WELCOME TO NEW HIRE ORIENTATION

PLEASE HAVE 2 FORMS OF IDENTIFICATION
AVAILABLE FOR VERIFICATION OF YOUR I-9



PROBATIONARY PERIOD FOR NEW EMPLOYEES

The probationary period for many new civilian employees hired by the Defense
Department on or after December 31, 2022, has changed from two years to one
year as part of the fiscal year 2022 National Defense Authorization Act.



,.é Civilian Personnel On Line Homepage | cpolarmy.mil - Windows Internet Explorer

| [T R —— i [ -
@: ¥ Iﬂ' L/ & pol army.mil, /Oj t4 || ¥/ X | cvilan Personnel OnLine Ho... X | | LF
J File Edit View Favorites Tools Help

J = J - B - 0 mm - Page - Safety - Tooks -

—— CPOL.ARMY. MIL

Home Library Topics Employment

THE OFFICIAL HOMEPAGE OF UNITED STATES ARMY CIVILIAN PERSONNEL

About Us Contact Us

I Q]

ARMY.MIL R55 FEED

Army wins Armed Forces Soccer
Championship

Flags In: Old Guard prepares for Memorial
Day tradition

Army leaders to host "We Serve" Soldier
Show in D.C.

RODECOM participates in Exercise Combined
Resolve IV

Fast: Outmaneuver enemies physically,
cognitively

Soldiers help identify new IED threats using
forensics

Mew York Command Sergeant Major to
receive Medal of Honor for World War I
hero

Fort Stewart leads DOD in green initiative

Corporal earns medals on road to DOD
Warrior Games

Read more RSS news at Army.mil

TOP ARMY INITIATIVES

LATEST NEWS

% May 25, 2015 - Memorial Day & Federal

Holiday to honor all Amenicans who have died
" in all wars, Memorial Day is a dav to recognize
and remember the sacrifice and service of the
| men and women who died while serving in the
i United States Armed Forces.

Season of Remembrance

Link: Arlington National Cemetery

May 1, 2015 - May is National Military

s Appreciation Month, an opportunity for Army
{ |eadership at every level to raise awareness of
service members’ contributions both on and off
post, as well as deepen partnerships that
support resilience and enhance the total
wellness of the force. Look for national events
such as Loyalty Day (May 1), Public Service
Recognition Week (May 3-9), the 70th
anniversary of Victory in Europe Day (May &), Armed Forces Day (May
16), and Memoral Day (May 25) at installations and communities
worldwide.

For additional information, wisit http:/ /www.nmam.org
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Notification of Personnel Action (NPA)

i+

Standard Form 50-8
Rev, 7/91

AL I e NOTIFICATION OF PERSONNEL ACTION

1. Name (Last, First, Middle) 2. Social Security Number

DOVE, WARREN Q. | [1-11-1111

3. Date of Birth
01-01-1960

4. Effective Date

01-01-2002

FIRST ACTION e SECOND ACTIO!

B-A. Code | 5-B. Nature of Action ‘ 6-A. Code| 6-B. Nature of Action
101 | Career-Cond Appt |

§-C. Code | 5-D. Legal Authority 8-C. Code| 6-D. Legal Authority

ZBA |P.L. 106-117, Sec. 311
8-E. Code | 5-F. Legal Authority = 8-E. Code | 6-F. Legal Authority




NPA (Cont’d)

7. FROM: Position Title and Number 15, T0: Position Title and Number
TRAINING SPECIALIST
123456 - 12343

G| 1m| 12 | 0 58,665.00

12A. Basic Pay 12B. Locality Adj. 12C. Adj, Basic Pay 120, Other Pay 20A. Basic Pay 208. Locality Adj. 20C. Adj. Basic Pay 20D, Other Pay

52,89.00 | 5,766.00 | 58,665.00 0.00

14, Name and Location of Position’s Organization 22. Name and Location of Position's Organization

USARMY
SOMEWHERE DIVISION
FORT EUSTIS, VA23604 A

8. Pay Plan (9. Occ. Code |10. Grade/Level | 11.Step/Rate |12 Total Salary 13, Pay Basis |16, Pay Plan|17. Occ.deB. Grade/Level |19.Step/Rate |20, Total Salary/Award 21, Pay Basis




NPA (Cont’d)

