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NEO/eOPF Checklist

• This form is for HRO use – just have the employee complete 
the top portion

• Appointment Date will be the Sunday before the scheduled 
NEO



Statement of Understanding 

• Read and understand your rights

• Fill in the Left 3 lines: 

• Sign

• Print Name

• Today’s Date
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The HRO/REMOTES 
will complete this 
portion



SF–61  Appointment Affidavit

• Write Legibly 

• Have employee raise their right hand and 
read the Oath of Office out loud (oath is 
on next slide for easier reading).  After 
this is done, the employee is sworn in to 
their new technician position

• Read and understand your responsibilities

• Sign on the “Signature of Appointee” line

Position Title MM/DD/YYYY

City, OH

First  MI  Last

Signature

DD Month YYY

TAG, OH NGB

Appointment 
date is always 
the Sunday 
prior to the 
scheduled NEO

Columbus Ohio
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HRO/Remotes 
will complete the 
Signature of 
Officer and Title



SF–61  Appointment Affidavit

Oath of Office

I, John A Doe, do solemnly swear (or affirm) that - - I will support and 
defend the Constitution of the United States against all enemies, foreign 
and domestic; that I will bear true faith and allegiance to the same; that I 
take this obligation freely, without any mental reservation or purpose of 
evasion; and that I will well and faithfully discharge the duties of the 
office on which I am about to enter. So help me God.
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Form I-9  Employment Eligibility Verification

• Fill out Section 1

• Please write legibly

• Check the appropriate box

• Sign and Date

Go to 2nd page of this form  
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Form I-9  Employment Eligibility
Verification

• Fill out Section 2
• If employee brought passport as ID, fill out ONLY 

section A (doc title, issuing authority, Doc # and 
Exp. Date)

• If no passport, two forms of ID are needed and must 
be entered into List B (picture ID) and List C (non-
picture ID)

• List B Documents can be: 
• Driver’s License
• Military ID
• Government-issued picture ID

• List C can be:
• Social Security Card
• Birth Certificate

• You must verify forms of ID

List B
Driver’s License 
BMV__- State __
DL# SM470000
ExpDate 12/31/2021

List C
SOC Security Card

__SSA_____________
__123-45-6789______
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HRO/REMO
TES will 
complete 
these blocks



OF-306 Declaration for Federal Employment

Front Back

• Fill out General Information and 
Selective Service Registration 
sections

• Fill out Military Service section –
employee will check “no” if they 
have only been a member of the 
NG and have not deployed.  If 
employee checks “yes,” enter 
active duty/deployment info and 
dates as well

• Answer all Background 
Information questions and 
Additional Questions

• Read section 17 and Sign and date 
in both 17a and 17b

• Section 18 must be completed IF 
employee has ever been a federal 
employee in the past (whether with this 
agency or others, temp or perm all count) –Estimate the 
termination dates if not known
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Service Computation Date (SCD) for Annual Leave

Years of
Federal Service

Hours of Annual Leave 
Per Pay Period 

1 – 3 4 hours

3 – 15 6 hours 

15 + 8 hours 

• Submit your Title 10 DD 214s (basic/AIT, deployments, active duty military service) with NEO packet to get you 
into a higher annual leave accrual bracket faster.  Your prior Title 10 service may count towards your technician 
annual leave accrual. 

• A DD214 is required in order to validate the service (cannot accept Member-1 copies, all other copies are 
acceptable.

• Additional DD-214s may be submitted within 30 days of hire if you don’t have them with you when completing 
the packet (email to HRO if not sent with packet). DD-214s received after 30 days will still be added to your 
SCD, however, leave will not be retroactive.

• Title 32 (AGR, ADOS, schools) NOT ELIGIBLE
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• A leave SCD change will be reflected in your 
MyBiz Account once updated 

• Note: This date is not correlated to your 
retirement date  



DD-214’s  - What is Acceptable?

