Links from the Resources section of the ERMD main landing page.
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Administers the benefits program and provides operational servicing to employees of the Office of the Secretary, Departmental Management, Staff Offices, and executive-level employees on a USDA-wide basis.  Serves as the primary pay and leave program manager for ERMD.  Benefit services include retirement, health insurance, life insurance, thrift savings plans and workers compensation.

Links and Information

Pay and Leave 
· Salaries & Wages - Pay information is updated annually at http://www.opm.gov/policy-data-oversight/pay-leave/salaries-wages.
· Annual Leave:
· Full time members of the Senior Executive Service (SES) and employees in senior-level (SL) and scientific or professional (ST) positions accrue annual leave at the rate of 1 day (8 hours) per biweekly pay period without regard to their length of service with the Federal Government.  You will earn 26 days of annual leave a year.  
· Members of the SES and employees in SL/ST positions may carry over up to 90 days into the new leave year (See annual leave fact sheet at http://www.opm.gov/policy-data-oversight/pay-leave/leave-administration/fact-sheets/annual-leave/).
· "Use or Lose" Annual Leave - "Use or lose" annual leave is the amount of annual leave that is in excess of the employee's applicable annual leave ceiling. Any accrued annual leave in excess of the ceiling will be forfeited if not used by the final day of the leave year. Forfeited annual leave may be restored under 5 U.S.C. 6304(d). (See Restoration of Annual Leave fact sheet.)
· Sick Leave - Full time members of the SES and employees in SL/ST positions are entitled to 4 hours of sick leave per biweekly pay period.
· Other Leave:
· Members are entitled to leave such as: court leave, military leave, leave for bone marrow or organ donation, and other types of leave. Family and Medical leave Act (FMLA) - http://www.opm.gov/policy-data-oversight/pay-leave/leave-administration/fact-sheets/family-and-medical-leave/; leave without pay (LWOP) - http://www.opm.gov/policy-data-oversight/pay-leave/leave-administration/fact-sheets/leave-without-pay/; donated leave under the voluntary leave transfer program - http://www.opm.gov/policy-data-oversight/pay-leave/leave-administration/fact-sheets/voluntary-leave-transfer-program/; alternative work schedules - http://www.opm.gov/policy-data-oversight/pay-leave/reference-materials/handbooks/alternative-work-schedules/. 
· Members are not eligible for overtime pay.  Therefore, they also may not receive compensatory time off in lieu of overtime pay for work performed as a SES, SL and/or ST member.  Members are not eligible to earn compensatory time off for travel.  If an individual has unused compensatory time off for travel at the time of appointment to the SES, SL or ST position, the individual forfeits it.  Members are prohibited from accumulating credit hours under a flexible work schedule program.  Members can use credit hours accumulated prior to their SES, SL or ST appointment.  However, they may not receive compensation in lieu of any unused credit hours.  
Retirement and Benefits Services
As a Federal employee, you may be able to enroll in health (FEHB), dental (FEDVIP), vision (FEDVIP), life insurance (FEGLI), flexible spending accounts (FSAFEDS) and apply for long term care insurance (LTC).  Read about Federal Benefits for Employees at http://www.opm.gov/healthcare-insurance/Guide-Me/New-Prospective-Employees/.
	Document
	Process
	Timeline/Other Info

	Federal Employees Health Benefits Program (FEHBP)
	· Complete SF 2809 (http://www.opm.gov/forms/pdf_fill/sf2809.pdf). 
· Effective 1st pay period after SF -2809 is received in Human Resources.
· Receive cards from health carrier in approximately 8 weeks.
· Move information available at: www.opm.gov/insure.
· Premiums are deducted before salary is taxed – unless waived.
· 5 – Year Rule – Must have FEHB coverage for 5 years prior to retirement in order to carry it into retirement.
· Nationwide plans and HMO plans - http://www.opm.gov/healthcare-insurance/healthcare/plan-information/. 
	60 days from enter on duty date to enroll

	Dental and vision Insurance Program (FEDVIP)
	· Effective the first pay period after enrollment.
· Premiums are deducted before salary is taxed – no waiver provision.
· Must enroll online at www.benefeds.com or call 1-877-888-3337 TTY: 1-877-889-5680. Information available at www.opm.gov/insure. 
	60 days from enter on duty date to enroll

	Long Term Care Insurance (FLTCIP)
	· Long Term Care Partners (John Hancock Life) – offers LTC insurance to Federal employees, annuitants, spouses, and other qualified relatives.
· Can enroll at any time with full underwriting.
· Information available at www.opm.gov/insure/ltc.
· Must enroll online at www.fsafeds.com or call 1-877-372-3337 TTY: 1-800-952-0450.
	60 days from enter on duty date to enroll without full underwriting

	Flexible Spending Accounts (FSA)
	· Annual FSA open season coincides with FEHB open season.
· Employees have the opportunity to participate in Health Care FSA ($2,500 maximum) and/or Dependent Care ($5,000 maximum) FSA.
· Pre-tax benefits.  Have until March 15, 2015 to use FSA funds.  What you don’t use, you lose.
· Information available to www.opm.gov/insure/flexible/index.asp
· Must enroll online at www.fsafeds.com or call 1-877-372-3337 TTY: 1-800-952-0450.

