
Welcome to
the Fort Carson 

Civilian Personnel Advisory Center 
(CPAC)

New Employee Orientation
Congratulations on your NEW JOB

Presenter
Presentation Notes
Introduce yourselfPlease silence all Cellular Devices Sign In SheetCheck to see if any paperwork in Folders needs to be completed.  (see me at break if required)Locations of Bathrooms, Water Fountains, Break Room 138 Lunch will be provided by American Federation of Government Employees (AFGE) at 11:30.  If you choose to leave be back by 12:50. Parking can be difficult.Introduce CPAC Director Mary LarsonIntroduce MEDDAC personnel  - they will brief their part  



Overview of Agenda
• CPAC (Benefits Overview)
• Fire Department
• Safety
• Inspector General Office (IG)
• Privacy Act information (PII)
• Equal Employment Opportunity  (EEO)
• Employee Assistance Program 

(EAP/Suicide Prevention)
• Labor
• (AFGE) Union
• CPAC (HR Elements)

Tuesday, April 3, 2018



OATH OF OFFICE

I, ______ 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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Presenter
Presentation Notes
Employees stand and raise their right hands and repeat after speaker.  IF they have an SF-61  in their folder (if they are not in Onboarding), ask them to review the document for accuracy.They should sign the OF-306 & SF-61 and turn it in  



Presenter
Presentation Notes
If not flag is present in room, use this slide for the Oath of Office.



In Processing/Orientation

• We will cover basic benefits for employees. 
(It is not intended to be a detailed tutorial.)

• Some websites will require a CAC 
(Common Access Card)
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Presenter
Presentation Notes
There is a  NEO Checklist in your folder.  Each employee’s needs are unique.Ask yourself what benefits you want/need and what you need to do to ensure that you get them within the prescribed timeline. Each employee is responsible for getting this accomplished. They are your benefits, so, please take it upon yourself to research the various websites.



Common Access Card 
(CAC)

• Create an AKO Account 
(Contact your Information Management Officer)

• CAC Bldg # 1039 
(Allow 5-7 days for personnel action to process)

• Call: 524-3704 or 526-4252
Ask: “Am I in the DEER’s system as a Fort 
Carson Civilian Employee?”
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Presenter
Presentation Notes
So lets discuss AKO -   You must have an AKO account.  (www.us.army.mil) to register.  Army-wide requirement. AKO (1-866-335-2769) –this number is listed on your checklist because it is difficult to find on their website  Get your CAC - In order to get your CAC you must have an AKO account Get network account - In order to get an network account you must have an AKO account and CAC (Your organizational IMO will let you know your requirement to get a Network account) Call the above number(s) to verify you are in DEERS as a Fort Carson Civilian EmployeeCPAC is not the responsible component to ensure you get a CAC



DECALS

Decals on privately-owned vehicles to enter the installation
are NOT required!

To enter the post, you will need to show your 
CAC or driver’s license. 

Presenter
Presentation Notes
DOD suspended the DD Form 2220 (decals) Different installations face different threats.   Each Installation’s  Commander has the discretion  to use the post registration and decal system if  it is in the best interest of their communityAs for cost savings, if every post suspended the decal requirement, the savings would be $256,000 a year, which is what it costs to issue 800,000 decals at 32 cents each. "Over five years, it would be $1.2 million in savings.”��

http://www.bing.com/images/search?q=DOD+decals&id=A7600F9D75A69BCA2E58843B1414576ED4CF24ED&FORM=IQFRBA
http://www.bing.com/images/search?q=DOD+decals&id=A7600F9D75A69BCA2E58843B1414576ED4CF24ED&FORM=IQFRBA


ABC Employee Benefits Tool Kit
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https://www.abc.army.mil/NewEmployee/NewEmployeeToolKit.htm

Presenter
Presentation Notes
The Army Benefits Center-Civilian (ABC-C) is the place to go when you need any help with your benefits – including retirement information.  The website includes: New Employee Benefits Tool KitThe tool kit includes ABC-C's recently-announced automated and self-paced "New Employee Benefits Briefing", and also, an email inquiry box to allow appointees to contact the ABC-C with questions.The ABC-C webpage is streamlined  and  designed to introduce new employees to the ABC-C and its services, provide information and tools on retirement and insurance benefits, and much more.  ABC-C provides employees  with the references needed to make educated decisions regarding the benefits that will protect themselves and their family members today and tomorrow.



