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AGENCY FOR INTERNATIONAL DEVELOPMENT

WASHINGTON. 0 C 20523

AID General Notice
PFM/PM/PCF/PP
Issue Date: 6-22-89

SUBJECT: Workers· Compensation Program

An overview of the benefits Agency employees are entitled to for disability
due to personal injury or disease sustained while in the performance of duty
is provided in a new personnel handbook chapter -- Handbook 29, Chapter 1,
Workers' Compensation Program.

The contents of the previous Chapter 1, Fringe Benefits, are contained
elsewhere in Handbooks 23-33. In the next few weeks, a sheet will be issued
providing employees the correct handbooks and chapters to consult regarding
fringe benefits, e.g., Civil Service and Foreign Service retirement systems,
health benefits program, life insurance, visitation travel and emergency
visitation travel, rest and recuperation, Social Security, and alcoholism/drug
abuse programs. The soon-to-be issued infonnation sheet will be retained in
HB 29 until further notice.

The Workers' Compensation Program is administered by the Federal Employee's
Compensation Act (FECA), which also provides for the payment of benefits to
dependents if a work-related injury or disease causes an employee's death.
FECA is administered by the U.S. Department of Labor, Employment Standards
Administration, Office of Workers' Compensation Programs. The Agency's Labor
Management Relations Staff (PFM/PM/LMR) provides overall management of the
Agency's FECA program.

Employees are encouraged to read the chapter and address specific questions to
their Executive Management Staffs or Executive Officers.

DISTRIBUTION:
AID List H, Position 5

List B-1, Position 10
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PREFACE

~ Early in 1972 the Agency made the decision to convert the AID
manual orders to a series of specialized handbooks. In compliance,
SER/PM has developed new personnel handbooks to replace existing
personnel manual orders. The objectives have been:

To condense and simplify directive material.

To place, to the extent practicable, all information and
instructions of general Agency-wide utility on a given
subject in one location.

To highlight principal personnel policies, rules, and
regulations.

The personnel handbooks include those rules, regulations, and
operating procedures which affect more than one Office, Bureau, or
Mission. They also incorporate pertinent Uniform State/AID/USIA
RegUlations and portions of the Federal Personnel Manual. They
do not include detailed background information, functional statements,
or internal personnel office procedures, unless this information is
essential to users generally.

There are ten volumes:

Handbook 24, General Personnel Policy
Handbook 25, Employment and Promotion
Handbook 26, Position Classification, Pay, and Allowances
Handbook 27, Attendance and Leave
Handbook 28, Training and Staff Development
Handbook 29, Employee Relations and Benefits
Handbook 30, Separation and Disciplinary Actions
Handbook 31, Foreign National Personnel
Handbook 32, Personnel Actions, Records, and Reports
Handbook 33, Overseas Position Management

(Existing handbook, formerly an attachment
to M.e. 435.4, designated as an AID Handbook)

Each handbook is organized into chapters dealing with a topic within
the general subject area indicated by the title. A table of contents
is included in each handbook. The Transmittal Memorandum for each
handbook will indicate which manual orders and manual circulars it
supersedes; concurrently, cancellation notices are distributed to all
holders of manual orders.

TM 29:1
December 30, 1974
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Personnel Handbooks will not all be distributed at once. Accordingly,
there will be an interim period where both manual orders and handbooks
in the personnel area will be in Agency-wide use. Manual orders and
manual circulars will remain in effect until they are specifically
superseded by a handbook and canceled by a Manual Transmittal Letter.

Supervisors t employees, and administrative/executive officers should
use the handbooks for general guidance in all matters of personnel
to which they pertain. For unusual problems or counseling needs,
the appropriate office in SER/PM shou1 d be contacted.

TM 29:1
December 30, 1974



INDEX TO THIS HANDBOOK

This index is derived from the Master Index to the AID Handbook series issued
under TM HI: 2.

The underlying approach to the Master Index is one of unity. with the series
of AID Handbook.s considered as a single entity in which topics may appear in
one, or more than one. of the component volumes.

Each entry in the Master Index that includes a reference to this Handbook is
reproduced here in its enti rety. thus provi di ng both a gui de to thi s Handbook
and useful references to other Handbook.s.

The formats for location citations are intended to match their appearance on
the Handbook pages. Beyond the standardized Handbook number with its
following colon, the citations used in the index reflect the different formats
used in the individual Handbooks themselves.

UNDERSTANDING THE CITATIONS

The standilrd codes and messages that appear throughout the index. and their
exceptions, are defined in this section. It is recommended that all users
read this section before using the index.

