Checklist for Employees Entering Extended Military Active Duty 
Employee Instructions:  This checklist provides important information regarding your benefits.  Fill in the blanks or initial as appropriate for each item listed below.  Within 31 days of the date you entered active duty status, send a signed and dated copy of this document (all pages) and a copy of your military orders to your servicing processing center (addresses on last page).  You should also provide a copy of both documents to your immediate supervisor and your Civilian Personnel Advisory Center (CPAC), and retain a copy for your records for future reference. You are encouraged to contact an Army Benefits Center-Civilian (ABC-C) counselor to discuss the impact of LWOP on your FEHB and other benefits.  Visit the ABC-C’s web site at https://www.abc.army.mil for more information, or to speak with a benefits counselor, call 1-877-ARMY-CTR (1-877-276-9287) (overseas numbers can be found on the web site).
Employee Full Name (please print) _________________________________________________________

SSN ____________________________________ Date of Birth __________________________________
Home Address _________________________________________________________________________

Telephone contact number _______________________________________________________________
Date of Entry on Active Duty Specified in Orders ____________________________________________
I want to be: (Initial one and provide effective date)
        _____  Placed on LWOP-US, effective _________________________ 

        _____  Separated, effective __________________________________
Leave:

        _____  I have military leave that I want to use.  Number of days:   ____________
_____  I want to use part of my annual leave.   Number of hours:  ____________

_____  I want my annual leave to remain to my credit.          OR
_____  I want to be paid a lump sum for my annual leave balance.

Health Benefits: (initial to terminate or continue)
Note: You must contact your CPAC as soon as you return to your civilian position.  It is your responsibility to ensure that FEHB coverage and premiums resume upon return to duty.
	_____
	My military service is for 30 days or less - my coverage will continue.  I need make no further election regarding health benefits, unless my military service is later extended past 30 days.

	_____


	I want to terminate my FEHB coverage effective the day before entering on active duty OR the day I am separated, furloughed, or placed on leave of absence for military service.
OR

	_____
	I want to continue my FEHB coverage: (initial one)

	_____
	I am being called to active duty in support of a contingency operation.  My agency will pay my share of the FEHB premium for up to 24 months.  The 24-month period starts the date I am placed on LWOP-US or Separation-US. 

	_____
	My active duty is not in support of a contingency operation.  I am entitled to up to 24 months of continued FEHB coverage beginning the date my absence from my civilian position begins, i.e., the effective date of my entrance on active duty.  I want to pay for my FEHB by: (initial one)

_____

Making current payments on a continuing basis during my absence (with after-tax monies).  After the first 12 months, I will pay 102% of the cost; the final 12 months must be paid on a current basis.
_____

Incurring a debt to be paid upon my return to civilian duty (on a pre-tax basis if I participate in Premium Conversion) for the first 12 months.  After the first 12 months, my share will be 102% of the cost and it must be paid on a current basis. 



Premium Conversion:   
	_____


	I understand that if I am participating in Premium Conversion, I have 60 days from the start of my unpaid leave of absence (LWOP-US) to waive that participation, which would allow me to cancel my FEHB coverage at any time later.  If I do not waive my premium conversion within the 60-day limit, I cannot later cancel my FEHB except during the annual FEHB open season or 60 days after another qualifying life event.


Transitional TRICARE:   
	_____


	Upon my return to my civilian position I will notify my employing office if I want to waive reinstatement of FEHB coverage due to having transitional TRICARE coverage.


Life Insurance:  (if enrolled)
	_____


	I understand that my FEGLI coverage will continue for 12 months in nonpay status (LWOP-US) at no cost.  At the end of 12 months in nonpay status, my coverage terminates with an automatic 31-day free extension of coverage and the right to convert to a private policy.  My coverage will be reinstated upon my return to pay and duty status in an appointment that conveys FEGLI coverage.  

	_____


	If I separate from employment, my FEGLI coverage will continue at no cost for up to 12 months or until 90 days after my military service ends, whichever date comes first, and then my coverage terminates with an automatic 31-day free extension of coverage and the right to convert to a private policy.

	_____


	If I have a qualifying life event (QLE) while on LWOP-US, such as marriage, divorce, death of spouse, acquiring an eligible child, I must contact my employing agency no later than 60 days after the event if I wish to elect or increase Options B and/or C coverage as appropriate for the QLE.  Option B is effective the first day the employee returns to pay and duty status.  Option C is effective the date of the event, if reported during the required time frame and before the coverage terminates after 12 months.


Flexible Spending Accounts (FSAs): (if enrolled)
	_____


	I am aware that I must notify FSAFEDS of my entrance on LWOP-US as well as upon return to duty by calling 1-877-372-3337.  

