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IMPORTANT TELEPHONE NUMBERS
Employee Assistance (EAP) and . ................ From anywhere toll-free (800) 977-7631
Work-Life Programs Employee Connection, menu 2
TTY (800) 697-0353
Traumatic incident services (managers only)
(800) 977-7631
IRS Law Enforcement Personnel Only
1-888-270-895/8

Employee Connection . . . ..................... From work FTS (700) 372-160%3

(PIN required for personal information) TTY (513) 263-4600
From home toll-free (800) 829-6007
TTY (800) 382-8169

Employee Express (PIN required) . ............... From work FTS (478) 757-3085
Employee Connection, menu 2
TTY (478) 757-3117
Help desk (to request PIN) FTS (478) 757-3030
From home toll-free (800) 827-6290
TTY (888) 880-0412

Employee Resource Center . ........ .. .ouuono... From anywhere toll-free

(866) 743-574.8
TTY (866) 924-3578

FAX (901) 546-4597
ThriftLine (PIN required) . .................... From work FTS (504) 255-8777

Employee Connection, menu 2

TTY (504) 255-5113

TSP Service Office (to speak with a TSP
representative) (504.) 255-6000

Work Number for Everyone ... ................. From anywhere (800) 367-2884
(use Employee Connection PIN)

Workers’ Compensation Center .. ............... From work FTS (804) 771-2900
TTY (804) 771-2357
From home toll-free (800) 234-83293

IMPORTANT INTERNET/INTRANET ADDRESSES

Employee Assistance Program ... ...... ... ... ... .. .. .. www.guidanceresources.com
Employee Express ............... ... ... ... ..... www.employeeexpress.gov

Employee Personal Page (National Finance Center) . . ... ... www.nfc.usda.gov

Employee Personnel Resource Guide .................. http://erc.web.irs.gov/docs/2002/awss/ps/eprg0200/index.html
Employee Resource Center . ... ...................... http://erc.web.irs.gov

Federal Employees’ Group Life Insurance (FEGLD) ........ www.opm.gov/ insure/life/index.htm
Federal Employees Health Benefits (FEHB) ............. www.opm.gov/insure/health/index.htm
Long Term Care Insurance ......................... www.opm.gov/insure/ltc/index.htm
Medicare . . . ... ... .. www.medicare.gov

Multimedia Publishing Division . ... .................. http://publish.no.irs.gov

National Treasury Employees Union (NTEU) ............ www.nteu.org

Office of Personnel Management (OPM) ............... WWW.Opm.gov

Retirement information . .......................... www.opm.gov/retire

Safety and Health Information Management System (SHIMS) . .http://shims.web.irs.gov
SavingsBonds .. ......... ... ... ... .. .. . . L www.publicdebt.treas.gov

Social Security Administration (SSA) ........ ... ... .... WWW.$52.g0V

Thrift Saving Plan (TSP) ..o i Www. tsp.gov

Work Number for Everyone ............. ... ... .... www.theworknumber.com or www.talx.com
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Introduction

The following icons
appear throughout this
Guide to call attention to
certain items:

# do it
- learn it
-> see it

As an employee, you participate in at least some of the benefits and services that
IRS provides. As a recipient of these benefits and services, you share some
responsibility for understanding them. This understanding is especially impor-
tant when it is time to change, access, or take other actions relating to your
benefits. Follow these steps when you need information or need to take action.

Step 1: Use this Employee Personnel Resource Guide as your primary tool to research
personnel and benefits questions. To get a copy of the Guide, order one
through Employee Connection (select menu g; menu 4 for a Braille copy)
or through an area distribution center (order Doc. 9669 Catalog No.
22761G). You can also see the Guide electronically on the IRS Intranet at
http://awss.web.irs.gov/personnelservices/eprg0200/index.html.

Step 2: If the answer is not in the Guide, call the Employee Resource Center
(ERC) at 1-866-743-5748; TTY 1-866-924-3578 or go to their website at
http://erc.web.irs.gov
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Additional information is contained in the NORD/NC VI (IRS Documents
6647 and 664.8) regarding the Service’s policies and practices relating to the

following for bargaining unit employees:

® [ eave,

e Work schedules,

® Flexiplace,

® Federal Employees Health Benefits (FEHB) program,
® Retirement,

® Pre-retirement seminars,

® Workers’ compensation,

° Employee Assistance Program, and

® Part-time employment.
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Employee Tools

As an IRS employee, you have several tools to help you manage and take actions with many of your benefits.

AUTOMATED SYSTEMS

CALL THE EMPLOYEE RESOURCE CENTER (ERC) ANY TIME TOLL FREE AT 866-743-5748; TTY 866-924-3578 OR GO TO THEIR WEB SITE AT HTTP://ERC.WEB.IRS.GOV

Employee Resource Center

The Employee Resource Center (ERCQC) is an organization in Agency Wide
Shared Services (AWSS) that consists of a contact center and an interactive web
site. The ERC provides an easy method for you to request AWSS information
and services. One key feature is that the toll-free number will connect you to
the ERC and Information Technology Services (ITS). The ERC is designed to
meet the day-to-day administrative needs of the individual IRS employee.

The ERC will provide you with general information and services for each of

the AWSS functional units, covering a variety of topics as indicated below:

® Real Estate and Facilities — Public Transportation Subsidy Program,
building maintenance, workplace security, mail, printing, photocopying,
furniture repairs, etc.

® Personnel — Payroll, employee benefits, outside employment, retirement,
Thrift Saving, etc.

® Procurement — Requisition Tracking System (RTS)

® Customer Support — Travel, Web TRAS, purchase cards, imprest fund and
Career Management & Learning Centers

Equal Employment Opportunity (EEO) and Diversity Field Services - EEO

policy/procedures, reasonable accommodation

There are several easy options for contacting the ERC:
Interactive web site: http://erc.web.irs.gov
Toll-free telephone: 1-866-743-574.8
(Hearing impaired): 1-866-924.-3578
E-mail: erc@irs.gov

Fax: FTS 901-546-4597

For new employees, you will receive your Standard Employee Identifier (SEID)
by home mail. You will need your SEID in order to receive personalized
information when using the ERC web site.

There are many advantages to using the ERC:

® You have an easy method for obtaining information and requesting services
from AWSS

® You can access the self-service web site, which provides answers to over 250
frequently asked questions

® You can use the service ticket system to request AWSS information and services

® You will receive an estimated completion time for your service ticket request

® You are able to check the status of your service requests online

® You have the flexibility to choose a method of contact that is convenient for you.


HTTP://ERC.WEB.IRS.GOV
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Employee Connection

Employee Connection is an IRS automated voice response system that provides
you with current general and personalized benefits information. Through
Employee Connection, you can:

® Order forms, brochures, and multimedia items,

® Receive your personal benefits and payroll information (you will need your
personal identification number [PIN] for this information),

Hear the addresses of Internet and intranet sites that may be useful to you,
and

Transfer to other government automated system (such as the ThriftLine or

Employee Express [you will need your PIN to use these systems]).

Employee Connection

® System available 24 hours a day, 7 days a week from a touch-tone
telephone.

e From work FTS (700) 372-1603.

* TTY (513) 263-4600.

e From home (800) 829-6007.

e TTY toll-free (800) 382-8169.

® For new employees, a PIN will automatically be sent to your home. This
may take up to four weeks.

® Employee Connection PIN required for personal information only. If
you have forgotten or lost your PIN, select menu 9 to request a new one.

¢ If you have recently left the IRS, your PIN is valid for six months from

the date you leave but your data is only correct as of the date of separation.

=» See the flowchart on the following page for more information on navigating
Employee Connection.
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Employee Express

Employee Express is a mandatory see exceptions below computer-based
administrative system that allows you to input certain payroll transactions
without using forms, the mail system, or contacting your Transactional
Processing Branch (TPB). This system is operated by the Office of

Personnel Management.

You must process the following information through Employee Express:

® Change your Federal withholding allowances,

® Change your state withholding allowances,

® Sign up for Direct Deposit for your paycheck and up to two voluntary
savings allotments per pay check (you will need the appropriate bank account
number(s) and the financial institution’s routing number),

¢ Change your address,

® Enroll, change the amount of your contributions, or cancel your enroll-
ment in the Thrift Savings Plan (TSP),

* Begin/change your Federal Employees Health Benefits (FEHB) enrollment
during open season,

® Begin/change your FEHB premium conversion election during open season,

® Add or change a savings bond allotment (for non-rotating bonds),

® Begin your Combined Federal Campaign (CFC) contribution, during the
campaign season,

® Transfer to The Work Number to obtain an authorization code for employ-
ment verification.

@ You cannot use Employee Express for your monthly discretionary allot-
ments, including those that are authorized for the repayment of student
loans, repayment of Federal government indebtedness to other government
agencies, overseas allotments, NTEU insurance plans, and Treasury
Employees Political Action Committee allotments.

When you use Employee Express, the effective date of your action will be indi-
cated when you complete and confirm the transaction and before you exit the
system. Due to the payroll processing cycle, any transactions completed the week
before payday will appear either on the next paycheck or the following one. You
will receive a “no later than” message before your action has been accepted for
processing. You should note that your action may take effect before the “no later
than” message. If you use the Employee Express web site for your change, you

may also request an e-mail confirmation of your transaction.

* Exceptions for mandatory use of Employee Express:
New hire,
Physically challenged employees,

State tax changes for Alabama, Missouri and Mississippi, and U.S. territories,
® Request to “exempt” a state tax deduction,


http://www.employeeexpress.gov/emain.htm
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Valid zip codes or bank routing codes not recognized the Employee Express

system,

Locally determined reasonable hardship cases,

New check mail address elections (if you need to cancel Direct Deposit), and

FEHB events outside of open season.

Employee Express

® System available 24 hours a day, 7 days a week from a touch-tone telephone.
TTY (888) 880-0412 available from 7 a.m. to 7 p.m. Eastern Time.

* From work FTS (478) 757-3085 or through Employee Connection
(menu 2).

® From home 800-827-6290.

® Employee Express web address: www.employeeexpress.gov

® Employee Express personal identification number (PIN) required. Ifyou
forget yours, call the Help Desk at (478) 757-3030 or Employee
Connection (menu 2).

® For additional help, call the Employee Resource Center (ERQ) toll-free
at (866) 743-5748; TTY (866) 924-3578.

Employee Personal Page

The Employee Personal Page is a personalized web site available for employees
of all agencies serviced by the National Finance Center (NFC). Employees can
view their Statements of Earnings and Leave, Personal Benefits Statement,

W-2, savings bond and other personal information online.

Your personal information is not available on this web site unless you
specifically request access to your personal page by requesting a PIN number.
The history will begin on the database from the time you request the access.
The web address is: www.nfc.usda.gov.

ThriftLine

The ThriftLine is the Thrift Board’s automated telephone system for the

Thrift Savings Plan (TSP). Use the ThriftLine to:

¢ Obtain information about your account,

¢ Obtain plan news and rates of return,

e Obtain information about loans and withdrawals, and

® Make interfund transfers and investment allotments,

e Allocate future contributions in one or more of the five investment funds,

® Visually impaired employees who read Braille can request their TSP’s partic-
ipation statement in May and November (Employee Connection menu 4.).

You will need your Social Security Number (SSN) and your ThriftLine per-
sonal identification number (PIN). If you do not remember your PIN, you
can call the ThriftLine or use the TSP web site (www.tsp.gov) to request that a
new PIN be mailed to you.

CALL THE EMPLOYEE RESOURCE CENTER (ERC) ANY TIME TOLL FREE AT 866-743-5748; TTY 866-924-3578 OR GO TO THEIR WEB SITE AT HTTP://ERC.WEB.IRS.GOV 5


HTTP://ERC.WEB.IRS.GOV
http://www.employeeexpress.gov
http://www.nfc.usda.gov
http://www.tsp.gov

ThriftLine

® System available 24 hours a day, 7 days a week from a touch-tone
telephone.

* From work FTS (504) 255-8777 or Employee Connection (menu 2)

® TSP web address: www.tsp.gov

* TTY (504) 255-5113.

® SSN and ThriftLine PIN required. If you need a new PIN, you can
request one through the ThriftLine.

The Work Number for Everyone (Employment Verification)

The Work Number for Everyone is the IRS automated telephone system for
responding to third-party requests for salary and employment information.
It provides fast, efficient, and standardized responses to requests; increased
security of your salary information; and an audit trail to ensure proper
verification. The system is available 24 hours a day.

To use the system:
® Call 1-800-367-2884, or call Employee Connection (menu 2), or use the

web page: www.theworknumber.com to obtain an authorization code.

You can have up to three codes active at one time. Enter the following
information when prompted:

—IRS Company Code: 10114

—Your Social Security Number (SSN)

—Your Employee Connection personal identification number (PIN)

@ Ifyou have lost or forgotten your Employee Connection PIN, call
Employee Connection and select menu 9 to request a new one. If you have
recently changed your PIN, please allow up to three weeks for the new PIN
to be effective on the Work Number for Everyone system. If you need an
employment verification within the three week timeframe, use your old PIN
until the new PIN is activated.

It should be noted that you can now use Employee Express to access The
Work Number. Once you have entered your SSN and PIN through
Employee Express you can request to be connected directly through to

the work number without providing additional security information. Your

SSN and PIN are already verified.

Record the authorization code.

Release the authorization code, IRS company code and your SSN to the
person who needs to verify your salary or employment. They should call
I1-900-555-96%5 and follow the prompts which will provide access to your
salary and employment data. If the verifier is blocked from calling a 900
number, they can call 1-800-996-7566 for assistance.
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OFFICIAL PERSONNEL
FOLDER (OPF)

7 To review the
contents of your OPF,
contact the ERC.

PERSONAL BENEFITS
STATEMENT

T Call the ERC if you
have questions about
your Statement or if you
do not receive a
Statement.
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Then, the verifier, not the employee, determines the level of verification to

request:

® Basic, which includes your employer’s name, your SSN, your name (spelled),
your status (active, inactive, terminated), your most recent start or termina-
tion date with IRS, your total time in government (same as service computa-
tion date), your job title, and a reference number for each verification,

® Basic Plus, which is all of the above, plus the dollar amount of your last pay
and your pay frequency, or

® Full, which is all of the above, plus your gross earnings year-to-date and your
gross earnings for the previous two years.

@ Employee information is only available for the current and prior two
calendar years.

By law, all employees in the Federal government have an Official Personnel
Folder (OPF) which contains records and documents related to their civilian
employment. The right side consists of documents which are kept for the life
of the folder. The left side contains documents of a temporary nature which
are removed when you leave Federal service.

Your OPF is maintained by and kept at your servicing Transactional Processing
Branch. If you leave the IRS and transfer to another Federal agency, your OPF
will be forwarded to your new agency. When you leave Federal service, your
OPF will be forwarded to the National Personnel Records Center in St. Louis,
Missouri.

The IRS payroll office (the National Finance Center in New Orleans,
Louisiana) sends a Personal Benefits Statement once a year, generally in the
Spring, to certain employees covered under the Federal Employees’
Retirement System, the Civil Service Retirement System, and the Civil Service
Retirement System - Offset. Statements are not sent to employees with
intermittent or seasonal work schedules.

Your Personal Benefits Statement describes the estimated value of benefits avail-
able to you and your survivors in the event of your voluntary retirement, dis-
ability retirement, or death in service. It also includes estimated annuity
benefits and account balances from the Thrift Savings Plan, Social Security
and/or Medicare benefits and other general guidance.

CALL THE EMPLOYEE RESOURCE CENTER (ERC) ANY TIME TOLL FREE AT 866-743-5748; TTY 866-924-3578 OR GO TO THEIR WEB SITE AT HTTP://ERC.WEB.IRS.GOV 7
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STATEMENT OF
EARNINGS AND LEAVE

T If you detect any
errors in your Statement
of Earnings and Leave,
notify the ERC. Keep
these Statements for your
records.

PINS — AN IMPORTANT
NOTE

Every two weeks you will receive a Statement of Earnings and Leave. It

contains:

® A detailed description of your current and year-to-date wages,

® Mandatory deductions taken from your pay, including Federal, state, and
local taxes and Social Security and retirement contributions, and

® Voluntary deductions taken from your pay, including life and health insur-
ance premiums, union dues, charitable contributions, and allotments for

U. S. Savings Bonds, the Thrift Savings Plan, and your personal savings.

You should review this statement to ensure that you are being paid correctly
and to ensure that the deductions from your pay are correct. You should also
review the remarks area for important information and upcoming events.

Visually impaired employees who read Braille can get a Braille copy of their
statement (Employee Connection, option 4).

As you can tell by reading this chapter, there are many tools available for your
use that are secured by a personal identification number (PIN). You may not
have need of some of these systems often, however, when you do need to use
the information contained in these systems, time is usually of the essence. All
of the systems described in this chapter have a PIN Change feature. It is
recommended that you change all of your PINs to something secure that can
easily be remembered so that all systems are available for your immediate use,
when necessary.
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Pay is the salary you receive for working as an IRS employee. This chapter explains many aspects of pay, including
debts you may have that affect your pay.

YOUR SALARY AND
OTHER EARNINGS

T Call Employee

Connection to:

« Get personal payroll
information (menu 6)
or visit the ERC
web site at
http://erc.web.irs.gov

CALL THE EMPLOYEE RESOURCE CENTER (ERC) ANY TIME TOLL FREE AT 866-743-5748; TTY 866-924-3578 OR GO TO THEIR WEB SITE AT HTTP://ERC.WEB.IRS.GOV

How your pay is regulated
The pay of all Federal employees is set by Executive Order/law and is adminis-
tered by the Office of Personnel Management.

How your pay is calculated
Your pay is determined by the number of hours you worked and/or the num-
ber of hours you were in a paid leave status for each bi-weekly pay period.

Your salary is based on your assigned grade and step. Most employees are paid
from the General Schedule (GS), which includes a basic pay rate and, for
many employees, an additional geographic locality adjustment based on the
cost of living in the area where the employee works. The basic rate of pay plus
the appropriate geographic adjustment is referred to as your adjusted rate of pay.

Other employees are paid under Pay Banding or the Federal Wage System
(FWS). FWS employees are paid based on the hourly rate of comparable trade

jobs in the local area.

If you are in a hard-to-fill position, your pay may be covered by a special salary
rate. In those cases, your salary will be the higher of the special salary rate or the
GS rate plus any locality pay. If you are a Criminal Investigator, grade 3 through
10, you may be entitled to both a special salary rate and any locality pay.

@ Salary checks are issued biweekly.

Salary limitation

Your total salary for a bi-weekly pay period, including basic pay and any pre-
mium pay, cannot be more than the maximum scheduled pay rate for a GS-15,
step I0 employee, unless:

® You are covered by the Fair Labor Standards Act (FLSA), in which case you

are not subject to salary limitations.

Types of pay
Your pay is considered either:
e Basic (the salary you generally receive every two weeks) or

® Premium.


HTTP://ERC.WEB.IRS.GOV
http://erc.web.irs.gov

10

Premium pay falls into several categories:

Law Enforcement Availability Pay LEAP applies to full-time Criminal Investigators.
Criminal Investigators who are certified as performing or available to perform
law enforcement work to meet the needs of the Service for a specified number
of hours of overtime annually may earn an additional 25% of his or her
adjusted annual salary. Part-time Criminal Investigators do not receive LEAP.

Overtime is work performed in excess of 8 hours in a day or 40 hours in a week.
There are two types of overtime. The most common type is regularly scheduled over-
time. This is overtime that is scheduled in advance of the administrative work-
week. You are eligible to be paid night differential (discussed later) for regularly
scheduled overtime performed between 6:00 p.m. and 6:00 a.m. The second
type of overtime is irregular or occasional overtime. Irregular or occasional overtime
is overtime which cannot be pre-scheduled and is ordered by management to
meet emergency or critical work situations. Employees may not earn night

differential for occasional or irregular overtime.

Overtime pay is computed at I'/2 times the hourly rate of pay for all employees
covered by FLSA (FLSA non-exempt). Employees not covered by FLSA
(FLSA-exempt) have their overtime capped at the hourly rate of a GS-10, step
I employee. Your FLSA status may be found on a recent SF-50, Notification
of Personnel Action. All overtime is subject to the ceiling cap of the bi-weekly
earnings of the greater of GS-15, step 10, or Level V of the Executive Schedule.

Overtime can be worked in I5-minute increments.

@ All overtime work must be approved in advance by management.

