Benefits Admin "As-Is" Process (5.1.1)

Detailed -- Open Enrollment Communication & Education

___ Employee
Relations Employee Emplovee
Specialist attends Employee Relations Relgtigns
monthly meetings, Relations Specialist reads .
L S . Specialist
training courses Specialist attends Benefits
START . o . produces
and conferences seminars Administration .
population reports

sponsored by conducted by letters to stay

and submits to

OPM sends fee-
for-service
brochures to HRG

Employee
Relations
Specialist orders
» brochures from

A

for coming year
and annual Health

HMO carriers for
coming year and

OPM to stay various carriers abreast of oPM Fair Health Fair
abreast of changes
changes
Year round September-October
Relations Emplc_)yee Employee Employee Emplc_>yee
L Relations 7 . Employee Relations
Specialist orders . Relations Relations . N
. Specialist . L Relations Specialist invites
LI distributes fee- Specialist S iaialst Specialist invites Employee
and large print > . ———— distributes open ———» reserves the p P . ploy!
for-service s L the 13 insurance Assistance
booklets of fee- season supplies auditorium in :
) brochures to : carriers to attend Program
for-service plans . to regional headquarters for . .
. regional personnel " : the Health Fair representative to
for coming year ; personnel offices Health Fair -
h Eai offices attend Health Fair
‘ September-October ‘
ER.
Specialist - ER .
Employee emails - | .
X nsurance carrier
Relations employees Relat_lor_'ns ds |
e Specialist sends letter to employees
Specialist before : Insurance | P .
— emails ; ; employee notifying during open
distributes posters open carrier making him/her of ch
: employees - YES - him/ner of change season
to Washington DC season ) significant bef
; in HQ to €rore open about open
offices to about open invite them change? season season
publicize Health season to attend dat nd
Fair dates and . \/\ Jates a
mealn d mpaQrian
important o
changes NO ges
October November
Employee
Employee Retations -
Relations team Specialist REEITS {22 Employee .
- holds monthly Relations team is
Employee reserves emails . .
. service days for available to all
Relations team conference room employees Blue Cross & Blue employees
: g e o
holds Health Fair for r_nonthly > publlCl_Zlng > Shield and Aetna throughout the END
and employees service days service
. : to come and year to answer
attend rotating office days week .
. answer questions and
locations every before emolovees' rovide info
month each By (PRI L
service day questions
November Year round
3/11/2002



Benefits Admin "As-Is" Process (5.2.0)

Summary -- Life Event Processing

START

Employee
Relations

2809 to A&R
Technician

Specialist faxes
SF 2809 to carrier
and submits SF

12-60 days

2-3 days
5.2.3-5.24
Employee Employee
Relations Relations
Specialist Specialist sends

YES

completes bottom
portion of SF 2809
including
regulatory info

original SF 2809

and SF 2810 to

National Finance
Center for
processing

3/11/2002

END




Benefits Admin "As-Is" Process (5.2.1)

Detailed -- Life Event Processing

Employee Employee

. Relations
Relations L
o . Specialist
Specialist reviews >
SE 2809 for completes bottom
portion of SF 2809

completeness

START

and certifies form

Employee
Relations

Specialist faxes
SF 2809 to carrier
and submits SF

2809 to A&R
Technician

5.2.2

3/11/2002



Benefits Admin "As-Is" Process (5.2.2)

Detailed -- Life Event Processing

5.2.1

YES

3/11/2002

Employee
Relations
Specialist reviews
SF 2817 for
completeness

Employee
Relations

A

Specialist gives
SF 2817 to A&R
Technician

SFA HR gives SF

2817 and copy of
SF 50 to employee

SFA HR files copy
of SF 50 in
employee's

personnel folder

5.2.3



-/«,\ Benefits Admin "As-Is" Process (5.2.3)

Detailed -- Life Event Processing

Seeking
Temporary
Continuation of
Coverage?

3/11/2002

YES
Employee
Relations

pecialist

Employee

Relations
Specialist fills out
form to request
employee's

Employee
Relations
Specialist copies
SF 2810 from

Official Personnel
Folder from
Records Section

Employee

Relations

Specialist
completes bottom

Official Personnel
Folder

portion of SF 2809
including
regulatory info

Employee
Relations
Specialist
determines
effective date and
records on SF

4

:

in Temporary

copy of SF 2809

and SF 2810 to
National Finance

and retrieves i \/\ 2809
Employee ERmpI(_)yee Employee
. elations -
Relations Employee o Relations
L . - Specialist sends L
Specialist copies Relations original SF 2809 Specialist returns
SF 2809 and files » Specialist sends > 9 > employee's

Official Personnel

completes bottom
portion of SF 2809

\/\

Employee
Relations
Specialist sends

date of birth and
Social Security
Number on SF
2809

copy of SF 2809
to employee's
child

Employee
Relations
Specialist sends
original SF 2809 to
National Finance
Center for
processing

effective date and
records on SF
2809

EN

'

Continuation of to employee Folder to Records
Center for .
Coverage book . Section
processing
SnizioE: Employee Employee
Employee Relations ploy [Pio3)

- L . Relations Relations
Relations Specialist writes il iali i
Specialist parent's name Specw_lllst Specialist copies

» T . determines ———-» SF 2809 and files

in Temporary
Continuation of
Coverage book

:




g‘{x Benefits Admin "As-Is" Process (5.2.4)