Federal Employees Group Life Insurance 
(FEGLI)

• Basic insurance cost is shared between you and the 
Government. You pay 2/3 of the total cost and the 
Government pays 1/3.

• Your age does not affect the cost of Basic insurance.

• The Basic Insurance Amount (BIA) is based on your 
actual current pay. To determine your BIA: 

• Take your annual rate of basic pay -- round up 
to the next higher thousand, then add $2,000. 
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Presenter
Presentation Notes
If eligible you are automatically covered under basic life insurance.You have 60 days to elect 3 additional types, A,B, and C which I will cover in the next slide.  The cost of Basic insurance is shared between you and the Government.  You pay 2/3 of the total cost and the Government pays 1/3.  Your age does not affect the cost of Basic insurance.  You pay the full cost of Optional insurance, and the cost depends on your age. (Once in OPM site click on Insurance programs)You may waive Basic Life Insurance, but do not do so without considerable thought; once it is waived, it is difficult to get back. . Basic coverage is equal to your annual basic pay rounded to next higher 1,000 plus $2.000. Does not conflict with SGLI



Federal Employees Group Life Insurance 
(FEGLI)

• Option A:  An additional $10,000 in life 
insurance

• Option B: Increase from 1-5 times your 
annual salary 

• Option C: Family, coverage for your 
spouse/children

Presenter
Presentation Notes
Option A:  Option A coverage is $10,000. Option B:  Option B coverage comes in 1, 2, 3, 4, or 5 multiples of your annual pay (after your pay has been rounded to the next higher thousand).  It does not include the extra $2,000 added for your BIA. Option C:  Option C provides coverage for your spouse and eligible dependent children.  When you elect Option C, all of your eligible family members are automatically covered.  You may elect either 1, 2, 3, 4 or 5 multiples of coverage.  Each multiple is equal to $5,000 for your spouse and $2,500 for each eligible dependent child. A child's eligibility for Option C benefits ends once he/she reaches age 22, unless he/she is incapable of self-support because of a mental or physical disability that existed before the child reached age 22



Federal Employees Group Life Insurance 
(FEGLI)

• There are no regularly scheduled FEGLI Open 
Seasons to elect or increase your coverage. Open 
Seasons are held only when specifically scheduled by 
the Office of Personnel Management (OPM).

• Opt any additional insurance (Option A, B and/or C) 
you wish to carry within 60 days your appointment to 
Federal Service.

Presenter
Presentation Notes
Open seasons to add additional life insurance are very infrequent (the last one was in September of 2004)



Federal Employees Health
Benefits (FEHB)

• Coverage is NOT automatic
• Enrollment  www.abc.army.mil
• Research the plans at www.opm.gov
• 60 days to enroll from the date of appointment
• Effective the 1st day of the following pay 

period after enrollment
• Open Season  (Nov -Dec) / Life Changes
• Premium Conversion (pre-tax) automatic 

unless waived.
8

Presenter
Presentation Notes
COVERAGE – NOT AUTOMATICENROLLMENT - 60 days from the date of appointment. If the employee does not want to elect any health benefits, they do not need to sign a waiver. After 60 days, the employee’s personnel record will reflect that they have decline/waived health coverageChecklist refers to OPM website to compare plans (click on health insurance)EFFECTIVE – 1st DAY following pay period after enrollmentOPEN SEASON –Nov-Dec LIFE CHANGES are marriage/divorce, birth, death lost of job (60 days from life style change)Premium conversion automatic unless waived. For those employees who elect health coverage, health premiums will be deducted from their gross salary prior to federal and social security taxes. This is automatic unless waived. If an employee wants to waive the Premium conversion they would go to www.abc.gov.  Waived at the time of your initial FEHB election.Need AKO password to set up health benefits get AKO set up right away  - see your IMOIf you are a transfer your info will transfer  (SF 75 information).