Administratively uncontrollable overtime AUO generally applies when you are responsi-
ble for recognizing, without supervision, circumstances that require you to
remain on duty to complete specific work assignments on a routine, ongoing
basis. AUO pay is a substitute form of payment for irregular, unscheduled
overtime work and is paid annually instead of hourly. AUO pay is determined
as a percentage, not less than 10% nor more than 25%, of the rate of your
annual adjusted rate of pay and is fixed by law or administrative action for the

position you hold. AUO is very infrequently authorized to IRS employees.

Night differential is an additional 10% of the adjusted hourly rate of pay for each
hour that GS employees regularly work between 6:00 p.m. and 6:00 a.m.
Night differential will not be paid on annual and/or sick leave taken of 8 or
more hours in a pay period. Night differential will not be paid on credit
hours or compensatory time taken, regardless of the number of hours in a

pay period.

Shift differential applies only to FWS employees. If you are an FWS employee

(full-time, part-time, or intermittent) you are entitled to shift differential
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when over one-half of your tour of duty falls within specified times. Shift 1
covers the hours between 7:00 a.m. and 3:00 p.m. Shift 2 covers the hours
between 3:00 p.m. and midnight. Shift 3 covers the hours between 11:00 p.m.
and 8:00 a.m. Employees with over one-half of their tour of duty during
Shift 1 employees will not receive differential on any of the hours in their tour
of duty. Employees with over one-half of their tour of duty during Shift 2
receive a differential of 7'/:% for all hours in their tour of duty. Employees
working more than one-half of their tour of duty during Shift 3 receive a
differential of 10% for all hours in their tour of duty.

Sunday premium pay is 25% of your adjusted hourly rate of pay. Full-time GS or
FWS employees who perform work as a part of their regularly scheduled tour
of duty of which any part is within the period beginning at midnight on
Saturday and ending at midnight on Sunday are eligible to receive Sunday
premium pay. Part-time employees are not entitled to Sunday premium pay.
To earn Sunday premium pay, you must actually perform work between

these hours.

Holiday premium pay is due if you are required to work during your regularly
scheduled tour of duty on an official Federal holiday. You will receive pay for
your basic hours and again for the hours worked. This amounts to double time
for the hours worked on the holiday. If you are required to work on a holiday,
you will be compensated for a minimum of 2 hours holiday premium pay.
Hours worked on a holiday outside of your regular tour of duty must be paid
as either overtime or compensatory time off. You may not work credit hours
on holidays in lieu of holiday pay unless that provision is specifically provided
for in the local Alternative Work Schedule Agreement. Members of the Senior

Executive Service are not eligible to earn holiday pay.

Working for other than pay

You can be compensated for hours worked by receiving “time off” instead of
money by earning either:

* Compensatory (comp) time or

e Credit hours.

Comp time is time that can be granted to you for equal amounts of overtime
worked. Compensatory time may be earned in 15 minute increments. If you
are FLSA non-exempt, the election to earn comp time rather than overtime is
entirely your option. However, management may direct FLSA exempt employ-
ees to work comp time rather than overtime. Both GS and FWS employees are
eligible to earn comp time. Members of the Senior Executive Service are not

eligible to earn comp time.

You may not accumulate more than 80 hours of comp time at any one time. If
you accumulate more than 80 hours of comp time at the end of any bi-weekly
pay period, you will forfeit the number of hours over 80. In addition, you must
use the comp time within 12 pay periods after the pay period in which you
worked it. If you do not use your comp time within the 12 pay period limit,
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FLSA-exempt employees will forfeit the comp time and FLSA non-exempt
employees will be paid for the comp time at the overtime rate that was in place
when the hours were worked. Comp time earned is considered premium pay

and is subject to the bi-weekly pay cap (GS-15/10).

Comp time for religious observances will be granted in 15 minute increments when
your personal religious beliefs require you to abstain from work during certain
periods of the workday or workweek. When possible, notify your manager of
your desire to take comp time off for a religious observance 15 days in advance.
You can repay a grant of advanced comp time off for a religious observance by
the appropriate amount of comp overtime work, generally within 120 days.

If you take advanced comp time off for a religious observance, you can later
change that time to annual leave. However, if you take annual leave or leave
without pay for religious holidays, you cannot later change that to comp

time off.

@ All comp time worked must be approved in advance by management.

Credit hours is time that you can earn and then use in I5 minute increments
instead of using sick or annual leave. Credit hours may be earned only if you
are on a flexible work schedule (flexitour with credit hours). You may work up
to two hours a day in addition to your regular tour of duty and up to 10 hours
on days that you are not scheduled for work. You may accumulate up to 24
credit hours at any given time. You will forfeit any credit hours accumulated
above 24 at the end of any bi-weekly pay period. You may not work credit
hours on holidays in lieu of holiday pay unless that provision is specifically

provided for in the local Alternative Work Schedule Agreement.
Members of the Senior Executive Service are not eligible to earn credit hours.

Although you may not earn credit hours for travel, you may earn credit hours

for work you elect to perform while traveling.

@ All credit hours worked must be approved in advance by management.

Within-grade increase (WGI)
If you are paid under the GS or under the FWS, you may earn a WGI by

performing satisfactorily for a specified period of time in your job.

If you are a full-time or part-time GS employee with a scheduled tour of duty,
the waiting periods between WGIs are generally as follows:

® Step 2, 3, 4: 52 calendar weeks

® Step 5, 6, 7: 104 calendar weeks

e Step 8, 9, 10: 156 calendar weeks
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If you are a full-time or part-time FWS employee with a scheduled tour of
duty, the waiting periods between WGIs are generally as follows:

® Step 2: 26 calendar weeks

® Step 3: 78 calendar weeks

® Step 4, 5: 104 calendar weeks

Who is eligible for severance pay

You may be eligible for severance pay if you have held a permanent position with
the Federal government continuously for at least 12 months and lost your job
through no fault of your own. This includes being separated from the Service
because of a reduction-in-force, your position is abolished, or your job is

transferred outside the commuting area and you are not able to move.

You are ineligible if you turn down a reasonable offer (defined as a position in the
same commuting area, for which you are qualified, and within two grades or
pay levels of your current position). In addition, you may not receive severance
pay if you are eligible to receive a civilian or military government retirement
annuity (including optional, discontinued service retirement (DSR), early
retirement, or retired military pay) immediately upon leaving the Service. If
you are receiving workers’ compensation for a job-related injury, it will be

suspended while you are receiving severance pay.

Calculating severance pay

The basic allowance of severance pay is one week’s salary for each year of your
first 10 years of service and two week’s salary for each year of service over 10
years. In computing creditable service, credit is given for each full year and 25
percent of a year for each three months that exceeds one or more full years. An
age adjustment of 10 percent of the total severance allowance is added for each
year over 4.0 years of age at time of separation with credit for fractions of a
year at 25 percent for each three months. These two figures added together

become your severance pay fund.

When you receive severance pay, it is paid at the bi-weekly rate of pay you
received immediately before you were separated, with deductions for income tax,

Medicare, and FICA Gf subject to FICA at the time of separation) withheld.

Limits on severance pay

Severance payments end when:

® You are reemployed in the Federal government,
® Your severance pay fund is exhausted, or

® You reach the lifetime limit of one year’s salary.

Sometimes, a correction to a personnel action or a correction to a Time and
Attendance Record may affect your pay. Underwithholdings of deductions,
such as life and health insurance premiums, retirement contributions, or
union dues, can also cause an overpayment and result in a payroll debt that

must be repaid. The following are examples of payroll debts.

Example 1. A Time and Attendance Record is processed retroactively to reflect

time in a nonpay status that was originally posted as time in a pay status.
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Example 2. A promotion is processed for an employee, but the effective date
was incorrect. A correction changed the effective date to a date later than the
original effective date, causing the employee to have an overpayment of salary.

Example 3. After processing a temporary promotion on an employee, a
change to lower grade was not processed timely and the employee was overpaid
from the time the temporary promotion ended until the time the change to
lower grade was processed.

Example 4. An employee is incorrectly reassigned to an area with a higher
locality pay rate. A corrective personnel action is processed to reflect the
employee’s correct salary when it is discovered that the employee’s pay was
erroneously established at the higher rate.

Example 5. An employee’s retirement coverage was incorrectly established in
the personnel/payroll system. The miscoding created an underwithholding for
that retirement code, resulting in an overpayment of salary. Although the
employee had deductions withheld from pay, the amount (including Social
Security, Medicare, and retirement contributions) withheld was insufficient
for the correct retirement code.

Example 6. An employee is placed in nonpay status and elects to continue
Federal Employees Health Benefits coverage and to incur a debt. The employee
resigns before paying the debt, which results in a health insurance receivable.

In cases like the previous examples, your Transactional Processing Branch
(TPB) will send you a debt collection letter (in the case of Example 6, your
notification will come from the National Finance Center and your rights are
limited). A debt collection letter is a notification and information document. It will
explain the payroll debt you owe (the overpayment you received) and will help
you decide how to proceed and what your rights are as an employee.

@ Review your debt collection letter carefully to determine how and to

whom you will need to respond.

How your payroll debt is collected
Payroll debts are collected from your bi-weekly salary at 15% of your net
disposable pay.

Requesting an economic hardship

You may request that less than 15% of your net disposable pay be collected to
repay the payroll debt if this would cause you an economic hardship. #9 To
request this, complete the Payment Agreement attached to the debt collection
letter, requesting a reduction in the amount collected per pay period. You
must also provide documentation to justify the hardship request. A list of your
monthly expenses will usually provide the necessary justification.
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Requesting a waiver

In limited circumstances, you may be able to request a waiver of your payroll debt.
The overpayment must be of such a nature that you would normally not have
noticed it (i.e., a nominal amount). Generally, waivers of an overpayment will not
be approved if you received a significant unexplained increase in pay or otherwise
know, or reasonably should know, that an erroneous payment has occurred and
you do not make inquiries or bring the matter to the attention of the appropriate

officials, such as your manager or an Employee Account Representative.

#1 To request a waiver, complete the Request for Waiver/Review Form attached to the
debt collection letter and return it to your servicing TPB. In your request, you

should include information on when you were notified of the payroll debt.

Disputing a debt

There may be situations where your indebtedness was a product of circum-
stances that could not have been detected or from a current action that has
retroactive ramifications. If you have a question regarding the validity of the
payroll debt, carefully read your debt collection letter to understand your
rights as an employee and the steps you can take to dispute a payroll debt you
feel is invalid.

Taxability of debts

Your debt collection letter will state whether your payroll debt is taxable or
nontaxable. The fact that you have an indebtedness means that you received
monies that you were not entitled to in excess of your normal salary.
Generally, if you repay the payroll debt in the same year you are notified that
you became indebted, there is no further liability. Otherwise, the Form W-2
issued to you at the end of the year will reflect the unpaid balance of the pay-
roll debt as additional income you received. If you repay the payroll debt in a
subsequent year, the National Finance Center (NFC) may issue you a repay-
ment statement for tax purposes. If you do not receive a repayment statement
from NFC, you may request one from your servicing Transactional Processing
Branch or you may also use a copy of your final leave and earnings statement
for the tax year as proof of payment.

Leaving the IRS
When you leave the IRS for any reason, you are still responsible for any payroll
debts you owe.

=» See the Leaving the IRS chapter for more information.

Sometimes, employees owe debts to Federal agencies. Common examples are

debts owed to the Department of Education (for school loans) and the U.S.
Department of Agriculture (for excess distribution of food stamps). Such debts can
be collected in accordance with the Debt Collection Improvement Act of 1996.

As part of this Act, the Financial Management Service (FMS), which issues all

government payments, maintains a database of Federal agencies that are owed
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money. Once FMS receives a payment request (such as a travel reimbursement
request), it is first cross-checked against the database for any debt owed to a
Federal agency before the check is issued. If the individual to whom payment is
being made owes money to a Federal agency, it is deducted from the payment
(such as tax refunds and travel reimbursements) that FMS issues. The amount

of deduction depends on the type of payment being made to the individual.
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Leave is an absence from work. This chapter discusses the many types of leave and the programs that relate to leave.

ANNUAL LEAVE

T Call the Employee
Resource Center if you
have questions about
your leave.

What it is and how it is used
Annual leave is an absence from work with pay that requires management
approval. Although normally used for vacations, you may use request annual

leave anytime you are absent from work, including for illness.

To allow you to have sufficient time to make personal plans, your manager will
respond to annual leave requests as soon as possible.

@ Annual leave is earned in I hour increments and may be taken in 15

minute increments.

Earning annual leave

How much annual leave you earn depends on how long you have been working
and whether you are a full-time or part-time employee. Employees on an
intermittent work schedule or on a temporary appointment of less than 9o
days do not earn annual leave. Refer to the chart below to find your category

and see how much you earn.

Type of
appointment

Up to 3 years of
service

3-15 years of
service

15 or more years of
service

Full-time perma-
nent and full-time
seasonal

4 hours per pay
period

6 hours per pay
period (in the last
full pay period in
the calendar year
10 hours are
accrued)

8 hours per pay
period

Part-time perma-
nent and part-time
seasonal

1 hour for every
20 hours worked

1 hour for every
13 hours worked

1 hour for every
10 hours worked

Use or lose

Normally, the maximum number of hours of annual leave that you can accu-

mulate and carry over from one year to the next is 240 hours, regardless of

whether you work full time or part time. You must use any annual leave over

this amount before beginning the first full pay period of the new leave year, or

it will be lost. This situation is commonly referred to as use or lose annual leave.

Members of the Senior Executive Service may carry over up to 720 hours of

annual leave from year to year. Certain employees stationed outside the

United States may carry over 360 hours.
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You need to schedule all of your use or lose annual leave in writing as soon as
practical, but no later than the last day of pay period 23 each year. If you have
scheduled your annual leave and could not use it due to illness or due to the
urgency of public business, it may be restored for use at a later time. Use or
lose annual leave that is not scheduled and approved by the last workday of pay
period 23 will not be restored.

Requesting annual leave
#9 Give your manager a completed leave request (SF-71, Application for Leave, or

other acceptable documentation) as far in advance as possible.

You may request annual leave for your absence for which you would otherwise
take sick leave. Conversely, if you become ill while on annual leave, you may
request sick leave instead as long as you notify your manager on the first day of
the illness and follow the other requirements mentioned later under sick leave.

Getting an advance of annual leave

You are encouraged to save your annual leave to cover both planned and
unplanned absences. However, if you are a permanent employee and have
served more than 90 days in your current appointment, your manager may
advance you annual leave up to the amount you would earn by the end of the
leave year.

If you are a temporary employee and have served more than 90 days in your
current appointment, your manager may advance you annual leave up to the
amount you would earn by the end of your appointment.

You must repay the amount equal to all advanced leave before the end of your
appointment or before you leave the IRS. If you do not repay it, you will be
billed for the amount equal to the leave or the amount you owe may be taken
from your final salary and/or lump sum leave payment.

What it is and how it is used
Sick leave is an absence from work with pay. It is earned in I hour increments;

however, it may be taken in 15 minute increments.

Sick leave for personal needs

You may use sick leave when you are absent or incapacitated due to:

® Physical or mental illness,

¢ Injury,

® Pregnancy,

e Childbirth,

e Activities required to adopt a child,

® Visits to a doctor, optometrist, or dentist, or

® Exposure to a communicable disease (as determined by a local health
authority or health-care provider).


http://publish.no.irs.gov/getpdf.cgi?catnum=16447
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=» Read the later section on Family and Medical Leave to learn about using sick
leave (alone or combined with other types of leave) for yourself or members of
your family.

Sick leave for family care and bereavement

As a full-time employee, you may use up to 40 hours (5 workdays) of sick leave

to:

® Provide care for a family member as a result of physical or mental illness,
injury, pregnancy, childbirth, or medical, dental, or optical examination or
treatment;

® Make arrangements necessitated by the death of a family member or attend

the funeral of a family member.

An additional 64 hours (8 workdays) of sick leave may be used as long as you
maintain a balance of at least 80 hours of sick leave in your sick leave account.
Part-time employees are entitled to pro-rated amounts based on the number of hours in their

regularly scheduled workweek

Sick leave to care for a family member with a serious health condition

As a full-time employee, you may use a total of 12 weeks (480 hours) of sick
leave in a leave year to care for a family member with a serious health condi-
tion if you maintain an 80-hour sick leave balance. If you use any portion of
the 13 days of sick leave for general family care or bereavement purposes in a
leave year, that amount must be subtracted from the 12-week entitlement.
Part-time employees are entitled to pro-rated amounts based on the number of hours in their regularly
scheduled workweek.

A serious health condition is an illness, injury, impairment, or physical or

mental condition that involves:

® Inpatient care in a hospital, hospice, or residential medical care facility, or
continued treatment by a health-care provider in connection with the
condition, whether on an inpatient or outpatient basis.

® Absence from work on a recurring basis or for more than a few days. The
term “serious health condition” is not intended to cover short-term

conditions for which treatment and recovery are very brief.

For the use of sick leave for all family care, a “family member” is defined as:

® Spouse, and parents thereof;

¢ Children, including adopted children, and spouses thereof;

® Parents;

® Brother and sisters thereof; and

® Any individual related by blood or affinity whose close association with the
employee is the equivalent of a family relationship.
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Earning sick leave

The amount of sick leave you earn depends on what type of appointment you
have. Employees on an intermittent work schedule do not earn sick leave.
Refer to the chart below to find your category and see how much you earn.

Type of appointment Amount earned

Full-time permanent employee, 4 hours per pay period
temporary employee with an
appointment of go days or more,
or seasonal employee

Part-time employee or part-time seasonal | 1 hour for every 20 hours worked
employee

@ There is no limit on the amount of sick leave that you may accumulate

and carry over from one year to the next.

Recredit of sick leave

If you had a break in service (no matter how long the break was), your sick
leave may be recredited to you if you returned to Federal employment on or
after December 2, 1994, if you are otherwise entitled. However, your sick leave
may not be recredited if you forfeited the sick leave upon your reemployment
in the Federal government before December 2, 1994.

=> If you are a re-hire with prior Federal service, call the ERC to see if you are

entitled to a recredit of sick leave.

Requesting sick leave
#9 Give your manager a completed leave request (SF-71, Application for Leave, or
other acceptable documentation) as far in advance as possible.

You may request annual leave for your absence for which you would otherwise
take sick leave. Conversely, if you become ill while on annual leave, you may
request sick leave instead as long as you notify your manager on the first day of
the illness and follow the other requirements mentioned in this section.

If you are too sick to come to work, request leave from your manager as soon as
you can (generally, within the first two hours of the time you normally report
to work on the first day you are absent). If your manager is unavailable, leave a
telephone number where you can be reached, ask for the next higher manager,
or call back when the manager is available. If your illness continues beyond
one day, you must keep your manager informed, normally each day.
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See the section on the Leave Bank later in this chapter for information on how it
can help you with an unexpected family or medical emergency.

Illness lasting more than three days

#9 Give your manager a medical certificate signed by your physician or
practitioner for any time you are absent for sickness for more than three days
(not including a day in which you are released from work because of illness).
Your manager may waive this requirement. All medical information you give to

your manager to support your request for sick leave is confidential.

Illiness while in travel status
Contact your manager as soon as you can for unusual cases of sick leave, such

as illness or injury while in travel status.

Getting an advance of sick leave

Although you are encouraged to save your sick leave to cover both planned and

unplanned absences, you may request that you be advanced sick leave if:

® You agree to repay the advance through leave that you earn in the future (or
you agree to pay cash, if appropriate),

® Your request (plus any existing advanced leave balance) does not exceed
24.0 hours (for a full-time employee; advances for a part-time employee
are prorated),

® There is no reason for your manager to believe that you will not return to
work after having used the leave, and

® You have provided acceptable medical documentation of the need for
advanced sick leave (if required).

You must repay all advanced leave before the end of your appointment or
before you leave the IRS. If you do not repay it, you will be billed for the
amount equal to the leave or the amount you owe may be taken from your final

salary and/or lump sum annual leave payment.

What it is and how it is used
Leave without pay (LWOP) is a temporary absence from work without pay. If

approved by management, it is granted in one-hour increments.

=» Employees often use LWOP for situations relating to families. IRS

managers are encouraged to grant leave in support of family-related

activities, including:

® School and early childhood educational activities (such as parent-teacher
conferences and participating in volunteer activities supporting a child’s
educational advancement)

® Routine family purposes (such as routine medical or dental appointments),
and

* Elderly relatives’s health or care needs ( such as routine medical or dental
appointments or making arrangements for housing, meals, phones, and

banking services).
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Subject to work requirements and after you have completed five years of serv-
ice, your manager may approve LWOP for a period of up to one year for you
to engage in full-time job-related study and activities which your manager has

determined are designed to improve your job skills.