LOCATION CITATIONS

The location citations are grouped in the following pattern:

Handbook number. colon. Chapter number. Paragraph letter. and further
breakdown where needed.

The abbreviations such as ~. for Appendix; Att. for Attachment; and Sup. for
Supplement are also included in the citations-wherever necessary.

Special cases and cross reference messages are described on the following page.

An example of the format used is as follows:

AID Financed Export Opportunities lB:23A2a(3); 15:10Cla(1)

where the term I'AID Financed Export Opportunities" is located in Handbook No.
lB. Chapter 23. Section AZa(3); and Handbook 15. Chapter 10. Section Cla(l).



SPECIAL CASES

Although the majority of the location citations follow the pattern described
previously. there are these exceptions:

o In some of the Handbooks. a majority of the text is reprinted from
the Foreign Affairs Manual (fAM). All FAM citations are marked by a
'1' sign before the section number.

o A major portion of Handbook 14 is composed of the federal Acquisi
tion Regulation (fAR). All citations to this publication are cited
as l4:FAR{section number).

o Three Handbook supplements that are basically separate volumes are
cited as. 18: (Procurement Policy). 3A: and 38: (Project Managers
Gui debook) •

o In Handbooks which contain both Parts as well as Chapters, the Roman
numeral Part number is separated from the Arabic Chapter number by a
dash (-). For example: 21:1-2A8. a citation to Chapter 2 of Part I
of Handbook. 21.

CROSS REfERENCES

These references provide direction for selection of index tenns:-

A •see' reference poi nts from an unused term to the one that is used.

•x' is the reverse of see (do not bother to look.) and prov1 des a g",fde
to terms that are not used in the index.

'see also' points to terms that are closely related.

r
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NOT E

Throughout this Handbook, masculine pronouns are to be

interpreted as including both men and women, unless the

context specifically excludes this interpretation.

Future revisions will take into account the AID

directive (HB 18, Part I, 2E) of 12/30/75 on the

avoidance of sex-biased language.

TM 29:9
(1-22-76)



AGENCY FOR INTERNATIONAL DEVELOPMENT
WASHINGTON. 0 C 20523

AID General Notice
PFM/PM/PCF/PP
Issue Date: 3-29-89

SUBJECT: Emergency Visitation Travel

The following clarification regarding Handbook 29, Chapter 1, Att. H, which
consists of 3 FAM 699 Visitation Travel, is offered:

3 FAM 699.5-5b., Procedures, Charge to Leave, specifies that II ••• time spent
away from post on emergency visitation is charged to annual leave, sick leave,
compensatory time off, or leave without pay, as appropriate. 1I

The emphasis is on lIappropriate.1I Federal regulations provide sick leave for
use when an employee is personally physically incapacitated to do his/her job,
or for related reasons. An employee on emergency visitation travel should
understand that sick leave may be used only if he/she becomes ill or if he/she
requires dental, optical or medical examination or treatment.

DISTRIBUTION:
AID List H, Position 5

List B-1, Position 10
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CHAPTER 1

WORKERS' COMPENSATION PROGRAM

1A.

lB.

Purpose

This chapter provides guidance, policies and procedures regarding the
Federal Employees' Compensati on Act (FECA), whi ch provides compensati on
benefits to civilian federal employees for disability due to personal
injury, disease or illness sustained while in the performance of duty.
The FECA also provides for the p~ment of benefits to dependents if a
work-related disease, condition or injury causes an employee's death.
The FECA is intended to be remedi a1 ; FECA proceedi ngs are
nonadversaria1. Benefits provided under the FECA constitute the sole
remedy for federal employees for work-related injury or death. The
Office of Workers' Compensation Programs (OWCP), U.S. Department of
Labor, administers the program.

Appll cabflity

This chapter applies to all Agency employees, including Foreign Service
Nationals, and personal services contractors serving at overseas posts.

1C. Authorities and References

1• Federal Emp1 oyees ' Compensation Act, as amended
2. 5 U. S.C. 81
3. 20 CFR Part 10, Claims for Compensations under the Federal

Emp1oyees' Compen sati on Ac t, as amended
4. FPM 810, Injury Compensation
5. Pri vacy Act of 1974

V 1D. Definitions

1. Claimant. An individual whose claim for entitlement to FECA
benefits has been filed according to FECA provisions.

2. Compensation. Nontaxable benefits, including money paid due to
loss of wages, medical expenses, rehabilitation expenses, loss of use of
major body functions, and death benefits, p~ab1e under the FECA.