• A separate DD-214 is needed for each 
period of Active Duty – we cannot use the 
total prior active service box in order to 
count time towards leave accrual

• Remarks should state the type of service.  If 
it doesn’t, orders must be provided (unless 
time is for basic training/IADT)

• DD 214 must reflect Honorable Character of 
Service (block 24) and dates of time lost 
(block 29)

• Member-4, Service-2, Service-7, etc are 
acceptable copies.  Member-1s do not have 
character of service and can’t be used
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Cannot use 
prior active 
service 
section for 
creditable 
time



SF-144  Statement of Prior Federal Service

• Complete boxes 1 – 4
• Even if you mark “yes” in section 4, you still must 

complete sections 5-9 as applicable – this is to ensure we 
capture all of your prior service

• Section 5 – enter any prior federal civilian service. 
Previous service as a technician or Title 5 (temp, perm, 
indef, any) with this agency or another agency (DLA, 
DFAS, Post Office, etc) all must be listed.  If unsure of the 
exact dates of service, just estimate

• Section 6 – this is uncommon but if it applies, enter time.  
If unsure of exact dates, estimate

• Section 7 – List all Title 10 periods (basic/IADT, 
deployments, active military service) separately. DO NOT 
ENTER “See DD 214s,” you must list each period.  DD 
214s and/or orders must also be provided

• Section 8 – veterans preference
• Section 9 – read, then sign and date
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Section 5: Federal Civilian Service, 
Prior Technician

Section 6: Intermittence/absence of 
above listed Service

Section 7: Title 10 Military Service (must 
list each period separately)



• You are no longer eligible for Tricare Reserve Select (TRS) now that you are eligible for Federal Employee Health 
Benefits (FEHB).  In order to avoid future debts for TRS, you must contact Tricare and cancel after the 2nd week of 
becoming a technician!

• You must cancel Tricare Reserve Select even if you do not enroll in an FEHB program
• If you are married to a military spouse that has Tricare Reserve Select and you fall under theirs, you are no longer 

eligible to be covered under their plan

• Temporary Technicians are not eligible for FEDVIP Dental or vision coverage until they have been on-board for 1 year
• May be an additional consideration when selecting an FEHB plan to ensure adequate coverage

• You are still eligible to use the Tricare Dental Program
• Enrollment is through MilConnect at: https://milconnect.dmdc.osd.mil

** IF YOU HAVE TRICARE RESERVE SELECT**
**This applies to Temporary, Indefinite and Permanent Employees**

Tricare Reserve Select Eligibility
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https://milconnect.dmdc.osd.mil/


FEHB Eligibility Acknowledgement

• Read and understand this acknowledgement
• Complete bottom portion: 

• Print Name
• Sign
• Date
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Designation of Beneficiary

• This form is optional, but must be completed if you want to 
designate a beneficiary outside of the automatic order of 
precedence.  If it is not completed, any unpaid compensation 
would follow the automatic order of precedence:

• Spouse
• Children
• Parents 
• Estate
• Next of Kin  

• Your designation will override everything except a court order  
• Form must have your signature as well as the signatures of 

two witnesses (witnesses must not be beneficiaries)
• HRO will complete the Receiving Agency Certification 

section
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Electronic Official Personnel File - eOPF

• eOPF is a file containing Federal technician civilian personnel records 
throughout their career

• You must visit https://eopf.opm.gov/nationalguard/
• Follow the step by step instructions to set up your account
• Can only be accessed from a .mil network
• eOPF is now Common Access Card enabled (CAC)
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https://eopf.opm.gov/nationalguard/


My Biz

• All Federal Employees will have a 
MyBiz account.

• Mandatory to update your e-mail 
address.

• Update emergency contact 
information or change of address. 

• Provide Employment Verification 
(for leases or loans)  

• Supervisors will have a section for 
Manager Functions

The dashboard can be somewhat 
customized using these options

Supervisors can find their team 
members in this section
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• Pay periods are every two weeks  

• Pay is 1-2 weeks after the pay 
period ends.

