Please read the following instructions and follow them accordingly to elect health and life insurance benefits, thrift savings, and beneficiaries.  You can go to www.opm.gov/insure to obtain information on health, life, and long term insurance.  You will be eligible to make these elections after your reporting date.  It can take up to a full period before you can access the Employee Benefits Information System (EBIS).
INSTRUCTIONS ON HOW TO APPLY FOR HEALTH INSURANCE BENEFITS, LIFE INSURANCE BENEFITS, AND MAKE THRIFT SAVINGS (TSP) PLAN ELECTION

1. Go to www.civilianbenefits.hroc.navy.mil or call 1-888-320-2917.

2. Click on EBIS/Change Benefits.

3. Click Continue.

4. Select Set Password.

5. Proceed from there to make your health, life insurance selections and TSP election.

Please carefully review the information.  You have 60 days from the date of your eligible appointment to enroll or elect not to enroll for health insurance benefits and sign up for the Thrift Savings Plan (TSP).  Within the first 31 days after your eligible appointment, you may waive or elect optional life insurance coverage.  You are automatically covered on the effective date of your appointment for basic life insurance. Visit the website http://www.donhr.navy.mil and click on “Pay and Benefits” to review additional information regarding Federal Employee Group Life Insurance (FEGLI).  If you are first hired after 1/1/84 in a non-temporary appointment, you are a Federal Employees Retirement System (FERS) employee and are automatically covered under this retirement system and no election is necessary.  Employees reentering civil service after a break in service may not be covered automatically by FERS.  Please contact the HRSCSE Benefits Division for additional information.

To make elections for your benefits, you will need to do this electronically.  In the first website referenced above, click on “Employ Benefits Information System”, commonly referred to as EBIS.  Follow the directions provided.  When asked for your Service Computation Date (SCD) for Leave, this will usually be the effective date of your appointment.  If you have made your FEHB decision, but are unable to access EBIS by after the second week of the pay period following your employment, please call Annette Harris, 228-813-1143, DSN 446-1143.
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INSTRUCTIONS ON HOW TO MAKE BENEFICIARY SELECTIONS FOR FEDERAL EMPLOYEES’ GROUP LIFE INSURANCE (FEGLI) AND FEDERAL EMPLOYEES GROUP LIFE INSURANCE (FERS):

1. Go to www.opm.gov.

2. Click on Quick Index.

3. Click on Forms.

4. Click on Standard Forms (SF)

5. Complete the SF 2823 for Life Insurance and SF 3102 for FERS.

6. Make a copy for yourself and mail the original to:

DEPARTMENT OF THE NAVY

HRSC SE CODE 43 EVELYN SHELBY

9110 LEONARD KIMBLE ROAD

STENNIS SPACE CENTER MS  39522-0002

INSTRUCTIONS ON HOW TO MAKE BENEFICIARY SELECTIONS FOR THE THRIFT SAVINGS PLAN (TSP)

1. Go to www.tsp.gov
2. Click on Forms and Publications

3. Under Option 1, click on Forms

4. Then click on TSP-3, Designation of Beneficiary

5. Complete the TSP-3.

6. Make a copy for yourself and mail the original to:

THRIFT SAVINGS PLAN SERVICE OFFICE

NATIONAL FINANCE CENTER

PO B 61135

NEW ORLEANS LA  70161-1135
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