http://www.abc.army.mil/
http://www.opm.gov/


Dental and Vision Benefits 
(FEDVIP)

• Enrollment : www.benefeds.com

• 60 days from date of hire to enroll in FEDVIP

• Must be FEHB eligible
• Effective the 1st day of the following pay period after 

enrollment
• Premiums are pre-tax basis

• Transfer from another agency:  BENEFEDS Customer 
Service at 1-877-888-FEDS (1-877-888-3337), TTY 1-877-889-
5680. 13

Presenter
Presentation Notes
The Federal Employees Dental and Vision Insurance Program (FEDVIP) is available to eligible Federal employees and family members on an enrollee-pay-all basis.Annuitants do not have to be eligible or enrolled in the FEHB ProgramQuestion: Who is NOT eligible to enroll in FEDVIP?Answer: The following people are not eligible to enroll in FEDVIP, regardless of FEHB eligibility or receipt of an annuity or portion of an annuity.	- Deferred annuitants, former spouses of employees or annuitants,                	- FEHB temporary continuation of coverage (TCC) enrollees,                	- Temporary employees who are: serving under an appointment limited to one year or less and have not completed at least one year of current continuous employment, excluding any break in service of 5 days or less; or expected to work less than 6 months in each year. 	- Intermittent employees (who do not have a prearranged regular tour of duty) 	- Seasonal or occasional employment for one calendar year that amounted to less than 6 months of work does not meet the one year of current continuous employment requirement. 	- Anyone receiving an insurable interest who is not an eligible family member Question: If I'm not currently enrolled in FEHB can I still enroll in FEDVIP?Answer: Yes, if you are an employee who is eligible for FEHB. You don't have to be enrolled.  Annuitants, survivor annuitants and compensationors do not have to be eligible for FEHB to enroll in FEDVIP.

http://www.benefeds.com/


Long Term Care Insurance
(LTCI)

• Enrollment:  www.ltcfeds.com
• 60 days from date of hire  - abbreviated 

underwriting application is used.
• If you apply after the first 60 days, you must use 

the full underwriting application.

To make election or for further information call: 877-LTCFEDS
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Presenter
Presentation Notes
Long term care insurance helps cover expenses for services for which most health plans and Medicare provide only limited (if any) coverage.Health plans (including the FEHB Program, TRICARE, and TRICARE for Life) typically do not cover ongoing chronic care such as an extended stay in an assisted living facility or nursing home, or a continuing need for a home health aide to help you in and out of bed.Medicare pays limited amounts for skilled care following a hospital stay; Medicare does not cover most long term care services which assist people with the activities of daily living over a long period of time.� •In general if you are in a position that conveys eligibility for FEHB coverage, you are eligible for this program, whether enrolled in FEHB or not. •Can be used while recovering from an accident, stroke, or a crippling disease such as multiple sclerosis.New Employee Civilian BenefitsNote: You cannot cover your family members under your LTC policy, but your qualified relatives can apply for this insurance themselves. Qualified relatives include your current spouse, parents, parents-in-law, stepparents (of living employees) and your adult children (at least 18 years old, including natural children, adopted children, and stepchildren –foster children are not eligible). The same time limits apply.If you want to participate in the LTC insurance program, you have 60 days from date of hire to apply using the abbreviated underwriting application.If you apply after the first 60 days, you must use the full underwriting application.

http://www.ltcfeds.com/


Flexible Spending Account
(FSA)

• Enrollment:  https://www.fsafeds.com

• 60 days from start date or by October 1 
(whichever comes first)

• Pre-tax dollars to pay for certain health care 
expenses not paid by FEHB or other insurance