3.~ Continuation of Pay. Continuation of regular salary for up to 45
calendar days due to dlsabi1ity and/or medical treatment following a
traumatic injury, intended to eliminate interruption of incane while the
OWCP is processing the employee's claim. Continuation of p~ (COP) is
subj ect to taxes and all other usual payrol1 deduct; ons.

>
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4. Controversion. The fonna1 administrative procedure through which
the Agency presents evidence to the OWCP challenging an emp1oyee 1s claim.

5. Day. Calendar day.

6. Dependents. Dependents include a wife or husband; an unmarried
child under 18 years of age who receives regu1 ar support from the
employee, or, if over 18, incapable of self-support due to physical or
mental disability; a student under 23 years of age who has not completed
four years of post-high school education and is regularly pursui nga
full-time course of study; a parent wholly dependent upon and supported
by the employee.

7. Formal Decision. Any OWCP determination which states that Off'ice1s
findings with respect to the case and includes a description of the
employee I s appeal ri gh ts.

8. Leave Repurchase. The "buy back" and recredit of leave used by an
employee during a period of disability caused by an injury or
occupational disease or illness after the employee1s claim for
compensation has been approved.

9. Light DU~t' The temporary or permanent assignment to producti"e
duty of an emp oyee partially di sab1ed from a work-re1 ated injury oro
illness and unable to perfonn his/her regular duties. The employeells
return to work must be recOlll1lended by an appropriate medical authoriity
and the assigned tasks must be consistent with specified physical
1imi tati ons.

10. Official Superior. An employee designated to carry out FECA
responslbili'Eies ves'Eed in the Agency.

11. Occupational Disease or Illness. A condition produced in the ~~rk

envi ronmen'E over a peri od longer than one workday or shift by such
factors as systemic infection; repeated stress or strain, or exposur'e to
hazardous elements such as, but not limited to, toxins, poisons, fumes,
noise, particulates or radiation, or other continuing conditions of the
work environment.

12. Partial Disability. An employee is unable to return to regular
duty bu'E is not totally di sab1ed.

13. Physician. Surgeons, osteopathic practitioners, podiatrists,
denti sts, cli ni cal psychologists, optometri sts and chi ropractors
(limited treatment) within the scope of their practice as defined by
state law.
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14. Recurrence. A disability that occurs after the employee returns to
work following absence due to an work-related disease, conditioI') or
injury. The disability is the result of a spontaneous return of the
symptoms of the previous injury, disease or illness without intervening
cause, or the need for medical treatment, other than a usual office
call, for residuals of the previous condition.

15. Rehabilitation. services and/or training provided to an injured
employee who suffers from a vocational handicap due to a occupational
injury or illness and who cannot resume usual employment.

16. Schedule Awards. Compensation is provided for specified periods of
time for the permanent loss, or loss of use, of each of certain body
members, organs and functions.

17. Total Disability. The inability of an employee to work in any
capaclty as a resul t of a work-re1 ated injury or occupati ona1 disease or
ill ness.

18. Traumatic Injury. A wound or other condition of the body caused by
external force, including stress or strain, which is identifiable as to
time and place of occurrence and affected body member or function, and
which occurs within a single d~ or workshift. Traumatic injury
includes prosthetic devices or applications, such as eyeglasses and
hearing aids, damaged or destroyed incidental to a work-related personal
injury requiring medical services.

'\.;,

1E. Policy

1. The Agency will authorize appropriate medical treatment for an
employee disabled due to personal injury or disease or ill ness sustained
while in the performance of duty, and will help an employee file an OWC?
c1 aim.

2. No employee will be denied the right to file an OWCP claim.

3. The Agency will monitor all OWCP claims and will seek to provide,
where practicable, appropriate light duty assignments consistent with
medical limitations to partially disabled employees.

4. The Agency may request the OWCP to offer rehabilitative training,
where practicable, to long-term claimants who have fully or partially
recovered.

\..;--------------------

'J
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5. The Agency will not coerce an employee into resigning because of a
work-related injury or occupational disease or illness for which a claim
has been approved by the OWCP.

6. The Agency may reassign a recovering disabled employee to another
position of similar grade and job series.

7. The Agency may require and employee who has applied for or is
receiving COP or compensation as a result of an work-related injury or
occupational disease or illness to report for an examination to
detennine medical limitations that may affect placement decisions.

8. Written notice of traumatic injury or death due to traumatic
injury, or of occupati onal disease or ill ness, must be given to the
superior official no later than 30 days from the date of the injury,
disease, illness or death, or from the date the employee or survivor was
fi rst aware of a possi bl e rel ationshi p between the disease, ill nless or
death, or the employee or survivor may lose compensation rig,ts.