A%C/ Detailed -- Life Event Processing

5.2.3

Former spouse
submits completed
SF 2809 and copy
of divorce decree

to Employee
Relations
Specialist

J\

Employee
Relations
Specialist files
copy of SF 2809

A

Employee
Relations
Specialist advises
former spouse of
possible eligibility
under Spouse
Equity Act

and decree and
sends copy to
former spouse

Employee
Relations
Specialist

Employee
Relations
Specialist sends
original forms to
National Finance
Center for
processing

determines
effective date
and records on SF
2809

3/11/2002

Employee
Relations
Specialist files

FUIIII!:'I SPOUSE

writes letter to

OPM and mails
copy of divorce
decree to OPM to

Employee
Relations
Specialist

see if he/she is
eligible for spouse

completes bottom
portion of SF 2809
including

Employee
Relations
Specialist
determines
effective date and
records on SF

former spous
is eligible for
spouse Equi

NO

\/\

copy of SF 2809
and decree and
sends copy to
former spouse

Employee
Relations
Specialist sends
original forms to
National Finance
Center for
processing

\/\

% regulatory info 2809
4
NO
Employee Former spouse I
Relations completes another Employee
at Specialist SF 2809 and Relations
requests copy of submits to Slloemaltl)st
YES ™ \etter that former Employee completes bottom
spouse received Relations PO_mOIn of SF 2809
from OPM Specialist including new

regulatory info




Benefits Admin "As-Is" Process (5.3.1)

Detailed -- Health Insurance Enroliment

START

NO

2-3 days

2-3 days (continued)

Employee

5.3.2

receint

2-3 days (continued) 12-60 days

3/11/2002



Benefits Admin "As-Is" Process (5.3.2)

Detailed -- Health Insurance Enroliment

Employee STELEES
ploy Relations Insurance
5.3.1 RERIENS Specialist fills in carrier
e Specialist reviews P . - . YES
SE 2809 for bottom portion of participates in
SF 2809 and 'Fast Fax'?
completeness i
certifies form
2-3 days
‘ NO
Employee Employee
Relations Relations
Specialist faxes > Specialist
SF 2809 to forwards SF 2809
insurance carrier to A&R Technician

2-3 days (continued)

‘ 2-3 days (continued) ‘

Employee

°

‘ 2-3 days (continued) ‘ 12-60 days

3/11/2002



Benefits Admin "As-Is" Process (5.4.0)

Summary -- Life Insurance Enrollment

START

9541

2-3 days

5.4.3

YES »

Employee
Relations
Specialist
completes SF
2822

\/\

2-3 days

543

4

1-2 months

2-3 days

3/11/2002

2 days

END



Benefits Admin "As-Is" Process (5.4.1)

Detailed -- Life Insurance Enrollment

START

YES’YES
NO NO

SFA HR files copy
of SF 50 in
employee's

personnel folder

SFA HR gives SF
2817 and copy of >
SF 50 to employee

5.4.2

3/11/2002



Benefits Admin "As-Is" Process (5.4.2)

Detailed -- Life Insurance Enrollment

5.4.1

3/11/2002

Employee
Relations
Specialist verifies
that employee is
eligible based on
specified criteria

SFA HR gives SF
2817 and copy of
SF 50 to employee

SFA HR files copy
of SF 50 in
employee's

personnel folder

Employee
Relations
Specialist gives
SF 2817 to A&R
Technician

5.4.3

11



Benefits Admin "As-Is" Process (5.4.3)

Detailed -- Life Insurance Enroliment

5.4.2

3/11/2002

increase life
insurance by
completing a

Employee
Relations
Specialist

YES >

Employee calls
Employee
Relations

Specialist to
request increase

Employee
Relations
Specialist fills out
form to request

Relations
Specialist reviews
employee's

> employee's
Official Personnel
Folder and

retrieves i

completes section
of SF 2822

\/\

A

Employee
Relations
Specialist returns

Employee signs
SF 2822 in
presence of
Employee

Official Personnel
Folder to see if
employee has
recently taken

leave without pay

Employee
completes

Em ee
Relations
Specialist marks
box on SF 2822
indicating that
employee has not
taken leave
without pay in
excess of six

__ Employee

Relations
Specialist marks
box on SF 2822

indicating that
employee has
taken leave
without pay in
excess of six

months

months

employee's
Official Personnel
Folder to Records

Relations
Specialist and
shows personal

physical
examination at his/
her own expense

A

Doctor completes
section of SF
2822 and sends it
directly to OFEGLI

section identification
END
A
Employee Employee
Relations Employee completes SF
Specialist notifies Relations 2817 and submits
YES{ employee that life Specialist notifies to Emp_loyee
insurance employee of Relat_lor_15
increase was approval Specialist
denied \/\
4
NO

A

Employee
Relations
Specialist gives
SF 2817 to A&R
Technician

12



Benefits Admin "As-Is" Process (5.4.4)

Detailed -- Life Insurance Enrollment

5.4.3

3/11/2002

SFA HR gives SF
2817 and copy of
SF 50 to employee

SFA HR files copy
of SF 50 in
employee's

personnel folder




Benefits Admin "As-Is" Process (5.5.0)

Summary-- Employee File Maintenance

3/11/2002

YES

5.5.1-5.54

SFA HR/ SR AN
Admin forwards
. SF 52 to
Ol Servicin
initiates SF HIellnfe
52 Specialist at

3-4 days

5.5.5-5.5.6

4

See Exclusions on
Flow Overview

1/2 hour

14



Benefits Admin "As-Is" Process (5.5.1)

Detailed -- Employee File Maintenance

START

SFA HR/
Admin
Officer
selects

'FPPS
Production'

?