• Try to be accurate on amounts
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Presenter
Presentation Notes
Enrollment in FSA program allows you to use pre-tax dollars to pay for certain health care expenses not paid by FEHB or other insurance and for dependent care expenses that allow you to work or look for work.  If you want a general purpose or limited expense health care FSA and/or Dependent care FSA.  You must sign up within 60 days of entry on duty or by Oct 1 (whichever comes first)  otherwise after Oct 1, you must wait until the next open season.CHANGES: OTC items, such as band aides, medicines etc., are no longer covered – prescriptions only!5 K  is the max you can put in a year.Once you elect coverage you cannot change unless qualifying life event.You must use money by deadline or Uncle Sam gets what is remanding in your account.Deadlines are: Dec 31st-Jan 01 (The grace period is an additional 2 ½ months (January 1 through March 15) during which you can incur eligible expenses that can be reimbursed from your prior year balance. The grace period helps accountholders avoid forfeiting any of the funds they deposited in FSA accounts. It does not mean you can have prior year expenses paid from the current year.)May choose to make voluntary allotments from your salary and will not pay taxes.  

https://www.fsafeds.com/


My e-OPF
(Electronic Official Personnel Folder)

Allows the employee to have an electronic personnel folder 
instead of a paper file.

• Provides secure access to OPF forms and information
(MUST LOG ON USING A GOV’T COMPUTER)

• Eliminates loss of an employee’s official personnel files

• Reduces costs associated with storage, maintenance, 

and retrieval of records

• Includes an optional Emergency Data Page 

Presenter
Presentation Notes
Employees are now able to access their own electronic Official Personnel Folder (eOPF).�The eOPF is an electronic version of the paper OPF, a file containing records that cover a civilian Federal employee's entire employment history. The eOPF is stored electronically in a secure central repository and access to the records is highly controlled, just as it was with hardcopy OPFs. �To access your eOPF, you need an eOPF ID and password, which may be retrieved using the eOPF Self Service feature. Ensure the privacy of your personal information by keeping your User ID and password in a secure location. Should you forget or lose your password, request a new one from the eOPF logon window, and it will be sent to your email account.�You will automatically receive an email notification each time a newly created document is added to your eOPF. With the exception of your separation documents, printed copies of SF-50s (appropriated fund) or 3434s (non-appropriated fund) will not be sent to you. You will be able to print your documents as they are added to your file.���Help Desk: The eOPF system contains a help feature for questions or concerns of a technical nature; e.g., inability to open documents, and/or questions related to your user account. Access the online Help link in the upper right hand corner of each eOPF screen. You may also contact the eOPF Help Desk at 1-888-275-8518 �If you have questions or concerns related to the content of your eOPF; e.g. missing documents, incorrect documents, etc. contact your servicing Civilian Personnel Advisory Center or Non Appropriated Fund HR Office. ��



Federal Employees Retirement System
Further Revised Annuity Employee 

(FERS-FRAE) 

The change became effective on January 1, 2014

• Employees hired by the federal government on
or after January 1, 2014 will pay a bit more 
for retirement benefits. 

• Whether you are included or excluded from 
FERS-FRAE, you will see this on your SF50.         

Presenter
Presentation Notes
The Federal Employees Retirement System was initially changed on January 1, 2013 due to Congress passing the Middle Class Tax Relief and Job Creation Act of 2012.Employees who were hired by the federal government on or after Jan. 1, 2013 started paying more for retirement benefits. This increased 2.3 % across the board. This raised the deductions for new regular employees from 0.8 % to 3.1 %.. THOSE EMPLOYEES EXEMPT:	1.  Covered under FERS on December 31, 2012; OR 	2.  Performed civilian service which is creditable or potentially 	creditable service under FERS on December 31, 2012; OR 	3.  Had at least five years of FERS creditable or potentially creditable 	service on December 31, 2012. As of January 1, 2014, The Federal Employees Retirement System – Further Revised Annuity Employee (FERS-FRAE ) went into effect.  New employees hired on/after January 1, 2014 will contribute 4.4% of salary.