U.S.ARMY |

EMPLOYEE DATA . . o
23, Veterans Preference 24, Tenure 25, Agency Use | 26.Veterans Preference for
1 None 3. 10-PaintDisabiity 5 - 10-Point/Other 0-None  2- Conditiona i
1 2- 5-Point 4 - 10-Paint/Compensable 6 - 10-Point/Compensable/30% 2 1 Permanent 3 - Indefinite —| YES M NO
______ 28. Annuitant Indicator 29, Pay Rate Determinant
Basic only 2 Ret Officer - |18
31, Service Comp, Date (Leave) {32, Work Schedule 33. Part Time Hours Per
; Biweekly
FERS and FICA 01-01-2002 F Full-Time Pay Period
_____ -
POSITION DATA e
34, Position Occupied 35, FLSA C:tegxory 36. Appropriation Code 37, Bargaining Unit Status
. it i 3 - SES General : t ;
L | 3 it ee 4+ CanPesned | B | N-Nonso 12345678URZ ARS800
38. Duty Station Code 39, Duty Station (City - County -- State or Overseas Location)
511004700 FORT EUSTIS / NEWPORT NEWS / VIRGINIA
40. Agency Data 4, : 42, 43,

4,
LB PON#0A  |RAUGGEROIIIILI} TDA DATA TC/WOUVAA/800/001




NPA (Cont’d)

1 & e

45, Remarks '
Appointment affidavit executed 01-01-2002.

Selected from SCER0411111, dated 30-SEP-2001

Service counting toward career tenure from 01-JAN-2002.
Appointment is subject to completion of one year initial probationary period beginning 01-JAN-2002.

Frozen Service: 00 YRS 00 MOS
Creditable Military Service: None

Previous retirement coverage: Never covered.

Employee is automatically covered under FERS.

OPF maintained by OASA(M&RA) ,. South Central CPOC, ATTN: DAPE-CP-SC-M, Sparkman Center, Bldg 5304, Redstone Arsenal,
AL 35898.

46, Employing Department or Agency 50. Signature/Authentication and Title of Approving Official
U.S. Army Training and Doctrine Command (ARTC)
47. Agency Code 48. Personnel Office D |49. Approval Date Author C. Bond
ARTC 2043 01-02-2002 Authorized Official
Editions Prior to 7/91 Are Not Usable After 6/30/93
1—;%22‘ °V§§_§ %R IMPORTANT INFOHMATICH 1 - Employee Copy - Keep for Future Reference rons Friorto ° NOSN ;%48.01?3’33-3233

USAPPC V1.00



SALARY

Waiting Period for First Paycheck - 4 weeks
Pay Day - 2" Thursday of Pay Period

My Pay - https://mypay.dfas.mil



https://mypay.dfas.mil/

Beqmnmg Of Pay Peno = White on B ue

2023 Pay Period
Calendar

TSTFriday Pay Day — Black on Pale Blue
2nd Thursday Pay Day = Black on Light Green

S
el
14

ML Klng day - 3rd Mon in Jan
PPE 16 Dec 2023 - End of Tax Year for All Pay Days

Memonal Day - Last Mon in May

Juneteenth - 19 June

Labor Day - 1st Mon in
Sept

Veterans Day Observed - 10 Nov

d KSUIV J-4
Christmas - 25 Dec




CIVILIAN LEAVE AND EARNINGS STATEMENT (LES)

. Pay Period End

05,/05/0%

o *1st LES will be mailed

05/21/03

DEPARTMENT OF DEFENSE

e

CIVILIAN LEAVE AND EARNINGS STATEMENT
VISIT THE DFAS WEB SITE AT: WWW.DFAS MIL

3. Name 4. Pay Plan/Grade/Step | 5. Hourly/Daily Rate |6. Basic OT Rate |7. Basic Pay + Locality Adj = Adjusted Basic Pay
== Gs 03 o1 1z.10 18.15 21517.00 3740.00 25257.00

8. Soc Sec N 9. Locality % 10. FLSA Cat 11.5CDL 12. Max L C (o] 13.L Year End ) Q .
 — = el 5 bl v *LES’s are available the Friday

14. Financial Institution - Net Pay 15. Financial Institution - Allotment #1 16. Financial Institution - Allotment #2
FIRST CITIZENS BANK & TRUST d

17. Tax gﬂtatn'tal Exemptions Addl |18. Tax Psslta?tal Exemptions Add'l Taxing Authority 19. Cumulative Retirement 20. Military Deposit before payday- DFAS Wlll Send
FED S aus o o aus . . . .
o an email that Friday with a link

21. Current Year to Dale 22. 3 3

GROSS PAY 968.00 10305.00 MYPAY f h

TAXABLE WAGES 368.00 10305.00 to nOtl ylng you t at

NONTAXABLE WAGES

bEsLGTions O your LES is ready for viewing.

AEIC
NET PAY T41.37 7724.70
CURRENT EARNINGS
TYPE HOURS/DAYS AMOUNT TYPE HOURS/DAYS AMOUNT TYPE HOURSI/DAYS AMOUNT
e o *If you make any changes to
DEDUCTIONS | )
TYPE CODE CURRENT YEAR TO DATE TYPE CODE CURRENT  YEAR TO DATE
s e e pl your benefits please verify the
TAX, FEDERAL 97.58 1204.97 TAX, STATE NC 55.00 587.00
LEAVE i LES

TYPE PRIOR YR ACCRUED ACCRUED USED USED DONATED/ CURRENT USE-LOSE/ aCtlon On your .

