing and monitoring.

National Guard eQPF

From the eOPF Logon page,
click the Request Your eOPF
ID link.

2 suBMIY CLEAR

From the Request Your eOPF
ID screen, enter the

e First 4 letters of your last s
name

3 o Date of birth (mm/dd/yyyy)
Click the Submit button.

I your last namae is less than 4 characters, please enter

eOPF Quick Reference Employee Self-Service for New User ID/Password
Page 2 of 8 5/22/2015
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Action

Screen Shot

The Request Your eOPF ID
page displays stating that your
request has been submitted for
processing.

Click the Click here to return
to logon page link.

Request Your eOPF ID

Your eOPF ID request has been processed and an email will be sent to you with your eOPF Login ID within the next 60 minutes.
Please make sure you check your spam or junk email folder if you do not see the email within 60 minutes. If you did not receive
an email, please contact the helpdesk at stephen.carr@opm.gov for assistance. Please use "Missing eOPF ID eMail" in the
subject and include your Agency, Full Name, your email address, and phone number in the body of the request. For many mail
systems, if you click here, it will start an email for you.

DO NOT INCLUDE YOUR SSN IN ANY CORRESPONDENCE WITH THE HELPDESK.

Your eOPF ID will be emailed to
the email address of record in
eOPF.

Please contact the eOPF Help
Desk if you do not receive an
email with your eOPF ID.

This email Ls to sotify yos that a request for yeur eOPF ID has been made,

l QOPF ID: ATRIINS (oxample) ]

tiate this request, please cont
oo for assistasce.

act the helpdosk at M4-275-851% o

eop! -ﬁ'e enisd

The eOIT systes isplemested i= accordance with

the Privecy Act of 1974, 5 U

prrective messures oan be 'unr

u
eopl_hditelesish ;(a an\! 4 the error #0 that
Xz \ p,,u. nitg to ether

.'.;1_..y discloses personal informay

AMency MIENCY)

eOPF Quick Reference
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Part 2: Create an eOPFE Password

Step Action Screen Shot

From the eOPF Logon page,
click the Request a New
Password link.

1

On the Request a New

Password page, enter your: NP d

e eOPFID

° LaSt 5 dlglts Of your SSN Purpose: This feature allows you to request your new Password. Please enter information in the following fields.
2 e First 4 letters of your last

name e (—
Click the Submit button. et oot your SN (€ ranoy
First 4 letters of your last name:

The Request a New Ravicet a ety Papeerord
Password page displays
indicating your request has
been submitted for processing. Your password request has been processed and an emall will be sent to you with a temporary token and instructions to reset
your password. Please make sure you check your spam or junk email folder. If you did not receive an emall, please contact the

Click the Click here to return PR R BB Bt

to logon page link. DO NOT INCLUDE YOUR SSN IN ANY CORRESPONDENCE WITH THE HELPDESK.

3 Note: If your information fails to
be verified, you receive a [mm;nmmmmum. ]
message stating that your
information does not match the
information in the eOPF system
and you should contact the
eOPF Help Desk.

eOPF Quick Reference Employee Self-Service for New User ID/Password
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Step

Action

An email is sent with a
password reset link, a token,
and instructions to the email
address of record in eOPF. The
token is valid for 15 minutes.

Click the URL link.

Please contact the eOPF Help
Desk if you do not receive an
email with your password reset
link, etc.

Screen Shot

This email is to notify you that a request to change your eOPF password has been made.

Ploase click on tho link bolow. You will

bo asked to provide your username and the 12 digit token below.
Please note that token expires wit 1

5 minutes of sending this email:

(

URL: httpsi//copf
Token: 12A23P543A:

<. g0v/ageng

PasswordRequest.aspx (example)
43 (oxample)

If you did not initiate this change, ploase contact the holpdosk at B66-275-8518 or oopf_hditolesishq.com for
assistance.