Thrift Savings Plan (TSP)
TSP is a retirement savings and investment plan

• Provides a retirement income
• Offers the same type of savings and tax benefits that many 

private corporations offer their employees under "401(k)" 
plans

• 1% Agency Contribution – Automatic
• Matching:  Dollar to Dollar up to 3%, 50% on the next 2%
• Maximum IRS limit is $17,500
• ROTH Plan is an option
• TSP Loan
• TSP Transfer roll over from an IRA  or eligible plan
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Presenter
Presentation Notes
Once established in TSP they will send you 3 separate mailings (USPS/snail mail). 1) New Account Letter 	2) Password 	            3) PinAutomatic enrollment — All newly hired Federal civilian employees will be automatically enrolled in the TSP and contributing at a rate of 3% of basic pay, unless they elect to terminate their contributions or change their contribution amount- To stop automatic 3%, fill out TSP-1- Request refund, fill out TSP-25-Have up to 90 days-TSP roll over need to fill out TSP-60Employees can make contribution elections to start, stop, change and resume at any time, these are pretax dollarsCan only change allocations twice a monthCatch up contributions over 55  can put in additional $5,500.If you don’t allocate the fund they go to the G fund TSP from military service, would have to roll the military TSP into the civilian TSPEven if you are not putting anything into your TSP, your agency will automatically contribute 1% of your basic pay into your TSP. But if you *do* contribute to your TSP, you will get both types of contributions. You will get the automatic 1% match, as well as the Agency Matching contributions. -TSP also offers Loans and you can find the information on the www.tsp.gov website.  **IF YOU ARE TRANSFERRING FROM ANOTHER AGENCY AND YOU HAVE A TSP LOAN – A TSP -19 MUST BE FILED.  PLEASE SEE ME DURING A BREAK IF THIS APPLIES TO YOU***
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Employee Benefits Information System 
(EBIS)

• Secured Web based application  https://www.abc.army.mil

• Available 24 hours a day

• Create and process electronic benefit elections

• Requires use of AKO username and password or Common 

Access Card (CAC) authentication

• Requires use of SSN and PIN

• Allows you to print pending benefits transactions

ABC-C Automated Systems

Presenter
Presentation Notes
EBIS ties everything together: FEGLI, FEHB, TSP, etc.EBIS is a fully automated system available 24 hours a day accessible either from your home computer using your Army Knowledge Online (AKO) username and password, or through the use of a government CAC enabled computer. EBIS is easily accessed through www.abc.army.mil. 
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Presenter
Presentation Notes
The ABC website is very informative. There is no login or password needed. We urge you to spend a few minutes familiarizing yourself with our site and the information available. There is a link, Help! I am a new employee.  There is also a NEO briefing from ABC available on-line.  It is similar to today’s brief – it is voice activated – review at your own pace.
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Presenter
Presentation Notes
Once you get through the site you must agree to the consent banner by simply clicking the I Agree button.
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First time User:
Two digit month and last two digits of 
your year of birth. (MMYY)

Presenter
Presentation Notes
There are two ways to log into EBIS. The first option is entering your Army Knowledge Online (AKO) username and password. Your username is usually your first name period last name. The other option is by clicking the “CAC Employee Login” tab. Your CAC must be registered on the AKO website in order to log in using this method.Additional instructions can be found on our website if you are having trouble with either of these options.
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Presenter
Presentation Notes
Once you enter EBIS click “Transactions” to enroll or change your benefits. This will allow you to make elections for FEHB, FEGLI, TSP and TSP Catch Up benefits.
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FEHB Current Coverage 
You are currently not enrolled in FEHB. 
  
  
    
    
    
    
    
    

Change
 

FEHB Pending Transaction 
You have no pending transactions. 
  
  
    
    
    
    
    
    

 Void
 

TSP Current Coverage 
You are currently contributing to TSP. 
  
  
Retirement Plan FERS 
Contribution Amount $0.00 
Contribution Percent 5% 
  
 

 

   
    

Change
 
 

TSP Pending Transaction 
You have no pending transactions. 
  
  
    
    
    
    
    
    

 Void
 

FEGLI Current Coverage 
All FEGLI amounts and costs are based on your age as of 
the pay period ending date: 08/19/2006. 
Enrollment Code: C0 
  
  
Coverage 
Type  

Amount of 
Coverage  

Cost Per 
Pay Period  

Multiple 
Factor  

FEGLI Pending Transaction 
You have no pending transactions. 
If you completed a FEGLI transaction that is 
effective today there will be no pending transaction. 
  
