Benefits for Separating Employees


Temporary Employees: If you separate from service as a temporary employee, a separation package will be mailed to you by the Human Resource Office. This package will contain a copy of your final SF 50, SF8, SF293, and Wage and Separation information to assist you in the event you are eligible for unemployment. 

Permanent Employees: If you separate from service as a Permanent employee, the below information applies to your potential benefits post separation:

* An SF 52 and/or letter of resignation should always be submitted to the HRO office prior to, or on the date of separation. Any delay in notification of separation may result in delayed processing by the HRO which can have a negative impact on payment of entitlements and benefit eligibility.

**If you are applying for Retirement and are eligible for an immediate annuity, please visit the Retirements Section of the HRO website for more detailed information. 


Federal Employees Health Benefits:

Your health insurance coverage in the Federal Employees Health Benefits Program (FEHB) will end on the last day of the pay period in which you separate. In accordance with FEHB program guidelines, you may be granted a 31-day extension of coverage (at no cost to you). During this 31-day period, you may be eligible to convert to an individual, or non-group, contract, or to elect Temporary Continuation of Coverage (TCC). Because the nature of each separation is different, and may impact eligibility for benefits, please reference FEHB Handbook at the following link to determine your potential eligibility as a separating employee: FEHB Handbook-Separating employees.

If you decide to elect TCC benefits, please complete the Health Benefits Election Form, SF-2809 below, and return it to this office within 60 days after your separation date, or the date you received this notice, whichever is later. The HRO address can be found on the HRO website homepage. 


Health Benefits Related Forms and Information

SF 2809
RI 70-05 FEHB Guide to TCC 
RI 79-027 TCC Booklet OPM  


Federal Employees Life Insurance (FEGLI) :

If you were enrolled in FEGLI on the date of separation, your Federal Employee’s Group Life Insurance (FEGLI) coverage terminates on the date of your separation.  Unless you voluntarily cancel your coverage, you may be granted a 31-day extension during which you may convert to an individual policy (non-group contract). For more information on conversion please visit the following link: http://www.opm.gov/insure/life/faq/faqs-6.asp

If you are interested in converting, you must complete Part C of the Notice of Conversion Privilege (SF 2819) and send it to OFEGLI at P.O. Box 8149, Long Island City, NY 11101-8149. For overnight deliveries only (such as express mail): OFEGLI, FEGLI Conversion Team, 5th Floor, 27-01 Queens Plaza North, Queens, NY 11101. (Note: This address is different from the address on the SF 2819.) 
Retirement Benefits/Eligibility:

As a Federal Employee you paid a bi-weekly contribution to either the Federal Employees’ Retirement System (FERS), or Civil Service Retirement System (CSRS). This contribution is what would have entitled you to retirement benefits. When you separate from service you have two choices. 
	1. You can request a refund of that money by completing the SF-3106, Application for Refund of Retirement Deductions, below. When you request a refund, you will also be refunded for any “bought back” military service you have made a deposit for.  Instructions for filing can be found on the back of the form. By requesting a refund of this money, the time period covered is no longer creditable for Federal Employees Retirement Benefit Eligibility unless you are reemployed and pay a re-deposit for the service. 
	2. Your second option is to leave your FERS contributions in the fund. This allows your service to remain creditable under the FERS retirement system in the event you are re-employed in the Federal Service. The option to request a refund will still be available to you if you later decide to do so. Note * If you have over 5 years of creditable FERS service you may be entitled to a deferred reduced annuity. If you request a refund of your FERS contributions you lose the entitlement to this deferred annuity.

FERS Related Forms:

SF 3106: Application for Refund of Retirement Deductions
RI 90-11: Pamphlet: Info for Separating Employees who are not eligible for an immediate annuity	
RI 92-19A: Booklet: Applying for Deferred or Postponed Retirement under FERS
RI 92-19: Application for Deferred of Postponed Retirement
SF 3110: Former Spouse’s Consent to FERS Election- If a qualifying court order, on file with the Office of Personnel Management, awards a portion of your annuity or a survivor annuity based on your Federal service to a former spouse who has not remarried before reaching age 55, you cannot elect coverage under the Federal Employees Retirement System (FERS) unless your former spouse consents to your election.

