CHAPTER 7

BENEFICIARY FORMS
(TSP 3, SF 2823, SF 1152, SF 3102, SF 2808)

PROCESSING PROCEDURES

       1.
 The employee will:

a.  Contact the ABC-C IVRS or EBIS automated systems for information.

b.  Obtain the following forms from http://www.opm.gov/forms/index.htm or appropriate source:


(1)  SF 2823, Designation of Beneficiary Under OFEGLI


(2)  SF 1152, Designation of Beneficiary for Unpaid Compensation of Deceased Employee


(3)  SF 3102, FERS Designation of Beneficiary


(4)  SF 2808, CSRS Designation of Beneficiary


(5)  TSP 3, Designation of Beneficiary  (NOTE: TSP 3 may also be obtained from http://www.tsp.gov) 

            c.  Complete form(s) and forward to appropriate processing office.  

d.  Submit SF 1152, SF 2823, and SF 3102 to CPOC. If completed at time of in-

processing, provide to CPAC for mailing to the CPOC.


(1)  Mail SF 2808 to OPM at address on reverse of form.


(2)  Mail TSP 3 to the NFC.

e.  Retain employee copies.

       2.  The CPAC will:


a.  Refer all designation questions to the ABC-C.



b.  Refer employee to OPM web site at http://www.opm.gov/forms/index.htm or appropriate source to obtain forms.

c.  Mail original SF 1152, SF 2823 and SF 3102 to CPOC for filing in OPF if completed by employee during in-processing. 

      3.  The CPOC will file originals in OPF.

       4.  The ABC-C will provide information and assistance.  

DESIGNATION OF BENEFICIARIES

TSP-3
Thrift Savings Plan
Employee Completes & Retains Copy
Employee Submits to NFC

SF-2808
CSRS
Employee Completes & Retains Copy
Employee Submits to OPM

SF-3102
FERS
Employee Completes, Retains Copy & Mails to CPOC. 
CPOC Retains Hard-Copy in OPF**

SF-2823
Life Insurance
Employee Completes, Retains Copy & Mails to CPOC. 
CPOC Retains Hard-Copy in OPF**

SF-1152
Unpaid Compen-

sation
Employee Completes, Retains Copy & Mails to CPOC. 
CPOC Retains  

Hard-Copy in

OPF**

**OPM requirement to maintain hardcopy is due to legal requirement for original signatures

Local Supplement

Employee should make sure the instructions are read carefully and that each form is fully completed, including employee signature, date of designation and appropriate witness signatures.  Failure to complete the form(s) properly can result in an invalid designation.

The addresses for mailing the TSP-3 and the SF-2808 are shown on the respective forms.

The CPOC mailing address for mailing the other forms identified above for employees serviced by the Fort McPherson CPAC is shown below.

Southeast CPOC, Attention: Staffing Division (McPherson), Building 6, Meloy Hall, Fort Benning, Georgia 31905.