3/11/2002

I

SFA HR/Admin
Officer enters

SFA HR/Admin
Officer completes

YES control sheet

J\

SFA HR/
Admin
Officer

» selects

‘requesting
personnel
actions'

I

SFA HR/Admin

effective date and
additional contact
information

SFA HR/
Admin
Officer

launches

and logs on
to FPPS

Officer enters
new name

SFA HR/ SFA HR/
Admin el HR/ Admin
- Admin )
Officer ] Officer
Officer »
selects selects
o selects g
initiate SF 'other' name
52' change'
5.5.2

I

SFA HR/Admin
Officer enters
employee's Social
Security Number

15



~~ Benefits Admin "As-Is" Process (5.5.2)

Detailed -- Employee File Maintenance

551

@ ;

(D

SFAHR SFAHR
launches selects A
and logs on 'FPPS v
to FPPS Production’
SFAHR
makes
Changes changes in
necessary? YES FPPS to > B
ensure
accuracy
NO
SFAHR SFAHR
selects selects
> ‘requesting > 'sign/ » C
personnel change SF
actions' 52'

Admin
SFAHR Officer Admin Admi_n Officer
initiated SF 527 NO forwards » folcer » submits control
SF 52 to exits FPPS sheet to SFA HR
SFAHR
YES
SFAHR SFAHR SFAHR SFA HR compares
selects selects
requesting > . selects employee > co_ntrol shget to
personnel change SF name in mformanon
o 52' entered in FPPS
actions queue
SFAHR Ia?lIJ:rI:\c:eRs SFAHR
forwards o SFAHR N and logs on N selects
SF 52 to HR exits FPPS 'FPPS
Director 0 FPPS as Production’
HR Director
SFAHR
SFA HR stamps forwards SFA HR files copy
HR Director's SF 52 to SFAHR | of control sheet in
signature on Servicing exits FPPS employee's
control sheet Specialist at personnel folder
HRG

3/11/2002

A

SFA HR sends
control sheet to
Servicing
Specialist at HRG

553

16



%%) Benefits Admin "As-Is" Process (5.5.3)

Detailed -- Employee File Maintenance

5.5.2

55.4

3/11/2002 17



Benefits Admin "As-Is" Process (5.5.4)

Detailed -- Employee File Maintenance

55.3

3/11/2002

SFA HR gives SF
50 to employee

SFA HR files copy
of SF 50 in
employee's

personnel folder

SFA HR places
new name label
on employee's
personnel folder

555

18



% Benefits Admin "As-Is" Process (5.5.5)

Detailed -- Employee File Maintenance

551&
55.4

NO
See Exclusions on
Flow Overview

3/11/2002



% Benefits Admin "As-Is" Process (5.5.6)

Detailed -- Employee File Maintenance

5.5.5

3/11/2002 20



PR

%\ . . n 1
J}H Benefits Admin "As-Is" Process (5.6.0)
Summary -- Retirement Calculations & Retirement Counseling

START >

Employee 5.6.1 5.6.1-5.6.5
" Relations T T e ) -
rEmployee-fitts-out Speciali z oyee oyee
ecialist reviews Y! Y
form to request P employee's ERmIpItc_)yee Relations Relations
retirement Official | ~eations Specialist Specialist
ealtaullzien & icial Personne Specialist records
) Folder and lists computes computes
submits to > SO B 232 > redeposits high-3 year
Employee the agency received in refund p
; worked, periods d the dat ezl EhEIES2
Relations Bl i CrME d |
- of service, types received from eposits saiary
\S@w\ : using FRC using FRC
W\ g g
Calc Calc
S on paper
y on pap NO
30 minutes 10-60 minutes
5.6.5-5.6.10
Employee . Employee
AR SReclaatl:tiIgF; RECUEE Employee ER?IF:tci)gr?s
Specialist cgm utes Specialist Relgt'y Specialist
computes CSpRS Employee S ecilgd?:t » com pet((:;: Ibsas'c B
SERTEE Offset Relations SUTMMER ©f y rints ] I'feprl:s ranceI 4
computation - Specialist enters info entered P e Insuran
date using b_eneflts —— - into FRC report options using
FRC Calc using FRC calculator

10-60 minutes (continued)

)

3/11/2002

5.6.10

Employee

Relations ERZIF:EXEE Employee Employee
Speualls_t files Specialist Re_latlons : Relat_lons

.| copy of retirement N counsels N Specialist explains N Specialist |

calculation and employee on info life insurance answers
oo | comsnetmmne | Pl LT

employee calculation ploy! q

15-60 minutes

21
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Benefits Admin "As-Is" Process (5.6.1)

Detailed -- Retirement Calculations & Retirement Counseling

E.R. Specialist
reviews
employee's
Official Personnel
Folder and lists

mployee
placed in

> the agency

. Employee
i egiispe Relations
form to request e
. Specialist fills out
retirement
. form to request
calculation and \
START submits to e
Official Personnel
Employee
. Folder and
Relations

3/11/2002

Dges emplo
know refund
amount and

e

\W\

See Exclusions on
. ]
Flow Overview

W

retrieves it from

worked, periods

of service, types
of servic
alary-on paper

____OPMgives

employee the
choice of
changing
retirement

correct
retirement
system?

NO
v

Employee
Relations
Specialist enters

systems and

employee's name

Employee tells
Employee
Relations

Specialist amount
he/she received in
refund and the
date received
from OPM

NO
Employee OPM faxes refund
Relations amount to
Specialist faxes > Employee
OPM request for Relations
refund amount Specialist

notifies agency of in FERRCA
what needs to be database
done to resolve
situation
NO
Employee
Emplc_)yee Relations Employee
Relations - -
Specialist Specialist Relat_lons
launches selects - Specialist . Employee
and loas ‘compute selects g Relations
onto FIgC deposits - ‘compute Specialist enters
redeposits - redeposits’ employee's hame
Calc S
military
y
FRC Calc
asks 'Was Emplovee
refund for Hey
. Relations
period of .
h Specialist
service that
selects
ended ves'
before 10/ y
01/19907?'