BALANCE PAY PD YTD PAYPD YTD RETURNED BALANCE TERM DATE
[ANNUAL 45.25 4.00 36.00 8.00 €4.50 16.75
SICK 26.00 4.00 36.00 24.00 38.00
HOLIDAY 16.00
[ADMIN 11.00

BENEFITS PAID BY GOVERNMENT FOR YOU
TYPE CURRENT YEAR TO DATE TYPE CURRENT YEAR TO DATE
MEDICARE 14.03 149.42 OASDI €0.02 638.91
REMARKS

YOUR PAYROLL OFFICE ID NUMBER IS 37380800 - DEPARTMENT OF DEFENSE.
BUY US SAVINGS BONDS.

THIS REPORT CONTAINS INFORMATION SUBJECT TO THE PRIVACY ACT OF 1974 AS AMENDED



PAYROLL CUSTOMER SERVICE
REPRESENTATIVE (CSR)

If you need assistance or have any questions you can
contact:
e Sonya Sheppard sonya.sheppard@us.af.mil

« Army Futures and Concept Center, Ms. Lisa Mitchell
Lisa.M.Mitchell.civ@army.mil

« TRADOC, SDDC, Teresa P. Gholston,
Teresa.p.Gholston.civ@army.mil

« Army University, Jennifer Gonzalez
lennifer.a.gonzales12.civ@army.mil



mailto:sonya.sheppard@us.af.mil
mailto:lisa.m.Mitchell.civ@army.mil
mailto:jennifer.a.gonzales12.civ@army.mil

Union Representatives

* NAIL11; Everett Glover- everett.b.glover.civ@army.mil
(MICC, ASA, IMCOM, 128t, CASCOM SCOE, MTD, 406, TACOM, MEDDAC)

e NAIL 21: Glenn Crump - glenn.a.crump.civ@army.mil
(93 Sig)-If applicable

e AFGE 1643- Arneda Powell - arneda.h.powell.civ@army.mil
(597, ATSC, Army University)

e NAGE R4-12 Robert Novak - robert.j.novak4.civ@army.mil
(TRADOC, MICC FDO)



mailto:everett.b.glover.civ@army.mil
mailto:glenn.a.crump.civ@army.mil
mailto:arneda.h.powell.civ@army.mil
mailto:robert.j.novak4.civ@army.mil

LEAVE ACCRUAL

Annual Leave

Employee Type

Less than 3 years of

3 years but less than

15 or more years of

service 15 years of service service
Full-time employees (4 hours a pay period / |6 hours a pay period / |8 hours a pay period /
13 days a year 20 days a year 26 days a year

Part-time employees

1 hour for each 20
hours in a pay status

1 hour for each 13
hours in a pay status

1 hour for each 10
hours in a pay status

A civilian employee may accumulate up to 240 hours in any one-leave year. Any annual leave
over 240 will be forfeited when the leave year ends. (Some employees may accumulate more
than 240 hours based on overseas tour or because of an uncommon tour of duty.) At separation,
an employee is entitled to payment for all annual leaves/they have earned.



LEAVE ACCRUAL

Sick Leave

4 hours a pay period/
Full-time employees 13 days a year
1 hour for each 20 hours
Part-time employees in a pay status

Sick leave is a qualified right of the employee and may be used only for the reasons defined below:

1. When the employee or one of his or her family members has a medical, dental or optical examination.

2. When the employee cannot work because of a physical or mental illness, injury, pregnancy, or childbirth.
3. When the employee provides care for one of his or her family members who requires it because of physical or
mental illness, injury, pregnancy, or childbirth.

4. When the employee arranges for or attends a family member’s funeral.

5. When the employee is exposed to a communicable disease.

6. When the employee adopts a child. Appointments with adoption agencies, social workers, and attorneys;
court proceedings; required travel and any other activities necessary to allow the adoption to proceed are
covered.

7. Grandparents and grandchildren, and spouses thereof;

8. Domestic partner and parents thereof, including domestic partners of any individual in 1 through 5 of this
definition; and

9. Any individual related by blood or affinity whose close association with the employee



DISABLED VETERAN LEAVE ENTITLEMENT

Disabled Veteran Leave (DVL) is only available to veterans who are hired on or
after 5 Nov 2016 and who have (or will have) a service-connected disability
rating of 30 percent, combined rating of 30%, or more (includes temporary

ratings)
DVL is available during the first 12 months of employment and may not
exceed 104 hours for full time (part-time, etc is computed as (h/80) X 104)
This new leave category is a one-time benefit

Disabled veteran leave not used during the benefit period may not be
carried over to subsequent years and will be forfeited

When can DVL be used?
Medical treatment of a qualifying service-connected disability

A period of rest, when specifically ordered by the health care provider as
part of a prescribed course of treatment for qualifying service-connected

disability



DVL CONTINUED

Retroactive Usage

The employee did not provide certification of a qualifying service-connected
disability before requesting leave

For example, Block 23 (Veterans Preference) of the SF-50 is not coded
with a 6 (30% or more).