9. The Agency may approve/disapprove an employee' s request to bUy back
leave used during a period of disability caused by an occupational
disease or illness or traumatic injury.

10. The Agency may separate an employee when it appears that thlere is
little prospect that he/she will return to work because of a physical or
mental disability.

IF. Responsibilities

1. Labor Management Relations Division (PFM/PM/LMR)

a. Provides overall management of the Agency's FECA progrcim.

b. Submits employee claims and program reports to the OWCP.

c. Establishes methods to centrally track claims.

d. Maintains supplies of OWCP fonns.

e. Coordinates with the Agency's payroll and personnel systems to
track and moni tor COP.

f. Presents evidence to OWCP to controvert claims.
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g. Requests placement of partially disabled employees
comnensurate with their skills, medical limitations and earnings.

h. Validates OWCp's Detailed Chargeable Billing List and resolves
di screpancf es.

i. Retains medical and compensation records of FECA c1a"lmants
while claims are pending; transfers closed claims to the appropriate
recording holding unit.

j. Provides advice to Agency management concerning personnel
matters related to the workers' compensation program.

k. Maintains AID/W log of injuries or illnesses.

Civil Service and Forei~n Service Personnel Divisions (PFM/PM/CSP)
and (PFM/PM/FSP), Execu ive Personnel Management Staff
(PFM/pM/EPM), Inspector General (IG/AOM)

a. Establishes procedures to reserve positions for and offer
positions to claimants who recover.

b. Identifies light duty positions for partially disabled
employees who can work whi1 e recovering and provides p1 acement
assis ta nce •

c. Retains OWCP claims in employee's medical files when
transferred from PFM/PM/LMR.

d. Helps accumulate infomlation to support a death claim, and
meets with survivors to explain benefits.

e. Coordinates with bureau/office administrative and executive
management staffs concerning reassignments, reemployment and
rehabilitation of claimants.

f. As appropriate, infonms PFM/PM/LMR regarding potential adverse
personnel actions involving work-related injuries or illnesses.

3. Office of Financial Management (PFM/FM)

a. Provides assistance to PFM/PM/LMR concerning OWCP claims.

b. Provides quarterly COP reports to PFM/PM/LMR.
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c. Establishes procedures involving an employee's approved
request to repurchase leave used relating to a work-related injury and
recrediting leave to the employee's leave account.

d. pays the OWCP's IIFedera1 Employees' Compensation Chargeback
Assessments ll bill.

4. Office of Management Operations (M/SER/MO)

a. Investigates safety aspects of all reported work-related
traumatic injuries and ill nesses and recommends appropri ate abatement
procedu res.

b. On request by the OWCP and PFM/PM/LMR, provides data or
i nformati on to the OWCP to support or controvert a c1 ai m.

c. Provides Agency employees appropriate safety training and
educati on.

d. Cooperates with PFM/PM/LMR to collect. analyze and repor·t
information related to the workers' compensation program.

5. Office of Medical Services, Department of state (M/MED)

a. Releases to the requesting official superior all medical
records, fonns and reports re1 ated to a c1 aim whether or not it wals
accepted, and any other medical records, forms and reports that may be
relevant to or used in connection with a claim.

b. Communi cates wi th the employee's personal physi cian to c1 arify
medical evidence, and to advise physician of supportive treatment the
Agency can provide.

c. Medically reviews controversial and complex cases, including
medical reports received from the OWCP, to help the official superior
determine a course of action.

d. If deemed necessary, conducts medical examinations of
employees claiming disability to determine the extent of the disability
and medical limitations that m~ affect job assignment decisions.

e. Cooperates wi th the official superior regarding the return of
employees to duty as soon as med; cally feasi b1 e.
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6. Administrative and Executive Management Staffs (EMSs), Executive
Officers

a. Advise supervisors and employees of their responsibilities and
rights under the workers' compensation program, and helps complete OWCP
c1 aim fonns. .

b. Designate a bureau/office official to authorize initial
medical treatment through Form CA-16 for work-related injuries.

c. Make certain that an effort is made to return an injured
employee to work and that light duty positions are available according
to medical limitations.

d. Make certain that every effort is made to restructure
positions for employees permanently or partially disabled as a result of
a work-related injury, or occupational disease or illness.

f. Monitor COP to make certain it does not extend beyond the 45\...I cal enda r days.

g. Notify PFM/PM/LMR that a claimant's absence from work may
extend beyond 45 days.

h. Monitor compensation claims for fraud, waste and abuse, and
refer suspected fraud cases to PFM/PM/LMR.

i. Notify PFM/PM/FSP and PFM/PM/CSP of employees who need
placement assistance.

j. Coordinate with the Office of the General Counsel and
PFM/PM/LMR on cl aims that appear to invo1 ve third-parties.

k. Respond to inquiries regarding the status of claims or
requests for c1 aims infonnation.