)4

YES@

5.6.2

22



§ffé\ Benefits Admin "As-Is" Process (5.6.2)

\\‘f
% Detailed -- Retirement Calculations & Retirement Counseling

FRC Calc /
— asks 'Do Emplovee ';ZSS Cliglcc): Employee Employee
56.1 you want to Relgtigns ou Know Relations Employee Relations
o > compute » Specialist > ythe total Specialist > Relations Specialist enters
the seﬁectls 'Ino' amount of selects Specialist enters date redeposit will
outstanding the rel; nd?" 'yes' total amount of be made or date
balance?' una refund payment annuity payments
will begin
Employee FRC Calc
Relations ARG (;alc 2% 1T Employee FRC Calc
L asks 'Do Employee you want to % \
Specialist . Relations asks 'Do
- you want to Relations use amount L
A » views > . . > Specialist »/  you want to » B
. enter info Specialist owed to .
estimated o selects print
. for another selects 'no compute e \
redeposit . . yes report?
period? retirement
for refund o
benefits?
©
asks 'Does /
Emplc_>yee employee Emplc_>yee Employee FRC (;alc Employee
Relations owe any Relations ; asks 'Do .
Specialist deposit for Specialist > Relations > ou want to > REENETS y 563
selects rg 10/01/ spelects g c=etlst enie 7’ make a / STEEhIlE g
ves' 2982 non- ves' start and end date change? selects 'no’
Y ) Y of deposit service g€~
deduction ;
; ; period
service?

3/11/2002



*4;\/\ Benefits Admin "As-Is" Process (5.6.3)

A%C/ Detailed -- Retirement Calculations & Retirement Counseling

/]

FRC Calc
FRC Calc asks
asks 'Do Does case
FRC Calc Employee you know involve any
asks 'What Relations amount of a Employee periods of Employee
5.6.2 - is - Specialist - deposit Relations WAE Relations A
7 employee's y selects 7 required for Specialist (when Specialist v
employment ‘regular the service, selects 'no’ actually selects 'no’
status?' employee' excluding employed)
any or
interest?” intermittent
service?'
FRC Calc Employee /
asks 'Does Relations FRC Calc Emplovee FRC Calc
Employee Specialist asks 'Do Relgtigns Employee asks 'Do
A > receive » selects you want to Specialist > Relations »/  you want to » B
annual or ‘annual make a seﬁacts no' Specialist enters make a
hourly rates rates of change?' salary end date change?'
of pay?' pay' and annual salary
Employee
Relations ARG (;alc FRC Calc Employee
Employee . asks 'Do Employee ) -
- Specialist . asks 'Do Relations
Relations - you want to Relations L 5.6.4
L views . » . »/  you want to » Specialist >
Specialist . enter info Specialist .
. estimated o print selects
selects 'no : for another selects 'no \ e
deposit for R, report? yes
) period?
service

3/11/2002 24



g‘{x Benefits Admin "As-Is" Process (5.6.4)

A%C/ Detailed -- Retirement Calculations & Retirement Counseling

Employee FRC Calc
Employee Relations asks 'Do
Employee . L
Relations Relat_lons Specialist you want to Emplc_)yee
5.6.3 > Specialist > Specialist > selects _recall a Relat_lons > Empk_)yee
selects returns to '_compute high-3 year Specialist R_eli_itlons
'save' the main high-3 year average selects 'no’ Specialist enters
menu average salary employee's name
salary" case?'
FRC Calc
FRC Calc asks 'Does FRC Calc
asks Employee employee Employee asks 'ls Employee
A - ‘Employee - Relations have any Relations - calculation - Relations B
/ covered y Specialist part time Specialist / for a y Specialist v
under selects 'no’ service selects 'no’ reemployed selects 'no’
FERS?' after 4/6/ annuitant?'
867
FRC Calc
asks 'Does
period of
mployment
FRC slal_c include any FRC Calc
asks 'Will Employee breaks in Employee Enn e asks Do
less than Relations service or Relations poy 5.6.5
three years Specialist leave ¥ Specialist > R_elgtlons »/ you want to >
of service selects 'no’ without pay selects 'no’ Spec_lallst enters MELEE)
be used?' in excess ending date qf change?'
of 6 month three year period
ina
calendar
year?'

3/11/2002 25
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g‘{x Benefits Admin "As-Is" Process (5.6.5)

Detailed -- Retirement Calculations & Retirement Counseling

FRC Calc Employee /
Emplovee asks 'Does Relations FRC Calc Emplovee
ploy! employee Specialist asks 'Do ploy Employee
5.6.4 - Relations - q - Relations N Relati
"7 Specialist > JEBERAS > selects you want to Specialist > elations
selects 'no’ annual or ‘annual make a selects o Specialist enters
hourly rates rates of change?' salary end date
of pay?' pay' and annual salary
FRC Calc FRC Calc FRC Calc Employee Employee
P Employee ) - -
computes asks 'Do Relations asks 'Do Relations Relations
A > high-3 year »/  you want to Specialist you want to » Specialist » Specialist » B
average make a P o print selects selects
\ selects 'no ] oyt \ )
salary change? report? yes save
FRC Calc Employee /
asks 'Do Relations
Employee Employee . Employee
you want to . . Specialist -
Relations Relations Relations
use Specialist Specialist > selects > Employee > Specialist p. 566
average spelects returns to / ‘compute a Relations / selects g
salary to ves' TR FRER service Specialist enters retirement
compute y computation employee's hame
benefits?' date'

3/11/2002 26



%é\ Benefits Admin

"As-Is" Process (5.6.6)

Detailed -- Retirement Calculations & Retirement Counseling

X n )

Employee
ions FRC Calc
FRCICalc Employee Specialist enters FRCICalc P
asks 'What Relations asks 'Does Employee
. L date of . employee
5.6.5 is Specialist . employee Relations
¥ employee's g selects > appointment to have an Specialist LE DG
ploy : current period of have any pecialst periods of
employment regular o - intermittent selects 'no L
status?' employee' edera time?' EHEn)
: employment from ’ service?'
L _employee's |
Official Personnel
Folder
FRC Calc e FRC Calc
: asks 'Does \
asks 'Do asks 'Does
employee
Employee you want to Employee have an Employee employee
A - Relations - enter Relations rior y - Relations - have any
y Specialist "/ information Specialist erIi)O ds of y Specialist / periods of
selects 'no’ for any selects 'no’ per selects 'no’ noncredit-
active duty
other milita able
periods?' qprviml;y’r service?'
oyee
Relations
FRC Calc FRC Calc Employee Specialist
Employee ) Employee .
- computes asks 'Do . Relations selects
Relations . Relations . .
- service you want to » " » Specialist » compute
Specialist : Specialist
selects o' computation make a selects o' returns to CSRS and
date change?' main menu CSRS
Offset
henefits'