This applies in cases where the employee filed for disability claim with the
Veterans Benefits Administration after the hire date (may substitute DVL
from date claim filed as start of 12-month eligibility period which could have
been coded under DVL)



WITHIN GRADE INCREASES FOR GS EMPLOYEES

A within-grade-increase (WGI) is an increase in the employee’s rate of basic pay
by advancement from one step of his/her grade to the next after meeting
requirement for length of service and satisfactory performance. Personnel
actions affecting WGI's are generated automatically in the CPOL unless the
supervisor has identified a performance problem with the employee, in which
case it may be postponed or withheld.

Advancement from step: 52 Weeks
1,2,0or3 Must wait Or

1 year
Advancement from step: 104 weeks
4,5 0or6 Must wait Or

2 years
Advancement from step: 156 weeks
7,8,0r9 Must wait Or

3 years




WAITING PERIODS FOR W

EMPLOYEES

Each Wage Grade(WG) has 5 steps.

Advancement to step 2 | 26 calendar weeks
Advancement to step 3 | 78 calendar weeks
Advancement to step 4
and 5 104 calendar weeks




BENEFIT INFORMATION




NEW EMPLOYEE ELECTION GUIDE

Army Benefits Center-Civilian (ABC-C) NEW!
“Two Decades of Dedication” Check out the ABC-C on E u
Or at: hups-yabc.chra.amy mil n

New Employee Benefits Election Guide

BENEFIT OPTIONS

ENROLLMENT
To make an election or change, visit or call:

Thrift Savings Plan
(refirement savings and imeesiment plan)

To begin, change or stop contributions: To make investment allocations, access
your account, view rates of return, efc:

ABC-C
hitps:ifabec.chra.army.mil

1-877-276-9287

Thrift Savings Plan
Www.Asp.qov
1-TSP-YOU-FRST (1-877-968-3778)
TDD: 1-877-B47-4385

Federal Employees Health
Benefits

ABC-C
s:llabc.chra.amy.mil
1-877-276-9287

h

Federal Employees’ Group Life
Insurance

ABC-C

hitps:iiabc.chra.army.mil
1-877-276-9287

le Spending Accounts

Flexib

of-pocket

accounts for

f care expences)

health

FSAFEDS
e e afe
or 1-877-FSAFEDS or (1-877-372-3337)

Bt

Federal Employees Dental and BEMEFEDS
Vision Insurance Program 3 0 d www.BENEFEDS.com
| : :‘ I}T‘ | ﬂ {supplemental dentalivision insurance) ays o 1-877-B85-FEDS or 1-B77-B86-3337
TTY 1-877-8808-5680
|y r
r Federal Long Term Care FLTCIP
ol — Insurance Program worw Hefeds.com
. . = 1-800-LTC-FEDS (1-800-582-3337)

FLTCIP ffor azsisted living expenses) TTY: 1-800-843-3557
NOTE: Enrollment changes generally require permissible events after the initial new hire enrollment period. For more information on benefits, also visit
Loy opm. gov/insyure.

*Eligibie indniduals can apply at anyfime subject fo full underwniing.




RETIREMENT

The Federal Employees Retirement System (FERS) can best be
described as a Three Tier Retirement System:

If you look at the pyramid your FERS retirement would represent the tip
of the pyramid, your Social Security would represent the middle, and
your TSP would represent the base of your pyramid.

FERS

Social
Security

TSP



RETIREMENT

Participation is mandatory

Employees hired with FERS-FRAE retirement coverage
contribute 4.4% of basic pay each pay period

Agency also provides contribution

Provides a monthly benefit called an annuity if you retire or
become disabled

May also provide death benefits to your survivors



THRIFT SAVING PROGRAM (TSP)

Tax deferred savings/investment plan
Participation is voluntary

You can elect to contribute to the TSP at any time; there is
no waiting period. You may elect to contribute any dollar
amount or percentage (1 to 100) of your basic pay. The
amount you can contribute changes annually. For 2023,

the maximum dollar amount you can contribute is
$22,500.

Your agency contributions and matching contributions
begin immediately



http://www.tsp.gov/features/def_contribution-limits.html

THRIFT SAVING PROGRAM (TSP)

TSP program uses two websites:

First, you will make your elections for a percentage of
your salary, or dollar amount through the GRB Platform:
https://platform.chra.army.mil /account/security-notice?license=1120

[t will take several weeks for your first contribution to
reach the TSP Board. It automatically disburses into the
“General” or “G” fund. Upon receipt, TSP will send you a
password and pin. With that password and pin, you can
then go onto the TSP website: www.tsp.gov and disburse
your contribution into your desired fund or funds.

