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PURPOSE

The purpose of this Organizational Work Instruction (OW)
is to docunent the process by which the Human Resources
Departnment processes various benefits prograns, open
seasons, and necessary enployee initiated benefit changes
to FEHB, FEGLI, NEBA, and TSP for Marshall Space Fli ght
Center.

APPLI CABI LI TY

This OW establishes instructions for ensuring Health
| nsurance, Life Insurance, and Thrift Savings Pl an
benefits are processed according to established

gui delines. This ON does not pertain to retirenment
benefits.

APPL| CABLE DOCUMENTS

Federal Enpl oyees Health Benefits Program Handbook
Federal Group Life Insurance Benefits Handbook

NASA Enpl oyees Benefits Association Guide to Processing
Thrift Savings Plan Trai ning Manual

DEFI NI TI ONS

FEHB — Federal Enployees Health Benefits

FEGLI — Federal Enployees G oup Life Insurance

NEBA — NASA Enpl oyees Benefits Associ ation

TSP — Thrift Savings Program

OPF — Official Personnel Folder

SF — Standard Form

NPPS — NASA Personnel /Payroll System
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OPM — OFfice of Personnel Management
CFR — Code of Federal Regul ations

I NSTRUCTI ONS

The gui delines established in the referenced “Applicable
Docunents” (above) will be adhered to in all matters
related to processi ng enployee benefits. Determ nations
are made by the Adm nistrative Services Oficer as to the
nature of change and the effective date approved for

enpl oyee benefits changes.

NOTES

None

SAFETY PRECAUTI ONS AND WARNI NG NOTES
None

APPENDI CES, DATA, REPORTS, AND FORMS

STANDARD FORMS:

SF-50B - Notification of Personnel Action

SF-2809 — Health Benefits Election Form

SF-2810 — Notice of Change in Health Benefits Enroll nent
SF-2817 — FEGLI Life Insurance Election

SF-2819 — FEGLI Notice of Conversion Privilege

SF- 2821 — Agency Certification of Insurance Status

SF- 2822 - Request for Insurance (FEGLI)

SF- 2823 - Designation of Beneficiary

TSP FORMS:

TSP-1 — Thrift Savings El ection Form

TSP-3 — Designation of Beneficiary

TSP-20 — Loan Application

TSP-70 — Wt hdrawal Request/Transfer Information

NEBA FORMS:

Enrol |l ment Form Cancell ation Form Medi cal
Certification Form and Optional Election Forns
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9. RECORDS

10.

11.

12.

Record Type: Copy of Notification of Personnel Action
(SF-50B) and OPF copy of SF-2809, SF-2810, SF-2817, SF-
2819, SF-2821, SF-2822, and SF-2823. Also, copies of TSP-
1, NEBA Enrollee Folders And Fil e Copi es.
Responsible Party: File Clerk and Adm nistrative Services
O ficer
Locati on: Enployee Oficial Personnel File (OPF)

Human Resources Departnent File Room

Bui | di ng 4200

Room 334
Records Retention Schedule: OPF will be maintained in
accordance with OPM Guide to Personnel Recordkeeping

TOOLS, EQUI PMENT, AND MATERI ALS

None

PERSONNEL TRAI NI NG AND CERTI FI CATI ON

None
FLOW DI AGRAM

None
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