	60 days from enter on duty date to enroll



	Life Insurance (FEGLI)

	· Complete SF 2817 (http://www.opm.gov/forms/pdf_fill/sf2817.pdf)
· http://www.opm.gov/healthcare-insurance/life-insurance/reference-materials/publications-forms/fedsbooklet.pdf.
· Basic coverage
· Automatically covered unless waived
· Salary rounded up to nearest thousand plus 2 thousand
· 60 days from enter on duty date to elect the following options:
· Option A - $10,000
· Option B – Multiples up to 5x salary
· Option C – Family coverage – Spouse coverage $5,000 (multiples up to 5x or $25,000 max), Eligible children $2,500 (multiples up to 5x or $12,500 max)
· More information and premium calculator available at www.opm.gov/insure/life. 

	60 days from enter on duty date to enroll

	Retirement Coverage
	· FERS-FRAE, 4.4% deduction – employees first hired in a retirement covered position on or after 01/01/2014 or have less than 5 years coverage prior to separating from federal service.  Otherwise .08% deduction for FERS coverage prior to 01/01/2013 or 3.1% deduction for FERS-RAE coverage for employees hired on or after 01/01/2013. http://www.opm.gov/retirement-services/publications-forms/pamphlets/ri90-1.pdf.

	This is an automatic deduction from your salary

	Social Security
	· Applies to those covered by CSRS Offset and FERS
· 6.2% - $117,000 (2014 Maximum Taxable Earnings)
· 1.45% Medicare
	This is an automatic deduction from your salary

	Thrift Savings Plan (TSP)
Traditional TSP (tax deferred) or Roth TSP (after tax)
	· Complete TSP-1 (https://www.tsp.gov/PDF/formspubs/tsp-1.pdf).
· Automatic 3% will be deducted from salary unless employee terminates contribution during the first pay period.
· May contribute up to the IRS elective deferral limit ($17,500) for 2014.
· FERS – If you are a new federal employee, there is no waiting period for the government match or agency 1%.
· Important note for FERS employees – Be sure to plan contributions so you do not hit IRS cap before the end of the year.  Once the cap is hit, agency matching contributions stop.
· TSP PIN issued by Thrift Saving Board once account is established.  Will receive in mail.
· Go to www.tsp.gov to check your balance, allocate contributions, and interfund transfers.
· Compare Traditional TSP and Roth TSP – Contribution Comparison Calculator - https://www.tsp.gov/planningtools/contributioncomparison/contributioncomparison.shtml  Video: http://www.youtube.com/watch?v=m15Cr8WAxhc.
· Age 50 or older – catch up contributions allowed up to $5,500 (2014).
· Must reenroll each year to continue participation in catchup.
· Complete TSP -1C (https://www.tsp.gov/PDF/formspubs/tsp-1-c.pdf). 
	This is an automatic 3% deduction from salary

Must be vested to take the automatic 1% agency contribution with you  -  generally 3 years



	Employee Personal Page (EPP)
	· Take charge of many of your own personnel changes
· Allows you to view and change your: Federal & State tax withholdings, direct deposit, financial savings allotments, mailing address, TSP/TSP Catch-up contributions, some health coverage changes
· Leave and Earning Statement (LES) available through Employee Personal Page
· PIN automatically sent to you via email
· https://www.nfc.usda.gov/epps/

	

	Post 56 Military Service
	· A deposit is required to receive credit for retirement purposes.
· First two years are interest free.  Interest starts to accrue two years from the initial enter on duty anniversary date and continues to accrue annually until deposit is paid in full.
· Before a deposit is paid, must request military earning from DFAS.
· Complete RI 20-97 (http://www.opm.gov/forms/pdf_fill/ri20-97.pdf  ) to request military earnings and send to DFAS (http://www.dfas.mil/civilianemployees/customerservice). 
· Veterans’ Preference does not apply to applicants for, or members of the Senior Executive Service (SES).
	


	FICA Only Civilian Service
	· FERS – 1.3% of basic earnings, plus interest.  Only pre-1989 service is creditable for retirement purposes.
	This is generally temporary service


Please visit OPM’s websites for more information on the following:
Insurance Benefits:  http://www.opm.gov/healthcare-insurance/Guide-Me/New-Prospective-Employees/
FERS: http://www.opm.gov/retirement-services/fers-information/
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