• Your first pay check will be in 
about 3 weeks for Air and 4 weeks 
for Army

• Army Technicians are paid every 
other Thursday

• Air Force Technicians are paid 
every other Friday

Sunday Monday Tuesday Wednesday Thursday Friday Saturday

This Pay 
Period Starts

NEO       
This is today

Air Force 
Tech Pay 

Day 

Sunday Monday Tuesday Wednesday Thursday Friday Saturday

Army Tech
Pay Day 

1st Pay 
Period Ends

Sunday Monday Tuesday Wednesday Thursday Friday Saturday

2nd Pay 
Period Starts

Air Force 
Tech 1st Pay 

Day 

Sunday Monday Tuesday Wednesday Thursday Friday Saturday

Army Tech
1st Pay Day 

2nd Pay 
Period Ends

Air vs. Army Pay Dates
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My Pay

• You will now have two 
sections under MyPay:

• One for the Federal DoD 
Civilian side

• One for the Uniform side
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Within Grade Increases (WGIs)
General Schedule (GS):

GS
Federal Wage System (FWS):

WG/WL/WS

Ohio National Guard
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*GS Temporary Technicians are not eligible for step increases



The Human Resources Office 
Public Website:

https://hr.ong.ohio.gov/

HRO Public Website
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FEDERAL EMPLOYEE BENEFITS

Presented by:
The Human Resources Office
Technician Benefits Branch

Ohio National Guard
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Overview
All Employees:
• Leave Programs
• Federal Employee Health Benefits 

(FEHB)
• Flexible Spending Accounts (FSAs)
• Disability Insurance (NGAUS)
• Federal Long Term Care Insurance 

Program (FLTCIP)

Permanent & Conversions Only:
• Federal Employee Dental and Vision 

Insurance Program (FEDVIP)
• Federal Employee Group Life Insurance 

(FEGLI)
• Federal Employee Retirement System (FERS)
• Military Deposits
• Thrift Savings Plan (TSP)
• Performance Appraisal Program

Ohio National Guard
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Leave Benefits - Annual

• Annual leave balance
• Up to 240 hours (30 days) can “carry over” from year to year

• Leave in excess of 240 hours will be lost unless it’s used by the 
end of the leave year – “Use or Lose”

• Annual Leave Uses
• Vacations
• Personal business or emergencies
• Requires management approval

• Temporary Technicians will accrue annual leave but are 
unable to use it until the 91st day
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Leave Benefits - Sick

• Full time employees accrue 4 hours for each biweekly pay period
• Up to 13 days or 104 hours per year
• Carried over from year to year without limit
• No limits on total amount that can be accumulated
• Can be used as additional service credit in retirement calculations

• Does not count towards eligibility
• Sick Leave Uses Include:

• Illness, injury, medical/dental appointments of employee
• Care of a family member
• Requires management approval
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Military Leave Accrual

Ohio National Guard

•Paid leave during active duty, inactive duty or training
•Earn 120 hours (15 days) per FY (1 Oct each year)
•Can carry over up to 120 hours into next FY, NTE 240 hours
•Temporary employees are not eligible

**New hires/conversions may not see military leave on your LES until you use it**
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Federal Employee Health Benefits (FEHB)
• Guaranteed Coverage

• No medical exam required
• No restrictions on pre-existing conditions

• Government contributes to cost
• Government pays approx. 75% for full-time employees/retirees
• Government portion is pro-rated/reduced for part-time employees

• Premiums are deducted pre-tax
• Continued coverage into retirement

Ohio National Guard
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FEHB Plan Types
• Fee-for-service Plans

• Reimbursement to employee or provider for cost of covered services
• You can choose your own doctor/facility
• Using in-network providers usually have lower out-of-pocket expenses

• Health Maintenance Organizations (HMO)
• Arrangements for care on a pre-paid basis through designated providers
• Service area is based on a set geographic area
• All care is coordinated through a primary care physician

• High Deductible Health Plan (HDHP)
• Build tax-free savings for future medical expenses
• Higher annual deductibles than traditional health plans
• The plan determines eligibility for a Health Savings Account (HSA)

Ohio National Guard
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FEHB Enrollment Types
• Self Only
• Self + 1
• Self and Family

• Spouse
• Children under 26
• Children 26 or older who are incapable of self-support due 

to disability that began before age 26

Ohio National Guard
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FEHB Enrollment Opportunities
• New Employees

• Enroll within 60-days of appointment 
• Coverage is effective the pay period following enrollment

• Open Season (mid Nov-mid Dec each year)
• Enroll or change your plan
• Coverage is effective the first full pay period of the new year 

• Qualifying Life Event (QLE)
• Marriage, divorce, birth, death, loss/gain of other coverage, etc.
• Not including the loss of Tricare Reserve Select

Ohio National Guard
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FEHB Information
• Review and compare healthcare plans at www.opm.gov/insure
• Enroll in or change FEHB plan at: https://www.ebis.army.mil/

• This link will automatically direct you to the GRB Platform
• Watch the video in order to learn how to navigate and use GRB

• If there are issues with the GRB platform contact the Army Benefits 
Center at 1-877-276-9287 or at: https://www.abc.army.mil/

Ohio National Guard
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Select the Health 
Insurance Tile to 
view your FEHB 
information and 
make changes.