Designation of TSP beneficiaries can be made online at
WWW.tSpP.gov



https://platform.chra.army.mil/account/security-notice?license=1120
http://www.tsp.gov/
http://www.tsp.gov/

THRIFT SAVING PROGRAM (TSP)

Your agency will automatically contribute an amount equal to
1 percent of your basic pay each pay period. You will receive

these contributions whether or not you contribute your own
money.

You will automatically be enrolled to contribute 5% to your
TSP account.

Agency Matching contributions
First 3% of pay= $1.00 per $1.00
Next 2% of pay= $.50 per $1.00
Always Traditional (tax-deferred) contributions and earnings



TSP AGENCY AND MATCHING
CONTRIBUTIONS CHART

Percent of Basic Pay Contributed to Your Account

(FERS Employees Only)
You putin: Your agency puts in:
Automatic Agency
(1%) Matching
Contribution Contribution
0% 1% 0%
1% 1% 1%
2% 1% 2%
3% 1% 3%
4% 1% 3.5%
5% 1% 4%

Amounts that you contribute above 5% are not matched.

And the total
contribution is:

1%
3%
5%
7%
8.5%
10%



FEDERAL EMPLOYEES HEALTH BENEFITS
(FEHB)

You have 60 days from EOD to elect coverage

Benefits of FEHB:

Guaranteed Coverage

No Medical examination required

No restrictions for preexisting conditions
Pay premiums with pre-tax dollars

Continued coverage into retirement



FEDERAL EMPLOYEES HEALTH BENEFITS
(FEHB)

Visit http: //www.opm.gov/insure to see a list of available
plans.

To elect coverage visit http://www.abc.army.mil.

After the 60 day window you can only change your coverage
with a Qualifying Life Event (QLE) or during the annual Open
Season.

A few examples of a QLE are marriage, birth of a child, divorce,
etc.

Open season begins the 2" Monday in November and runs
through the 2" Monday in December. The change is effective
the 15t full pay period in January.


http://www.opm.gov/insure

FEDERAL EMPLOYEES GROUP LIFE INSURANCE
(FEGLI)

Life insurance is a term policy with no cash value. You are automatically enrolled in Basic coverage unless you waive
it

There are no regularly scheduled Open Seasons for life insurance. Once offered, if you elect to waive it, you will have
to wait at least one year, obtain a physical at your own expense, and upon notification from the Office of Personnel
Management, you will be able to sign up.

Basic coverage= Annual basic pay rounded to the next higher $1000 plus an additional $2000

Optional Life Insurance

Option A: $10,000
Option B: Provides an amount 1-5 multiples of your annual basic pay rounded to the next higher $1000

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.

You have 60 days from your EOD to elect Optional Life Insurance

Employees with a Break in Service of LESS than 180 days will maintain their previous coverage with NO option to
elect changes.

Employees with a Break in Service of MORE than 180 days will maintain their previous coverage with a 60 day
window to elect changes.



FLEXIBLE SPENDING ACCOUNTS
(FSAFEDS)

Ability to pay certain health and dependent care expenses with pre-tax dollars.

Contributions exempt from federal tax, most State and Local taxes and FICA taxes
(Social Security and Medicare)

New Employees have 60 days from EOD to enroll

Health Care FSA (HCFSA) - Allotments may be used to pay for certain health care expenses that are
not reimbursed by FEHB or any other source and not claimed on the participant’s income tax return.
The maximum amount an employee may set aside in any tax year is $2,700 and the minimum is $100.

Dependent Care FSA (DCFSA) - Allotments may be used to pay for eligible dependent care expenses.
The maximum amount an employee may set aside in any tax year is $5,000 ($2,500 if the employee is
married and filing a separate income tax return) and the minimum amount is $100.

Limited Expense Health Care FSA (LEXHCFSA) - Allotments may be used to pay for eligible dental
and vision expenses and is only for employees enrolled in high deductible health plans with health
savings accounts. The maximum amount an employee may set aside in any tax year is $2,700 and the
minimum is $100.



FEDERAL EMPLOYEES DENTAL AND VISION
INSURANCE PROGRAM (FEDVIP)

Available to eligible employees and their family members
Can enroll in dental, vision or both.

To enroll visit http://www.benefeds.com

Benefits do not transfer. Employee must contact BENEFEDS to update/reenroll in
coverage.

