Separating From Federal Service

BENEFIT COUNSELING – Upon separation based on resignation or separation, employees should contact the CPAC Office at 788-2457 for information regarding health benefits, life insurance, unemployment compensation, etc.

EXIT BRIEFING - Supervisors should conduct exit briefings with each departing employee.  This briefing will afford both the employee and manager another opportunity to identify processes or procedures for improvement.  Issues identified should be reported to appropriate personnel.
ANNUAL LEAVE – Upon separation from federal employment, employees are entitled to a lump-sum payment of all accrued annual leave.  You will receive this payment in your last paycheck. This will include any hours above 240 as long as your separation date is before the last day of the last pay period of the leave year.

SICK LEAVE – No lump-sum payment is made for unused sick leave.  However, if you are re-employed in a federal position your previous sick leave will be re-credited.  There is no longer a time limit for this restoration. 

HEALTH BENEFITS ‑ You will be covered under your present plan for up to 31 days past your separation date (at no cost to you). You will be given the opportunity to continue your FEHB coverage for up to 18 months after your separation (you will pay 102% of the government and your cost), or you can convert to a non-group contract. Contact your CPAC for information regarding premium amounts for Temporary Continuation of Coverage (TCC).  Information regarding TCC is located on the CPAC homepage under Benefits/Health Benefits.   You should receive a SF-2810, Notification of Change in Health Benefits Enrollment.

LIFE INSURANCE ‑ If you have life insurance coverage it will continue to be in effect for up to 31 days past your separation date at no cost to you.  You will have the opportunity to convert to a non-group whole life policy for 31 days after receiving separation paperwork.  You should receive a SF-2819 Notice of Conversion Privilege Federal Employees Group Life Insurance and SF-2821 Agency Certification of Insurance.  

RETIREMENT REFUNDS:
FERS ‑ If you withdraw your retirement contributions, you can never repay the contributions. You will not be able to count the time for which you receive a refund for creditable service or for computation purposes. If you have at least 5 years of creditable service, you could be eligible for a deferred retirement.  If you wish to withdrawal your retirement funds, you must complete a SF-3102 Application for Refund for Retirement Deductions and mail it directly to OPM 30 days after you have separated (It won’t be processed until 30 days after your separation.  It will not be processed until you have been separated for at least 30 days. You should receive your refund in approximately 4-6 weeks.

CSRS ‑ You may withdraw your retirement contributions and repay the funds as a latter time if you are re-employed. If you have at least 5 years of creditable service you could be eligible for a deferred retirement.  If you wish to withdrawal your retirement funds, you must complete a SF-2802 Application for Refund for Retirement Deductions and mail it directly to OPM 30 days after you have separated.  You should receive your refund in approximately 4-6 weeks. 

CSRS EMPLOYEES- If your break in service is more than 1 year, you will be re-employed as an CSRS‑OFFSET employee (with a 6-month option to transfer to FERS).  CSRS and SOCIAL SECURITY cover CSRS-OFFSET employee. If you have at least a 3-day break, you can also switch to FERS. If you have less than a one-year break, you can remain a straight CSRS employee. The retirement system you come back to will be explained to you upon reemployment. If you wish to withdrawal your retirement funds, you must complete a SF-3106 Application for Refund for Retirement Deductions and mail it directly to OPM 30 days after you have separated.  You should receive your refund in approximately 4-6 weeks.

THRIFT SAVINGS PLAN (TSP) - You can stop by the CPAC office and pick up withdrawal forms or you can pull all the forms you will need from the TSP web page WWW.TSP.GOV.  This site is the best place to go for current information.  Once separated, you will deal directly with the TSP Board on your issues.  Do not mail any forms to the TSP Board until you have received your last SF-50.  Your separation flows through our electronic systems to the TSP service office.  If you mail it in prior to them receiving it electronically, it will delay processing because they will more than likely return your forms because their system will show you are not eligible to make a withdrawal. Withdrawal options after you separate.



CAREER-CONDITIONAL STATUS - If you return to Career-Conditional employment within 30 days, time previously served is credited.  If you return to Career-Conditional position after a 30-day break in service, you start another 3-year waiting period before you receive career status.

PROBATIONARY PERIOD – If separated before completing your probationary period and you return to same line of work in 30 days, time previously served is credited.  If return is greater than 30 days, you start the probationary period over.

ELIGIBILITY FOR REINSTATEMENT TO COMPETITIVE SERVICE - Veterans have permanent eligibility for reinstatement.  Non-veterans who left as Career-Conditional employees are eligible for reinstatement for 3 years.  Non-veterans who left as Career employees have permanent eligibility for reinstatement.

W2 - If you move prior to the end of the calendar year, you will need to let you losing customer service representative know your new address.  This will ensure your W2 will be mailed to the proper address.  If you fail to change your address, your W2 will be mailed to the address of record.

Unemployment  - Once you receive your Unemployment Compensation for Federal Employees (UCFE) Program Form SF-8 you will need to take that along with your Notification of Personnel Action (SF-50) and last Leave and Earnings Statement to the local State Employment Office.

NOTE:  You should receive some/all of the following forms within 30 days of separation.

1. SF-50 Notification of Personnel Action;

2. SF-2810 (Notice of Change in Health Enrollment)

3. SF-2821 (Agency Certification of Insurance)

4. SF-2819 (Notice of Conversion Privilege Federal Employees Group Life Insurance)
5. SF-8 (Unemployment Compensation for Federal Employees (UCFE) Program)
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