Your manager may approve up to 30 calendar days of LWOP for political
activities permitted under the Hatch Act Reform Amendments of 1993.

Returning to work after extended LWOP
To the extent practical, you will be returned to the position you held when you

began your LWOP or into a like position in the commuting area.

How LWOP affects your employment status

Several benefits are adversely impacted for continuous or intermittent periods
of LIWOP. During any pay period where the total hours you are in a IWOP
status reaches 80 hours, you will not earn sick or annual leave for that pay
period. If the LIWOP reaches 80 hours in the last full pay period in the
calendar year, and you are accruing six hours of annual leave, you will lose the

entire 10 hours accrual for that pay period.

You can take up to six months of LWOP in a calendar year without affecting
your service computation date for either leave accrual or retirement eligibility
purposes. If you have more than six months, your service computation date
will be adjusted by the amount of time you are in LWOP status that is over the
time that is already allowed.

For within-grade increases, the waiting period for steps 2, 3, and 4 of a grade is
extended if your time in IWOP status is longer than two weeks; for steps 5, 6,
and 7 if your time in IWOP status is longer than four weeks; and for steps 8,
9, and 10 if your time in LWOP status is longer than six weeks. In all cases, the
waiting period is extended by the amount of time you are in LWOP status that
is over the time that is already allowed.

What it is and how it is used

An excused absence is a paid absence from work which is authorized by your

manager and which does not affect your pay or your leave balances. The

IRS/NTEU National Agreement spells out certain situations in which employ-

ees are entitled to administrative leave. These are as follows:

1. Employees rated fully successful and above may be granted up to eight (8)
hours of excused absence (administrative leave) per year to volunteer their
time to legitimate public service organizations.

2. Subject to workload considerations the Employer may grant an employee up
to a total of four (4) hours excused absence per calendar year for the pur-
poses of attending a health benefits fair, reviewing health benefits informa-
tion and materials, receiving financial counseling, and seeking supplemental

retirement counseling.
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Other situations which may warrant excused absence are discussed below.
Additionally, your manager may excuse an absence of less than one hour when
you provide him or her with a reasonable explanation for the absence.

Registration and voting

When the voting polls are not open at least three hours either before or after
your regular hours of work, you may be granted an amount of excused absence
to vote or register to vote which will permit you to report to work three hours
after the polls open or leave work three hours before the polls close, whichever
requires the lesser amount of time. You may be excused for up to a full work-
day under exceptional circumstances where the general rules do not permit

sufficient time to enable you to vote or register to vote.

Office closing

You will be given an excused absence whenever it becomes necessary to close
your office because of inclement weather or any other emergency situation.
This includes heavy snow or severe icing conditions; floods, earthquakes, hur-
ricanes, or other natural disasters; air pollution; massive power failure; major
fires; or serious interruptions to public transportation caused by incidents
such as strikes of local transit employees or mass demonstrations.

If any of the above emergency conditions exist and prevent you from getting to
work when the office is not closed, you should contact your manager as soon as
you can to explain the circumstances and provide an estimated time of your

arrival.

Your manager may grant you excused absence for all or a part of your workday.
To be given such consideration, you should provide your manager with reason-
ably acceptable documentation that you made reasonable efforts to reach work,

but that the emergency conditions prevented you from arriving on time.

Tax audit

You will be granted an excused absence to attend a tax audit:

® That is required as a condition of employment,

® That results from an investigation by the Treasury Inspector General for Tax
Administration (TIGTA), or

® To discuss your tax affairs with a member of TIGTA.

Blood donation

If you donate blood, you are entitled to up to four hours of excused absence to
recuperate. You are also entitled to travel time to and from the donation site
and to actually give blood. If necessary, you may be granted additional time to
recuperate which does not exceed the remaining hours you are scheduled to
work on that day.

If you are not accepted for donating blood, you are entitled to the time neces-

sary to travel to and from the donation site and the time needed to make the

determination.
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Bone-marrow and organ donation
(See references: 5 U.S.C.6327,

http://www.opm.gov/oca/leave/html/donor. htm)

If you serve as a bone-marrow donor, you are entitled to 7 days of excused
absence/administrative leave (without loss of pay or charge to leave) each
calendar year (in addition to annual and sick leave) and 30 days each calendar
year to serve as an organ donor. This includes travel time, and the time
required for testing to see if you are a compatible donor, plus the time
required to undergo the transplant procedure and recuperate.

What it is and how it is used

If you are a permanent full-time or temporary full-time employee with an
appointment which exceeds one year and you are a reservist of the armed forces
or a member of the National Guard, you are entitled to 120 hours of paid
military leave in any fiscal year for active duly training and inactive duty training

military service.

You may be charged military leave only for hours you would otherwise have

worked and received pay.

You may carry over up to 120 hours of military leave into the next fiscal year,
not to exceed 240 hours in any fiscal year.

If you are a part-time employee, you will accrue military leave on a prorated basis.

Requesting military leave
#9 You should apply, in writing, for military leave as soon as you receive
military orders.

Leaving the military
When you leave the military, you must provide your manager a certified copy
of your orders showing that you have completed your active duty.

What it is and how it is used

Court leave is a paid, authorized absence from duty which does not affect your

leave balances when you have:

® Been called to jury duty,

® Been asked to be a witness in a non-official capacity on behalf of the United
States, the District of Columbia, or a state or local government, or

® Been asked to be a witness in a non-official capacity on behalf of a private
party in any judicial proceeding to which the United States, the District of

Columbia, or a state or local government is a party.

If you are summoned by a court to see if you qualify for jury duty, you are

entitled to court leave for the time you are gone whether or not you are actu-
ally selected. If you are selected for jury duty and the court dismisses the jury
early, you are expected to return to work if you would be able to work at least

two hours.
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A night shift employee who performs jury duty during the day is granted court
leave for his or her regularly scheduled night tour of duty and is entitled to the
night differential for the time missed due to court leave. =¥ See the Pay chapter
under Types of pay for more information on night differential.

Substantiating court leave
#9 Before your absence, you must provide your manager with the subpoena or

other court documentation requesting you to be in court.

When court leave is not appropriate

If you are required to testify in court in an official capacity, you are considered
to be working, not on court leave. You will not be granted court leave for personal
reasons such as traffic tickets, small claims cases, or other administrative hearings.

Fees received while on court leave
Based on your state requirements, you may have to turn in any fees you receive
while on court leave, except those for meals and transportation. Your manager

can tell you where you should send any fees you receive.

FAMILY AND MEDICAL The Family and Medical Leave Act (FMLA) entitles full and part-time
LEAVE employees who have completed 12 months of service to 12 workweeks of unpaid
leave or paid leave in any 12-month period for the following purposes:
® The birth and care of a child (may not be used after the child is one year
of age);
® The placement of a child with you for adoption or foster care;
® The care of a family member with a serious health condition or your own
serious health condition.

Under FMLA, “family member” is defined as a spouse, son, daughter,

or parent.

Requesting leave under the Family and Medical Leave Act

To use leave under the FMLA, complete Form 9611, Application for Leave under the
Family Medical and Leave Act. You can get this form from your manager. Your man-
ager may also have to complete Form 9610, Record of Approved Leave Family Medical
and Leave Act, and you may need to have your medical provider complete a

medical certification.

Medical certification

Your manager may request a medical certification if you take more than three
days of leave under the FMLA or FFLA for your own serious health condition
or to care for a family member with a serious health condition. However, he or
she may determine that this is unnecessary based on knowledge regarding an
ongoing condition, previously furnished acceptable medical certification on a

chronic medical condition, or other available information.
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Returning to work after taking extended leave under the Family and
Medical Leave Act

Upon return from FMLA leave, you must be returned to the same position or
to an “equivalent position with equivalent benefits, pay status, and other terms
and conditions of employment” (quote from the FMLA).

What it is
The Leave Bank is a program that employees who are enrolled in and who have
a medical emergency can use.

@ A medical emergency is a personal or family situation that may require you
to be absent from duty for a prolonged period of time and result in a
substantial loss of income because you have exhausted your paid leave.

Joining the Leave Bank

#9 Complete Form 9058, IRS Leave Bank Program Membership/Contribution Form and
return it to your local Leave Bank Coordinator during the Leave Bank open
season. Form 9058 is available through Employee Connection, menu 3. There
are usually two open season periods for Leave Bank membership: one in
January and another at approximately mid-year.

When you enroll, you must donate the number of hours that equal your
annual leave accrual for one pay period. If you are a new employee, you may

join the Leave Bank within 30 days of being hired.

You may also join your local Leave Bank within 30 days of being hired, if you
transfer to a new geographical region, or return to duty from extended leave,

even if it is outside of a Leave Bank open season.

Applying for leave from the Leave Bank

#9 To apply to the Leave Bank for a leave donation, submit a written applica-
tion to the Local or National Office Leave Bank Coordinator. Written appli-
cations vary in each region, so contact your local Leave Bank Coordinator for
guidance. If a leave bank member is not capable of making application on his
or her own behalf, a personal representative may make the written application.
Local Leave Bank Coordinators forward requests to the Primary Geographical
Leave Bank Coordinator who forwards them to the Leave Bank Board for
review. Following a thorough review of the application by each Leave Bank

Board member, a decision by consensus determines approval or disapproval.

Donating leave to the Leave Bank

You can donate annual leave to the Leave Bank at any time. However, dona-
tions made outside the official open season periods do not constitute a mem-
bership donation. The maximum amount of leave that you can donate is

one-half of the amount of annual leave you will accrue during the leave year.
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However, if you are contributing annual leave to a family member, you may
donate up to 75% of the annual leave you will accrue during the leave year.

The amount of leave available for emergencies depends entirely upon the

amount received in donations.

@ For purposes of the Leave Bank, a “family member” is your spouse,
parents, brothers, sisters, their spouses, parents of your spouse, and any

individual related by blood or affinity.

If you have use or lose annual leave at the end of the year and you would like to
see it used for a good cause, contact your local Leave Bank/Leave Transfer
Coordinator.

What it is and how it is used
The Leave Transfer Program allows you to transfer to an approved leave
recipient (excluding your manager) up to one-half of the amount of annual

leave you will accrue during the leave year.

Donating leave to the Leave Transfer Program

#9 To donate leave to an employee within IRS or located in another Federal
agency, contact your local Leave Bank/Leave Transfer Coordinator for the
locally approved procedures and forms to use. You must provide documenta-
tion showing that the person to whom you want to transfer leave is an approved
leave recipient (an employee for whom an application has been officially
approved to receive annual leave from the annual leave accounts of one or

more leave donors).

Applying for leave in the Leave Transfer Program

To qualify to receive leave, your application indicating a personal or family
medical emergency (see the Leave Bank section, earlier, for a definition) which
results or will result in an absence from duty without leave of at least 24 hours,
must be officially approved. You may also apply for donated leave for maternity
purposes. You do not have to be a member of the Leave Bank to apply for leave

under the Leave Transfer Program.

Z1 To apply, contact your local Leave Bank/Leave Transfer Coordinator for
the locally approved procedures and forms to use. At a minimum, you must
provide a brief description of the nature, severity, and anticipated duration of
the medical emergency. You may be required to submit a signed statement by a
physician. Your Coordinator will help you prepare or will prepare for you the
solicitation memorandum which is directed to employees whom you designate.

@ You must use your own leave before using donated leave. Once you
receive donated leave, you may only use it for the medical emergency for

which you were approved as a leave transfer recipient.
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If you have use or lose annual leave at the end of the year and you would like to
see it used for a good cause, contact your local Leave Bank/Leave Transfer
Coordinator.

You are expected to report to work on time, but your manager may excuse
occasional tardiness. If you are late for work, your manager will decide whether
to grant a leave request for the time, depending on the circumstances.

If your manager does not excuse your tardiness, you will be considered to be in

an Absence Without Leave (AWOL) status.

Official holidays
The following 10 official holidays are nonwork days with pay and do not affect
your leave balances. You must be in pay status either immediately before or

after the holiday to be paid for the holiday.

New Year's Day.....cccccecererueieieininienienieieeeeeeeeseseeenes January 1

Martin Luther King’s Birthday .........cccoconvneecccnnnnnes Third Monday in January
Presidents Day.....c.ccoorireeueueinininieieieictnesieieie e Third Monday in February
MeMOTrial Day......cceoiriririeieieiiinirieieiecere e Last Monday in May
Independence Day........cceucueuiririnieeeieecininieeeeeseseieaene July 4

LabOr Day ...ceoieeeieieiiirieieiciteretee et First Monday in September
ColumbUS Day ....c.ceoiririieieiiinirieeieictrre et Second Monday in October
Veterans Day......ccocvviiiiiiiiiiiiiiiic November 11

Thanksgiving Day ......c.cvveeueveerniniriereieeneneeeieiees e Fourth Thursday in November
Christmas Day ......cccocvrieieueeinirinieieietnersese et December 25

The type of schedule you work determines which day is your nonwork day.

Work schedule Holiday falls on: Your holiday is:

Full-time consist- a workday that workday
ing of five work-

days, Monday Saturday the Friday immediately before
through Friday,
eight hours each Sunday the following Monday
day in each
administrative
workweek
Full-time Sunday nonwork day the next scheduled workday
consisting of five
workdays other a nonwork day other than the immediately preceding
than Monday a Sunday scheduled workday
through Friday
5/4-9 or 4/10 a day scheduled as your that workday
workday
Sunday nonwork day the next scheduled workday
a nonwork day other than the immediately preceding
Sunday scheduled workday
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T Call the ERC if you If your manager directs you to work on an official holiday, you will be paid
have questions about holiday premium pay.
your leave.

=» See the Pay chapter for more information.

Forms relevant to leave

Name of form

Available from

SF-71, Application for Leave

Your manager

Form 9058, IRS Leave Bank Program
Membership/Contribution Form

Employee Connection, menu 3

Form 9610, Record of Approved Leave,
Family Medical and Leave Act

Your manager

Form 9611, Application for Leave Under
the Family Medical and Leave Act

Your manager

CALL THE EMPLOYEE RESOURCE CENTER (ERC) ANY TIME TOLL FREE AT 866-743-5748; TTY 866-924-3578 OR GO TO THEIR WEB SITE AT HTTP://ERC.WEB.IRS.GOV 29


HTTP://ERC.WEB.IRS.GOV
http://publish.no.irs.gov/getpdf.cgi?catnum=10427
http://publish.no.irs.gov/getpdf.cgi?catnum=10427
http://publish.no.irs.gov/getpdf.cgi?catnum=16447
http://publish.no.irs.gov/getpdf.cgi?catnum=20484
http://publish.no.irs.gov/getpdf.cgi?catnum=20484
http://publish.no.irs.gov/getpdf.cgi?catnum=20486
http://publish.no.irs.gov/getpdf.cgi?catnum=20486




D do it
D learn it
[l see it

Work Schedules

Work schedules refer to the hours you actually work during a bi-weekly period (excluding lunch or other breaks you

may have) for which you are paid.

FULL TIME

Types of work schedules

Depending on your job, you may have a work schedule that is:

e Full time,

e Part time (including sharing ajob),

® Seasonal (can be full time or part time), or

¢ Intermittent (unscheduled work which is considered neither full time nor
part time).

Special considerations

Your manager will approve a work schedule that allows you to pursue career
development opportunities that he or she has determined may improve your
job skills. This is subject to work requirements.

Regardless of your work schedule, your personal religious beliefs may require
your absence from work during certain periods of time (including any com-
muting time). In these cases, compensatory overtime work for a religious
observance may be approved by your manager in increments of 15 minutes. If
you need to take compensatory time off for a religious observance, you should
give your manager I5 days advance notice whenever possible.

Full-time employees may work:
e An alternative work schedule or

* A traditional fixed work schedule (e.g., 8 hours per day, 40 hours per week).

You and your manager should decide what is appropriate for you and how
often you may change your work schedule or the starting and stopping time of

your work schedule.

Alternative work schedules (AWS)
AWS schedules are:

® 5/4-9,

® A/10, or

e Flexitour with credit hours.

Alternative work schedules must be authorized by a locally negotiated agreement.

5/4-9 includes eight workdays of nine hours each, one workday of eight hours,

and one nonwork day during a pay period.

4/10 includes four workdays of ten hours in each administrative workweek of a

pay period.
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Employees on 5/4-9 or 4/10 work schedules may not earn credit hours.

Flexitour with credit hours includes a basic work requirement of five workdays of
eight hours each in each administrative workweek of a pay period. It also
includes the ability to work, with your manager’s approval, additional hours

called credit hours.

You can earn a maximum of two credit hours on each regularly scheduled
workday and up to 10 credit hours on nonwork days (excluding holidays).
Credit hours may not be worked on a holiday unless allowed by local agree-
ment. You may earn and use credit hours in I5-minute increments. From pay
period to pay period, a full time employee may carry forward a maximum of
twenty-four credit hours. Part time employees may carry forward 1/4 of the
number of hours in their normal tour of duty. If you worked approved credit
hours before your normal tour of duty and you are released on excused
absence due to the office closing during the day, you have still earned the

credit hours.

If you work a flexitour work schedule, you and your manager should work
together to establish a daily tour of duty that is mutually acceptable and meets
all locally established requirements.

Traditional fixed work schedule (staggered work hours)

This is a work schedule that includes a regularly scheduled tour of duty of 10
workdays of eight hours each during a pay period. If you choose to work this
schedule, you must establish your tour of duty in advance and continue until
the periodic opportunity to change. You may not work credit hours on this

schedule.

Your manager will change your tour of duty if you are a night shift employee and
have been scheduled to attend training outside of your regular tour of duty.

Special tours of duty

Employees may, subject to workload requirements, establish a special tour of
duty (e.g. a split shift) to enable the employee to pursue career development
opportunities, or for other reasons (e.g. child care, volunteer activities).

Seasonal employees may be either full time or part-time, and work either a
traditional fixed work schedule or an alternative work schedule (see definitions
above). If you are a seasonal employee, you have a regularly scheduled tour of
duty while you are in pay status. Your work schedule is set in advance by man-
agement. Seasonal employees may work full time or part time. [ | See the
Insurance and Nonpay Status chapters for more information.

If you have been employed to work on this type of work schedule, you have no
regularly scheduled tour of duty. The nature of your work is sporadic and

unpredictable and a tour of duty cannot be regularly scheduled in advance.
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If the conditions of your position change and this type of work schedule is no
longer appropriate, your manager will discuss with you the tour of duty you
prefer under the appropriate full- or part-time work schedule. Employees on
intermittent schedules do not earn leave.

Job sharing is a type of part-time employment where two or more individuals
share a single full-time position. Job sharers normally perform the same
duties.

Work schedules for job sharers include but are not limited to:
e Split days (one job sharer works mornings and the other afternoons) or
® Split weeks (one job sharer works three days a week and the other works two

days a week).

Unless just cause can be demonstrated, your request to share a position with
another employee will be granted. If it is denied, your manager will give you a

written statement citing specifically why your request was denied, if you request it.

[ Because job sharing is essentially part-time employment, the rules govern-
ing part-time employment apply and you should read the next section.

Part-time employees may work either a traditional work schedule or an alter-
native work schedule (see definitions below). Part-time employment (which
includes job sharing) is more complicated than simply working fewer than 40
hours per week. There are very specific regulations that govern part-time
employment. Additionally, working part time affects many of your benefits,
including your pay, retirement, leave, length of service credit, and any Federal
health insurance coverage.

[] These regulations and each of these benefits are discussed here, but you may
also have to refer to other chapters of this Guide where indicated.

Who can work part time

Most employees can work part time if they choose to. Because the IRS’ policy is
to make maximum use of available human resources, the Service provides part-
time employment opportunities for employees at all grade levels, subject to
agency resources and mission requirements.

Deciding to change your work schedule from full time to part time or to
reduce the number of part-time hours you are scheduled to work is voluntary.
Unless just cause can be demonstrated, your request to work part time or
reduce the number of hours you work will be granted. If it is denied, your
manager will give you a written statement citing specifically why your request
was denied, if you request it.
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Converting to a full-time schedule
If you have accepted or converted to a part-time schedule from a full-time
schedule, you will be returned at your request to a full-time schedule, absent

budgetary limitations.

