INFORMATION PAPER AND FREQUENTLY ASKED QUESTIONS

DISABILITY RETIREMENT PROCEDURES FOR TECHNICIANS
INITIAL PROCESS

1.  Employee is separated from military service for medical reasons.
- for Army, the orders must have the Authority Code 8-26j.
- for Air, the orders must say Physical Disqualification, and ANG Form stating not world wide qualified. 

2.  When discharge orders are published, a copy should be faxed by Technicians unit of assignment/Wing to HRO-ERS at 678-569-5762, ATTN: TSgt Kelly Bourbon/MSgt Melvin Thomas. 

3.  Once the orders are received by HRO-ERS and the Authority Code is verified, HRO will issue a 30 Day Termination Letter to the Technician.  Employees are entitled to 30 calendar days from the date the HRO letter is issued, plus applicable mailing time.  

4.  The Termination Date on the letter means that the employee has to apply for Medical Disability Retirement before that date. If they do not apply by that date, they may be terminated. If they have completed application for disability retirement by that date, they can continue to work in Technician status until OPM sends them notice of their decision on the disability retirement application.
5.  The 30 day letter is sent “certified mail” along with an SF 3112 (Disability Retirement Documentation for FERS and CSRS) and cover letter from TSgt Bourbon. 

6.  Once the employee completes the SF 3112 and SF 1199 (Direct Deposit Form), they should call to make an appointment with TSgt Kelly Bourbon, 678-569-5705, or MSgt Melvin Thomas, 678-569-5706, or Local HRO Representative at 116th ACW, 165th AW, and MATES as applicable.

RETIREMENT APPOINTMENT

7.  Spouse is welcome to attend the retirement appointment with the employee. At the appointment the following topics will be discussed:

· High-3 Salary. This is the highest paid salary (AVERAGE) for 3 years in the employees’ career. Usually it is the last 3 years an employee worked but not ALWAYS. 

· FRC Calc Retirement Computation.  FERS employees will receive 60% of high-3 
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the first year, and 40% of high-3 the second year until the employee reaches the age of 62.  At age 62, retirement pay will be recomputed based on years of service.  FERS employees receive 1% for each year of service.  Example: Employee is age 55 and has 15 years permanent civil service time and 2 years of “bought back” military time. Employee will receive 24% at age 62 (15% for their civilian service, 2% for the bought back military time, plus 7% for the 7 years they were on disability retirement rolls).
· Must have Federal Life and Health Insurance 5 years’ continuously to take into retirement or from the first time eligible, if less than 5 years of service. Both Life and Health Insurance premiums are paid on a monthly basis after retirement. Retirees pay the same health insurance premiums as active employees pay. Eligible employees can also make an election not to carry the life and health insurance into retirement. 
· Will complete the Immediate Retirement Application. FERS SF 3107, CSRS SF 2801 (Feel free to bring the form typed up; leave blank what you’re not sure of.) Forms can be obtained at http://www.opm.gov/forms/html/sf.asp .You need to know your place of marriage (city & state), date of marriage, your spouses SSN, and DOB. 
· If you elect anything other than a FULL survivor annuity for your spouse, your spouse will have to consent to that and your spouse’s signature will need to be notarized. We usually have someone who can notarize signatures at HRO. 

· If eligible to take Life insurance into retirement, you will need to make an election of what you want to keep after age 65. Feel free to read up on these elections on the SF 2818. This form can also be found at http://www.opm.gov/forms/html/sf.asp
TIME LINE AFTER RETIREMENT APPOINTMENT
8.  HRO-ERS will copy the retirement package. We will mail a copy to employee, and the originals to Payroll. 

9.  Payroll will assign a transmittal number and forward the package to OPM. (Office of Personnel Management-Retirement Office)

10.  Employee may receive letter from OPM stating that they received the package. Expect it to take about 2 weeks for mailing between these 3 points. 
11.  Employee & HRO-ERS will receive Letter from OPM advising that the disability 
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retirement has been disallowed or approved.  HRO-ERS will notify employee and tell 
them that this date (the day HRO-ERS gets the letter) is the employee’s last day, even if OPM memo says “application has been disallowed.” Approval is guaranteed under Public Law 97-253, and that notification usually comes within 2 weeks.
12.  During this waiting time to receive the OPM letter, the employee can continue to work if their medical condition permits.  Per OPM Disability rules, employees are not allowed to work another job at this time.  All leave (Annual, LWOP up to 80 hours, Sick, and Comp) must be approved through their supervisor. 

13.  Any LWOP over 80 hours must be requested from employee to supervisor to HRO-ERS.  HRO will approve or deny.  Reason for LWOP must be stated in request.

14.  HRO-ERS will separate the employee and do a SF 50.

15.  As soon as employees receive the OPM letter, they should apply for Social Security Disability. Employee may or may not be approved for Social Security Disability. You have to call to make an appointment (sometimes it takes a month to get an appointment). OPM will not put you in a retired pay status until you fax HRO-ERS the receipt saying that you applied for Social Security Disability.  Fax receipt statement to 678-569-5762, ATTN: TSgt Bourbon/MSgt Thomas
16.  Employee will be paid Lump Sum Annual Leave 1-2 pay periods after we separate them.

17.  Compensatory time is not authorized for payment.  The employee should use it or they will lose it upon retirement.  Sick Leave is not authorized for conversion by FERS employees. 
18.  It will take approximately 8 weeks from the date of separation before any retired pay is paid.

19.  Your first pay from OPM will be “Interim Pay.”   While you are in an interim pay status, they will not pay you the FULL amount of your retirement annuity. They will pay you up to 80% or LESS until they get you in final pay, and will only deduct FEDERAL taxes. You may be in interim pay for several months.
20.  Once you are placed in FINAL pay status, you will need to check your taxes (G-4 Form for State Taxes and W-4 Form for Federal Taxes). These forms can be obtained on the IRS website. At this time, OPM will process all pay due back to your last day in a pay status with this agency, and they will deduct any FEHB or FEGLI premiums that were missed.
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21.  YOU’RE RETIRED. OPM IS YOUR NEW PERSONNEL OFFICE!
OPM’s number is 1-888-767-6738.   You can make some online changes (address, direct deposit, etc.) at www.opm.gov with the pin number OPM will send when they put you in Final Pay.
22.  If you plan to work after retirement, you can not earn more than 80% of your Technician Rate. For example: Current Hourly Rate $18.66. $18.66 X .80 = $14.93. This means you can not make more than $14.93 or you will LOSE your entitlement to the disability retirement.  This amount increases with locality each year. You will have to check the pay charts each year, located at www.opm.gov. 

THRIFT SAVINGS PLAN (TSP)
23.  Unless you retire in the year that you are age 55, you will have to wait until age 59½  to withdraw your TSP without the 10% early withdrawal penalty, or prove your disability by medical evidence. 

24. You call roll your TSP account over to an IRA etc., leave it in TSP until you are 70½, or withdraw it. 

25.  More information on these options can be obtained at www.tsp.gov
26.  If you have any questions, please contact TSgt Kelly Bourbon or MSgt Melvin Thomas at 678-569-5705/5706. 
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