  
  
   

  
   

  
   

  
   

Presenter
Presentation Notes
This is the transactions menu. If you have a pending election, there will also be a “printer friendly” icon under the pending screen where you may print a copy of your election. If you are over 50, you will also see a TSP catch up screen.



Beneficiary Forms

Download forms from www.abc.army.mil

• FEGLI (SF2823) Return to CPAC

• Unpaid Compensation  (SF1152) Return to CPAC

• Retirement FERS (SF 3102) Return to CPAC

• TSP (TSP3) Mail Directly to Birmingham
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Presenter
Presentation Notes
Please have the forms witnessed at your organization by two witnesses before returning the form to the CPAC office. These will be kept in you personal OPF file held at Fort Riley and online with eOPFKeep your personal records update and maintain hard copies.No corrections allowed on formsNo need if you would like to keep the legal order of precedence-spouse-children-parents

http://www.abc.army.mil/
http://www.opm.gov/forms/pdf_fill/sf2823.pdf
http://www.opm.gov/forms/pdf_fill/SF1152.pdf
http://www.opm.gov/forms/pdf_fill/SF3102.pdf
http://www.tsp.gov/forms/tsp-3.pdf


Important Timelines

• Health Insurance - 60 days
• Life Insurance - 60 days
• Dental and Vision Insurance - 60 days
• Flexible Spending Account  - 60 days
• Long Term Care Insurance - 60 days
• Thrift Saving Plan - anytime

Tuesday, April 3, 2018 26

Presenter
Presentation Notes
Look at your checklist – meet the requirements of health, life, tsp, beneficiary forms, etc….

https://www.abc.army.mil/
https://www.abc.army.mil/Life/Life.htm
http://www.opm.gov/insure/dental/chooseindex.asp
https://www.fsafeds.com/FSAFEDS/SummaryofBenefits.asp
http://www.ltcfeds.com/
http://www.tsp.gov/


Onboarding

•Electronically sign and submit 
all forms

•OF 306 Declaration of 
Federal Employment
•SF 61 Appointment 
Affidavit

Presenter
Presentation Notes
This is a priority  for those that have a new appointment or appointment type(New federal civilian, Career Competitive, Career Conditional to VRA etc, Agency to Agency)In order to complete your hiring process and your eOPFI will be resending your logon information from Onboarding and also an email requesting that you complete the documents. You will continue to receive correspondence until the documents are complete. 



Civilian Payroll

When and How do I get paid? 
• Direct Deposit Forms and W-4
• Leave Transfer

For up to date pay information and maintenance including.
Go to:  https://mypay.dfas.mil.  

– Leave and Earnings Statements (LES)
– Allotments
– Address Changes
– Direct Deposit
– Tax Withholdings
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Presenter
Presentation Notes
Reference the Memo from CSR You will receive your first pay -    You should have filled out your DD and W4 in Onboarding.  If you were a previous federal employee you can access MyPay for any changes. If you are MEDDAC you will have a copy of your Direct Deposit form and your W-4 to take with you to MEDDAC in-processing tomorrow.If you are transferring from a different agency and you provide us with your last LES we can send to CSR and try to expedite the process of the leave transfer. Your timekeeper at your Organization is your first point of contact concerning any pay issues. Get to know them! 

https://mypay.dfas.mil/


Questions
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Presenter
Presentation Notes
MILITARY BUY BACK – If you have prior military service but have not retired, come see me at a break so I can send you the information you will need to buy back your military time.RETIRED MILITARY – �If you are retired from the military, you should complete an SF813 if you have Non-Wartime Campaigns or Expeditions that you do not receive credit for on your SF-50. You must be deployed in theater during these campaigns and expeditions – it is that deployment time that is creditable for leave accrual purposes. Look at your SCD on your SF-50 – if you have not been given the time you think you are due, file an SF813 through the CPAC.MILITARY SPOUSES – You may be exempt from Colorado State Tax – See me during a break. 
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