Part-time employment regulations

The Federal Employees Part-Time Career Employment Act (PTCA) applies

to employees serving in either the competitive service or the excepted service

and on a permanent (career, career-conditional, excepted, or excepted-

conditional) appointment and to all occupations and authorized positions

through GS-15 or equivalent. This Act does not cover:

¢ Temporary employees,

® Employees who were appointed or converted to part-time work schedules to
meet work or mission requirements; and when possible, to assist the
employee in meeting short or long term family needs,

¢ Intermittent employees, or

® Employees who had permanent appointments and were working part-time
on April 7, 1979, for as long as they continue to work part time without a
break in service.

Hours worked

Under the PTCA, working part time consists of working between 16 and 32
hours a week. The actual hours you work should be regular and set in advance
with your manager’s concurrence. Your work hours will be documented on an
SF-50, Notification of Personnel Action, that your Transactional Processing Branch
provides to you. You may work an equal or varied number of hours per day.
Law or Office of Personnel Management regulations prohibit you from work-
ing more than 32 hours per week. However, if your manager approves, you
may occasionally do so when special circumstances occur, such as for training
purposes or to meet heavy workloads, but not for more than two consecutive

pay periods.

There is one exception. Any employee who was on a permanent, part-time
schedule before April 8, 1979, may work any amount of hours fewer than 40
hours per week as long as the employee remains in that or any other perma-
nent part-time position without a break in service.

Pay
Your gross pay is figured by multiplying your hourly rate of pay by the number of

hours you worked during a pay period.

Deductions for Federal and state tax withholding, retirement, Thrift Savings Plan
contributions, and Social Security (for FERS and CSRS Offset employees) are

prorated according to your gross pay.

Overtime is considered work in excess of eight hours in a day or 40 hours in a
week. Pay for overtime is subject to statutory and regulatory overtime require-
ments. Whether your position is exempt or non-exempt from the Fair Labor
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Standards Act will determine how your overtime is computed. [ | See your
manager for additional information.

You will be paid for a holiday when that holiday falls on a day that you are
regularly scheduled to work. However, you must be in pay status immediately
before or after the holiday to receive pay. You are entitled to holiday pay if it is
a regularly scheduled work day and you are required to work that day.

Part time employees are not entitled to Sunday premium pay.

You are entitled to night pay differential of 10% of your basic pay if you work
between 6:00 p.m. and 6:00 a.m. as part of your regular tour of duty or if the
work was assigned before the beginning of the workweek in which the night
work is performed.

Length of service credit

Part-time employees receive the same service credit as full-time employees
when computing time for:

e Eligibility for retirement,

® Acquisition of career tenure,

¢ Completion of probationary period,

¢ Within-grade increases,

® Changes in leave category, and

° Time—in—grade restrictions on advancement.

However, there are some differences in the way length of service credit is

figured in some instances:

¢ Crediting periods of leave without pay. Call the Employee Resource Center
for specific information.

® Meeting qualification requirements for placement or promotion. For this,
service credit for part-time work is prorated according to the percentage
worked of a full-time schedule.

¢ Credit for all civilian and military service performed for the Federal govern-
ment. The type of appointment—temporary, indefinite, permanent, com-
petitive or excepted—does not affect how creditable civilian service under
the Civil Service Retirement System (CSRS) is computed. However, credit is
not allowed under the Federal Employees’ Retirement System (FERS) for
post-1988 service for which deductions are not withheld from pay.

Retirement

As was just mentioned under Length of service credit, it doesn’t matter whether you

are covered by CSRS, CSRS Offset, or FERS: you receive full-time length of
0 Seodic o service credit for part-time employment when your eligibility for retirement

chapter for additional is determined.

information about how
annuities are computed However, your retirement annuity will be pro-rated. A retirement annuity is
generally based on length of service and your highest average annual pay for

any three consecutive years (called your high three). As a part-time employee,
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your computation will include a pro-ration factor which is determined using
the method shown below based on whether you are covered under CSRS/CSRS
Offset or FERS.

If you are covered under CSRS or CSRS Offset, and you have been part-time
at any time since April 7, 1986, your length of service is calculated using two
computations, as follows:

I. your total service credit (full and part-time) prior to April 7, 1986.

2. your total service credit (full and part-time) after April 6, 1986.

The pro-ration factor only affects service credit after April 6, 1986 for CSRS
and CSRS Offset employees. The pro-ration factor is determined by the total
service credit accumulated for the period after April 6, 1986 being divided by
the total service credit possible for a full-time person during the same period.
If you are CSRS or CGSRS Offset, and you have NOT worked a part-time work

schedule since April 7, 1986, your annuity computation will be computed the

same as a full-time employee.

If you are covered under FERS, your annuity is pro-rated according to the num-
ber of part-time hours you worked at any time in Federal service. The pro-ration
factor for FERS is determined by dividing your total accumulated service credit

(full and part-time) covered under FERS by the total service credit possible for a

full-time person covered under FERS during the same period.

IMPORTANT NOTE: If you are considering going part-time, it is highly
recommended that you contact a Retirement Specialist to determine the impact
your part-time schedule will have on your annuity at retirement — i can amount

to a significant reduction. Call the ERC to speak to a Retirement Specialist.

Leave
[l You should see the Leave chapter in this Guide to see how your sick, annual,
and other leave (such as military leave) is calculated.

However, there are some conditions regarding leave and part-time employ-

ment that are not in that chapter:

® To earn leave during any pay period, you must be regularly scheduled to
work during part of each week of that pay period.

¢ Any regular hours (not to include overtime, compensatory time earned, or
credit hours) you work beyond your normal tour of duty (but no more than
80 hours per pay period) will be used to figure how much leave you earn.

® You will only be charged leave for normally scheduled hours that you

are absent.

Health insurance coverage
If you are enrolled in the Federal Employees Health Benefits (FEHB) pro-
gram, how much you pay for your premiums may be different than what

full-time employees pay.
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¢ Ifyou served under permanent appointments with part-time tours of duty
before April 8, 1979, and have continued to do so without a break in serv-
ice, the Service contributes the same amount for health insurance coverage
for you as it does for a full-time employee, and your premiums are deter-
mined by the plan you choose.

® Ifyou became a permanent, part-time employee with a tour of duty between
16-32 hours a week, on or after April 8, 1979, the amount the Service con-
tributes toward the cost of health insurance coverage is determined by com-
paring the number of hours per pay period you are scheduled to work with
the number of hours a full-time employee works. For example, if your tour
of duty is 20 hours a week (40 hours per bi-weekly pay period) and you are
enrolled in an FEHB plan for which the full Service contribution is $60.00
bi-weekly, you will receive one-half (or $30.00) of the Service’s contribution
toward the cost of coverage, since you are working one-half of a full-time
tour of duty.

If you are enrolled in the same plan and you work 30 hours per week or three-
quarters of a full-time tour of duty, you will receive three-quarters (or
$45.00) of the Service’s contribution toward the cost of coverage. You will pay
the difference between the full cost of health benefits coverage and the
Service’s contribution, in addition to your premium (which is determined by
the plan you choose).

FLEXIPLACE Flexiplace is a program that permits employees to work at home or at other
approved locations instead of at a conventional office site. The terms flexiplace
and teleccommuting are synonymous and include working at home, in satellite

| Get the IRS/NTEU office sites, or in other approved work sites.
NORD/NC VI Agreements: [l You should see Article 50 of the IRS/NTEU National Agreements for
« From Employee details on the IRS flexiplace program, including:
Connection (menu 3), * Who is eligible,
« On the IRS Intranet at ® Employee and management responsibilities,
www.hg.irs.gov ® How work schedules, space, and furniture and equipment are treated, and

® Items subject to local flexiplace negotiations.
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Employee Services

The IRS Employee Assistance and

Work-life, and Health Services Programs

The IRS has contracted with ComPsych Corporation to provide its Employee Assistance and Work-life Program to you
and your family. The Employee Assistance and Work-life Program’s goal is to help families overcome stressful life
issues and personal concerns. All contact with, and services provided under this program are completely confidential.

The program includes the following components:

EMPLOYEE ASSISTANCE The EAP provides telephonic and in-person clinical services to help you and

PROGRAM (EAP) your family address stressful life issues and personal concerns. The program is
AND WORK-LIFE available to IRS employees and their families, 24 hours per day, 7 days per
PROGRAMS week. You are entitled to up to four counseling sessions per year for each pre-

senting issue. You can meet in person with a counselor in your community or
with a member of ComPsych’s IRS phone counseling staff. This confidential
service is free of charge to you and your immediate family. You will need to
pay for any counseling sessions beyond this limit.

T Call the EAP at

(800) 977-7631; The EAP can help you deal with a variety of concerns including:
TTY (800) 697-0353. ® Marital and family conflicts
e Grief and loss
For law enforcement ® Drug and alcohol abuse
employees only call the ® Major life change
EAP at (888) 270-8958. ® (Career transitions

® Anxiety and stress
® Physical or emotional abuse

An EAP counselor is ready anytime to listen sensitively to your concerns and
refer you if needed to community services for you and your dependents.
During your scheduled sessions, your experienced EAP counselor will discuss

your situation and help you develop a solution-focused plan of action.

You can call the EAP yourself or be referred by your manager or union
steward, or your Labor Relations or Health Unit staff. (A referral to the EAP is
one way of ensuring that a work group’s productivity remains high though an
employee in the work group is experiencing problems.) Sessions with an EAP
counselor can be over the phone from your office or home or in person with a

local therapist.

Privacy issues

Your participation in the EAP is confidential. However, if your manager or
union steward formally refers you to the EAP, the manager or steward can call
the EAP to see if you attended the session and request an assessment of how
much work time will be needed for your continuing counseling or rehabilita-
tion. The counselor cannot discuss any additional information because that

information is covered by the Privacy Act.
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Using leave for EAP Services

You are allowed up to one hour of excused absence for each telephone session
(up to four sessions) to talk with an EAP counselor per issue that you have.
You are also allowed one hour plus travel time of excused absence to see a local
counselor in person (up to four sessions). You will need to use your own leave

if you need additional counseling beyond the four sessions.

Changing Counselors
If you are participating in the EAP and you do not like your counselor, you
will be given another one immediately.

Management Consultation Services

Managers (or union stewards) who have concerns about a specific employee
whose conduct or personal problems are affecting his or her performance and
the performance of the work group can call the EAP to request a management
consultation. Specially trained consultants will help managers refer their
employees experiencing problems to the EAP.

Managers may contact the EAP directly to arrange for critical (traumatic)
incident services. A critical incident is a traumatic event that involves or
directly impacts the workplace. Specialists help managers develop an action
plan to respond to a specific incident. This can include on-site debriefings

and counseling services.

FamilySource®

The challenge of caring for a young child or an elderly relative can contribute
to stress. It’s reassuring to know that there is a resource you can turn to for
practical information, sound answers and reliable support. FamilySource”
provides consultation, information and referral to local resources on family
matters including:

® Becoming a parent

® Choosing a day care program

® Planning for college

¢ Finding quality care for an elderly relative

® Understanding Medicare

FamilySource® also includes convenience services. Employees may contact

ComPsych for research and referral for a variety of convenience services.

Employees should be aware that FamilySource® is for information and

referral service only — it does not make recommendations or transactions.

Employees and their family members can now call ComPsych for information

and referrals on topics such as:

I. Home Improvement: repair and renovation, appliance repair, lawn care,
gardening, etc.

2. Home Maintenance: home cleaning services, exterior (windows, siding,
etc.) cleaning and maintenance, house sitting, etc.

3.  Car Maintenance: mechanics, auto body repair, routine maintenance, etc.
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4. Errands: errand and shopping services, etc.

ol

Moving/Relocation: apartment hunting, buying/selling a home, cost of

living analysis, real estate lawyers, mortgage information, housing prices,

school districts, demographics, cultural and recreational organizations,

etc.

6. Shopping: cars, appliances, insurance, computers, flowers, gifts,etc.

7.  Special interest groups: book clubs, nature walks, professional, hobby
and recreational affiliation groups, etc.

8.  Event Planning: special/local/national sports and entertainment events,
restaurant referrals, fitness/recreational activities and lessons, etc.

9.  Vacation planning: special interest vacations (adventure trips, cultural
tours), family vacations, singles orientated trips, etc.

10. Lessons: sports, languages, music and arts, etc.

11.  Government Services: driver’s license, passports, government agency

information, etc.

FamilySource® is available to you and your family 24 hours a day, seven days a week.

LegalConnect®

Everyone faces a legal issue or problem at some time in his or her life, whether
it’s a divorce, bankruptcy, or buying real estate. LegalConnect® provides
immediate, confidential access to attorneys who are dedicated to providing
practical, understandable information and assistance. A LegalConnect®
attorney is there to listen sensitively to your concerns and provide helpful
information and tools to assist you in resolving the issue. Call anytime with
legal issues including:

® Divorce and family law

® Debt obligations

¢ Landlord and tenant issues

® Real estate transactions

® Bankruptey

® Criminal actions

e Civil lawsuits

e Contracts

FinancialConnect®"

Financial issues can arise at any time, from dealing with debt to saving for
university studies. FinancialConnect®™ professionals are there to discuss your
concerns and provide you with the tools and information to meet your
financial goals. From family budgets and tax questions to credit issues and
investments, you can consult with financial specialists about your personal
money management questions and receive the information you need to make
the best decisions. Call your Guidance Coordinator when you have issues,
such as:

® Saving for university

® Retirement planning

® Estate planning

® Getting out of debt
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e Credit cards or loans

¢ Tax questions

GuidanceResources Online®™

With Internet access, you can research a topic before seeking professional
help. GuidanceResources Online gives you the power of the Internet to find
solutions for the issues that matter to you most. Go online to receive expert
information, resources and referrals on behavioral health, dependent care,
legal or financial matters.

To access GuidanceResources Online just go to www.GuidanceResources.com,

log on as a new user and enter your IRS ID (IRS112) when prompted.

Who can participate

All IRS employees and their immediate family members can use the Employee
Assistance and Work-life Program. Immediate family members include non-custodial
children and individuals living together in a family-like relationship. Coverage

is also provided for IRS employees located overseas.

Contacting the IRS Employee Assistance and Work-Life Program
To contact the IRS Employee Assistance and Work-Life Program simply
dial the toll-free number 1-800-9%77-7631 (TTY: 1-800-69%7-0353).
A counselor is available to speak with you 24 hours a day, 7 days a week.

Because of the special stresses law enforcement personnel face daily, the

IRS has set up a special toll-free number for members of the Criminal
Investigations Unit. IRS Law Enforcement personnel can speak with a coun-
selor with experience in their unique concerns by calling 1-888-270-8958.

Below is a list of the International Toll Free Numbers that can be accessed by
IRS employees globally. These numbers will link you directly to an Employee
Assistance and Work-Life Program specialist.

In the event that there is not a toll free number for your specific location, you
can dial 1-312-595-007%4 (collect internationally) and you will be linked to the
Employee Assistance and Work-life Program. If you encounter difficulties with
any of the toll-free numbers, please use the 1-312-595-0074 collect number.


http://www.guidanceresources.com
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Listing of foreign IRS locales and corresponding toll-free numbers.

Dar Es Salaam, Tanzania

1-312-595-0074 (collect internationally)

Ontario, Canada

1-800-272-7255

Bogota, Columbia

980912-1403

Virgin Islands

1-800-272-7255

Paris/Lyon, France

00-800-345-66780

Thilisi

1-312-595-0074

Germany 00-800-345-66780

Agana, Guam 1-312-595-0074

Italy 00-800-345-66780

United Kingdom 00-800-345-66780

Japan 800-345-66780 (DC=0061, KDD=001, NIT=0041)

Skopje, Macedonia

1-312-595-0074

Mexico

001-888-875-8671

Romania

1-312-595-0074

Singapore

800-1203022

Port of Spain, Chad

1-312-595-0074

Kiev

1-312-595-0074

HEALTH SERVICES As a result of agreements between IRS and NTEU, all IRS employees have

access to some form of health services, depending on where their office is
located. Employees located in a campus or computing center may receive
health services from the health units located in the centers. In locations that
are managed by IRS, types of services provided may vary, but do include basic
services comparable to the Federal Occupational Health (FOH) Basic
Occupational Health Center Services (BOHCS) program described below.
Additionally, employees located in a Federal building with a health unit can

obtain health services and, if uninsured, a physical examination.

FOH health services

Under the National IRS/FOH Health Services Agreement, employees located
in Federal buildings with an FOH Health Center may participate in the
BOHCS program. BOHCS participants are entitled to routine, urgent, and
emergency treatment on site, which includes a thorough assessment and
evaluation of each individual’s needs, and may include initial treatment,

medication, first aid and/or referrals as appropriate.

At the employee’s private physician’s request, FOH Health Centers will provide
individualized care including:

¢ Allergy desensitization injections,

® Vitamin B-I2 injections,

® Blood pressure monitoring,

® Fingerstick blood glucose monitoring,

® Moist heat applications,
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® Hormone injections, and

® Wound care.

Uninsured employees

IRS employees who are uninsured can participate in the FOH Periodic Health
Evaluation (PHE) program. The PHE includes a physical examination by an
FOH physician; and, if needed or indicated, a tetanus-diphtheria vaccination,
electrocardiogram, and glaucoma screening. Uninsured employees who wish
to receive a physical examination must go to an FOH Health Center for

these services.

Employees at posts of duty (PODs)

FOH staff provides an ongoing health screening program for POD employees

at their worksite if it is located within a 100-mile radius of an FOH Health

Center and at least 25 participants are expected. Services include:

® Administering a health-risk appraisal questionnaire to give a personalized
health-risk summary,

® Vision screening,

¢ Blood pressure monitoring,

® Fingerstick blood glucose monitoring for diabetes,

® Influenza vaccinations, and

® Tetanus-diphtheria boosters.

If the POD does not have 25 expected participants, employees may travel to the
nearest FOH Health Center. PODs that are relatively close may be combined
to reach the required number of 25 employees. Because employee participa-
tion is voluntary, you are not entitled to travel and per diem when traveling to
the nearest FOH Health Center. Managers may grant employees up to one
hour of excused absence to travel. If the travel time is more than one hour,

you will have to make up the difference with your own leave.

Smoking Cessation

Employees who want to quit smoking are encouraged to sign up for the
IRS/FOH smoking cessation program. The program offers you four free weeks
of nicotine replacement therapy to help kick the habit. To sign up for the
program, employees with FOH health unit accessibility should visit or call the
health unit nurse. For those employees without access to an FOH health unit,
call (206) 615-244.0 to request a sign-up form.

Management services

Because managers are frequently required to make administrative decisions that
involve interpreting medical information, FOH is available to provide assis-
tance in these areas, (e.g., Medical Leave Absence, Reasonable
Accommodation and Management Directed Medical Examination). As such
actions are subject to legal scrutiny, FOH will help negotiate any difficulties
these issues present; and will provide expert witness testimony, as well. For

medical consultation services, managers should call the Medical Review Officer

at (301) 594-0273.
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As an IRS employee, you hold a position that is formally and objectively “classified” into a position description
(PD). You will be periodically evaluated in the position you hold.

HOW YOUR POSITION
IS CLASSIFIED

=> If you have questions
on how a PD is classified,
see your manager. He or
she will contact the servic-
ing Position Classification
Specialist.

Positions are classified the same way throughout government. The classification
is based on the work that a job requires, not the performance or qualifications

of the person who holds the job.

This is the process: A position description (PD) is developed. It is then
forwarded to a Position Classification Specialist whose goal is to establish the
position’s title, series, and grade based on the Office of Personnel Manage-
ment (OPM) position classification standards. These standards generally
contain the following factors:

® Knowledge required by the position,

® Supervisory controls,

e Guidelines,

¢ Complexity,

® Scope and effect,

® Personal contacts,

® Purpose of contacts,

® Physical demands, and

® Work environment.

The Specialist considers each of these factors as they relate to the PD. Most
standards use a factor-point system to evaluate positions. For these standards,
each factor is divided into factor levels and assigned points. The specialist
determines the factor level that matches the factors in the PD, then totals the
factor level points to equal the position’s grade. In classifying a PD, some
elements are more influential than others, such as difficulty of duties and level
of supervision. Other elements do not influence the classification, such as

volume of work and time on the job.

Appealing the title, series, or grade of your PD

If you disagree with the title, series, or grade of your PD, you can appeal it.

First, submit the appeal through your manager to the National Classification

Center (NCC). #1 The appeal must be in writing and contain the following

information:

® Your name,

e Official duty station,

¢ Title or organizational segment to which you are assigned,

e Title, series, and grade of current position,

¢ Title, pay schedule, series, and grade requested,

® A detailed explanation of why you believe the position is erroneously
classified, and

® Any facts that may affect the appeal, including reference to any classification
standard(s) that may bear on the case.
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If you do not agree with the findings, you can file a second and final level of
appeal to the National Office, Office of Classification. The results of this

second-level classification appeal are final within the Service.