You have 60 days from your EOD to enroll. After the 60 day window you can only
enroll during an Open Season.
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http://www.benefeds.com/

FEDERAL LONG TERM CARE INSURANCE
(FLTCIP)

Provides funds if you can no longer perform everyday tasks for
yourself

Includes services such as Nursing home, assisted living,

inpatient/outpatient hospice care, formal and informal home
care and adult care

Qualifying relatives are eligible to apply if they meet the
program requirements

You have 60 days from your EOD to enroll



OFFICIAL PERSONNEL FOLDER
(QPF)

The Department of Army has transitioned to an electronic
Official Personnel Folder (eOPF) which allows each
employee to have electronic access to their own personnel
folder. Access to eOPF can be gained via CPOL Portal once
you are in-processed. If updates are required to your
eOPF, please contact your CPAC POC.

https://eopf.opm.gov/army/



https://eopf.opm.gov/army/

COMMON ACCESS CARD (CAC)
The Common Access Card (CAC) is used for:
mAccess to computer and network systems

"Entrance onto Post

mAccess to MWR facilities

DEERS Section at Fort Eustis Rm.123
650 Monroe Ave
Fort Eustis VA 23604

You will need two forms of I.D.

Please allow 3-4 days for your personnel action to process before attempting to obtain
a Common Access Card

APPOINTMENT WEBSITE: https://idco.dmdc.osd.mil/idco/#/



http://www.cac.mil/common-access-card/
https://idco.dmdc.osd.mil/idco/#/

PROHIBITED PERSONNEL PRACTICES AND
WHISTLEBLOWER PROTECTION

Whistleblower disclosures can save lives as well as billions of taxpayer dollars. They
play a critical role in keeping our government honest, efficient and accountable.

Recognizing that whistleblowers root out waste, fraud and abuse, and protect public
health and safety, federal laws strongly encourage employees to disclose wrongdoing.
Federal laws also protect federal employees from retaliation.

*Your Rights as a Federal Employee
(https://osc.gov/Documents/Outreach%20and%20Training/Handouts /Your%20Rights

%20as%20a%20Federal%20Employee%20Handout%20(Prohibited%20Personnel%20P
ractices,%20Whistleblower%20Disclosures,%20and%20the%20Hatch%20Act).pdf)

*Know Your Rights When Reporting Wrongs
(https://osc.gov/Documents/Outreach%20and%20Training/Handouts /Know%20Your%

20Rights%20When%20Reporting%20Wrongs%20Handout.pdf)



https://osc.gov/Documents/Outreach%20and%20Training/Handouts/Your%20Rights%20as%20a%20Federal%20Employee%20Handout%20(Prohibited%20Personnel%20Practices,%20Whistleblower%20Disclosures,%20and%20the%20Hatch%20Act).pdf)
https://osc.gov/Documents/Outreach%20and%20Training/Handouts/Your%20Rights%20as%20a%20Federal%20Employee%20Handout%20(Prohibited%20Personnel%20Practices,%20Whistleblower%20Disclosures,%20and%20the%20Hatch%20Act).pdf)
https://osc.gov/Documents/Outreach%20and%20Training/Handouts/Your%20Rights%20as%20a%20Federal%20Employee%20Handout%20(Prohibited%20Personnel%20Practices,%20Whistleblower%20Disclosures,%20and%20the%20Hatch%20Act).pdf)
https://osc.gov/Documents/Outreach%20and%20Training/Handouts/Know%20Your%20R%20ights%20When%20Reporting%20Wrongs%20Handout.pdf
https://osc.gov/Documents/Outreach%20and%20Training/Handouts/Know%20Your%20Rights%20When%20Reporting%20Wrongs%20Handout.pdf
https://osc.gov/Documents/Outreach%20and%20Training/Handouts/Know%20Your%20Rights%20When%20Reporting%20Wrongs%20Handout.pdf

v YOUR RIGHTS AS A FEDERAL
EMPLOYEE

v Uniformed Services Employment
and Reemployment Rights Act
(USERRA)



EMPLOYMENT FORMS




N Form Approwed

PEGLI Designation of Beneficiary OIS Mo, Az0e0E
Faier Federal Employees” Group Life Insurance (FEGLI) Program - -
S (DO NOT erase or cross-out. Uze a new form.) Bumpm;mec:n“umu-:'ﬁ.
A Information About the Insured (not the Assignee, if there is one) (type or print)
Nama of Insured (Tar, first, miakifle) Drarte of barth of Insored (e ddmnnd ‘Social Security Mumber of Ixmed

Thee Imezed isc an employes If the Ingored is retied or recsiving Fedoml Eoployes’ Compansation, give T5A,
] CEL or OTAFCE clains nomekbar:

pproprics box. e ey | ——e
appropriak bo a compensationer I

Dupasiesant or agency wheo the Insrred woeds. (#firetred, law deparswenr or agency whene the Inswred workeal) -
Dupasinsant or agency Bursam or division Lecation (ofry, siasr, ard ZTF code)

Information About the Beneficiary or Beneficiaries (5ee Back of Part 1 for examples) (type or print)