The eOPF systom is implomented in accordance with the Privacy Act of 1974, 5 U.5.C. € 552a to safoguard information
from unauthorized use. Howover, as hard as we try, sometimes information is erronecously stored. In the event an
employee who accesses his/her personnel file discovers another person®s information in their folder, he/she should
immodiately contact the eOPP Holp Desk (dial 866-275-8518 or email eopf_hditelesishq.com) regard
corrective measures can be taken. Any employee who knowingly and willfully discloses personal infor:
to other individuals, in any mannor, to any person or agency not entitled to receive it, may be fou:
misdemeanor and fined.

ion pertaining
guilty of a

Agency: AGENCY]

The link opens the Reset Your
Password screen. Type in
your eOPF ID.

Copy the token from the email
and paste it into the Token
field.

Click the Submit button.

Reset your password

Please enter your ¢OPF 1D and Token to Reset your password,
Note: The token will expire within 15 mi of req ing your p

QOPF 1D :
Token :

Submit

Cancel

The Please reset your
password page displays.

Enter a password that meets
your agency’s security
guidelines in the New
Password field, then again in
the ReType Password field.

Click the Reset Password
button, which will bring you
back to the eOPF Logon page.

You are ready to log in to
eOPF! Continue with Part 3.

Please reset your password

Note: Password must contain at least one upper-case letter, one lower-case letter, one number and one
special character and must be at least 12 characters in length,

New Password :
ReType Password @

Resot Password Cancel

eOPF Quick Reference
Page 5 of 8

Employee Self-Service for New User ID/Password
5/22/2015






Electronic Official Personnel Folder

Part 3: First Time eOPF Logon

Step Action

Enter your eOPF ID and
password on the eOPF
Logon page.

Click the Submit button.

Screen Shot

| aFB12345

SUDMIT  CLEAR |

The Select and answer
your security questions
screen displays. Select
questions from the drop-
down menu, then answer
the questions in the blank
fields on the right. Security
guestion answers are not
validated for format or

2 correctness (i.e. state,
numbers, or dates).
Maximum length for an
answer is 35 characters.

To start over, click the
Reset button.

Select and answer your security questions

Purpose: Yh‘oﬂmummmmwbcmdmm&mmlmfwwmmﬂamm You can modify the
msa using My Profile’ after you login. You can create your custom questions and provide answers. The custom questions are added to the
list of Personal Questions.

Email Address: [ JAMESX oM
[ Check here, if you are using assistive technology? (ex: Screen Reader)

Personal Questions

Please select and answer three unique parsonal questions from the list provided below.

Personal Question 1:  [in what city d you meet your spouselsigniicant other? v [Houston ]|
Personal Question 2:  [What 5 the micie nama of your oidest chid? Y |
Personal Question 3: | What was your favonte toy growng up? v|[Green ]
Helpdesk Verification Questions

Please select and answer three unique helpdesk questions from the i ded below.

Qu 1; [What is the color of your first car?

[ ]

[1.1.1085 ]

<

Helpdesk Question 2: | In what city o¢ town G your mother and fathar meet?

Question 3: [What is your dresm car? v |[Corvene ]

Note: the above questions are required to proceed into €OPF. Clicking Cancel wall exit you out of the application.

Submit  Reset Cancel

eOPF Quick Reference
Page 6 of 8

Employee Self-Service for New User ID/Password
5/22/2015






Electronic Official Personnel Folder

Step Action

Screen Shot

You also have the ability to
create custom questions for
Personal Questions;
however, custom questions
cannot be created for
Helpdesk Questions.

Click the drop-down menu
and select Write your
guestion. A blank Specify
your Question field is
added, allowing you to type
your custom question.
Click Add.

Once a custom question is
created, it will always be
listed in the drop-down
menu. Maximum length for
a question is 100
characters. There is no
limit to the number of
custom questions you may
create.

Select and answer your security questions

eOPF ID. You can modify the
2 YN: ustom questions are addad to the

| Check here, dmanmasﬂﬁmledmhqy?(u_mm)

Personal Questions
Please select and answer three unique personal questions from the list provided below.