	_____


	I understand that I may contact FSAFEDS to accelerate my pre-tax deductions prior to entering non-pay status.  No contributions will be deposited into my account during my absence.

	
	_____

HCFSA:  I understand that if I have not pre-paid my election prior to LWOP, my account will be frozen and I will not be eligible for reimbursement of any HCFSA expenses incurred during my period of LWOP until the Benefit Period ends or until I return to pay status and begin making allotments again, whichever occurs first.  
_____

DCFSA:  I understand that any eligible expenses incurred during my period of LWOP may be reimbursed up to my account balance for that Benefit Period as long as the expense meets the IRS guidelines for eligible expenses. 


	_____


	For employees who go on LWOP-US, military deployment is a qualifying life event (QLE) that gives you the additional option of canceling your election(s) for the remainder of the year and reducing your coverage to the amount deposited as of the start of your leave.  To take advantage of this option, you must notify FSAFEDS from 31 days before to 60 days after entering on active duty.  Expenses you incur during your leave will not be eligible for reimbursement under your FSA.  Upon return to duty, you may reenroll.  

	_____


	I understand that if I decide to separate from civilian service, my FSA will terminate as of the date of my separation.  There are no extensions.  Any health care expenses incurred prior to the date of separation will still be reimbursable but those incurred after the date of separation are not reimbursable.  For dependent care, I can submit claims for the entire Benefit Period until my account balance is used up.  


Federal Employees Dental and Vision Insurance Program (FEDVIP): 

	_____
	I understand that in order to continue my FEDVIP enrollment, I must keep my premium payments current to avoid cancellation of my coverage; I may not incur a debt.  I understand that it is my responsibility to contact a BENEFEDS Representative at 1-877-888-3337 to arrange accelerated deductions and to discuss and/or change my payment option.  I also understand that if I change my payment option from payroll deduction, I must contact BENEFEDS on return to civilian duty if I want payment by payroll deduction reinstated.


Federal Long Term Care (LTC) Insurance:   
	_____
	I understand that in order to continue my LTC insurance, I must keep my premium payments current to avoid cancellation of my coverage; I may not incur a debt.  I understand that it is my responsibility to contact a LTC Representative at 1-800-582-3337 to discuss and/or change my payment option.  I also understand that if I change my payment option from payroll deduction, I must contact a LTC Representative on return to civilian duty if I want payment by payroll deduction reinstated.


Retirement: 

	_____


	I understand that if I am placed on LWOP-US, death and disability benefits continue under my retirement system.  

	_____


	FERS employees and CSRS employees first hired after 9-30-82:  I understand that a military deposit is required to receive credit for this period of military service toward civilian retirement, and the deposit must be paid in full prior to retirement. 

	_____


	CSRS employees first hired before 10-1-82:  I understand that if I will be eligible for a Social Security benefit at age 62, a military deposit is required to ensure continued credit in the computation of my retirement annuity.  This deposit must be paid prior to retirement.  If I will not be eligible for a Social Security benefit at age 62, there is no need to pay the deposit.  

	_____


	If I am restored under USERRA (return from military service within five years; exception during a period of National emergency), the deposit will be calculated using the lesser of the CSRS or FERS retirement contributions attributed to the period of military service, or the military deposit amount based on my military base pay.

	_____


	If I am not restored under USERRA, the military deposit calculation would be based on my military base pay if my military service was performed under 10 U.S.C.  If my military service was performed under 32 U.S.C., I will receive credit for six months of each calendar year while on LWOP.  (Military service performed under 32 U.S.C. is not creditable unless the employee returns to civilian duty via exercise of restoration rights under USERRA, and pays the military deposit.) 


Thrift Savings Plan:   
	_____


	I understand that if I am restored to my civilian position under USERRA, I may make retroactive TSP contributions and elections, including missed catch-up contributions, if otherwise eligible.  I understand that I will need to contact my employing office within 60 days of return to civilian duty to elect to make retroactive TSP contributions and elections. 

	_____
	I understand that my retroactive contributions and elections will be reduced if I contributed to TSP as a uniformed service member while on active duty.  I understand that if I contribute to my uniformed services TSP account while on active duty, I am responsible for providing ALL my military LES forms as documentation of those contributions. 

	_____


	I currently have an outstanding TSP loan.  I request that my employing office notify TSP of my non-pay status under USERRA so that my loan payments will be suspended.  I understand that I cannot make a loan payment to my civilian account as a deduction from my military pay, and that interest will accrue while my loan payments are suspended.  I also understand that I must notify my employing office immediately upon return to civilian duty so they can notify TSP of same, in order to avoid a taxable distribution.  My TSP loan number(s) is____ _____________________________________________________.