@ At any time during this process you can file a classification appeal
directly to the Office of Personnel Management(OPM). Their decision

is final.

Requesting a desk audit

Any time you feel that the work you are performing is incorrectly classified or
that your position description is inaccurate due to the addition of new duties,
you can request through your manager a desk audit from the NCC. The

desk audit is similar to an interview and can be performed in person or over

the phone.

During the desk audit, you will respond to questions on the work you perform,
and you may be required to provide samples of your work. The audit will cover
areas such as duties you regularly perform, your level of independence, the
degree of supervision you have, the complexity of your job, and judgement
required in your job.

@ The supervisor of the position being audited will also be interviewed
before a final decision is made to re-classify the position based on the

desk audit.

Performance management is the ongoing process of planning expectations and
monitoring, evaluating, and recognizing performance. This systematic process
provides the framework for your supervisor to:

® communicate expectations, priorities, and values

® improve employee and organizational performance, and

® outline your developmental needs and responsibilities.

Your performance with the IRS is linked to both the IRS Balanced Measure-

ment System and the IRS mission and objectives. The IRS identified three

balanced measures to support its mission and objectives. Your manager will

evaluate your performance against the following three balanced measures:

® Employee Satisfaction — create an enabling environment for employees by
providing quality leadership, adequate training, and effective support
services.

® Customer Satisfaction — provide accurate and professional services to
internal and external customers in a courteous and timely manner.

® Business Results — generate a productive quantity of work in a quality

manner and provide meaningful outreach to all customers.




KEY FEATURES FOR
EXECUTIVES,
MANAGERS, AND
MANAGEMENT
OFFICIALS

#9 do it
@ learn it
=» see it

Retention Standard
Your manager will also evaluate your performance on whether you provide fair
and equitable treatment to taxpayers, in addition to all other criteria used in

evaluating performance.

The fair and equitable treatment of taxpayers is a “Retention Standard” that
applies to the entire IRS workforce. A "Retention Standard” is a requirement
that describes the level of performance necessary to be retained in a job G.e.,
the standard written for performance at the “minimally successful” level).

The above information on the performance management process, the
Balanced Measurement System, and the “Retention Standard” applies to all
employees who work for the IRS.

The remaining information on "How You Are Evaluated” is presented first,
for those employees who are executives, managers, or management officials;

and second, for those employees who are core workforce employees.

Planning Expectations

The performance management cycle generally begins on October I and ends
on September 30. Within the first 30 days of the cycle your manager will meet
with you to plan expectations to link your individual performance to the
organization’s program plans. Using your Performance Agreement form you
and your manager should jointly develop your “Commitments” to establish

critical performance expectations and results.

This Performance Agreement is a multi-part document comprised of Critical
Performance Expectations, Midyear Progress Review, and Summary
Evaluation.

The three Performance Agreement forms are listed below:

® Form 12450, Executive Performance Agreement

® Form 12450-A, Manager Performance Agreement

® Form 12450-B, Management Official Performance Agreement

These critical expectations consist of three parts: a “Retention Standard”,
“Responsibilities” (that are common to all), and “Commitments” (that are

specific to each).

Part I-A of the above Performance Agreements contains the “Responsibilities”
for executives, managers, and management officials. The “Responsibilities” for
executives and managers are Leadership, Employee Satisfaction, Customer
Satisfaction, Business Results, and Equal Employment Opportunity. The
“Responsibilities” for management officials are Program Leadership,
Employee Satisfaction, Customer Satisfaction, Business Results, and
Professional Expertise.
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Descriptions of these “Responsibilities” can be found on each of the above

referenced forms.

Part I-B of your Performance Agreement consists of the “Commitments” that
you and your manager develop to describe a limited number of critical actions,
objectives, and results that you expect to accomplish during the evaluation
year. Each “Commitment” should relate to, and support, one or more of the
“Responsibilities” listed in the Performance Agreement.

Each executive and manager who has a Program Plan is required to establish a
“Principal Commitment” to execute his or her plan. A “Principal Commit-
ment” states what an executive or manager will do to ensure delivery of his

or her applicable Program Plan. Listed under the "Principal Commitment”
are “Key Indicators of Performance.”

You and your manager may modify your “Commitments” during the evalua-
tion period if circumstances warrant. You should make changes at least 60 days
before the end of the evaluation period to prevent having to extend the

evaluation period.

Part I-C of your Performance Agreement relates to the “Retention Standard” —
Fair and Equitable Treatment of Taxpayers. For a further description of the
“Retention Standard” see the information previously discussed in this docu-
ment under Retention Standard. Your signature in Part I-D of your
Performance Agreement acknowledges your receipt and understanding of the
“Retention Standard”.

Monitoring Your Progress

Your manager will continuously monitor your performance against the
“Responsibilities”, “Commitments”, and “Retention Standard”. In addition
to ongoing, informal feedback, during the rating period, your manager will
conduct a mandatory mid-year progress review of your performance.

This progress review generally occurs in April and should include a meeting
with your manager to discuss your progress in meeting expectations. See Part

II, Midyear Progress Review, of your Performance Agreement.

Evaluating Your Performance

The next step in the performance management cycle is for your manager to
evaluate your performance. Your responsibility is to provide your manager a
self-assessment of your performance accomplishments of no more than

two pages.

Your manager will prepare a summary evaluation of your performance and
hold an evaluation meeting with you. Your manager will evaluate your per-
formance against the “Responsibilities”, "Commitments” and “Retention
Standard” and provide a rating of Exceeded, Met, or Not Met for each of these

expectations.
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Next, your manager will assign a summary evaluation, that is a single rating for
the combined performance of the “Responsibilities”, “Commitments”, and
“Retention Standard”. The summary evaluation you can receive is

Outstanding, Exceeded, Met, or Not Met.
You can find all rating definitions in your Performance Agreement.

Performance Appraisal Due Date

The performance cycle for executives, managers, and management officials
generally ends September 30 of each fiscal year. Your manager will complete
the evaluation and evaluation meeting within 30 days after the end of the

performance period.

Recognizing Performance
(See the information contained in this Guide under Employee Incentive

Program.)

Additional Information
Ally questions regarding performance management fOI‘ executives, managers,

or management officials should be directed to your local Personnel office.

Planning Expectations

Within the first 30 days of your performance cycle, your manager will set up a
meeting with you to discuss your performance expectations and to provide a
Performance Plan to you. During this meeting, you will receive the Position
Description (PD) and Critical Job Elements (CJEs) for the occupation you are
assigned. In addition, your manager will provide Form 6774, Performance
Plan Receipt.

Your manager will sign Form 6774 to certify that he or she has reviewed the
position description developed for your assigned position and it accurately
reflects the duties of the position. Both you and your manager will sign
Form 6774 to acknowledge receipt of the “Retention Standard”, the “"CJEs”,

and/or numerical "Aspects”.

For a description of the “Retention Standard” - Fair and Equitable Treatment
of Taxpayers see the information previously discussed in this document under
Retention Standard.
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The “"CJEs” in your Performance Plan describe a number of critical actions,
objectives, and results that you are expected to accomplish during an
appraisal year.

A "CJE” is a work assignment or responsibility of such importance that
unacceptable performance on the element would result in a determination
that your overall performance is unacceptable. “Critical elements” are the only
elements upon which "unacceptable performance” actions can be based. These
must measure individual, not team, performance.

There are five “CJEs” that cut across all occupations in the IRS. These
“CJEs” are:

Employee Satisfaction — Employee Contribution

Customer Satisfaction — Knowledge

Customer Satisfaction — Application

Business Results — Quality

L W N

Business Results — Efficiency

The definitions of the “"CJEs” are the same for all and can be found on your
Performance Plan.

Each “CJE” consists of three or more “Performance Aspects” — additional
components that further define the meaning of “CJEs” and demonstrate the
expected performance for the “CJE”. For example, Employee Satisfaction —
Employee Contribution has three “Performance Aspects” that are the same for
all employees:

® Workplace Interaction

® Workgroup Involvement

® Workplace Environment

“Performance Aspects” for the remainder of the “CJEs” will vary by

occupation. Your manager will rate your performance on the applicable

“Performance Aspects” for each “CJE”.

The five “CJEs” reflect IRS values and are used to measure your performance.
Your supervisor will measure your performance against specific standards
called “Performance Level Definitions”. While the “CJE” definitions describe
what performance employees must demonstrate, the “Performance Aspects”
and standards describe how well the performance must be accomplished. The
three performance levels used to measure “CJEs” are:

e Exceeds

® Meets

e Fails
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Monitoring Your Performance

Your manager will continuously monitor your performance against the
“CJEs”, “Performance Aspects”, and “Retention Standard”. In addition to
ongoing, informal feedback, during the rating period, your manager will
conduct a mandatory mid-year progress review of your performance. This
progress review generally occurs at the mid point of the rating period and
will include a discussion on the progress you are making on meeting

your expectations.

Evaluating Your Performance

Your manager will evaluate your performance against the “CJEs” of your posi-
tion for the rating period. The rating for each “"CJE” will be based upon a
review and consideration of all “Performance Aspects” of the CJE, using the
following scale:

¢ Outstanding: (5)

® Exceeds Fully Successful: (4)

e Fully Successful: (3)

® Minimally Successful: (2)

® Unacceptable: (1)

You will also receive an overall summary rating. Using the following scale, the
summary rating provides a single rating for the combined performance against
“CJEs” and the “Retention Standard”:

® Outstanding

® Exceeds Fully Successful

® Fully Successful

® Minimally Successful

¢ Unacceptable

Performance Appraisal Due Dates
Employees’ performance appraisal due dates are based on the last digit of their

Social Security Number (SSN).

Managers will complete Form 6850, Performance Appraisal and Retention
Standard Rating, at the end of your annual performance period, provided that
he or she observed your performance for 60 days or more against your
Performance Plan. Your responsibility is to provide your manager a self-
assessment of your performance accomplishments during the final 30 days of
your rating period.

Below is an appraisal schedule for bargaining/non-bargaining non-manage-

ment official employees.
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Last digit Annual performance Appraisal due date
of SSN period ends to employee
o September 30 October 31*

1 October 31 November 30%
2 November 30 December 31

3 December 31 January 31

4 January 31 February 28

5 February 28 March 31

6 March 31 April 30

7 April 30 May 31

8 May 31 June 30

9 June 30 July 31

No appraisals are due in August or September.

Your manager will complete your annual employee appraisal within 30 days of
the end of your rating period, provided he or she observed your performance

against your Performance Plan for 60 days or more.

Recognizing Performance
(See the information contained in this Guide under Employee Incentive
Program.)

Additional Information
Any questions regarding performance management for employees should be
directed to your local Personnel Office.

Additional information is also available on the following website:
http://shr.web.irs.gov/cje



http://shr.web.irs.gov/cje
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Employee Incentive Programs
Employees are often rewarded for the ideas they have and for the work they do.
THE EMPLOYEE Employees may have recommendations to improve the efficiency or effectiveness
SUGGESTION of government services or operations.
PROGRAM

9 If you have such a recommendation, you should submit it in writing
through your business unit Employee Suggestion Program Coordinator using
Form TDF 64-51.1, I suggest, which may be found on the IR Web by selecting

=¥ Your manager can give “Forms/Pubs/Docs”, then selecting “Common Use Internal Forms” under

you more information on
awards. Also, check the
AWSS on the IR Web.

Forms, and finally selecting “misc Forms” or Employee Connection, menu 3.

Suggestions will be evaluated to determine the costs, benefits, advantages, dis-
advantages and feasibility. If adoption is recommended, the employee is eligi-
ble for a suggestion award equal to 25% of the Service’s estimated first year
verifiable net tangible benefits, or an award based on intangible benefits, or an
award based on both tangible and intangible benefits.

AWARDS The IRS values exceptional individual and group or team achievements and
may grant monetary, honorary, and informal recognition for employee
accomplishments.

=¥ You can get a Form Monetary awards may be granted to employees to recognize high levels of

TDF 64-51.1, | Suggest, performance based on their performance appraisals or for notable employment-
from Employee Connection related special acts or service, or in connection with specialized award programs.
(menu 3).

At management’s discretion, a monetary award may be granted to an employee
in one of three forms:

® As cash only,

e As time-off only, or

® As a combination of cash and time-off.

Honorary awards like certificates, plaques, and other recognition items, may be
granted for achievements along with or separately from cash awards. Service
executives also sponsor special honorary awards such as the Commissioner’s
Award or a Director’s Award. Other honorary awards are unique to particular

IRS organizations.

Departmental honor awards are granted by the Secretary of the Treasury to recognize
public service excellence. These awards are given personally during the
Secretary’s annual awards ceremony in Washington, D.C. The Albert Gallatin
Award is given upon the retirement or death of a Federal employee who serves
20 or more years in the Department and whose records reflect fidelity to duty.

It is the highest career service award granted.
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Many organizations outside of government sponsor awards to recognize
achievements in the public sector. These prestigious honors normally require
nomination by a Service executive and concurrence by the Business Unit Head

and/or the Commissioner.

The Department of the Treasury Award Program Planning Guide is the vehicle
for planning purposes for awards. It is found on the IR Web under AWSS.
Open award nomination announcements are circulated through External

Awards Program coordinators to Service executives and are also posted to the

IR Web under AWSS.
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Federal Employees’ Group Life Insurance (FEGLI) is government-sponsored life insurance for Federal employees,
and the Federal Employees Health Benefits (FEHB) program is government-sponsored health insurance for Federal

employees.

LIFE INSURANCE

T Call the Employee

Resource Center to:

o Talk to a Retirement
Specialist to report the
death of a family
member,

o Talk to a Retirement
Specialist about AD&D
claims, Living Benefits,
and Assignment,

 Get general informa-
tion about the FEGLI
program.

T Call the Employee

Connection to:

 Request forms you may
need (menu 3),

« Obtain your life insur-
ance proceeds estimate
(menu s5), and

 Get the address of your
of TPB (menu g or see
this Guide’s Appendix).

=>» FEGLI information
is also available on
the Internet at
www.opm.gov/insure/
life/index.htm.

Who is eligible

Generally, Basic Life Insurance coverage is automatic if you:

e Have a permanent appointment or convert to a permanent appointment,

® Are a permanent, part—time employee, or

® Are in a position with Federal retirement coverage or are on a temporary
appointment exceeding one year.

If you are a seasonal employee, you are eligible to enroll in the FEGLI if your
manager certifies that you are expected to work at least six months in a year.
The six months do not have to be consecutive. You must enroll within 31 days
of this certification, using the procedures described later under How to enroll.
=» You should see the Nonpay Status chapter to see what happens to your FEGLI

coverage when you are furloughed.

=> There are other events that allow you to enroll in FEGLI. See the FEGLI
Enrollment Opportunities chart in this Guide’s Appendix.

Automatic means that you will be covered by Basic (only) and premiums will be
deducted from your pay unless you waive it within the first pay period that you
are eligible for the coverage. #9 To waive coverage, complete Part 5 of SF-
2817, Life Insurance Election Form Federal Employees” Group Life Insurance , and submit it
to your Transactional Processing Branch (TPB).

If you waive or cancel coverage (this also applies to seasonal employees), you
are not eligible to enroll until one year has passed, you complete SF-2822,
Request for Insurance Federal Employees” Group Life Insurance , and you present evidence
of insurability (from the FEGLI Enrollment Opportunities chart in this Guide’s
Appendix), or an open season enrollment period is in effect. FEGLI open
seasons are sporadic.

Types of coverage
The program offers Basic Life Insurance coverage plus three types of Optional
coverage: Option A, Standard Life Insurance; Option B, Additional Life

Insurance; and Option C, Family Life Insurance.

The amount of Basic Life Insurance coverage is equal to your annual basic pay
rounded to the next $1,000, plus $2,000. If you are a part-time employee,
the amount of Basic Life Insurance coverage is equal to your actual rate of
annual basic pay rounded up to the next $1,000, plus $2,000, but never less
than $10,000. There is an extra benefit for employees under age 45. This
extra benefit doubles the amount of life insurance payable if you are age 35 or
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younger. Beginning on your 36th birthday, the extra benefit decreases 10%
each year until, at age 45, there is no extra benefit.

@ You must be enrolled in Basic Life Insurance to elect any of the options.

Option A Standard Life Insurance, is an additional $10,000 added to your Basic Life
Insurance amount.

Option B Additional Life Insurance, is an amount equal to one, two, three, four, or
five times your annual basic pay (after rounding up to the next $1,000).

Option C Family Life Insurance, is an amount equal to one, two, three, four, or five
times the following amounts for eligible family members (see definition below):
$5,000 for your spouse and $2,500 for each eligible dependent child.

Accidental death and dismemberment AD D insurance provides additional funds in the
event of a fatal accident or an accident that results in the loss of a limb or eye-
sight. For benefits to be paid, the death or loss must occur within 9o days after
the accident and be a direct result of bodily injury sustained from that acci-
dent, independent of all other causes. AD&D insurance is included in Basic at
no additional cost. It does not include the Extra Benefit and is equal to your
Basic Insurance Amount. AD&D is also included in Option A at no additional
cost and is equal to $10,000. #1 To file a claim, use Form FE-7, Claim for
Accidental Dismemberment Benefits, available by calling the ERC.

The Office of Federal Employees’ Group Life Insurance (OFEGLI) will not

pay AD&D benefits if your death or loss in any way results from, is caused by,

or is contributed to by:

® physical or mental illness;

¢ the diagnosis of or treatment of physical or mental illness;

* ptomaine or bacterial infection. (However, OFEGLI will pay AD&D
benefits if the loss is caused by an accidentally sustained external wound);

® hernia, no matter how or when sustained;

e a war (declared or undeclared), any act of war, or any armed aggression
against the United States, in which nuclear weapons are actually being used;

o a war (declared or undeclared), any act of war, or any armed aggression or
insurrection in which you are in actual combat at the time bodily injuries
are sustained;

® suicide or attempted suicide;

® injuring yourself on purpose;

e illegal or illegally obtained drugs that you administer to yourself; or

® driving a vehicle while intoxicated, as defined by the laws of the jurisdiction
in which you were operating the vehicle.



T See the Life Events

and Your Benefits chart in

this Guide’s Appendix for

actions you may need to

take if you:

e Marry,

e Divorce,

o Legally separate, or

« Experience other life
events.

T Call the ERC to get
the address for your
servicing BeST office.
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See the chart at the end of the FEGLI portion of this chapter for at-a-glance
information on:

¢ Coverage,

e Cost,

® Deductions, and

e Effective dates.

Eligible family members

e Eligible family members include:

® Your spouse,

® Your unmarried dependent children under age 22, including legitimate
children, legally adopted children, children born out of wedlock (to whose
support you make regular and substantial contributions or for whom a court
has ordered you to pay support), stepchildren, recognized natural children,
or foster children living with you in a regular parent-child relationship. A
grandchild may be covered if the child meets the definition of a foster child
(=>» see the Statement of Foster Child Status in this Guide’s Appendix which you will
need to complete and submit to your servicing Benefits and Services Team
(BeST) office). This does not include foster children in the legal custody of a
state or local government living with you under that government’s foster care
program for which you receive a subsidy. It may, however, include any child
you have living with you whom you expect to raise to adulthood, and

® Unmarried dependent children over age 21 who are incapable of self-sup-
port because of a physical or mental disability that began before age 22 and
which is expected to last at least one year. =» See the Statement of Child Incapable
of Self-Support in this Guide’s Appendix.

¢ A stillborn child is not considered an eligible family member.

If you acquire another eligible family member while insured for Option C, he
or she will be covered automatically. #9 When you no longer have any family
member eligible for this coverage, you must cancel the Option C by completing a
new SF-2817, Life Insurance Election Form Federal Employees” Group Life Insurance . This is

not automatic.

Cost

The IRS pays one-third and you pay two-thirds of the premium for Basic Life
Insurance coverage based on your annual basic pay. You pay the full cost of the
premium based on your age for Options A, B, and C.

When you have a birthday that moves you to another age band, the premiums
for the age band will become effective the pay period following the pay period
in which the birthday occurs.

£ Complete the life insurance worksheet at the end of the FEGLI portion of
this chapter to determine exactly how much will be withheld from your pay for

life insurance coverage.
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Deductions
Deductions from your pay for Basic Life Insurance and Options A, B, and C
begin the first pay period in which your coverage is effective.