Firvt name, e2ddle imitial, and bast same of r 1
aach bamafciary Sasizzared

Total (Must equal 100°% or 1.0) (Do not uss dollar amounts) _—— 1000/
(Do ol put & Todal IV you designated fypes of Insuance. See example 4 on Back of Part 1.) 0
Statement of Insured or Assignee [fype or print)
Your name and addreas (Mnchcing ZTF code ) Pliaso chock ono: Pluxve chack all throa:
LE
the Insured - I hawe mot assigned the Insurance.
- - - - " """ -"-"-"=-"="-""="="=-"=-"=-"=-== T‘n-npemleuhnmmassedmy
—— e e e e e e e m - anAsslgnes || Sndint Sgnes b
|durmtnaneemrerunm
See Bock gf Pari 2 for u‘qﬁiﬁ-; penaficiary. o6 35 3
I nmdersinnd that if there is 2 valid 2z om fille, ndj'&n-amﬂ:wluﬁ: I enderstamd fhat iff this u:llﬂl:ld.fwnj'umﬁn-l}ﬁmlf
:&f‘mdﬂ‘-lwlb—fﬁm’;’n’l assigmment iz mot om flle, thereiza Federal Employees' Groop ahsmliﬂprh_dium oo e
court erder on fle with q;-qrurﬁe'l:s. Diffice of Perzonmel RETT mast recest valid dien. If there isn't ome, it will pay acc oo e
L.[I:Et.t,uwmw amy I cempleir for ile same bemeliis is nr&n—istndn-'linﬁ-(l lrt}
mot Il--:l.c Dﬂ‘-lms of Beneficiary under the
I mpsdersesnd theat if thiz Desippation i valid, it will seoy in effect nnless it i ﬁﬂ:?ﬂ Insmramce Program and am now desigrating che
canceled. (See "When L.’..ﬁe.tgnnnom Canceled?™ on the Back of Part I

Signature of Insered A sxignos (i(Tnly the Iwni.lmgm Ty S A, ar terough 4 power Dt e ey

ancemey e Aot acospioble ) This - ...Jm-r siges in thiz bax
> IGNA

D. Witnesses To Signature (A witness is not eligible to receive a payment as a beneficiany.)

Signaiu of witnous Address (Includimg FIP codl)
=
Signatrs of witness Address (Tncludmgy P oodel

E. For Agency Use Only jor OPM, as appropriate)
Baecoiving xgency Drate of recaipt fmmadd wanp) Sigmatem of anthorized ofScial Titde

ULE. Ofice of Personme] Management EF 2833
FEGLI Handbook (Rl T6-28) Previows ediions are not usable . Revised May 20H4



Designation of Beneficiary
Linpaid Compensation of Deceased Civilian Employee

Important
Fead all Instructions. before
g Inthis form

A, ldentification
Mame (LAt Ars migoo) ||:u=crm-m fmm. oo | Sooal Securty Number

Cepartment or agency in wihich presently employed (o foomar doparbment o agency -
Department or agency Bun=aw |Dhldon |LD|:H’|D|1 (Ciy siin andg ZIF codall

I. the employes named abowve, canceling any and all previous Designations of Beneficiar y heretofore made by me, do now
designate the beneficiary or beneficiaries named below to receive any unpaid compensation due and payable after my death.
| understand that this Designation of Beneficiary relates solely to money due as defined in 5 U .5.C_ 6681, 5582, 6683, and in no
wiay willl affect the disposition of any benefit which may become payable under the Retirement or Group Life Inswance Acts
applicable to my Government service. | further understand that this Designation of Beneficiary will remain in full force and effect
undil (1) | expressly change or revoke it in writing. (2} | fransfer to another agency. or (2) | am reemployed by the same or anotier
department or agency of the Government.

B. Information Concerning The Beneficiaries (See Examples of Designations):

First name, middie initial, amd st Address (indudng ZIF code) of Reiafionship Efare o be paid o
name of each benefickary each bemefciary each beneficiary
Dt Of designaton (mm oo s Wour sigratune
Total = %
C. Witnesses (A witness is not eligible to n e pay nt as a b ficiany):
We, the undersigned, certify that this statement was signed inour presence._
Sipmnabae of wilness Number and sireet City, siab= and ZIF code
‘Signature: of Witness Number snd sreet CAty, stair and P code

Receiving agency certification
| have reviewed this designation and certify that the designated shares total 100% and that no winesses are designated as beneficianes.
Deate PECEREd Sigrahume: Doyt

Type or print yousr return address io msure return

[ 1

L _|

UL, OfMfce of Personmsl Managerment Part 1 - Original Al Previous ediions Sizndand Form 1152
SCFRATE HEHN TE0-00-E34-4340 are rof usable. Rewized Sepoermber 2001