Acknowledgement:  My elections for this period of military active duty are marked above and I understand my elections.  I understand that I must notify my supervisor and CPAC when my tour is completed. 
Signature ___________________________________________ Date __________________________ 

	North Central                      USACHRA, North Central Region                                                          Processing Center                                          ATTN:  Branch Nine 9              Building 102                                        Rock Island, IL  61299-7650
	Servicing:                                     *Fort Sam Houston                                *Fort Belvoir                                   *Rock Island Arsenal/USACE                *Fort Buchanan                              *USACE Winchester, VA                       *Fort McCoy                                   *HECSA                                                *Fort Meade                                   *TACOM                                                  *Fort Myer                                      *Walter Reed                                        

	Northeast

USACHRA, Northeast Region    Processing Center                      ATTN:  Dawn Direnza, Rm 145        314 Johnson Street               Aberdeen Proving Ground,  MD         21005-5283
	Servicing:                                     *Fort Drum                            *USACE  *Letterkenny Army Depot              *Fort Detrick                            Baltimore  *Tobyhanna Army Depot               *Natick                                    Philadelphia *Executive Services Team             *Carlisle Barracks                  New York *Picatinny Arsenal                          *West Point                            Norfolk *Watervliet Arsenal                         *APG                                     New England *Fort Monmouth                              *ARL                                   *Pentagon *Fort Dix                                         *HQ AMC          

	South Central

USACHRA, South Central Region     Processing Center                      ATTN:  FEHB Reservists               John J. Sparkman Complex          Building 5304                               Redstone Arsenal, AL  35898-5222
	Servicing:                                      *Fort McPherson                 *USACE                                                                    *Anniston Army Depot                    *Fort Monroe                         Atlanta                               *Fort Benning                                 *Fort Polk                               Savannah                 *Fort Bragg                                     *Fort Rucker                          Charleston                   *Fort Eustis                                     *Fort Stewart                         Mobile                           *Fort Gordon                                   *Redstone Arsenal                Wilmington                 *Fort Jackson                                  *MTMC Sunny Point             Jacksonville                  *Fort Lee                                          *Fort McClellan                                                                                                                      

	Southwest

USACHRA, Southwest Region    Processing Center                           301 Marshall Avenue                      Fort Riley, KS  66442-5004

(If you are a separated employee writing about retroactive reimbursement, include the following attention line in the address: “FEHB Reservists, Box 31”)
	Servicing:                                       *DCMA East                     *USACE (con’t)               *Blue Grass Army Depot                  *DCMA HQ                        St. Paul                  *Red River Army Depot                    *DCMA Int’l                        St. Louis                  *Fort Knox                                         *DCMA Centers                 Nashville                                             *Fort Carson                                      *DCMA IT                          Memphis                 *Fort Leavenworth                             *USACE                             Louisville                     *Fort Leonard Wood                           Buffalo                               Detroit                    *Fort Riley                                           Pittsburgh                                                               *Fort Sill                                              Huntington                                                                                                                                      *Fort Campbell                                    Southwest Div                                                                                                                *Pine Bluff Arsenal                              New Orleans                                             *McAlester AAP                                  Vicksburg                                                                                                                                                                            

	West 

USACHRA, West Region   Processing Center                      ATTN:  Jennifer Rife                      2133 Cushing Street                        Fort Huachuca, AZ    85613-7076
	Servicing:                                       *Tooele Army Depot          *USACE                     *White Sands Missile Range           *Fort Bliss                           Kansas City                                         *Yuma Proving Ground                   *Fort Huachuca                   Portland               *Dugway Proving Ground                *Fort Irwin                           Seattle                *Defense Language Inst                  *Fort Lewis                          Walla Walla                 *Corpus Christi Army Depot             *Fort Hood                          Omaha            *Sierra Army Depot                          *Fort Richardson                 Sacramento                                                      *DCIPS Centralized                         *Fort Shafter                        Alaska           *DCMA West                                    *Fort Wainwright                                                                 *Camp Zama                                    *Fort Greely

	Europe 

USACHRA, Europe Region    Processing Center                          ATTN:  ESD/Benefits                      Unit 29150,  APO, AE 09100
	Servicing:          *Grafenwoehr      *Wuerzburg                                                          *Hanau                *Heidelberg          *Hythe                                                       *Saudi Arabia      *Stuttgart              *Kaiserslautern                                    *Benelux              *Vicenza                                                                                                             

	Korea                                         USACHRA, Korea Region  Processing Center                         Unit #15746                                  APO, AP 96218-5746
	Servicing:                                                                                                                                                                                                                                                                                                                                                                         *Area I (Uijongbu)             *Area III (Camp Humphreys)                                  *Area II (Seoul)                 *Area IV (Taegu)    
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