NAME:___________________________________   


Absent for Uniformed Services (AUS) Checklist
Checklist/Acknowledgement of Benefits for Technicians Entering Extended Military Active Duty

You are required to complete this checklist regarding your benefits options and return it to your supervisor who will attach it to your electronic SF52 in DCPDS for Absent for Uniformed Service (AUS).  Contact your Human Resources benefits specialist with any questions.
Absent for Uniformed Services (AUS):
Technicians will be put on AUS (whether in pay or non-pay status) the first day military orders begin.  The only exception is if a technician has compensatory time and wishes to use it while on military orders, it must be used immediately prior to AUS.  Technicians do not have to resign from their civilian position to perform active military duty.  

Leave
	Military Leave:
	Technicians who perform active military duty may request the use of paid military leave while on AUS with their Time-Keeper.  Eligible full-time technicians accrue 120 hours of military leave each fiscal year and may only carry a balance of up to 240 hours.

	
	

	Annual Leave:
	Technicians who enter active duty may request, through their Time-Keeper, to use all, a portion, or none of their annual leave while on AUS.


Leave Planned
	Compensatory Time: (must be used prior to AUS)
	     
	To
	     

	Absent for Uniformed Services (AUS): Order Start Date
	     
	To
	     

	Military Leave:
	     
	To
	     

	Annual Leave:
	     
	To
	     

	Leave Without Pay (LWOP):
	     
	To
	     


	Signed:
	
	Date:
	     


Please initial each line as applicable, for statement of understanding or option of choice.
Administrative Leave
	     
	Personnel preparing for Deployment (Title 10 Contingency) are entitled to Administrative Leave if:

	
	Mission requirements permit and at the mutual convenience between supervisor and employee.  Leave is granted in increments of: one half day for deployments greater than 15 days, and an additional half day for each 15 days beyond that, but not to exceed a total of 3 days.  (HRR 630, Ch 12, para 12-2(m).


Leave and Earnings Statement (LES)
	     
	I am responsible for monitoring my LES for correct compensation and deduction amounts during AUS.


Federal Employee Group Life Insurance (FEGLI)
	     
	I DO NOT have FEGLI coverage

	
	

	     
	I DO have FEGLI coverage and understand:

	
	It will continue at no cost to me for up to 12 months in a non-pay status, and then terminate with an automatic 31-day extension of coverage and right to convert to a private policy.  In the event of my death while on active military duty I am covered by FEGLI and death benefits will be payable to my beneficiaries.


Federal Employee Health Benefits (FEHB)

Please initial ONLY ONE option.

	     
	I DO NOT have FEHB coverage.

	
	

	     
	I elect to continue my FEHB coverage (Title 10-Contingency)

	
	While in a non-pay status and serving on active duty under Title 10 for Operation Noble Eagle, Enduring Freedom, Iraqi Freedom, or any other established contingency operation; the federal government will pay my share of FEHB premiums for up to 24 months.  Taking any leave while AUS, is considered paid status, and premiums will have to be paid by the employee.

	
	

	     
	I elect to continue my FEHB coverage (Title 32 or Title 10 Non-Contingency)

	
	While in a non-pay status and serving on active duty under Title 32, my health benefits will continue for up to 18 months and I am required to pay the employee’s share of the premium for the first 365 days.  After the initial 365 days, I will pay both the employee share and government share of the premium, plus a 2% administrative charge.  The premiums may be paid through direct payments or I may incur a debt and pay double premiums upon returning to duty.

	
	

	     
	I have suspended FEHB coverage prior to entering active duty for Early TRICARE (Title 10-Contingency).

	
	It is my responsibility to verify I am eligible for and have Early TRICARE coverage. FEHB transactions are my responsibility through the EBIS.  I can contact the Army Benefits Center (ABC-C) with any questions in regards to suspending my current FEHB coverage.
EBIS through ABC-C:  (877) 276-9287 https://www.abc.army.mil

	
	

	     
	I elect HRO to suspend my FEHB coverage while on active duty to use TRICARE.

	
	Due to becoming eligible for TRICARE coverage, I am able to suspend my FEHB coverage for the length of my active duty service as a Qualifying Life Event (QLE).  The effective date will be the first day of AUS.  I also understand that I will be required to notify HRO to reinstate coverage upon Returning To Duty.