Ohio National Guard
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Ohio National Guard
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Select this option 
to begin your 

FEHB election or 
make changes.



Flexible Spending Accounts (FSA)

• Used to pay for certain health and dependent care expenses with 
pre-tax dollars

• Decreases taxable income (possible lower tax bracket)
• Deposits are made through payroll deduction

Ohio National Guard
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FSA Types
• Healthcare FSA (Contribute $100 - $2,700/yr)

• Eligible medical costs not covered or reimbursed by FEHB/FEDVIP
• Deductibles
• Co-payments/Coinsurance
• Dental/Vision Services
• Over-the-counter medicines w/doctor’s prescription

• Carry over up to $500 to next plan year if unused

• Limited Expense Healthcare FSA (Contribute $100 - $2,700/yr)
• Only for employees enrolled in FEHB high deductible plans
• Use in conjunction with FEHB plan HSA
• Carry over up to $500 to next plan year if unused

Ohio National Guard
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FSA Types
• Dependent Care FSA (Up to $5,000 per year)

• Pay for child or adult dependent care expenses
• Children up to age 13
• Child care at day camp, nursery school, or private sitter
• Before or after-school care
• Care for adults who qualify as dependents under IRS rules

• Grace period to spend funds for the current FY (March 15th of 
following year) – No carry-over

Ohio National Guard
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FSA Enrollment
• New employees enroll 60-days after hire but no later than 1 Oct

• If hired on/after 1 Oct, elect FSA during annual Open Season 
• Qualifying Life Event

• Change in employment status
• Change in marital status
• Change in dependent status

• Open Season
• Enroll or re-enroll (must re-enroll each year – it is not automatic)
• Mid November – Mid December of each year

Ohio National Guard
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FSA Enrollment
• Enroll online at www.fsafeds.com or by calling 1-877-372-3337
• To receive reimbursement for healthcare expenses:

• Set up auto-reimbursement for healthcare when enrolling in FSA
• Pick and choose claims to be reimbursed via www.fsafeds.com account
• Full amount of healthcare FSA can be used up front

• To receive reimbursement for dependent care expenses:
• Submit claims via www.fsafeds.com account
• Can only request the amount you current have in your account

Ohio National Guard
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NGAUS Disability Insurance
• Provides pay if you are unable to work due to a disability

• Illness
• Pregnancy
• Accidental Injuries

• Title 32 Military Technicians - May provide lump sum payment if you 
lose your technician job due to military separation for:

• Medical reasons
• Failing military physical exam (PHA)

Ohio National Guard
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NGAUS Enrollment
• New employees can enroll within 31 days of appointment without a 

medical exam
• Complete short-form for enrollment and submit to HRO

• After 31 days you must complete the long-form for enrollment
• Medical exam is required
• Not guaranteed enrollment

• For more information visit www.ngaus.org/insurance

Ohio National Guard
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• Protects retirement assets against potentially high cost of long term care
• Covers services such as:

• Nursing home care
• Home health care
• Assisted living facilities
• Adult day care
• Auto/sporting accidents
• Disabling events/illness (stroke, brain/spinal injuries, multiple sclerosis, etc)

• FEHB and Medicare provide limited coverage for long term care expenses

Ohio National Guard
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Federal Long Term Care Insurance Program (FLTCIP)



• Premiums are based on approved coverage options and age
• Expected level premium for life (if election for Automatic Compound 

Inflation is made)
• Enrollees pay entire premium – no government contribution 
• Guaranteed renewable

• Policy cannot be canceled as long as premiums are being paid
• Premiums paid through:

• Payroll deduction, debiting checking/savings, direct payment
• Premiums waived eligible for benefits and meet waiting period