3/11/2002

5.6.7

)4
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g‘{x Benefits Admin "As-Is" Process (5.6.7)

A%C/ Detailed -- Retirement Calculations & Retirement Counseling

FRC Calc

FRC Calc Emplovee asks Do Emplovee FRC Calc Employee
asks 'Does ploy! ploy! asks 'What Relations
Relations you want to Relations . L
5.6.6 case L L is Specialist
> . Specialist compute, Specialist , > A
involve employee's selects
selects exclude or selects .
CSRS e . , employment regular
Offset?" yes enter CSRS exclude Status?' employee’
’ Offset?’ ’
/ FRC Calc
Employee aZEsC ! gﬁlgs Employee (I::oRn? ngg a:nlisploDy?azs Employee
Relati employee Relations p have five or Relations
elations have part- Specialist CSRS ¥ more years g Specialist > B
Specialist enters €p P e Offset Y P e
employee's name time selects 'no benefits of con- selects 'no
Gl GRiE ©F st service?' gressional
service?'
FRC Calc Employee Employee /
asks 'Does Employee Relations asFIZ CV(\:/ﬁ:zh Relations
employee Relations Specialist - benefits do - Specialist o Employee 5.6.8
have active Specialist views / P—— y selects d Relations '
duty military selects 'no’ summary of ycom ute?' ‘'voluntary Specialist enters
service?' info entered putes retirement’ retirement date

3/11/2002 28



%é\ Benefits Admin

"As-Is" Process (5.6.8)

Detailed -- Retirement Calculations & Retirement Counseling

5.6.7

. Specialist enters

3/11/2002

R

X n )

FRC Calc ARCCEE FRC Calc
o Employee asks 'Will )
Employee 2.5 Wil Relations employee Emplc_)yee asks ‘Do
omons |y TR L/ Specils AE e
s sCE LI survivor selis el seﬁects 'no’ tax:fble
sick leave balance benefits?" 'ves' form of tion?'
at retirement enetits: annuity?' portion
Emplovee ERr:gtci)gﬁse FRC Calc Employee FRC Calc Employee
Relgtigns Specialist asks 'Do Relations asks 'Does Relations
> Specialist > ’\)/iews you want to Specialist » employee > Specialist
p . print selects have health selects
selects 'no summary of \ s ; . eyl
; report? yes insurance? yes
info entered
FRC Calc
/ asks'Do /
you want FRC Calc
life Employee asks Do Employee
Employee insurance Relations Employee ou Know Relations
Relations premiums Specialist > Relations eymployee's > Specialist
deducted St'alecfs Specialist enters FEGLI S?Iec.ts
health plan from yes basic pay code?" yes
enrollment code estimated ’
bhenefits
payments?’

¥

5.6.9

)4
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§ﬁéﬁ\ Benefits Admin "As-Is" Process (5.6.9)

Detailed -- Retirement Calculations & Retirement Counseling

5.6.8

3/11/2002

FRC Calc
Employee asks 'Do
Relations »/  you want to
Specialist enters make a
employee's FEGLI change?'
code
FRC Calc
asks 'Will Employee
employee Relations
> continue » Specialist
optional life selects
insurance 'ves'
past 65?'
Employee
Employee Relations
Relations Specialist
Specialist views
selects 'no’ summary of

info entered

Employee ARCCEE Employee
- Employee asks 'Do -
- Relations N Relations tt Relations
Y7 Specialist 7 = Yol WK g Specialist
selects o’ Specialist ente_rs make a selects 'no’
percent reduction change?'
(75, 50, 0)
FRC Calc Employee FRC Calc
N Employee asks 'Do - Relat_ions - asks 'Do
7 Relations you W_ant to > Specialist » you want to
Specialist enters 20 S?|eclt5 make a
remarks report? yes change?
Employee
Employee Employee Employee Relations
Relations Relations Relations Specialist
Specialist > Specialist > Specialist » retrieves printed
selects returns to exits FRC reports from
'save' main menu Calc printer

\/\

X n )

X

5.6.10

30



*{\/\ Benefits Admin "As-Is" Process (5.6.10)

%/ Detailed -- Retirement Calculations & Retirement Counseling

Employee
Relations
Specialist gives

"1 original retirement

calculation to
employee

Employee
Relations
Specialist
counsels
employee on info
contained in the
calculation

Employee
Relations
Specialist explains
life insurance
options to
employee

Employee
Relations
Specialist
answers
employee's
questions

Employee Emplc_)yee
- Relations
Relations L .
L Specialist copies
5.6.9 SpzdEliE . retirement
——»| computes basic calculation forms
life insurance S
: . and files in
options using .
retirement
calculator -
calculation folder
Employee
Relations
Specialist returns
employee's

3/11/2002

Official Personnel
Folder to Records
Section




Benefits Admin "As-Is" Process (5.7.0)

Summary -- Disability Retirement

START

. I5.7 -5.7.2
e oyee AN
Employee Relations Specialist
Employee calls Employee completes and Specialist p
- . completes
Employee Relations submits all completes \
. L . . o Agency
Relations Specialist retirement Certified -
> Re(F > — et » » Checklist
Specialist to apply calculates application forms Summary of f
o . - or
for disability retirement benefits to Employee Federal .
. - ’ e Immediate
retirement using FRC Calc Relations Service . ,
L - Retirement
Specialist using ESI s
777777777777 software o
SOTLWdare
1 week
5.7.3 5.7.3
NO L YES
. . |
Relations i Employee
Employee is Specialist copies | | i mployee Relations
reassigned and entire retirement ‘ exercises Specialist notifies
YES» ineligible for package and appeal rights YES» SFAHRthat =
disability sends original and disability disability was
retirement forms to employee ed approved and
and to OPM via requests SF 52
NBC in Denver