If you waive life insurance coverage by completing Part 5 of SF-2817 and your
TPB receives your waiver during the first pay period in which you are eligible
for coverage, there are no deductions. Basic Life Insurance deductions, if

begun, stop on the last day of the pay period in which your waiver was received.

How to enroll
As mentioned before, unless you waive the coverage, Basic Life Insurance is

automatic and there is nothing for you to complete.

To choose Option A, B, and/or C after you are already enrolled in Basic Life
Insurance, complete SF-2817, Life Insurance Election Form Federal Employees’ Group Life
Insurance . Order it through Employee Connection (menu 3) and return it to
your TPB. It must be received within 31 days of your appointment to an
eligible position.

@ If you participate in the FEGLI, be sure to designate your
beneficiary(ies). See the Designating Beneficiaries chapter for more information.

Effective date of coverage

Basic Life Insurance coverage is effective on your first day in pay and duty
status. Because Basic Life Insurance is automatic unless you waive it and file the
waiver with your TPB before the end of your first pay period, a FEGLI deduc-
tion will show on your first Earnings & Leave Statement. If you decide to waive
your coverage later on, the waiver becomes effective on the last day of the pay
period in which it was received with your TPB. For Options A, B, and C,
coverage is effective on your first day in pay and duty status on or after your

TPB receives your SF-2817.

Assignment
Assignment is the transfer of ownership of life insurance to another individual,
corporation, or trustee. You are still the insured person, but you no longer

own the insurance; it now belongs to the assignee.

A court order can require an employee or retiree to assign his or her FEGLI
coverage to a former spouse or children. Court orders preempt the statutory
Federal Order of Precedence (FOP) for paying benefits under FEGLI. This
means that if there is a qualifying court decree, order or applicable property
settlement on file in the employees Official Personnel Folder (OPF) that
names someone to receive the FEGLI life insurance proceeds, that determines
how payment will be made. Contact a Retirement Specialist by calling the ERC

for more information on court-ordered entitlements.
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Assignment is voluntary and once you make an assignment it is irrevocable; you
cannot cancel your assignment if you change your mind. You can assign Basic

Life Insurance and Options A and B, if you have those options. You cannot

assign AD&D or Option C.

If you elect a partial Living Benefit (discussed in the next section), you may later
assign all remaining Basic and/or Optional Life Insurance. If you elect a full
Living Benefit, you can later assign Optional Life Insurance. You cannot elect
Living Benefits if you have already assigned your insurance.

People make assignments:

® To comply with a court order upon divorce,

® For inheritance tax purposes,

e To obtain cash before death (only for terminally ill and chronically ill
persons with a life expectancy of 24 months or less), or

® To pay off debts.

#9 Make an assignment by completing RI 76-10, Assignment of Federal Employees’
Group Life Insurance, available through Employee Connection, menu 3, and
submitting the completed form to your TPB.

T Call the ERC to get An assignment automatically cancels your prior designation of beneficiary for life
the address of your insurance proceeds. Once an assignment is effective, you no longer have the
servicing Transactional right to designate a beneficiary. Your assignee is now the beneficiary.

Processing Branch.

If you assign your coverage, it is the assignee who has the right to continue

your FEGLI coverage.

Terminally ill employees can assign their insurance to a Viatical Settlement
Firm in exchange for cash (an amount lesser than the actual face value of the
coverage). If the coverage includes Options A and B, a Viatical Settlement may
result in a greater dollar amount paid to the employee while still alive since the

FEGLI Living Benefits applies only to Basic Life Insurance.

FEGLI Living Benefits

Living Benefits are life insurance benefits paid to you while you are still living,
rather than paid to a beneficiary or survivor when you die. A Living Benefit
can be either partial or full. Contact a Retirement Specialist by calling the
ERC for more information.

You may elect to receive a lump sum payment of your Basic Life Insurance if
you are terminally ill and have a documented medical prognosis that your life

expectancy is nine months or less.
Only the terminally ill person can apply for a Living Benefit. A guardian,

someone with power of attorney, or any other person cannot apply for a Living

Benefit on your behalf.
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#9 To apply for Living Benefits, contact the Office of Federal Employees’
Group Life Insurance (OFEGLI) at (800) 633-4542. You will be sent an
FE-8, Claim for Living Benefits, which you should complete and return. The
OFEGLI will then fax an FE-8A, Agency Certification for FEGLI Living Benefits, to the
appropriate BeST site. The BeST site will complete the certification form and
promptly return it to the OFEGLI.

Once the OFEGLI approves your application, you will receive a check, along
with an explanation of benefits. You can change your mind about electing a

Living Benefit until you cash or deposit the check.

@ The effective date of the Living Benefit election is the date you cash or
deposit the check.

Losing FEGLI coverage

You lose FEGLI coverage at the following times:

® When you cancel the coverage,

® On the last day of the pay period in which you leave Federal service (unless
you retire and are eligible to continue your enrollment), or

® When you have been in nonpay status for 12 months.
NOTE: Your entitlement to a 12-month period of Continued Basic insur-
ance coverage while in nonpay status may be broken by periods of less than
four consecutive months in a pay status. If you return to pay status for a
period of four consecutive months or more, you start a new I2-month

period of Continued Basic insurance.

=» You should see the Retirement and Nonpay Status chapters for information on

continuing your coverage while retired and while in nonpay status.

When you lose coverage other than by cancellation, the following things happen:
® Your enrollment is terminated,

® Your coverage continues without cost for 3I days after it terminates,

® You can elect to convert to a nongroup, individual policy (=> see the later

section on Conversion).

Conversion

FEGLI coverage as an employee will end when you leave the IRS, complete 12
months in a nonpay status, or retire (and you do not meet the requirements to
carry FEGLI into retirement; =¥ see the Retirement chapter for more informa-
tion). If you decide that you still need life insurance coverage, you may want to
consider converting your FEGLI coverage to a nongroup, individual policy. You
will not have to get a physical exam. You are responsible for finding out whether
you qualify to convert your coverage and for getting the necessary forms. The

time in which you can convert is limited, so you must act promptly.

The following conditions apply to conversion:
® You cannot convert if your FEGLI coverage terminates and you are



=>» More information

You should read these

other chapters in this

Guide concerning the

FEGLI program.

* Retirement (How certain
benefits are treated)

* Reemployment After
Retirement

» Nonpay Status

« Leaving the IRS

« Death in Service
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re-employed within three calendar days and are eligible to re-acquire

FEGLI.

® The individual policy cannot exceed the life insurance coverage that you

held as an employee.

® You can only convert Option C coverage if you have assigned your insur-

ance. (The assignee(s) rather than you, is(are) entitled to convert your

Basic, Option A, and Option B coverage.)

® The individual policy cannot be for term insurance, universal life insur-

ance, or any other type of life insurance with an indeterminate premium.

® The individual policy cannot include disability or AD&D benefits.

Insurance purchased under the conversion privilege is a private business transaction

between you and the insurance company. The cost of the policy is determined by

the insurance company and is based on your age and class of risk.

=» Information about conversion is located on the back of SF-2819, Notice of

Conversion Privilege Federal Employees’” Group Life Insurance . All eligible employees

will receive a copy of SF-2819, Notice of Conversion Privilege Federal Employees’

Group Life Insurance , when they leave Federal service or complete 12 months in

nonpay status.

Forms relevant to life insurance

Name of form

Available from

RI-76-10, Assignment of Federal
Employees’ Group Life Insurance

RI-76-21, Federal Employees’ Group Life
Insurance, FEGLI Program Booklet

SF-2817F, Certification Form for a
Foster Child

SF-2817, Life Insurance Election Form
(Federal Employees’ Group Life Insurance)

SF-2818, Continuation of Life Insurance
Coverage

Employee Connection, menu 3

SF-2819, Notice of Conversion Privilege
(Federal Employees’ Group Life Insurance)

The package you receive from your
Transactional Processing Branch when
you leave Federal service

SF-2822, Request for Insurance (Federal
Employees’ Group Life Insurance)

SF-2823, Designation of Beneficiary
(Federal Employees’ Group Life Insurance)

Employee Connection, menu 3

FE-7, Claim for Accidental
Dismemberment Benefits

Call the ERC

FE-8, Claim for Living Benefits

Office of Federal Employees’ Group Life
Insurance (OFEGLI) (800) 633-4542
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At-a-glance information on the FEGLI

pay period in which coverage is
effective.

effective.

Basic Life Insurance Option A* Option B* Option C* Waived
Coverage Full-time employee: annual Additional Annual basic One, two, X
basic pay rounded to next $10,000. pay rounded to three, four, or
$1,000 plus $2,000. next $1,000 five times
multiplied by $5,000 cover-
Part-time employee: actual rate the multiple age for your
of annual basic pay rounded to you select (1,2, | spouse and
next $1,000, plus $2,000— 3, 4, or 5 times $2,500 cover-
never less than $10,000. your annual age for each
basic pay). eligible family
Extra benefit for employees member.
under age 45 which decreases
10% per year beginning on your
36th birthday.
Cost Cost: You pay two-thirds of the The premium is based on your age (see the life X
premium and the Service pays insurance worksheet).
one-third (see the life insurance
worksheet).
Deductions Deductions: Begin with the first Begin with the pay period in which coverage is If your TPB receives your waiver before the

end of the first pay period, there are no
deductions. Basic Life Insurance deductions,
if begun, stop of the last day of the pay
period in which your waiver was received.

Effective date

Effective date: Effective on first
day in pay and duty status.

Effective on the first day in pay and duty status
on or after SF-2817 is received by employing
office. SF-2817 must be received within 31 days
of appointment to an eligible position.

If your TPB receives your waiver before the
end of the first pay period, the waiver is
effective on the date received in that office.
After that, the waiver becomes effective on
the last day of the pay period in which it
was received.

* You are eligible to elect Optional Life Insurance only if you are first enrolled in Basic Life Insurance. Once elected, you may cancel any one of the options at any time.




LIFE INSURANCE WORKSHEET

How much
insurance How much
Instructions you have Instructions it costs
BASIC - .
7a.  Divide the amount in line 5 by $1,000. 0
1. Enter your current actual rate of annual basic pay.* $ 0
Th.  Ifyou are paid biweekly, multiply line 7a by $0.1550. $ 0.00
2. Ifnot an even thousand, round up to the next thousand. $ 0 If you are paid monthly, multiply line 7a by $0.3358.
This is how much you pay for Basic (the Extra Benefit based $0.0C
on your age at death is provided at no additional cost to you).
3. Add $2,000. +$2,000 $0.0C
Your Age Age Multiplication Factor
4, Add the amounts in lines 2 and 3. $ 2,00C % o;gnder %8
37 18 There is no
5. Enter the amount in line 4, or $10,000, whichever is greater. $ 0 38 1.7 additional cost
39 16 to you for the
6. Enter the Age Multiplication Factor* 40 15 Extra Benefit
(from the table at the right). 0.0 41 14
42 1.3
43 1.2
1. Multiply the amount in line 5 times the amount in line 6. $ 44 11
This is the total amount of Basic you have at your present age.* 0 45 and over 1.0
OPTION A - STANDARD 8a.  Enter the Option A cost for your age group from the table below.
This is how much you pay for Option A. $
8. Enter$10,000. $ 10,000 PR L0
OPTION B - ADDITIONAL 11a. Divide the amount in ling 11 by $1,000. 0
9. Enter the amount in line 2. $ 0
11b. Enter the Option B cost for your age group from the table below. | $  0.00C
10.  Enter the number of multiples you elect (1, 2, 3, 4, or 5). 0
11c.  Multiply the amount in line 11a times the amount
11.  Multiply the amount in line 9 times the amount in line 10. $ 0 in line 11b. This is how much you pay for Option B. $ 0.00
This is the amount of your Option B coverage.
OPTION C - FAMILY
. 0.00
12.  You may choose from 1 to 5 multiples of Family Coverage. 12a. Enter the Option C cost for your age group from the table below: $
Each multiple is equal to $5,000 for your spouse and Enter the number of multiples you want (from 1 to 5): X 0
$2,500 for each of your eligible children. Multiply the cost by the number of multiples and enter that amount in the box at right. | $ 0.00
13. Add the amounts in lines 7, 8, and 11. _ $ 13a. Add the amounts in lines 7b, 8a, 11c, and 12a. $
This is the total amount of insurance on your life. 10,00C This is the total withholding for the life insurance you have 0.00
on your life and your family.

*The age multiplication factor that is used to calculate death benefits corresponds to your age at the time of your death.
You are calculating the amount of insurance that you have at your present age.

TABLE OF WITHHOLDING RATES

Basic Option A - Standard Option B - Additional’ Option C - Family
Withholding per Withholding for Withholding per Withholdin
Your Age $1,000 nsurance $10,000 insugance $1,000 insufance per Muliiplg

Biweekly Monthly Biweekly Monthly Biweekly Monthly Biweekly Monthly

Under age 35 $0.30 $ 0.65 $ 0.03 $0.065 $0.27 $0.59

35 through 39 0.40 0.87 0.04 0.087 0.34 0.74

40 through 44 0.60 1.30 0.06 0.130 0.46 1.00

45 through 49 0.90 1.95 0.10 0.217 0.60 1.30

50 through 54 $0.1550 $0.3358 1.40 3.03 0.15 0.325 0.90 1.95

55 through 59 2.70 5.85 0.31 0.672 1.45 3.14

60 through 64 6.00 13.00 0.70 1.517 2.60 5.63
65 through 69 6.00 13.00 0.70 1.517 2.60 (3.002) 5.63 (6.50%)
70 and over 6.00 13.00 0.70 1.517 2.60 (3.402) 5.63 (7.372)

If rates change, your human resources office will tell you.

1 These are the 1999 rates. They may change in future years
2 effective on your first pay period that starts on or after April 24, 2000
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Who is eligible

Generally, you are entitled to coverage by the Federal Employees Health
Benefits (FEHB) program if you are in or are appointed to a position with
Federal retirement coverage or you have been in a temporary position for
more than one year. Intermittent employees and employees who are expected
to work fewer than six months in a year are not eligible for coverage. See the
later section Who can be covered to see exactly who qualifies for coverage.

Types of plans

The FEHB program offers both fee-for-service and comprehensive medical
plans. Fee-for-service plans allow you a choice of physicians and hospitals.
Reimbursement for covered services is generally based on a fee schedule.
Comprehensive medical plans, commonly referred to as either Health
Maintenance Organizations (HMOs) or Point of Service (POS) products,
offer prepaid services. You must use the physicians and hospitals that the

HMO/POS plans specify.

Cost

Your actual health insurance premiums depend on the plan you select.
However, the government shares the cost of the premium with you (but not
more than 75% of the total premium for any plan). You can see the cost for
plans which interest you in RI-70-1, The Guide to Federal Employees Health Benefits Plan
for Federal Civilian Employees (also called the FEHB Guide), or individual plan

brochures (discussed later).

For part-time employees, the Service pays a prorated amount of the govern-
ment’s share of the premium. You must pay your share of the premium and
the difference between the government’s full and prorated share of the pre-
mium. If you are a temporary employee, you must pay the full cost of the
health insurance premium (both your share and the government’s share).
Refer to RI-70-8, The Guide to Federal Employees Health Benefits Plan Certain Temporary

Employees , available through Employee Connection, menu 3.

Premium Conversion Plan

A “premium conversion plan” for most enrollees in the FEHB program
became effective October 8, 2000. Premium conversion reduces an
employee’s taxable income by the amount of his or her health insurance pre-
mium. Participation in premium conversion is automatic. Employees will have
no forms to fill out, unless they choose to waive participation. Call the
Employee Resource Center and ask to speak to your Employee Account

Representative (EAR) for additional information.

Enrollment in the FEHB

Generally, enrollment in the FEHB is based on the timing of certain events.
You may enroll at the following times, as long as you are otherwise eligible

(=» see the FEHB Enrollment Opportunities chart in this Guide’s Appendix for a complete
list of events that allow you to enroll in the FEHB):
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® Within 60 days of being appointed to a position with Federal retirement
coverage,

® During the yearly open season which runs from mid-November through
mid-December,

® When you have a change in family status,

® When you have a change in employment status, or

® When there is a loss of coverage.

Open season
Open season is when there are the fewest restrictions on enrolling or changing
your enrollment in the FEHB, as long as you are otherwise eligible.

During an open season, you can:

® Enroll in a health plan,

® Change health plans,

¢ Change benefit level options,

® Change from Self Only to Self and Family coverage,

¢ Change Premium Conversion election.

Open season occurs every year for approximately one month beginning on the
Monday of the second full workweek in November through the Monday of the

second full workweek in December.

If you are currently enrolled in the FEHB, and want to keep your current
enrollment, the only thing you should do during open season is verify that
your current plan will be participating in the FEHB program in the next year
and that your physicians are still affiliated with that plan. Do this by reviewing
the FEHB Guide (discussed later) for the next year.

At times there are circumstances beyond your control (such as hospitalization
or the death of a family member) that prevent you from enrolling during the
regular open season period. #9 If this applies to you, you can submit a belated
SF-2809, Health Benefits Registration Form  Federal Employees Health Benefits Program
(available from Employee Connection, menu 3), to your appropriate
Transactional Processing Branch(TPB) as soon as you return to work status.
You must also attach a signed statement to this form that states your reason(s)

for making a late enrollment or change.

How to enroll or change your enrollment

There are basically two steps to enrolling or changing your enrollment in the
FEHB:

¢ Consulting an FEHB Guide and various plan brochures and

® Using Employee Express to enroll or change your enrollment (during open

season).

The FEHB Guide provides a comparison chart with general information about
each plan and shows both the bi-weekly and monthly premium rates. You
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should review the Guide to see which plans interest you and which plans you are
eligible for. @ It is your responsibility as an employee to do this. If you are
currently enrolled in a FEHB plan, you will receive a copy of their new
brochure at your home mailing address. If after reviewing the Guide you decide
that you are interested in enrolling or making an enrollment change, you need
to review that plan’s brochure for a complete description of benefits. If a spe-
cial medical condition exists, contact that plan to be sure they will cover the

various needs of that medical condition.

You can order an FEHB Guide through Employee Connection, menu 3. If you
are currently enrolled in an FEHB plan, you will receive a copy of their new

brochure at your home address. You may also get brochures at health fairs.

70 If you want to enroll or change your FEHB enrollment during open sea-
son, you will be required to use Employee Express. The only exceptions that
allow you to file a paper form (SF-2809, Health Benefits Registration Form  Federal
Employees Health Benefits Program ) are if you have more than ten family members to
be covered or if you have a special need or circumstance. You can get this form
through Employee Connection, menu 3, and you will need to submit it to
your TPB. =» For more information about using Employee Express, see the

chapter on Employee Tools.

#9 1f you need to give proof of your FEHB coverage to a health-care provider
before you receive your new enrollment card(s), you may request a confirma-
tion letter from the Employee Express Help Desk by calling FTS (478) 757-
3030 (also through Employee Connection, menu 2). The Help Desk will mail

or fax a confirmation letter to you within one business day of your request.

@ Once you have enrolled in the FEHB program or changed plan
carriers, you should verify that the correct enrollment code and
deductions are reflected on your Statement of Earnings and Leave. If not,
call the ERC and request this information.

If you enroll in the FEHB outside of open season (see the FEHB Enrollment
Opportunities chart in this Guide’s Appendix), you must complete an SF-2809
and send it to your TPB instead of using Employee Express.

Who can be covered

As a Federal employee, you are the primary person covered under your plan.

The following individuals are covered as family members under your Self and

Family plan:

® Your spouse,

® Your unmarried dependent children under age 22, including legitimate
children, legally adopted children, children born out of wedlock (to whose

support you make regular and substantial contributions or for whom a court
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has ordered you to pay support), stepchildren, recognized natural children,
or foster children living with you in a regular parent-child relationship
(=d see the Statement of Foster Child Status in this Guide’s Appendix which you will
need to complete and submit to your servicing Benefits and Services Team
(BeST) office). A grandchild may be covered if the child meets the defini-
tion of a foster child. This does not include foster children in the legal cus-
tody of a state or local government living with you under that government’s
foster care program for which you receive a subsidy. It may, however,
include any child you have living with you whom you expect to raise to
adulthood, and

® Unmarried dependent children over age 21 who are incapable of self-sup-
port because of a physical or mental disability that began before age 22 and
which is expected to last at least one year. Contact a Retirement Specialist by
calling the ERC for instructions on how to include a disabled child over age
21 on your enrollment (=¥ see the Statement of Child Incapable of Self-Support in
this Guide’s Appendix which you will need to complete and submit to your
servicing BeST office).

