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Smart Guide for Reservists Called To Active Duty

The changing face of terrorism has forever altered the roles of military reservists.  Today, employers and families will have to endure reservists being called to active duty for extended periods of deployment.  The Smart Guide information listed below will assist you in getting your affairs organized, if you are called to active duty...

PRE-MOBILIZATION:  The following checklist is designed to facilitate your transition from civilian to active military service.
	Your Action...
	With what?
	With who?
	Other Information

	Review Uniformed Services Employment and Re-employment Rights Act (USERRA)

	OPM

	 
	

	Provide a copy of your orders to your HR Office
	 
	Supervisor

Local HR Office
	Employee Checklist





	Provide forms to your Human Resources Office
	Request for Personnel Action Form 
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	Local HR Office
	

	Plan/Schedule Leave
	Check leave balances on your Leave and Earnings Statement 
	Supervisor 

T&A Clerk
	VA Employee Portal
Employee Express

	Update Beneficiaries
	Use form:
SF-1152 Unpaid Compensation
SF-2808 CSRS Retirement 
SF-3102 FERS Retirement
TSP-3 Thrift Savings Plan
SF-2823 Federal Employees’ Group Life Insurance Beneficiary Form
Savings Bonds 
	Local HR Office
	Check age limits for beneficiaries

	Review the status of your FEHB and military health benefits coverage 
	Check benefits coverage

Find a military hospital closest to the location where your family/dependents will reside
	Local HR Office
	VA Employee Portal
Employee Express

	Review the status of your FEGLI and military life insurance coverage
	Check value of coverage on your Benefits Statement
	Local HR Office
	VA Employee Portal
Employee Express

	Review both your federal and military Thrift Savings Plan
	TSP Fact Sheets

	Local HR Office
	TSP Website
Employee Express
DFAS Website

	Review retirement/death benefits
	
	Local HR Office
	

	Review long term care insurance
	
	Local HR Office
	Long Term Care Insurance 
LTC Partners

	Review flexible spending accounts
	
	Local HR Office
	Flexible Spending Acct.
FSAFEDS

	Ensure you have “MyPay” Pin number
	 
	Military Pay Clerk
	MyPay Info

	Provide forwarding address or email account  
	 
	Supervisor

T&A Clerk
	 

	Clear center activities
	
	
	

	
	
	
	


MID-MOBILIZATION:  Reservists should attempt when possible to communicate with employers.  Reservists should also consider taking certain demobilization actions during this stage. 

	Your Action...
	With what?
	With who?
	Other Information

	Communicate with Human Resources office and/or supervisor in reference to any change in your status 
	 Letter/Email/Personal Contact
	
	Life Events Portal
VA Employee Portal

	Plan/Schedule Next Fiscal Year Military Leave Use
	Request for Military Leave

	Supervisor 

T&A Clerk
	VA Employee Portal
Employee Express

	Request information about re-certification and schooling needed to resume position
	
	Local HR Office
	

	Update your military and civilian Thrift Savings Plan contribution during open seasons
	TSP Fact Sheets

	 
	TSP Website
DFAS Website
Employee Express

	Provide any changes to address or email account  
	 
	Supervisor

HR Office
	 

	Consider Projected Return to Work Date
	
	Supervisor

T&A Clerk
	

	Seek assistance for any pay inquires
	
	Military Pay Clerk

Supervisor
	DFAS Website

	
	
	
	


POST-MOBILIZATION:  Transitioning from military life to civilian life will require time and patience.  The following checklist should help to facilitate that transition and assist you with reestablishing vital parts of your day-to-day life.    

	 Your Action...
	With what?
	With who?
	Other Information

	Prepare for the demobilization process.
	
	
	Air Force
Army
Coast Guard 

Marines
Navy


	Contact employer and schedule return to duty date 
	Verbal/Email/Letter
	
	

	Provide verification of completion of your military service
	DD214 or equivalent; demobilization order
	Local HR Office
	 VA Employee Portal

	Review records with local HR representative
	Benefits forms


	Local HR Office
	

	Update Beneficiaries
	Use form:
SF-1152 Unpaid Compensation
SF-2808 CSRS Retirement 
SF-3102 FERS Retirement
TSP-3 Thrift Savings Plan
SF-2823 Federal Employees’ Group Life Insurance Beneficiary Form
Savings Bonds
	Local HR Office
	Check age limits for beneficiaries

	Review the status of your Federal Employees Health Benefits coverage 
	Check benefits coverage.

Find hospital closest to where your family and dependents will reside. 
	Local HR Office
	VA Employee Portal
Employee Express

	Review the status of your Federal Employees’ Group Life Insurance coverage
	Check value of coverage on your Benefits Statement
	Local HR Office
	VA Employee Portal
Employee Express

	Review your Thrift Savings Plan contribution within 60 days of return to duty
	TSP Fact Sheets

	Local HR Office
	TSP Website
DFAS Website
Employee Express

	Submit paperwork to receive credit for military time
	Estimated Earning for Military Service
	Local HR Office
	Service Credit Payments for Military Service

	Complete recertification
	
	Local HR Office
	





Save these Links for Future Reference:
Air Force - www.af.mil
Army – www.army.mil
DFAS Website - www.dfas.mil
Employee Express - www.employeeexpress.gov/
Flexible Spending Acct. - http://vaww1.va.gov/ohrmbenefits/fsa/htm
TSP-3 Thrift Savings Plan - http://vaww.lep.va.gov/pdfs/TSP Forms/tsp-03.pdf

TSP Fact Sheets - www.tsp.gov/forms/index-factsheets.html
TSP Website - www.tsp.gov
Life Events Portal - http://vaww.lep.va.gov
Long Term Care Insurance  - vaww1.va.gov/ohrm/benefits/ltci.htm

LTC Partners - www.ltcfeds.com
MyPay Info – mypay.dfas.mil/mypay.aspx

OPM - www.opm.gov/veterans/index.htm
SF-1152 Unpaid Compensation - www.lep.va.gov/pdfs.SF
SF-2808 CSRS Retirement  - http://vaww.lep.va.gov/pdfs/SF Forms/sf2808.pdf
SF-3102 FERS Retirement - http://vaww.lep.va.gov/pdfs/SF Forms/sf3102.pdf
SF-2823 Federal Employees’ Group Life Insurance Beneficiary Form - http://vaww.lep.va.gov/pdfs/SF
Savings Bonds  - www.publicdebt.treas.gov/sav/sbfaqcs3.htm#Benefit
Request for Military Leave - http://vaww.lep.va.gov/pdfs/SF Forms/opm71.pdf
TSP Fact Sheets - www.tsp.gov/forms/index-factsheets.htm
TSP-3 Thrift Savings Plan - http://vaww.lep.va.gov/pdfs/TSP Forms/tsp-03.pdf

TSP Website - www.tsp.gov
USERRA - www.esgr.com/employers/thelaw.asp?c=userra0.html
VA Employee Portal - http://vaww.eex.va.gov/
| back |

�HYPERLINK "PreDeployment.doc" \t "_blank"��PRE-MOBILIZATION�





�HYPERLINK "MidDeployment.doc"��MID-MOBILIZATION�





�HYPERLINK "PostDeployment.doc" \t "_blank"��POST-MOBILIZATION�








Office of Human Resources Management
Worklife and Benefits Service (058)