CSRS Related Forms:

SF 2802 Application for Refund of Retirement Deductions (CSRS)

Thrift Savings Plan (TSP):


If you contributed to the TSP during federal service and have an account balance of $200.00 or more when you separate, you have two options: 
	1. You can choose to leave your account invested in the TSP. Your money can remain in the TSP until you reach the age of 70 ½, and will continue to grow. You still have the ability to manage your funds and change your investment mix with inter-fund transfers. You defer taxation, avoid possible penalties on withdrawals, and you benefit from TSP’s low administrative expenses. 
	2. You can choose one of many withdrawal options available to you. The TSP will provide you with a package regarding the many options you have once your separation is processed by HRO and the data flows to TSP. This process can take up to 30 days. The information is available below as well for your convenience. Keep in mind that there are tax ramifications for any withdrawal option 

For more information visit the following link: https://www.tsp.gov/lifeevents/separating/separatingFromGovService.shtml




TSP Forms:

Leaflet: TSP Withdrawals
Booklet: TSP Annuities
TSP Tax Notice
Booklet: Withdrawing TSP after Leaving Federal Service
TSP 3-Designation of Beneficiary
TSP 9-Address Change Form for Separated Employees
TSP 15-Name Change Form for Separated Employees
TSP 16-Exception to Spousal Requirements
TSP 26-Loan Payment Coupon-** If you have a current TSP loan you should make arrangements to pay the loan in full within 90 days of separation to avoid a declaration of taxable distribution and associated taxes and penalties.
TSP 65-Request to Combine TSP Accounts after leaving Federal Service
TSP 70-Request for Full Withdrawal
TSP 77-Request for Partial or Mixed Withdrawal

Last Technician Pay:
The date of your last paycheck is determined by the effective date of your separation and will be paid to you in accordance with your current technician pay schedule. You will receive a lump sum payment for any accrued annual leave two weeks after the last paycheck provided that you have no outstanding debts owed to the Federal Government, such as FEHB debt, negative leave balance, or unreturned government property. 
Leave Balances:
Annual Leave - The remaining balance upon separation will be paid out in a lump sum to you.
Sick Leave will NOT be paid to you. The sick leave will remain as a balance in your employee record. If you later are reinstated as a Federal employee, that leave can be re-credited to you for later use. 
Military Leave will NOT be paid to you at separation.  Any unused balance will be lost. 
Compensatory Time will NOT be paid to you at separation. All compensatory time must be used prior to separation. Any remaining balance will be lost. 
NGAUS Disability and Life Insurance:

If you are enrolled in NGAUS technician disability or life insurance at the time of your separation please contact your plan administrator to determine if continuation of coverage is available to you. 

1-888-642-8748

NGAUS Information

Booklet-Technician Insurance Program

Federal Long Term Care Program:

If you were enrolled in the Federal Employees Long Term Care Insurance Plan (FLTCP) at separation you are eligible to continue your enrollment in the plan only if you are entitled to an immediate retirement annuity, or are meet the eligibility requirements for a deferred annuity (even if you are not drawing that annuity yet). The age and service requirements needed to be eligible for a deferred annuity are Age 62 with 5 years of federal civilian service or your Minimum Retirement Age with 10 years of federal civilian service. 

For more information please contact the FLTCP at 1-800-LTC-FEDS 1-800-582-3337


Flexible Spending Accounts (HCFSA, LEX HCFSA, and DCFSA)

The balances in your HCFSA, LEX HCFSA, and DCFSA are treated differently if you separate or retire before the end of the benefit period. In order to take advantage of the grace period for any account, you must be actively 

Records Retention

In accordance with record keeping guidelines, employee records are retained in the Human Resource Office for a very limited time after the effective date of separation. Once that time has lapsed, all files are transferred to the National Archives and Records Center in Valmere Illinois where they are maintained until 65 years after your death. 

To obtain a copy of, or select documents from your civilian personnel record after separation please visit the following links for instructions and contact information. 

http://www.archives.gov/st-louis/civilian-personnel/index.html

http://www.archives.gov/st-louis/civilian-personnel/faqs.html
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