P L - Designation of Beneficiary

FERS Faderal Employess Retirement System mportant:
Flarerrard filling i thes form
A. Identification
Mame (Lasz, first, muddie) ||:|ut|.-af|:|irh gyl Sooial Security Number
- An employes RAetined or an Former ph:'me eligible Hyou ans retired give your olaim numiber
Piace an "X i the
fcant for i:rrm
appropiate box: ”‘I_I I_I ﬁ-em:nt reinthe
Department or sgenoy in which presently employed (or former depanment or agenoyl:
L the individual idenfified above, desiznate the beneficiary ar beneficiaries I direct. umless otherwise indicated below, that if more than one

pamed below to receive amy hamp-sum benefit which may become payable beneficiary is named, the share of amy beneficiary who may predecease
mmrmmmmsﬁmmﬂ)aﬁnmm me or who may be disqualified for any other reason, shall be distributed
inchading himp-sum death benefies which may become payable based equally among the stated beneficiaries, or emtirely to the surviver. If none
mms:mﬂrmdmte(hrﬂﬂmtenmm(csnﬂbm of the beneficiaries are alive and eligible to receive payment when a
I'became covered by FERS. I umderstand that this desipnation of beneficiary hmmp-som payment becomes payable, this desizpation is woid., and
cancels any previous FERS or CSES desiznation of beneficiary, and that it payment will be made according to the order of precedence set by law.
remains m effect until I cancel if in woting or I receive payment of my

FER.S retiremnent coniriiiions.

B. Information Concerning The Beneficiaries (See Examples of Designations):

First nesme=, middle initial, mnd lnst Address (including ZIF oode) of Fe=lsticenzhin: Share o be paid o
name of each benefioiary @ =ach benefiviary @ o you @ emoh beneficiary
Dete of designation (mmilddiipagd Vour signature
Total = 100%:

C. Witnessez (A witness iz not eligible to receive payment as a beneficiary):
We, the undersigned, certify that this statement was signed in our presence.
Signature of witness Address [including ZIF codel

Signabure of witness Address [fncluding ZIF cods)

Receiving agency certification
| hemve reviewed this designation and oertify that the designaied shares total 100% and that no withesses ane designated as beneficiares.
Dete recsived by agenoy fmmiddiyad Sigrature Deste {reaem'dheiifyyyned

B ve will pay to the person vou designate, even if Siet person’s name o meidionship to ¥ou changes Ser you file this designation. For sxample, SUDPOSe you designaln Your SpOUSe
and than you two divorns and Fou NIy Somesorss sise. W will Dy 2y IUMp SUm 0 Four Tommessr SpoLUss Uniess you SUbmit another designation o cancsl prior designations or 1o
designain who we are o pay.

Sy willl Wiits 10 e SOONESS YOU DroVids NErD 10 CONEECT the DEFSON YOU designatn. However, that Derson i ChgEIed to DOt i MUCh WIth LS SNBr ¥OuUr DBSTN b0 &5k IS 10 maks
Py

Type or print your retum address so that we can retum & copy o you.

| I See Back of Employes Copy For Instructions
On Where To File This Form.
(R=tain until employee keaves Federal
servioe and then send to the Offios of Personnel
Mansgement [OPM] )

U=, Office of Personnsl Managemens Sandard Formn 3102
5 CFA 823 208 Previous sdiions ars usabis. Rz Fairuary 2012




APPOINTMENT AFFIDAVITS

(Position to which Appointed) (Date Appointed)
{Department or Agency) (Bureau or Division) {Place of Empioyment)
I, do solemnly swear (or affirm) that--

A. OATH OF OFFICE

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

B. AFFIDAVIT AS TO STRIKING AGAINST THE FEDERAL GOVERNMENT

| am not participating in any strike against the Government of the United States or any agency thereof,
and | will not so participate while an employee of the Government of the United States or any agency
thereof.

C. AFFIDAVIT AS TO THE PURCHASE AND SALE OF OFFICE

| have not, nor has anyone acting in my behalf, given. transferred, promised or paid any consideration
for or in expectation or hope of receiving assistance in securing this appointment.

(Signature of Appointee)

Subscribed and sworn (or affirmed) before me this, day of ; &

at

(City) {State)

(SEAL) (Signature of Officer)

Commission expires,
(If by a Notary Public, the date of hisfher Commission should be shown) (Title}

Note - If the appointee objects to the form of the cath on religious grounds, certain medifications may be permitted pursuant to the
Religious Freedom Restoration Act. Please contact your agency's legal counsel for advice.

= Standard Form 61
U.S. Cffice of Persennel Management Print Revised August 2002
The Guide to Processing Personnel Actions NSN 7540-00-624-4015  Previous editichs not usable

Save Reset



Customer Excellence begins
with me because...

)

« The purpose of ICARE is to create a culture of Customer Excellence
throughout CHRA. ICARE consists of five standards: Integrity,
Compassion, Advocacy, Resourcefulness and Excellence.

 We're only as good as our customers say we are. Please provide your
feedback on ICE:
https://ice.disa.mil/index.cfm?fa=card&sp=1293168&s=1138&dep=*DoD



QUESTIONS OR CONCERNS

****1f you need further assistance or have any questions,
please feel free to contact your servicing HR Specialist.
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