1 week (continued)

SFAHR
initiates and
forwards
SF 52 to
Employee
Relations
Specialist at
HRG

Employee
Relations
Specialist
processes
SF 52

1 week

3/11/2002

NO
3-5 months
7 5.7.4-5.7.8
Employee
Relations SFAHR
Specialist mails removes
final retirement » employee's
package to NBC in pay code
Denver and to from FPPS
employee
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S—/ d

Mﬂ} Detailed -- Disability Retirement

(f

A Benefits Admin "As-Is" Process (5.7.1)

3/11/2002

Emplovee E.R. Specialist
SR
Employee calls Employee Specialist meets for disability Rgla\_tlong
Employee Relations with employee to . Specialist gives
. L . . Employee retirement |
Relations Specialist explain calculation . —— employee FERS
START o : enrolled in YESH (includes > lication f
Specialist to apply calculates of retirement FERS? statements from application for
for disability retirement benefits benefits and ' applicant |mmed|ate
retirement using FRC Calc discuss disability superviso : retirement
e L
NO E.R. Specialist
% H 1
. ) gives empioyee
Benefits Admin CSRS application ERr:Igt(i)gﬁ:
5.6.1 for disability S erOTE
retirement Specialist gives
Employee enrolled | (includes employee CSRS
in CSRS "l application for
statements from immediate
appl_lcant, retirement
superviso
\J;hwﬁabr?)ﬁd\
: completes and Specialist calls o copy of birth =
Employee Relations ; h . Specialist faxes (" submits all
T submits FEDMER Social Security . . certificate to :
wants to Specialist gives . Social Security retirement
e R YES packageto | Admin to get fax — | A Employee > S
participate in employee FEDMER ; form to Social Relations application forms
EDMER pilot? package S GES ISR Security office -~ to Employee
' Relations Security office i Specialist Relations
Specialist closest to \ )
<« sl employee's home <« Specialist
s A
NO Employee gives
v .
Empioyee
Relations
: Specialist copy of
IZmpIolyee appll_els receipt from Social
rectly to _Soua I Security Admin to
dS&_ac_unty_ prove he/she
Administration applied for
retirement
Employee Employee Employee — E'R:,' SPeC'aI'St
Relations Relations Relations SIMPILYSe pUilS AYEHLY
L L . e Relations Certification of
Employee Specialist fills out Specialist copies Specialist fills out o . .
. " Specialist copies Reassignment &
Relations form to request position form to request ; ;
Specialist reviews employee's description from employee's most recent Rating Accommodation 572
all disability Official Personnel Official Personnel ’ performance » of gjg::?tznd gl FIC0 ST T >
retirement forms Folder from Folder and adds to folder from retirement
for completeness Records Section retirement Records Section
Wﬁ\ package

\arl(ﬂ/etuieﬁ?ﬁ\

retirement
application and

adds to reti t
W
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§f/§\§ Benefits Admin "As-Is" Process (5.7.2)

%A Detailed -- Disability Retirement

Employee
Relations Employee
571 Specialist Relations
T launches > Specialist
and logs on selects
to ESI 'new case'
software
Employee
Relations Relations

Specialist prints

Certified Summary
of Federal Service
and attaches to

retirement

/E{m;(

Relations

Specialist
selects
‘Agency
Checklist

for

Immediate

Employee

Specialist enters
info in required
fields and

completes Agency

Certification of

Insurance Status

3/11/2002

Relations
Specialist prints
Agency
Certification of
Insurance Status
and attaches to
retirement
package

oyee
Relations
Specialist enters
employee's name,
Social Security
Number, date of
birth, phone,
separation date
and address

4

oyee
Relations
Specialist enters

info in required
fields and
completes Agency
Checklist for
L Immediate |

Retirement

Employee
Relations
Specialist asks

» agency payroll to

sign the Agency
Certification of
Insurance Status

Employee /E/
mployee Relations mplc_)yee
: Specialist Relations
Relat_lons -
i vES ‘Certified _
] ] Summary of fields and
CSRS'?
Federal completes
Service' Certified Summary
y of Federal Service
NO
v
Employee
Relations
Specialist
selects
'FERS'
Employee
Relations oyee
Specialist prints Relations
Agency Checklist Specialist
for Inmediate Employee has ISeIects
Retirement and life insurance? ey
attaches to Certification
retirement of
package Insurance
Status'
NO
CIMpIoyee
Relations Employee
Specialist Relations
Empl(_)yee sitEEhEs Specialist _
Relat_lons > retirement forwa_rds entire
Spf-}mallst calculation to retirement
exits ESI retirement package tg
packa Accommpdatlons
\/g&\ Coordinator

.| Specialist enters
" info in required

X

5.7.3
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Benefits Admin "As-Is" Process (5.7.3)

Detailed -- Disability Retirement

NO
Employee is
reassigned and
5172 ineligible for
disability
retirement
h 4
Classification/
Staffing/Recruiting
2.1.1
Employee
Relations ERZI[zJalt(i)gﬁ:
Specialist files L
Specialist sends
copy of complete » co i |
. py of complete
retirement ;
. retirement
PEILERE T ackage to
loyee's P 9
employ! employee
retirement file

Employee
Relations
Specialist notifies
SFA HR that
disability was
approved and
requests SF 52

mployee
exercises
appeal rights

for re-
cogsideration

NO

Classification/

Staffing/Recruiting
21.1

3/11/2002

Employee
Relations
Specialist copies
entire retirement
package and
sends original
forms to OPM via
NBC in Denver

E.R. Specialist
pulls all health and

from Merit
Systems
Protection
Board?