@ Parents or other relatives cannot be covered by the FEHB program
even though they may live with you and depend on you for support.

A court order can permit a former spouse to continue coverage under the
FEHB program. Contact a Retirement Specialist by calling the ERC for more

information on court-ordered entitlements.

Public Law 106-394 requires mandatory self and family coverage for FEHB-
eligible employees who do not comply with a court or administrative order to
provide health benefits for their children. An employee subject to such an
order must enroll in self and family coverage in a plan that provides full bene-
fits to his/her child(ren) in the area where they live or provide documentation
that he/she has other health coverage for the children. If the employee does
not enroll in an appropriate health plan or provide documentation of their
coverage for the children, the agency must enroll the employee for self and
family coverage in the basic option of the Blue Cross and Blue Shield Benefit
Plan.

If you are a seasonal employee, you are eligible to enroll in the FEHB if your
manager certifies that you are expected to work at least six months in a year.
The six months do not have to be consecutive. You must enroll within 60 days
of this certification. If you decide to waive or cancel coverage, you are not

eligible to enroll until the next open season or have a qualifying life event.

=» You should see the Nonpay Status chapter for information on what happens
to your FEHB coverage when you are furloughed.
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Dual enrollment

Normally, you cannot enroll or be enrolled as an employee if you are covered

as a family member under someone else’s FEHB plan. Such dual enrollments

may be permitted only under certain circumstances to:

® Protect the interests of Federal employees’ children who otherwise would
lose coverage as family members or

® Enable an employee who is under age 22 and covered under a parent’s

enrollment and becomes the parent of a child, to enroll for family coverage.

@ No person (employee or family member) is entitled to receive benefits
under more than one FEHB enrollment.

Changes in enrollment

Once you are enrolled in the FEHB, certain events in your life may cause you
to need to change your enrollment. =» Some events have time restrictions on
them and some do not, and you should see the FEHB Enrollment Opportunities chart
in this Guide’s Appendix for a complete explanation of what these are.

You can change from Self Only to Self and Family coverage at the following times:
® During open season,

® When you have a change in family status,

® When you have a change in employment status, or

® When there is a loss of coverage.

You can change plans or options at the following times:

® During open season,

® When you have a change in family status,

¢ When you have a change in employment status,

® When there is a loss of coverage,

® When you move out of an area serviced by your comprehensive medical plan
(such as an HMO), or

® When you become eligible for Medicare.

If you are a participant in the premium conversion plan, you can change from
self and family to self only or cancel your insurance only during the annual
open season or after a qualifying life event. If you are a non-participant, you
will continue to be able to cancel your insurance or change from self and fam-
ily to self only at any time through Employee Express (during open season) or
by requesting a SF-2809, Health Benefits Registration Form from Employee
Connection, menu 3. If you have any questions, call the ERC.

Coverage during nonpay or insufficient pay status
If you are in nonpay or insufficient pay status, you must pay your full share of

the FEHB premium for your coverage to continue.



#9 do it
@ learn it
=» see it

See the Nonpay Status chapter for more information.

Losing your FEHB coverage

You lose coverage at the following times:

® When you cancel the coverage,

® On the last day of the pay period in which you leave Federal service (unless
you retire and are eligible to continue your enrollment), or

® When you have been in nonpay status for 365 days.

=» See the Retirement chapter for information on keeping your FEHB coverage
into retirement and the Nonpay Status chapter for information on what happens

to your FEHB coverage when you have been in nonpay status for 365 days.

When you lose coverage other than by cancellation, the following things will

happen:

® Your enrollment is terminated.

® Your coverage continues without cost for 3I days after it terminates. You
may request to convert to a nongroup health benefits contract with your
health benefits carrier. You must do this by the earlier of 31 days from the
date on your official notice of separation (your SF-50, Notification of Personnel
Action) or 31 days from the effective date of your termination.

® When you lose coverage because you leave Federal service (unless you are
separated involuntarily for gross misconduct), you are eligible to elect
Temporary Continuation of Coverage (TCC) for 18 months. However, you
will have to pay your share and the government’s share of the premium and a
2% administrative fee. Refer to the RI 70-5, The Guide to Federal Employees Health
Benefits Plan  for TCC and Former Spouse Enrollees , which you can get through

Employee Connection, menu 3.

If your children lose coverage under your Self and Family plan, they are eligi-
ble to elect TCC for 36 months by paying the full cost of coverage, including
both the employee and government’s share and a 2% administrative fee. Call
the ERC within 60 days of your child’s losing coverage because he/she gets
married, reaches age 22, loses his/her status as stepchild or foster child, stops
meeting the requirements for being considered a recognized natural child, or

recovers from a disability and becomes self-supporting after age 22.

If you divorce or your marriage is annulled, your former spouse may also be
entitled to TCC for 36 months by paying the full cost of coverage, including
both the employee and government share and a 2% administrative fee. You
must call the ERC within 60 days of the termination of your marriage to
obtain information for your spouse.

If you die in service, your surviving spouse and children may continue

FEHB coverage under normal circumstances. See the Death in Service chapter
for more information.
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Forms relevant to health insurance

Name of form

Available from

RI-70-1, The Guide to Federal Employees
Health Benefits Plan (for Federal Civilian
Employees)

RI-70-5, The Guide to Federal Employees
Health Benefits Plan (for TCC and Former
Spouse Enrollees)

RI-70-8, The Guide to Federal Employees
Health Benefits Plan (Certain Temporary
Employees)

Employee Connection, menu 3

RI-70-10, The Guide to Federal Employees
Health Benefits Plan (for Federal Civilian
Employees) for the Visually Impaired

Employee Connection, menu 4

RI-79-27, Temporary Continuation of
Coverage (TCC) Under the Federal
Employees Health Benefits Program

SF-2809, Health Benefits Registration
Form (Federal Employees Health Benefits
Program)

Various fee-for-service brochures. See
Forms and Other Print Material Available
From Employee Connection in this
Guide’s Appendix for a complete list.

Employee Connection, menu 3

Various audio cassettes of fee-for-serv-
ice brochures for the visually impaired.
See Multimedia Material Available From
Employee Connection in this Guide’s
Appendix for a complete list.

Employee Connection, menu 4
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The Federal Long Term Care Insurance Program (FLTCIP) is the result of
Public Law 106-265, which was enacted on September 19, 2000.

Long term care insurance helps pay for long term care services an individual
may need if you can’t take care of yourself because of an extended illness or
injury, or an age-related disease such as Alzheimer’s. It can also provide nurs-
ing home care, care in an assisted living facility, care in your home, adult day
care, hospice care, and more.

Two insurance companies joined ranks and won the competition to provide
coverage under this Program — Metropolitan Life Insurance Company and
John Hancock Life Insurance Company. They formed a partnership named
Long Term Care Partners (LTCP). OPM and LTCP will be providing an
extensive educational and marketing program to introduce employees to this
new program.

Application forms can be obtained from the LTC partners by calling the hot-
line (1-800-582-3337) or ordering from their web site (www.ltcfeds.com).

Questions about long term care insurance should be referred to the LTC
hotline or web site.

Employees who are eligible to enroll in LTC insurance includes
“employees who are in a position that conveys eligibility for the FEHB
program coverage.” They do not have to be in FEHB to enroll.

Paying for the insurance includes three options:
e The contractor (LTC partners) will bill the employee monthly
® The employee can have an authorized debit from their bank account

® The employee can opt for direct deposit from their IRS salary

More information and background can be found on OPM’s web site
(www.opm.gov/insure/ltc).
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Planning for Your Financial Future

Being a Federal employee means that you are likely to participate in programs that can affect your financial future.

These include:

* Participating in the Thrift Savings Plan (TSP),
* Receiving Social Security retirement benefits, and

* Purchasing savings bonds.

=» As an IRS employee, your retirement plan is the largest part of your compensation package that affects your
financial future. Retirement is a separate chapter in this Guide.

THRIFT SAVINGS
PLAN (TSP)

=> See the Life Events

and Your Benefits chart in

this Guide’s Appendix for

actions you may need to

take with your TSP

account if you:

e Marry,

e Divorce,

o Legally separate, or

« Experience other life
events.

You can enhance your retirement by participating in the TSP. Most Federal

employees participate in the TSP because they know that saving even a few

dollars from each paycheck makes a difference. Here are several good reasons

to start participating in the TSP as soon as possible:

® The sooner you start contributing, the sooner your money can go to work
for you. The longer your money is in your account, the more you can
benefit from it.

® FERS employees receive Agency Matching Contributions (AMQ). You put
your own money in and IRS also puts money in for you. If you don’t
contribute on your own, you miss out on the AMC.

® Before-tax savings and tax-deferred investment earnings.

What is the TSP?

The TSP is a retirement savings and investment plan for Federal employees.
The purpose of the TSP is to provide retirement income while providing
Federal employees the same type of savings and tax deferred benefits (meaning
that money is taken out of your gross pay before taxes are deducted) that many
private corporations offer their employees. The TSP is similar to private sector

401(k) plans.

Ifyou are covered under the Federal Employees’ Retirement System (FERS), the TSP
is one part of the three-parts of your retirement package, along with your FERS Basic
Annuity and Social Security. If you are covered under the Civil Service Retirement
System (CSRS) or the CSRS-Offset, the TSP can provide you with a source of
retirement income in addition to your CSRS annuity. Visually impaired employees
who read Braille can request their TSP participant statement through Employee

Connection (menu 4). Statements are available at the end of each quarter.

How the TSP works

As a TSP participant, you can invest a portion of your salary in one or more of
the five investment funds:

e G Fund,

F Fund,

C Fund,

S Fund,

I Fund.
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" Call Employee

Connection to:

« Transfer to Employee
Express (menu 2),

« Transfer to the TSP
ThriftLine (menu 2),

o Order TSP-related
material (menus 3 and
4), and

 Get the address of your
TPB (menu g or see
this Guide’s Appendix).

7 Call the TSP ThriftLine

to:

 Get a required PIN,

e Get account informa-
tion (i.e. balance, rate
of return),

o Allocate future
contributions,

e Make an interfund
transfer, and

e Loan or Withdrawal
information from your
TSP account.

7 Call Employee Express

to:

« Start, change or stop
the amount of your
contributions during
open season. This is
either a percentage or
your base pay or a
whole dollar amount
each pay period.
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The G Fund (Government Securities Investment Fund) consists of investments
in special issues of short-term nonmarketable U.S. Treasury securities. The F
Fund (Fixed Income Investment Fund) is invested in the Barclays U.S. Debt
Index Fund, a commingled bond index fund that tracks the Lehman Brothers
U.S. Aggregate bond index. The C Fund (Common Stock Index Fund) is
invested in the Barclays Equity Index Fund that tracks the S&P 500 stock
index. The S Fund (Small Capitalization Stock Index Investment Fund) is the
medium and small company stock fund that tracks the returns of the Wilshire
4500 stock index, which includes those U.S. stocks that are not found in the
S&P 500 index. The I Fund (International Stock Index Investment Fund) is
the international stock index fund that tracks the returns of the Morgan
Stanley Capital International EAFE (Europe, Australia, and Far East) stock
index, an index that tracks the overall performance of the major companies
and industries in foreign markets.

How much you can contribute

You can contribute as little as one dollar per pay period. Even small savings
add up over time. However, if you are a FERS employee, you should be aware
that if you contribute less than 5% of your basic pay, you will not receive all of
the agency matching money for which you are eligible, and this money cannot
be recaptured.

If you are a FERS employee:

® You can contribute up to the percent indicated on the following chart of
your basic pay each pay period, up to an annual IRS elective deferral limit.

® Ifyou are a FERS employee and you do not participate in the TSP, the
Service will still contribute an amount equal to 1% of your base pay (begin-
ning in the last month of the second open season after you are hired) to
your account.

® Ifyou are contributing your own money, the Service will match your contri-
bution dollar for dollar for the first 3 percent, and fifty cents for each
dollar for the next 2 percent.

If you are a CSRS employee:

® You can contribute up to the percent indicated on the following chart of
your basic pay each pay period, up to an annual IRS elective deferral limit.

® The Service does not match your contributions or make any automatic
contributions.

The Consolidated Appropriations Act for Fiscal Year 2001, changed the TSP
employee contribution limits. Effective July 2001, the employee contributions
for FERS and CSRS employees increased by I percent each year for the next

five years, as follows:
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Year FERS Limit CSRS Limit

2001 1% 6 %

2002 12 % 7 %

2003 13 % 8 %

2004 14 % 9 %

2005 15 % 10 %

In 2006, these contribution limits will be lifted entirely.

When you can join

All eligible employees can join the TSP, but there are certain restrictions on

when you can begin participating, depending on which retirement system you

are covered under. Employees under CSRS, CSRS-Offset, and FERS are

eligible; employees covered by Social Security (FICA ONLY) are not eligible.

Also, you may have to wait until a TSP open season (discussed later).

® If you are newly hired under FERS, you can sign up to contribute to the TSP dur-
ing an initial 60-day eligibility period. If you do not make an election
within this 60-day period, you must wait until an open season to do so.

® If you transferred to FERS from CSRS, you have 30 days from the effective date of
the transfer to make an election to begin or change the amount of TSP con-
tributions. Employees who elect to transfer to FERS are immediately eligible
to receive agency contributions.

® If you were rehired into a position subject to FERS or CSRS or GSRS-Offset, and had a
break in service of 3I or more full calendar days, you can sign up to con-
tribute to the TSP within 60 days of your reemployment.

® Ifyou are a rehired employee who had a break in service of less than 31
full calendar days and you were previously contributing to the TSP, your
contributions and, if you are FERS, your agency contributions will resume

upon rehire.

There are two open seasons each year: from April 15 through June 30 and from

October 15 through December 31. Generally, elections are made effective dur-

ing the last month of the open season. You can make only one election each

open season. During an open season you can:

® Join the TSP (subject to the restrictions stated above),

® Reduce or increase the amount of your contributions if you already partici-
pate in the program, or

® Change future contributions.

@~ You must make all open season changes through Employee Express and
ThriftLine/TSP web site.

=> See the Employee Tools chapter for information on using Employee Express,
ThriftLine and TSP web site.
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When you can cancel your enrollment

You can cancel your TSP enrollment at any time. If you cancel your enroll-
ment during an open season, you must wait until the next open season to join
again. If you cancel your enrollment outside of an open season, you must wait

until the second open season before you can re-join.

What you can do with your account

When you participate in the TSP you can do several things with your account

via an Interfund Transfer:

® Transfer some or all of your existing account balance between the 5 funds,

® Transfer or rollover monies from more types of eligible retirement plans,

® Withdraw all or a portion of your account while you are still employed,

® Borrow from your own TSP contributions and their earnings for certain
purposes, and

® Exercise one of several withdrawal options when you retire or leave the IRS.

Interfund transfers. Making an interfund transfer means moving some or all of
your existing account balance among the G, F, G, S and I Funds. You can even
move the money the IRS has contributed and their earnings, even if you have
never contributed your own money to your account (this applies to FERS
employees only). You can make an interfund transfer once a month.

Making an interfund transfer will only move funds that are currently in your
account. You can only redirect where future contributions will go during an

open season.

Once the new record keeping system is rolled out interfund transfers done
using the TSP web site will be processed daily and will involve the purchase
and/or sale of shares. Daily cutoff times (11:00 a.m. Central Time) will apply
to most participant-initiated transactions including interfund transfers.
Participants who use Form TSP-50, TSP Investment Allocation will continue
to mail their form to the TSP Service Office. Paper requests will ordinarily be
entered into the system within 24 hours of their receipt by the National
Finance Center (NFC).

Transfer or rollover monies. Effective April 1, 2002, the TSP will accept transfers
and rollovers from more types of eligible retirement plans. In addition to the
qualified retirement plan and conduit IRA’s, the TSP will also accept eligible
section 403(b) annuities, 457(b) plans, Simplified Employee Pensions
(SEP’s), and traditional individual retirement accounts (IRA’s).

The Federal Employees’ Retirement System Act (FERSA) does not allow the
TSP to accept after-tax balances; therefore, transfers from IRA’s (and all
other plans) must consist solely of balances that will be subject to income tax

on distribution.

#9 To transfer or roll over the distribution you received into your TSP, you
will need to complete a Form TSP-60. This form is available from the TSP
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web site at http://www.tsp.gov or by calling the TSP Service Office at

(504) 255-6000. Both the employee and the current eligible plan adminis-
trator or traditional IRA trustee must complete the form. The employees com-
plete Sections I, II and III, Section IV is completed by the plan or IRA. You

must specify that this is a transfer or rollover, the amount being submitted, the

date on which you received the distribution and if the distribution is from
your former eligible employer plan or a traditional IRA. The plan administra-
tor or trustee must than submit the form to the TSP Service Office along with
a personal check, certified check, a cashier’s check, cashier’s draft, money
order, or treasurer’s check from a credit union made out to the Thrift Savings
Plan for the entire amount you have chosen to transfer or roll over. The TSP
must receive the form and the guaranteed funds within 60 days of the date you
received the funds.

In-service withdrawals. In-service withdrawals can never be repaid or converted to a

loan, so you permanently deplete your retirement savings and future earnings

on the amount withdrawn. If you have an outstanding TSP loan, making an

in-service withdrawal will not eliminate the requirement for your loan pay-

ments to continue. You may apply for an in-service withdrawal of all or a por-

tion of your TSP account if you meet one of the following requirements:

® For an age-based withdrawal, if you are age 59'/z or older and have not left
Federal employment, you can make a one-time-only withdrawal of all or a
portion of your vested TSP account balance in a single payment. The
amount of an age-based in-service withdrawal request must be at least
$1,000 (or for your entire account balance, if it is less than $1,000).
Participants can apply for an age-based withdrawal on-line at www.tsp.gov or
they can request and complete TSP-75, Age-Based In-Service Withdrawal
Request.

® For a financial in-service withdrawal, if you have not left Federal employ-
ment and document financial hardship, you can withdraw all or a portion of
your contributions and their earnings. The withdrawal must be for at least
$1,000, and you cannot withdraw more than the amount of your docu-
mented need or the amount of your own contributions and earnings,
whichever is smaller. A 20% Federal tax plus a 10% early withdrawal fee will
be charged. #9 To make a financial in-service withdrawal, you must
complete TSP-76, Financial Hardship In-Service Withdrawal Package. After making a
financial hardship withdrawal, you cannot contribute to your TSP account
for 6 months. If you are a FERS participant, you will not receive any Agency
Matching Contributions; however, you will continue to receive the I %
Agency Automatic Contribution. Note: Participants who are in Chapter 13

bankruptcy are not eligible for a financial hardship in-service withdrawal.

Once the new record keeping system is rolled out participants who file on-line
could possibly receive a daily disbursement. Disbursements can go via elec-
tronic funds transfer (EFT) to checking or savings accounts. Note to FERS
employees — notarized spousal consent is required for all married FERS par-

ticipants.
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The loan program. While you are an IRS employee, you can borrow from your own
TSP contributions and their earnings. You must be in pay status to obtain a
loan, because you repay your TSP loan (including interest) through payroll
allotments. You cannot borrow any agency contributions in your account or
any earnings attributable to those contributions. The minimum loan amount
is $1,000. The maximum amount you can borrow is $50,000. However, the
amount you can borrow may be less, depending on the amount you have
contributed, any outstanding TSP loans, and limits set by the Internal Revenue
Code. You can find out how much you can borrow by calling the TSP
ThriftLine. The interest rate for a TSP loan is the interest rate on the G Fund
when the TSP Service Office received your loan application. The TSP Web site
or the ThriftLine will tell you the current interest rate for TSP loans.

Once the new record keeping system is rolled out the new loan application,
Form TSP-20, Loan Application and TSP-21-G, Loan Agreement is available
on-line at www.tsp.gov. Participants can apply and, in some cases, complete
the loan application the same day. The new daily disbursements can go via
electronic funds transfer (EFT) to your checking or savings account.
Participants may send additional loan payments to the TSP (e.g., if they are in
nonpay status or if they have missed payments). Payments can be made by per-
sonal check as well as a certified check, cashiers check, money order, etc. The
maximum repayment term for a General Purpose loan is now 5 years and a
Primary Residence loan is now 15 years. If a participant missed a payment, the
IRS requires a “cure” by the end of the second quarter following the missed
payment(s). Taxable distributions will be declared if the account is still in
default at the end of that quarter.

