Checklist for Federal Employee’s Returning from Active Duty (Return to Duty)

This checklist provides important information regarding your Federal Employee Benefits options. You are encouraged to review the list, and contact the Human Resources Benefits Section Counselor to schedule an appointment, in person or over the phone, to discuss and make your elections. 

Employees Name: _____________________________        Today’s Date: _________________

STANDARD FORM 52 (SF52): (Please initial the statement that pertains to you)

_____ SF52 and Orders have already been submitted to HRO

_____ SF52 will be submitted by my Supervisor and Orders are attached

_____ SF52 and Orders will be send to HRO

E-mail for HRO actions box: ngnhhroactions@ng.army.mil
FIVE DAYS PRESIDENTIAL LEAVE: (Please initial the statement that pertains to you)
In accordance with Executive Order 13223 the Technician is granted 5 days excused leave (Presidential Leave) upon their return from active military service in connection with Operations NOBLE EAGLE, ENDURING FREEDOM, IRAQI FEEDOM, or any other military operation covered under this executive order. Supervisors must grant this 5 day period of excuse absence as soon as the employee Return to Duty and the leave must be used over 5 the next consecutive technician work days.
_____ I understand that my 5-Days Presidential Leave is the next 5 days following my Return to Duty.
PDMRA LEAVE: (All employees must review and sign the following)

_____I understand that I am a Military Technician who is not permitted to return to my federal civilian job during the Post Deployment/Mobilization Respite Absence (PDMRA) period.

FEDERAL EMPLOYEE HEALTH BENEFITS (FEHB OR HEALTH INS.): (Please initial the statement that pertains to you)
 For most employees (unless you specifically requested it), you still have the same Health Ins. Plan you had prior to going on Active Duty.  As soon as you return to a paid status, double Health Ins. Premiums will be pulled.  If you were serving on Active Duty for certain designated contingencies, you’re eligible for “Free FEHB” for the entire period of Absent-US.  If you had double FEHB premiums pulled; those premiums will be reimbursed to you.  
A copy of your Title 10 USC Contingency Operations orders
_____ Copy Attached.
_____ Copy Will Be Furnished at a Later Date (double premiums will continue to be pulled until a copy is furnished to HRO).
You’ll automatically Return to Duty with the same Health Ins. That you had prior to going on Active Duty.  If you wish, you may elect any other Health Ins. Plan and/or Plan Option we offer.
_____ I currently still have and want to continue with the Health Ins. Plan I had prior to going on Active Duty.
_____ I would like to change to:  _______________________________




(write-in name of plan & self only or family)

If you have Transitional TRICARE and would like to use that until it run out and not pick but up you FEHB. You can WAIVER OF IMMEDIATE REINSTATEMENT OF FEHB. When your Transitional TRICARE is about four weeks away you will want to start you FEHB back up so that, there is no gap in health coverage.

_____ I would like to waiver the immediate reinstatement of my FEHB. 

FEDERAL EMPLOYEES GROUP LIFE INSURANCE (FEGLI):  (Please initial to acknowledge statement)
_____ All Technicians were automatically given 12 months of free FEGLI (Life Ins.) coverage.  Premiums will resume once returned to a paid status.  You’ll continue with the same coverage you had prior to going on Active Duty.  If you didn’t have it before, you cannot enroll now.
FLEXIBLE SPENDING ACCOUNT: (Please initial to acknowledge statement)

_____ RTD following military service is a Qualifying Life Event (QLE) that allows opportunity to enroll in a FSA (You have 60 days from your RTD to enroll).  Must be received NLT 1 October each year.  To enroll go to www.fsafeds.com. 
FEDERAL EMPLOYEES DENTAL AND VISION PLAN (FEDVIP): (Please initial to acknowledge statement)
_____ I understand that if I did not have FEDVIP before I went on Active Duty. Upon my Return to Duty, I can enroll within 60 days of end of active duty https://www.benefeds.com/. 
NGAUS LONG TERM DISABILITY INSURANCE: (Please initial if you have NGAUS for appropriate election. If you do not have NGAUS then enter “N/A”)
_____ Your Long Term Disability picks-right back-up from the coverage you had prior to going on Active Duty.  You do not have to pay any back premiums. Continues free for 30 days in a non-pay status, and then is suspended. Former coverage automatically re-starts once in a Tech. pay status
THRIFT SAVING PLAN LOAN: 

Do you have a TSP loan, WE NEED TO KNOW.

_____ Yes, I have a TSP loan

_____ No, I do not have a TSP loan.

THRIFT SAVINGS PLAN: (Please initial the statement that pertains to you)
You’re entitled to make any TSP contributions that you would’ve made while you were on Active Duty.  However, the amount you can make-up is offset by that amount your Active Duty contributions increased (if applicable).  

_____ I DO contribute to Military TSP

_____ I DO NOT contribute to Military TSP

_____ I WOULD WANT to make-up my Technician TSP contributions.

_____ I DO NOT WANT to make-up my Technician TSP contributions.
RETIREMENT:  (Please initial the statement that pertains to you)
FERS

_____ I WOULD LIKE to buy-back my military service and apply it toward my FERS retirement.

_____ I DO NOT WANT to buy-back my military service AT THIS TIME (but may do so later).

CSRS

_____ I WOULD LIKE to buy-back my military service and apply it toward my CSRS retirement.

_____ I DO NOT WANT to buy-back my military service AT THIS TIME (and my do so later).

I have received a briefing and read all the information on this check sheet on my employment benefits upon Returning to Duty and have made my benefit decisions.

_______________________

 
_______________


(Signature Here)


   (Today’s Date)