life insurance
forms and
designation of
beneficiary forms
from Official
Personnel Folder
and attaches to
retirentent
ackage

NO

Classification/

Staffing/Recruiting
21.1

5.7.4

YES See Exclusmr_ns on
Flow Overview
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Benefits Admin "As-Is" Process (5.7.4)

Detailed -- Disability Retirement

SFA HR gets last

Employee

Relations

Specialist
requests that SFA
HR gather last day
of pay information

day of pay
information from
employee's
timekeeper and
then calls
Employee
Relations
Specialist at HRG

with information

@ R

SFA HR/
Admin
Officer
selects
'initiate
SF52'

3/11/2002

SFA HR/
Admin
Officer
selects

‘employee
loss'

[

Employee
Relations
Specialist emails/
calls OPM with
last day of pay
information

SFA HR/Admin
Officer completes
control sheet

\/\

SFA HR/
Admin
- Officer
launches
and logs on
to FPPS

SFA HR/
Admin
- Officer
selects
FPPS
Production’

SFA HR/
Admin
Officer
selects

'retirement’

I

SFA HR/Admin
Officer enters

4

employee's Social

Security Number
by referencing

ED's Alpha Roster

I

SFA HR/Admin
Officer enters
effective date and
additional contact
information

SFA HR/
Admin
Officer
selects

‘requesting
personnel
action'

SFA HR/
Admin
Officer

selects 'no’
will not fill
this position
at a later
date

Y

5.7.5
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*{\/\ Benefits Admin "As-Is" Process (5.7.5)

/274 Detailed -- Disability Retirement

5.7.4

O

3/11/2002

SFA HR/Admin
Officer enters
reason for
retirement from

SFA HR/
Admin
Officer

verifies that
the address

A

Employee Reason in FPPS is
for Retirement correct
form
Admin Officer
submits control
Admin sheet, Clearance
Officer » Form & Employee
exits FPPS Reason for
Retirement Form to
SFAHR
SFA HR compares
SFAHR control sheet &
selects Employeg Reason
employee's » for Retirement
Form to
name . .
information

entered in FPPS

NO

Admin
Officer
addrese? YES® SFAHRIAdmn > nitated Sro27,) O forwards
: Officer enters the Init ’ SF 52 to
correct address SFA HR
NO YES
SFAHR SFAHR SR SFAHR
selects
launches selects - requestin - selects
and logs on 'FPPS 7 eqrsonne? 7 ‘change’
to FPPS Production' personne SF52
actions
SFAHR
makes SFAHR
Changes YES changes in o forwards o SFAHR
necessary? FPPS to request to exits FPPS
ensure HR Director
accuracy

Y

5.7.6
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<{7, Benefits Admin "As-Is" Process (5.7.6)

S
%@ Detailed -- Disability Retirement

5.7.5

“

A 4
@

SFAHR
SFAHR SFA HR SFAHR SFAHR SFA HR stamps forwards
launches selects selects . . SF 52 to
selects , : s HR Director's
> and logs on » \ » requesting sign/ > . Employee
FPPS signature on -
to FPPS as Production’ personnel change SF control sheet Relations
HR Director action’ 52' Specialist at
HRG
SFA HR copies SFA HR sends SFA HR completes SFA _HR notifies
original control ; Office of the
control sheet & Frick Form and
Employee Reason sheet & Employee il i Bk Inspector General _
SFAHR »  for Retirement Reason for Company to allow (OIG) and other five days from
exits FPPS Form and files in Retirement Form to for unemployment persons who OIG or other
) Employee ; need to remove persons
employee's Iati claims | ¢ fied
ersonnel folder Re ations employee from notified?
P Specialist at HRG J\ various systems
NO
A
SFA HR asks
employee to pay Employee
back/return SFA HR stamps . SFA HR files copy SFA HR sends Relations
. . \ SFA HR mails - L
property that is HR Director's of Clearance Form original Clearance Specialist
- . ——» . copy of Clearance . \ > »
still outstanding signature on Form to emplovee in employee's Form to Records launches
and employee Clearance Form ploy personnel folder Section at HRG and logs on
complies with to FPPS
request
Employee
Employee Empl(_)yee Employee Empl(_)yee EmpI(_Jyee Relations
- Relations . Relations Relations L
Relations L Relations L L Specialist
L Specialist . Specialist Specialist e
Specialist Specialist verifies
selects » selects > selects .
SIS ‘processin L employee's screens he/ LI
'FPPS P g ‘process SF ploye date and
. personnel \ name in she wants
Production o 52 . nature of
actions queue to view .
action cod

3/11/2002

5.7.7

Y
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Benefits Admin "As-Is" Process (5.7.7)

Detailed -- Disability Retirement

mployee
Relations
Specialist enters
legal authority
code by
referencing Guide
to Processing
ersonnel Actior

Employee

Employee
Relations
Specialist enters
SF 50 signature
code and SF 50
signature date

Employee
Relations
Specialist
forwards
SF 52 to
A&R
Technician

\ 4

Employee
Relations
Specialist
exits FPPS

A

Relations
Specialist mails
copies of SF 2819
and SF 2810 to

NBC in Denver

3/11/2002

Employee
Relations
Specialist files
copies of SF 2819

and SF 2810 in
Official Personnel
Folder

Employee
Relations
Specialist returns
Official Personnel
Folder to Records
Section

A&R Technician

Specialist

A

Employee
Relations
Specialist mails
copy of SF 50 to
SFA HR

— Employee

Relations
Specialist submits
employee's
Official Personnel
Folder and
paperwork from
SFA HR to A&R

Technician

v

Employee
Relations
Specialist
completes SF
2819 (Notice of
Conversion
Privilege) and
mails copy to