Ohio National Guard
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Federal Long Term Care Insurance Program (FLTCIP)



FLTCIP Eligibility
• Federal employees and members of military
• Federal and military retirees
• Current and surviving spouses of employees and retirees (civilian & military)
• Same-sex domestic partners of employees and retirees (civilian & military)
• Adult children (18 and older) of living employees and retirees (civilian & 

military)
• Parents of living employees, including in-laws and stepparents (civilian & 

military)

Ohio National Guard
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LTCIP Enrollment
• Enroll at www.ltcfeds.com or by calling 1-800-582-3337
• New employees and their spouses can enroll within 60 days of 

appointment
• Abbreviated underwriting if within 60-days

• Full underwriting required if outside of 60-days

• Premium calculator available on website

Ohio National Guard
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FEDERAL EMPLOYEE’S COMPENSATION 
ACT (FECA)

• The federal Employee’s Compensation Act (FECA) provides disability benefits to civilian Federal 
employees who become injured while working.

• If you are injured while working you will need to immediately notify or report the injury to your 
supervisor so that the Injury Compensation Specialist (ICPA) can help guide you through the process.

• The injury will be filed under Federal Workers Compensation NOT State. 

• There is a handout in your packet for further information.



Temporary Technicians are not eligible for 
any further benefits – the rest of this slide 

set applies to Permanent and Indefinite 
Employees only

Ohio National Guard
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Federal Employees Dental & Vision Program 
(FEDVIP)

• Supplemental dental and vision plans
• Premiums are based on carrier, enrollment type and zip code
• Paid with pre-tax dollars
• No government contribution
• FEHB Coverage is primary to FEDVIP benefits

Ohio National Guard
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Dental
• Diagnostic
• Preventative
• Emergency Care
• Restorative
• Oral/Maxillofacial surgery
• Periodontics
• Prosthodontics
• Orthodontics

Vision
• Diagnostic
• Preventative Services
• Eyewear

• Glasses
• Contacts

Ohio National Guard
Federal Employees Dental & Vision Program 

(FEDVIP)
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FEDVIP Plan Types

Ohio National Guard

• Self Only
• Self Plus One

• Eligible family member must be specified at enrollment
• Self and Family
• Nationwide and regional plans available
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FEDVIP Enrollment

Ohio National Guard

• New Employees have 60-days from appointment to enroll 
• Open Season

• Mid November – Mid December each year
• May enroll, change plans or enrollment type, cancel enrollment

• Qualifying Life Event
• Must make change within 60-days of the event

• Once enrolled, you cannot cancel until the next Open Season
• Enroll and view plans at www.benefeds.com or call 1-877-888-3337
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Federal Employees Group Life Insurance Program 
(FEGLI)

Ohio National Guard

• Basic Life Insurance plus options
• Guaranteed Coverage if not waived within 60-days of eligibility

• No medical exam required
• Government contributes to premium
• Term insurance – no cash value
• Can be carried into retirement
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FEGLI Basic Life Insurance

Ohio National Guard

• Annual pay rounded to next higher thousand, + $2,000
• Example: basic pay = $45,200 so basic insurance = $48,000

• Extra benefit for employees under age 45
• No additional cost
• Doubles amount of basic coverage until age 35
• From age 35 – 45, extra benefit decreases 10% per year

• Costs 15 cents for each $1,000 of coverage
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FEGLI Optional Insurance

Ohio National Guard

• Must be enrolled in basic to choose options
• No government contributions
• Premiums are based on age
• 3 options:

• Option A, Standard
• Option B, Additional
• Option C, Family
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FEGLI Optional Insurance

Ohio National Guard

• Option A, Standard
• Adds additional $10,000 to insurance amount

• Option B, Additonal
• Multiples of 1-5 times basic pay

• Option C, Family
• Multiples of 1-5 times
• Spouse: 1-5 times $5,000
• Child: 1-5 times $2,500
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FEGLI Enrollment

Ohio National Guard

• New employees are automatically enrolled into basic
• If basic is waived within first two weeks, no premium is due