Federal Employee Dental and/or Vision Program (FEDVIP)

	     
	I DO NOT have FEDVIP coverage.

	
	

	     
	I DO have FEDVIP and understand that if I elect to continue my coverage while on AUS:

	
	I am responsible for paying premiums directly.  After two consecutive pay periods of non-pay, I will be switched to a Direct Bill method. This means I will receive a bill to my home address for my premiums, and I must pay this bill. If I do not pay by the due date specified on the bill, my coverage will be terminated.    

	
	Contact FEDVIP benefits at 1-877-888-3337 for questions regarding FEDVIP.  www.benefeds.com


Flexible Spending Account (FSA)

	     
	I DO NOT have a Flexible Spending Account.

	
	

	     
	I DO have FSA and understand that if I have not prepaid my election prior to my AUS status:

	
	My FSA will be frozen and I will not be eligible for reimbursement for expenses incurred during my period of AUS non-pay status.  If I return to duty during the Plan Year, my allotments will be made on a “catch-up” basis.  If doubling the amount is not sufficient to “catch-up” by the end of the Plan Year, my allotment will be increased proportionately over the pay dates remaining in the Plan Year.

	
	

	
	     
	I understand it is my responsibility to contact FSA Feds and inform them of my AUS status

	
	
	and to submit a Qualifying Life Event form to FSA Feds.  (form can be found on FSA Feds website)

	
	

	
	     
	I will contact FSA prior to AUS and verify eligibility of a Qualifying Life Event to change my allotments.

	
	
	

	
	Contact FSA benefits at 1-877-372-3337 for questions regarding FSA. www.fsafeds.com/fsafeds/index.asp


Thrift Savings Plan (TSP)

Please initial the blanks as a statement of understanding.

	     
	I understand that no contributions can be made to my civilian TSP account while in non-pay AUS:

	
	However, I may make retroactive contributions and elections to my TSP account when I return to civilian status.  Within 60 days of my return to duty, I will need to contact the Human Resources Office to indicate my desire to make retroactive TSP contributions and elections.  I understand that my agency will make up missed agency contributions for eligible FERS employees.

	
	

	     
	I understand that my retroactive contributions and elections will: 

	
	Be reduced if I contributed to TSP as a uniformed service member while on active duty and that I am responsible for providing documentation of any TSP contributions while on active duty.

	
	

	
	Please initial only one

	     
	I DO NOT have a TSP loan.

	
	

	     
	I DO have a TSP loan:

	
	I understand my loan payments will be suspended while in a non-pay status during the period of my active military service and will resume upon my return to paid technician status.  I also understand that I must inform my Human Resources Office that I have a loan and request that a TSP-41 be prepared and sent to TSP upon my AUS.


Retirement / Military Deposit
	     
	I understand that while on AUS:

	
	I am still covered by the retirement law (i.e. CSRS or FERS) and that death and disability benefits continue.

	
	

	     
	I understand that this military service is potentially creditable civilian service:

	
	To make an appropriate military deposit for the service credit, complete a RI20-97 and attach a DD 214 (must include type of discharge) documenting the period of service.  Both documents are mailed or faxed to the appropriate DFAS address (on page 2 of RI20-97).  If paid within three years from RTD, no interest is charged.


Long Term Care Insurance (LTCI)
Please initial ONLY ONE option.
	     
	I DO NOT have LTCI

	
	

	     
	I DO have LTCI and understand that:

	
	I can keep my coverage if I separate or go on AUS as long as I continue to pay the premiums.

	
	FLTCIP (800) 843-3557  https://www.ltcfeds.com/


National Guard Association of the United States (NGAUS) Disability Insurance: (30 days to make an election)

	     
	I DO NOT have NGAUS Disability Insurance.

	
	

	     
	I DO have NGAUS Disability Insurance and understand that it will suspend after 30 days of being on AUS. 


National Guard Association of the United States (NGAUS) Life Insurance:

	     
	I DO NOT have NGAUS Life Insurance.

	
	

	     
	I DO have NGAUS Life Insurance and understand: 

	
	Premiums will be direct billed and I am responsible for payment while on non-pay AUS. Premiums will be direct billed until my return to duty is reconciled with payroll, then return to automatic deduction.

	
	Contact NGAUS at 1-800-955-7736 if additional questions.  http://www.ngaus.org
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