W

Relations

Specialist
completes SF
I » 2810 to transfer
health insurance
to OPM and mails

Employee

Relations

Specialist
attaches SF 50 to

retirement
package and
makes two copies
of entire package

Employee
Relations
Specialist mails

final retirement
package to NBC in
Denver

5.7.8
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§;§\ Benefits Admin

"As-Is" Process (5.7.8)

Detailed -- Disability Retirement

5.7.7

3/11/2002

NBC Payro

Employee Employee Operations staff
Relations Rizlkliie NBC Payroll e SFA HR files SFAHR
s Specialist mails Operations staff in history to . :
Specialist files and . . signed SF 50 in launches
P " ; »  copy of final Denver records retirement \
retains retirement ; . employee's and logs on
retirement retirement and package and
package for one . personnel folder to FPPS
ear package to runs pay history forwards
y employee complete package
to.OPM
SFAHR SFAHR
igg:‘ts _sel_ect_s selects SFAHR
» FPPS »  SEA HR enters dlstrlbutl_on _ d«_alete_: » SFA HRlenterg; lselectsl
Production’ 'EDM1’ code table main- distribution employee s Social delete
tenance’ entry’ Security Number
o SFAHR
7 exits FPPS END
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/.
A'—f’«‘/ril

I A

i
/794 Summary -- Thrift Savings Plan

Benefits Admin "As-Is" Process (5.8.0)

START >

3/11/2002

ER. 581
Specialist ——cmpoyee k.) € |
sends brief Employee Employee Emplqyee Relat_lons 3
. - . Relations Specialist !
emails to all Relations Relations L |
L L Specialist invites requests report ;
employees Specialist orders Specialist . . ‘
L : . representative from Reporting !
highlighting > necessary » receives supplies L
; : S from TSP to Specialist to |
important supplies for and distributes to . o . i
. ) conduct a TSP identify in which 1
changes upcoming open regional personnel . . ) i
; briefing during retirement system | |
for TSP season offices ;
onen open season employees are |
,,,,,,,,,, ! [ enrolled _——_—____!
season
April-May
5.8.2 5.8.2
Employee ‘
Employee Relations | |
p completes TSP 1 Specialist certifies | Employee !
or changes Form and submits TSP 1 Form and 3 allocate or completes TSP 50
contribu?ion YES—»  toEmployee  —» mails copy to NBC ‘ change YES# Form and mails » B
amount during Relations in Denver and to allocation of directly to TSP
c Specialist employee and files his/her
open seas@n? . .
\/—\ in Official
L_Personnel Folder | \/\
NO NO
1 day 1 day
5.8.3 5.8.3
EmdloEs Employee
complre)teys o~ Relations Employee ERr:gt(iJgs:
; Specialist certifies Relations .
submits TSP 1 o Specialist calls
Form and submits L 4L e 2 ST IENES NBC in Denver to
—» mails to NBCin TSP 1 and | :
to Employee o trigger action and
: Denver and to employee's signed
Relations . resolve problem
Specialist employee and files statement to NBC on employee's
in Official in Denver
\/\ s s behalf
NO NO
1 day 1 week

END
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Benefits Admin "As-Is" Process (5.8.1)

Detailed -- Thrift Savings Plan Communication

ER.
Specialist
Employee sends

Relations
- .. enagain

Pecia email to
. employees Employee Employee
e mE ) LR, S
P efore pecialist checks pecialis
hi'g;)"g:;:tg open TSP supplies for contacts regio_ns
changes _season to upcoming open to check_ their
inform them season supplies
of open
season
TsSeF;ggﬁn c_iates and
important
changes
Employee Employee
Relations Employee Relations
Specialist . Specialist invites
distributes desk- q Speiizlﬁstogzn ds representative
< ) ' to-desk . from TSP to
information posters to regl_onal conduct a TSP
received from TSP PEEENE] EEEs briefing during
via mail room open season
Reporting
Specialist Program- Program-
electron- mers mers
ically generate electron-
a forwards report using ically submit
logic to Oracle and report to
contracted Brio Reporting
program- software Specialist
mers

3/11/2002

Employee
Relations

—» Specialist orders

the necessary

Employee
Relations

A

Specialist
receives supplies
and distributes to

supplies regional personnel
offices
Employee
Refations
Specialist .
requests report geggig'l?g
from Reporting wriFt)es logic
Specialist via for g » B
phone/email to requested
identify in which f'e ot
retirement system P
employees are
enrolled
Employee

Specialist

emails
employees
during open
season
advising

IRS limit
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A{\/\ Benefits Admin "As-Is" Process (5.8.2)

i

Detailed -- Thrift Savings Plan Processing

Employee
enrolls in TSP
during open
season?

contributions

NO

Employee
changes
amount of

YES b

Employee
completes TSP 1
Form and submits

to Employee
Relations
Specialist

YES

o=

NO
Employee Emplc_>yee
- Relations
Relations o .
L Specialist writes
Specialist
notes on report to

completes and

certifies bottom

portion of TSP 1
Form

indicate that the
TSP 1 Form has
been received and

N

sent

3/11/2002

Employee
enrolled in
retirement
system?

YES

Employee
Relations
Specialist
compares TSP 1
Form to report
from Reporting
Specialist to
ensure employee
selected correct
percentage/dollar

amount for
chosen retirement
NO system
Employee Employee
Relations Relations

Specialist mails ——»
copy of TSP 1 to

NBC in Denver

ployee puta
dollar amount
on TSP 1
Form?

Empioyee

Relations
Specialist uses
calculator to
ensure employee
will not exceed
his/her limit based
on chosen
retirement system

YES

NO

Employee
Relations
Specialist sends
copy of TSP 1 to

Specialist files
copy of TSP 1 for filing in copy of TSP 1
Form in TSP binder employee's Form to employee
Official Personnel
Folder

Records Section

A

Employee
Relations
Specialist mails




% Benefits Admin "As-Is" Process (5.8.3)

Detailed -- Thrift Savings Plan Processing

5.8.2

3/11/2002 44