• Waiver of basic may be cancelled if:
• Election of basic is made during an open enrollment period (rare)
• One year has passed since FEGLI was waived and you provide 

medical evidence of insurability (must be approved by OPM)
• You experience a change in family circumstances (marriage, divorce, 

birth/adoption of child, etc)
• Enroll at www.ebis.army.mil (this will take you to the GRB Platform)
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Federal Employees Retirement System (FERS)
A 3-tiered retirement system consisting of:

Ohio National Guard

Defined Contribution Plan

Social Security

FERS Annuity Defined Benefit Plan (includes FERS-RAE & FERS-FRAE)

Thrift Savings Plan

OASDI- Old Age, Survivors and Disability Insurance
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Federal Employees Retirement System (FERS)

Ohio National Guard

• Participation is mandatory
• If hired after Jan 1, 2014 employee contributes 4.4% of basic pay (FERS-

FRAE)
• Agency provides contribution to FERS premium
• Provides monthly annuity upon retirement eligibility or disability

• Must meet specific minimum age and length of service requirements (i.e. MRA +30)
• Must have at least 5 years of creditable civilian service for retirement
• Disability retirement requires at least 18 months of civilian service

• May provide death benefits to survivors
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Military Deposits

Ohio National Guard

• Make a deposit for military service performed after Dec 31, 1956 in order 
for it to be counted as creditable service for retirement

• Costs 3% of basic pay plus interest
• 2 years from hire date as a permanent employee under FERS, interest starts to 

accrue annually
• Interest is applied beginning at the third year from hire date
• Interest is applied at a variable market rate
• A deposit is required for military service to be creditable towards retirement and 

annuity computation
• Instructions on completing military deposits are in your NEO folders
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Thrift Savings Plan (TSP)
Ohio National Guard

• A defined contribution savings plan similar to a 401K
• Potentially a major source of retirement income

• Participation is voluntary but highly encouraged
• Tax advantages

• Traditional contributions (pre-tax) or Roth contributions (after-tax)
• Completely portable

• Can transfer to other civilian retirement plans
• Start, Stop or Change contributions at any time
• Contribute up to the IRS elective deferral limit annually ($19,500 in 2020)
• Catch-up contributions for age 50 and above – annual limit ($6,500 in 2020)

* Limits are the cumulative total contributions in both a Federal and Uniform TSP
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TSP Contribution Amounts

Ohio National Guard

• Agency automatic 1%
• Always goes into traditional (tax-deferred)

• Employee Contributions
• Choose a percentage of pay or a fixed dollar amount per pay period
• Can be traditional, Roth, or a combination 

• Agency matching contributions
• First 3% is dollar for dollar, last 2% is 50 cents per dollar
• Matching is always put into traditional (tax-deferred)

• Change contributions within GRB
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TSP Funds

Ohio National Guard

• G Fund – Government Securities Indexed Fund
• Invests in short-term non-marketable Treasury securities

• F Fund – Fixed Income Index Investment Fund
• Invests in Government, corporate and mortgage backed bonds

• C Fund – Common Stock Index Fund
• Tracks the performance of the S&P 500 stock index

• S Fund – Small Capitalization Stock Index Fund
• Tracks the performance of the DOW Jones U.S. Completion Stock Index

• I Fund – International Stock Index Investment Fund
• Invests in International stock market of Europe, Asia and the Far East
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TSP Lifecycle Funds

Ohio National Guard
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Contribution Allocation

Ohio National Guard

•Specify the way you want to invest your TSP
•Applies to employee and agency contributions
•Future funds can be allocated as well as funds already in your 
account – you can specify 

•Make allocation changes at www.tsp.gov or by calling the 
Thriftline at 1-877-968-3778
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TSP Benefits Comparison

Ohio National Guard
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Performance Appraisals

Ohio National Guard

• Appraisals are created and completed through MyBiz+
• Supervisors should create your plan, goals and objectives
• Interim Reviews – review your work halfway through your 
rating period (self assessment and supervisor assessment)

• Annual Appraisal – receive annual rating (self assessment and 
supervisor final assessment)

• First appraisal must cover at least 12 full months
• Normal rating period is 1 Apr – 31 Mar each year
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Ohio National Guard

QUESTIONS?

Air Force – released back to your wings to continue in-processing

Army– Return at 12:50 for further in-processing

65
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