Personal Question 1: |17 what city Gd you meet your Spouse/Sgnacant other? ] [Fouston
Personal Question 2: | Wha dle name of your olcest chid? v| [Angels
Personal Question 3: [ Ve yo- 2 |}

Specify your Question: [| What is my favonte takeout food? ]

Ipdesk fi Q
Please select and answer three unique helpdesk qn«m; from the list provided below.
Helpdesk Question 1:
Helpdesk Question 2: |10 whatc
Helpdesk Question 3:  [What =

What is the colr of you

your dream car? v| |Corvett
Note: Answers to the above questions are required to proceed into 2OPF, Clicking Cancel will exit you ot of the application.

Submit  Reset  Cancel

A confirmation message
states, “Your question is
added to the Personal
questions list.”

Select the drop-down menu
arrow again and choose
your newly created
guestion. Type your answer
4 | in the blank field to the
right.

Select and answer your security questions

Ploae wlect and anvw|
Personal Question 1:

Perwonal Question 7

Porwcaal Question 1 L W

Helpdesk Verification Questions
Please select and anvwar thive wnkque helpdeak Gumtions (rom the I provided bebow

Melpdesk Question 1) | VWhat was you 3o phone - )G e code v
Melpdesk Question 2 | VWhat «a RO PRONe PuThe M) MB (M v t1.1%
Melpdesh Question 3 What mas pour chkShood p . PUTEer NCELIING 6D o ~
NOte: Answers 10 I8 abowe Guemtonn s reguned 50 prooeed 20 e0NF, Clcking Cancel will et you ot of the applcation
bl Heset | Cancel

To save, click the Submit
button below the questions.

Helpdesk Question 1: VVTIBL (5 INE COIDT OF YOI ISt Car 7 v || Seplember

Helpdesk Question 2: N what ity of 101 your mothes and father meet? v| [1-1-1008

What is your dream car? v| [Corvette

Helpdesk Question 3:

Note: Answers to the above questions are required to proceed into eOPF, Clicking Cancel will &at you out of the

Reset  Cancel

eOPF Quick Reference
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Action Screen Shot

The Rules of Behavior
page diSpIayS. Read the FOR E.\'T[RPRI\REllﬁ:‘tl.o\};l;l[El:.(‘)‘l.'lRo(}'t[.i?sT‘\EL(:-RﬂbTElg;'s HR SYSTEM

rules and click the Accept The EHRI : cionundsecury i affoded 1o the HR syviem. The ruiie el of prosection nd
button. e

Rules of Behavior

[ understand that, when using the ¢HR System, [ am personally accountable for my actions and that I must

nt duties:
le as users of EHRI

pon or g (copy, distribute, manspulate, etc ) software of this system
d configuration control procedures,
and procedures,

1 understand that all conditions and obligations imposed upon me by these rules apply during the time | am granted access to this system regardless of location

1 understand that the EHRI project office reserves the nght, to termunate or suspend my access and use of the ¢HR System, without notice, if there 15 a violation of
these Rules of Behavior

The screen refreshes and ; P
takes you tO the eOPF Welcome to the eOPF System
Welcome page. That’s it! Introduction:

My eOPF
YO u are |n eo P F . My Profile The eOPF System contains electronic copies of the documents that make up your Official Personnel File. Your
Print Status €OPF may not contain copies of all documents that were created, as many of these documents have not been

scanned in yet. If you have questions concening the technical aspects of the eOPF, email the €OPF administrator
Logout

F ro m th |S pag e , yo u Can ?:Xe;z'[zg:\lr/\iiz:xdS‘:w;[\f:s(e‘;ztiftrh\\j;:z:smg database will be reset to the original default settings daily
naV'gate eo P F W|th the Questions concerning specific personnel actions should be sent to the appropriate HR representative.

7 | buttons on the left. o i age.

User Info:

Email: Stevens.Ron@xyz.com
Emergency Data last updated on:1/1/2000

From the eOPF Welcome Screen, you can:

e View your entire eOPF by clicking the My eOPF tab.

e Search for specific documents within your eOPF by clicking on the Search eOPF
tab.

e Change your eOPF preferences by clicking on the My Profile tab.

Need Assistance?

For login or document content issues, contact your local State Human Resources Office
(HRO) for assistance.

eOPF Quick Reference Employee Self-Service for New User ID/Password
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