If you have a TSP loan upon leaving Federal service, you must prepay the loan
in full, including interest on the outstanding balance up to the date of repay-
ment. The TSP Service Office will send you a notice with instructions about
prepayment. If the TSP Service Office does not receive your prepayment in
full within 90 days of the date of its prepay notice, it will consider your loan as
disbursed funds and report both principal and unpaid interest to the IRS as
income received in the calendar year that the loan is declared disbursed. If the
loan is declared as disbursed before your retirement, the IRS will normally

consider it an early withdrawal subject to a 10% penalty.

Post-separation withdrawal options. You are eligible to withdraw the money in your
account when you separate from Federal service for 3I or more full calendar
days. When you leave the IRS, you can do one of several things with the money
in your TSP account:

Post-separation Withdrawal Options allow you to:
¢ Keep your money in the TSP
¢ Elect a partial withdrawal
e Elect a full withdrawal
- Single payment
- Monthly payment
- Annuity
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- Mixed election
Leaving Money in the TSP — Mandatory cashouts of accounts with balances of less
than $200.00 (subject to 20% Federal tax withholding and in certain cases a
10% early withdrawal penalty tax). Payments must begin no later than April 1
of the year after the participant is separated and age 70'/=. If you leave your
money in the Plan, your account will continue to earn interest and you may
continue to make interfund transfers, even though you can no longer con-
tribute to the Plan.

Partial Withdrawals — Once the new record keeping system is rolled out partici-
pants can make a one-time request (cannot have taken an age-base in-service
withdrawal) with a $1000 minimum amount being withdrawn or request a sin-
gle payment only. Disbursements are made daily. Note to married employees:
married FERS participants must have a notarized spousal consent. There is a
two-day spousal notification rule that applies for married CSRS participants.
Applications done on-line at www.tsp.gov or by using TSP-77, Request for
Partial Withdrawal When Separated.

Mixed Payments — Once the new record keeping system is rolled out participants
can mix single, monthly (subject to 20% Federal tax withholding and in certain
cases a 10% early withdrawal penalty tax), and annuity withdrawal options (see
the next section on How Annuities are Paid). EFT and transfer options are available
for single and some monthly payments. Disbursements are made daily. Note to
married employees: Married FERS participants must have a notarized spousal
consent. There is a two-day spousal notification rule that applies for married
CSRS participants. Applications done on-line at www.tsp.gov or Form TSP-
70, Request for Full Withdrawal.

Monthly Payments — Participants can specify a dollar amount each month or they
can ask TSP to compute a monthly payment for them based on the IRS uni-
form table. The option to elect a specific number of monthly payments has
been eliminated. There will be an annual election that will allow participants
to change their monthly payments as shown above. Changes are effective in
January of the following year.

Regardless of how much is in your TSP account:

® Ifyou transfer to another Federal agency, you can continue to participate in
the TSP without interruption. Except in the case of an in-service with-
drawal, you cannot withdraw the money in your TSP account as long as you
work for the Federal government.

® If you have less than three years of Federal service when you separate (certain
employees in a top-level category must serve only two years), you will forfeit
the basic 1% contribution, regardless of which option you choose (this
applies to FERS employees only).

® You have to be separated from the Service for at least 31 consecutive days
before you can withdraw the money from your account. Because withdrawal
checks are only disbursed once per month (mid-month), you may have to

wait from six to eight weeks before you receive your check.
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@~ Your TSP account can be subject to court decrees of divorce, annulment,
or legal separation, or the terms of court-approved property settlements
incident to any court decree of divorce, annulment, or legal separation that
meet the requirements stated in Federal Retirement Thrift Investment Board
regulations. Your account may also be subject to the enforcement of legal

obligations for alimony, child support, and judgements against you for

child abuse.

You can always find current information at the TSP Web site: www.tsp.gov.

Changes once the N@Record Keeping System rolls out

e G, F, C, S, and I Fund balances will be converted to shares at a price of $10
per share. To convert dollars to shares, divide the dollar balance of the
applicable investment fund by the share price for that fund.

® Contribution allocation requests and interfund transfer requests must be
made directly with the TSP by using TSP web site at www.tsp.gov, the
ThriftLine, or Form TSP-50, TSP Investment Allocation. Until a new par-
ticipant makes a contribution allocation request, contributions will be
invested in the G-Fund.

¢ Electronic contribution allocations and interfund transfers requested by
11:00 am Central Time will be effective as of close of business that day.
Paper requests will ordinarily be entered into the system within 24 hours of
receipt. Participants will receive verification of their investment changes.

® Statements will be available on the web at www.tsp.gov. To continue to view
the statements on the web, employees must register (you will not get a
mailed copy once you do this). Employees can continue to get a printed
statement at home as long as they do not register for the one on the web.

TSP annuities

As a TSP participant, you may receive an annuity (a benefit paid each month to
you or to your survivor for life) when you retire. The TSP purchases the annu-
ity from an insurance company on your behalf. If you resign before retiring,
the TSP will send you forms when you are eligible to receive the annuity,
unless you have already withdrawn the money in the account.

The TSP offers three basic types of annuities:

® Single life—an annuity paid in equal payments only to you during your life-
time,

® Joint life with spouse—an annuity paid to you while you and your spouse are alive.
When either of you dies, the annuity will be paid to the survivor for his or
her life, or

® Joint life with someone other than your spouse—an annuity paid to you while you and a
person you choose (but other than your spouse) are alive. This person must
have an insurable interest in you (meaning that the person is financially
dependent on you and could reasonably expect to derive financial benefit
from your continued life.) When either of you dies, the annuity will be paid

to the survivor for his or her life.
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How your account balance is paid if you die

If you die after leaving the IRS but before you have elected a withdrawal
option, or if you die after electing a lump sum payment but before receiving it,
the Thrift Investment Board will pay the full amount of your vested account to
your beneficiary(ies). If you elect a series of equal payments and die before
receiving the entire account balance, your beneficiary(ies) receive the remainder

in a single payment.

=» See the Designating Beneficiaries chapter for more information. Also, see the
Death in Service chapter for information on what happens to your TSP account

balance if you die while still employed.

Advantages of investing

The TSP offers substantial tax advantages. Income taxes on TSP contributions
are deferred, reducing your tax bill for the current year. Income taxes on the
earnings in your account are also deferred, allowing substantial additional
growth in compound earnings over the years compared to an investment where

earnings are subject to income taxes each year.

Example. This example shows how you can have $210 more in annual take-
home pay when you save through the TSP compared to saving through an
after-tax method. The difference in your take-home pay will be even greater if
the state in which you live permits tax-deferred savings, as most states do, or
you pay taxes at a rate higher than 15%.

Suppose that you earn $28,000 each year (your basic pay) and decide to con-
tribute 5% each pay period ($1,400 ayear) to your TSP account. For purposes
of this example, you are married, have a dependent child, show three exemp-
tions on your jointly filed Federal tax return, claim the standard deduction,
and have a tax rate of 15%.

Before-tax savings (TSP)

Yearly basic pay (taxable income) $28,000

Minus before-tax savings in the TSP -$1,400 (5% of $28,000)
Net taxable income $26,600

Minus estimated Federal income tax -$1,939

Net take-home pay $24,661
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After-tax savings (another savings method)

Yearly basic pay $28,000

Minus estimated Federal income tax -$2,149

Net income after taxes $25,851

Minus savings (no tax advantage) -$1,400 (5% of $28,000)
Net take-home pay $24,451

$24,451—a difference of $210.

Forms/material relevant to the TSP

Your net take-home pay with before-tax savings in the TSP is $24,661 and

your net take-home pay with after-tax savings using another method is

Name of form/material

Available from

TSP-1, Thrift Savings Plan Election Form

TSP-3, Thrift Savings Plan Designation of Beneficiary

TSP-16, Thrift Savings Plan Exception to Spousal Requirements

TSP-17, Application for Account Balance of Deceased Participant

TSP-20, Thrift Savings Plan Loan Application

TSP-21-G, Thrift Savings Plan Loan Agreement

TSP-50, Thrift Savings Plan Investment Allocation

TSP-60, Thrift Savings Plan Request For A Transfer Into The TSP

TSP-70, Thrift Savings Plan Request For Full Withdrawal

TSP-75, Thrift Savings Plan Age-Based In-Service Withdrawal
Package

TSP-76, Thrift Savings Plan Financial Hardship In-Service
Withdrawal Request

TSP-77, Thrift Savings Plan Request for Partial Withdrawal When
Separated

Continued next page

Employee
Connection,
menu 3
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Name of form/material (continued) Available from

TSP-536, Important Tax Information About Payments Made From Employee
Your TSP Account Connection,
menu 3

TSP-582, Tax Treatment of Thrift Savings Plan Payments Under
Qualifying Orders

TSPBKo1, TSP Withdrawal Information Package (includes a
TSP-9, Change of Address for Separated Employees and TSP-775,
Important Tax Information About Your TSP Withdrawal and
Required Minimum Distribution)

TSPBKoz2, Withdrawing Your TSP Account Balance After Leaving
Federal Service

TSPBKo3, Guide to TSP Investments

TSPBKog4, Thrift Savings Plan Loan Program

TSPBKos, Thrift Savings Plan Annuities

TSPBKo8, Summary of TSP for Federal Employees

TSPBK11, Thrift Savings Plan Information About Court Orders

TSPBK12, Thrift Savings Plan In-Service Withdrawals

Overview of the Thrift Savings Plan for Federal Employees Employee
(video)- not currently available Connection,
menu 4

TSP video directed to employees with 10 or less years of service
and not participating in the TSP (video)

TSPBKo8, Summary of the Thrift Savings Plan for Federal
Employees (audio cassette for visually impaired employees
only)

SOCIAL SECURITY Who qualifies for Social Security retirement benefits

Employees who have worked the required number of credits (usually 40) in a
position covered by Social Security qualify for Social Security retirement
benefits.

For employees covered by the Federal Employees’ Retirement System (FERS),

Social Security benefits are part of the three-part retirement plan which also
includes the FERS basic annuity and the Thrift Savings Plan. Employees
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covered by CSRS may receive a Social Security retirement annuity but may have
that annuity affected by the Windfall Elimination Provision (WEP) and/or the
Government Pension Offset (GPO) provision (both are discussed later).

What Social Security retirement benefits are

For those who qualify, the Social Security retirement benefit is a monthly
annuity. However, Medicare (Part A, Hospital Insurance, which covers
hospitalization, certain inpatient care, and home health services) is available to
all employees whether or not they worked in a position covered by Social
Security. This is the 1.45% Medicare deduction on your Statement of Earnings
and Leave each pay period. To be covered by Part B, Medical Insurance, which
covers doctors fees, most outpatient hospital services, and other related serv-
ices, you must sign up for it through the Social Security Administration (SSA).
There is a monthly fee that is deducted from your Social Security check or
your GSRS annuity check.

Another Social Security benefit is the one-time family death benefit payment
of $255.00 that is made to the widow or widower at the time of the worker’s
death. In the absence of a widow or widower, the payment can be made to any
child of the deceased worker who is eligible for benefits as a surviving child.

When benefits are received

An employee can begin receiving Social Security retirement benefits as early as
age 62 (age 60 if a widow or widower), but the benefits will be reduced. Full
benefits are payable (and Medicare coverage is available) at age 65 to 67 based

on your year of birth.

Employees can apply for SSA retirement benefits three months before they are
eligible.

Making sure your records are accurate

@~ You should make sure that your Social Security earnings are correctly
reported to the SSA and credited to your account.

Here are some actions you should take:

® Make sure the name and number on your Social Security card match those
in your employer’s records, on your Statement of Earnings and Leave, and
on the Form W-2 that you receive each year (Forms W-2 are proof of your
earnings, so be sure to keep them). See your manager if any of these records
are incorrect.

* Notify the SSA (to get a new Social Security card) and your manager if you
change your name as a result of marriage, divorce, or for any other reason.

® Periodically request a Form SSA-7004, Request for Earnings and Benefit Estimate,
from the SSA or from Employee Connection (menu 3). When you complete
and submit the form (use the address shown on the form), the statement you
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receive will show the wages and taxes credited to your account number since
1951 and an estimate of the retirement, survivor, and disability benefits that
you and your family may expect. However, it will not show any GPO or WEP
(both discussed next) that may reduce your annuity (the SSA will do an
accurate computation three years before you are eligible for SSA retirement
benefits). The benefit estimates are based on your date of birth and work
history. Medicare information is also provided.

These statements are automatically sent to all individuals age 60 or older who
are not receiving Social Security benefits based on their own earnings record
and anyone age 25 or older who have a Social Security earnings record and who

are not receiving Social Security benefits based on his or her own earnings.

Windfall Elimination Provision

If you are covered by CSRS or CSRS offset and are also entitled to a Social
Security retirement annuity because you earned at least 40 credits in a position
covered by Social Security, the Windfall Elimination Provision (WEP) may
affect the amount of the Social Security annuity you receive when you retire.

The WEP affects your own earnings, not any earnings of your spouse.

Here is how Social Security annuities are usually calculated. An annuity is
based on your average monthly earnings adjusted for inflation. When your
benefits are computed, the average earnings are separated into three amounts
and multiplied using three factors. For example, for a worker who turns 62 in
2002, the first $592 of average monthly earnings is multiplied by 90%; from
$592 to $2,975 is multiplied by 32%; and the remainder by 15%.

But if you receive a CSRS annuity, the 90% factor is reduced. The reduction
was phased in for workers who reached age 62 or became disabled between
1986 and 1989. For those who reach 62 or become disabled in 1990 or later,
the 90% factor is reduced to 40%.

@~ Exception: The modified formula does not apply to you if you were
hired by the Federal government after December 31, 1983, or you have

worked 30 or more years in a position covered by Social Security.

Government Pension Offset

Many employees are entitled to a Social Security spousal or survivor annuity.
This is an annuity based not on your own earnings, but on the earnings of
your spouse. However, if you are also entitled to a CSRS annuity, you may
have your Social Security spousal or survivor annuity reduced under the
Government Pension Offset (GPO) provision of Social Security law. The off-
set will reduce the amount of your Social Security spouse’s or widow(er)’s
benefits by two-thirds of the amount of your non-Social Security annuity. For
example: if your monthly CSRS annuity is $600, two-thirds of that, or $400,
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must be used to offset your Social Security spouse’s or widow(er)’s benefits. If
you're eligible for a $500 widow(er)’s benefit, you'll receive $100 per month
from Social Security.

This affects you if you become eligible for your CSRS retirement benefits on

or after July 1, 1983. It does not affect you if:

® You are covered by the CSRS-Offset,

® You elected to transfer from CSRS to FERS after July 1, 1988, and have
been covered by FERS for five years.

You can purchase Series EE or Series I savings bonds and have the cost

deducted from your pay.

#9 Complete the appropriate sections of SB-2152 (for Series EE bonds) and

SB-2253 (for Series I bonds), Authorization for Purchase and Request for Change—United

States Savings Bonds, that you can get from Employee Connection (menu 3) to do

the following:

e Establish a new bond allotment,

® Make necessary corrections to an existing bond account (for example,
change the allotment amount; change the bond denomination; change the
owner, co-owner, or beneficiary; or change the mailing address, and

e Cancel a bond allotment.

Send the form(s) to your Transactional Processing Branch for processing.
You can get the address from Employee Connection (menu 9) or from this

Guide’s Appendix.
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Designating Beneficiaries

Designating beneficiaries is the act of specifying to which person(s) any money payable to you is to be paid when
you die. The money that you can designate from your Federal benefits is your unpaid salary and lump sum annual
leave, Thrift Savings Plan (TSP) account, Federal Employees’ Group Life Insurance (FEGLI), and Civil Service
Retirement System (CSRS) or Federal Employees’ Retirement System (FERS) accounts.

Who can be beneficiaries

Beneficiaries can be either:

® An individual or individuals whom you designate. This must be done in
writing using the appropriate forms, witnessed by two people (other than the
person(s) you designate), and received by the appropriate office before your
death or

e The person(s) specified by law under the Federal Order of Precedence
(FOP) as described below. Any person, firm, corporation, or legal

entity, including a trust, may be named as a beneficiary (except an

T Call the ERC to: agency of the Federal or District of Columbia governments). For
e Talk to an EAR for local information on designating to a trust, see the following link on
procedures on seeing the OPM web site: http://www.opm.gov/insure/life/handbook/
your OPF and review- designt2.htm#designating%20a%20trust.
ing most prior
designations. Forms for designating beneficiaries

You can order these forms from Employee Connection (menu 3). In addition,
beside each form are links to Adobe Acrobat PDF versions of the form. Using
the free downloadable Acrobat Reader available at http://www.adobe.com/

T Call Employee

Connection to:

 Get the necessary
forms for designating
beneficiaries (menu 3),
and

 Get the address of your

products/acrobat/readstep.html you can print them out for use as regular

paper forms.

#9 SF-115 : Designation of Beneficiary Unpaid Compensation of Deceased Civilian Employee .
http://www.opm.gov/forms/pdf fill/sf-1152.pdf. Use this form to name the

TPB (menu g or see
this Guide’s Appendix).

person(s) you want to receive your unpaid salary and lump sum annual leave.
Complete the form and submit it to your Transactional Processing Branch
(TPB) where it will be kept in your official personnel folder (OPF). You will

be mailed a copy for your records.

#9 TSP- Thriﬁ Savings Plan Designation of Beneficiary. http://www.opm.gov/forms/
pdf_fill/tsp-3.pdf. Use this form to designate how you want your TSP account
paid. Complete it, make a copy for your files, and mail the original to the

address on the form where it will be maintained by the Thrift Savings Plan
Service Office. The TSP-3 requires the witnesses to be age 2I or older.

#9 SF- : Designation of Beneficiary Federal Employees” Group Life Insurance .
http://www.opm.gov/forms/pdf fill/sf2823.pdf. Use this form to designate the

person(s) to receive your Federal Employees’ Group Life Insurance (FEGLI)
benefits, both Basic Life Insurance and any Optional Life Insurance in which
you are enrolled. Complete the form and submit it to your TPB where it will

be kept in your OPF. You will be mailed a copy for your records.

CALL THE EMPLOYEE RESOURCE CENTER (ERC) ANY TIME TOLL FREE AT 866-743-5748; TTY 866-924-3578 OR GO TO THEIR WEB SITE AT HTTP://ERC.WEB.IRS.GOV 87


HTTP://ERC.WEB.IRS.GOV
http://www.opm.gov/insure/life/handbook/Designt2.htm#designating a trust
http://www.adobe.com/
http://www.adobe.com
http://www.opm.gov/insure/life/handbook/Designt2.htm#designating a trust
http://publish.no.irs.gov/getpdf.cgi?catnum=31939
http://publish.no.irs.gov/getpdf.cgi?catnum=31939
http://publish.no.irs.gov/getpdf.cgi?catnum=10679
http://publish.no.irs.gov/getpdf.cgi?catnum=18957

=» See the Life Events and

Your Benefits chart in this

Guide’s Appendix for

actions you may need to

take if you:

e Marry,

* Divorce, or

« Experience other life
events.

88

#9 There are two exceptions for FEGLI beneficiary designations:

® You cannot designate a beneﬁciary(ies) if you have elected Living Benefits
or signed a viatical settlement agreement.

® You cannot change the beneﬁciary(ies) or use the Federal Order of
Precedence for FEGLI benefits if a certified court decree, order, or
applicable property settlement related to a divorce, annulment, or legal
separation that names someone to receive the FEGLI life insurance
proceeds exists and has been filed in your OPF.

#9 SF- o : Designation of Beneficiary Civil Service Retirement System SF- 10 : Designation
of Beneficiary Federal Employees’ Retirement System http://www.opm.gov/forms/

pdf_fill/sf2808.pdf or http://www.opm.gov/forms/pdf fill/sf3102.pdf.

The form you use depends on your retirement system.

For CSRS employees, mail both copies of the completed SF-2808 to the
Office of Personnel Management (OPM) at the address shown on the form.
You will receive a copy of your signed retirement designation for your records.
The original will be maintained by the OPM. You can write to the OPM to
request a copy of a previously filed SF-2808. However, it is easier to submit a
new form, properly signed and witnessed, to the OPM. The new form will
supersede any that you may have filed in the past.

If you are a FERS employee, mail both copies of the completed SF-3102 to
your TPB. A copy will be returned to you and the original will be placed in
your OPF at your TPB. The new form will supersede any that you may have
filed in the past.

@ Retirement monies will only be paid as a lump sum if no one is eligible
for a monthly survivor benefit based on your service.

=» See the Death in Service chapter for more information.

Federal Order of Precedence (FOP)

If you are an employee at the time of your deat