1. Overseas posts only: Maintain a log for every injury or
illness, and update the log monthly. The log must include the date of
injury, the date the report was received, the type of injury or illness,
the employee's employment status and a brief description of how the
injury or ill ness occurred.
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7. Supervisors

a. Enforce safety and health regulations.

b. Make certain employees know when and how to report
work-related injuries and illnesses, and send injured employees for
medical treatment when they report an injury. If an employee refuses ~ ('
treatment, document the facts of the si tuation as reported and '-'
investigate as necessary.

c. Advise EMS that authorization is required to send an employee
for medical treatment.

d. Submit claims of injuries, diseases, illnesses and deaths as
soon as possible but no 1ater than 10 days after receipt of writtlen
notice from the employee to PFM/PM/LMR (see Att. A or B, as approlPriate).

e. Make decisions regarding whether to controvert COP or t)
discontinue COP.

f. Maintain personal contact with the injured employee throughout
the disability period, and monitor the use of COP, as appropriate"

g. Complete OWCP fonn CA-3 advising PFM/PM/LMR when an employee
returns to work or that an employee may be on long-term disability.

8. Employees

a. Promptly report work-related injuries or illnesses to
supervisors. If unable to make a report, a~ other person may make
report on behalf of an employee. Employees on overseas TOY shou1 cI
report work-related injuries or illnesses to the Executive Officer'.

b. Observe safety instructions, procedures and regUlations.

c. Be fil1li1iar with IIFederal Injury Compensation: Questions and
Answers About the Federal Employees I Compensa ti on Act ll (Pamph1 et CA-550,
u.S. Department of Labor, Office of Workers' Compensation Programs).

d. Report for medical examination or treatment as described by
established procedures or as directed by the supervisor.

e. Advise personal physician when offered light duty jobs.
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f. Provide medical documentation as soon as poss'ib1e to sUfJport
medical expenses and any period(s) of absence.

g. Return to regular or light duty as soon as medically possible.

1G. Basic Benefits

~ Employees are eligible for medical benefits, COP, disability
compensation, schedule awards, vocational rehabilitation, and death
benefits, including funeral benefits and survivor compensation. The
program applies to temporary or permanent, and partial or total
disabilities incurred as a result of a work-related disease, illness or
traumati c injury.

1. Medical Benefits

a. Payments m~ be made for any medical services to counteract or
minimize the effects of a work-re1 ated disease, ill ness or injury
determined. There is no monetary or time limit on medical expenses so
long as the need for medical treatment can be substantiated and
connected to the work-re1 ated disease, ill ness or injury. Payment wi 11
be made for first aid, medical treatment, transportation or
hospitalization, physician's fees, drugs, and appliances or other
supplies directed for use by a qualified physician. The employee may
elect to be treated by a government physician, if available, or by a
physician of his/her choice. P~ment will not be made for preventive
treatment.

b. For emergency first aid treatment, any qualified physician may
be used.

2. Continuation of Pay

a. An employee who sustains an on-the-job traumatic injury is
eligible for up to 45 calendar d~s of his/her regular pay. Any portion
of a day in which there is absence from work counts as a full day toward
the 45-d~ maximum for that injury. The first d~ of COP must be taken
withi n 90 days of the date of injury.

b. An employee m~ elect to use annual or sick leave to cover all
or part of an absence due to injury. Each full or partial day for which
leave is taken will be counted against the 45 d~s of entitlement.
While an employee m~ use COP intermittently along with sick or annual
leave, entitlement is not extended beyond 45 d~s of combined absence.
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c. After COP is exhausted, the employee may apply for
compensation or may use leave.

d. An employee who claims a work-related disease or illness is
not entitled to COP.

3. Compensation

An employee must be in a leave-without-pay status before
compensation for wage-loss is payable. In establishing an employee's
wage rate to determine compensation, certain additional amounts may be
included in earnings, e.g., premium pay and housing allowance. Overtime
is never included. At the present time, compensation payments are not
subJeCtto Federal income tax.

a. Total Disability

(1) Compensation is p~able after the end of COP where
entitlement exists or from the beginning of pay loss. An employee
without dependents receives compensation at 66 2/3 percent of his/her
salary; with dependents, he/she is entitled to 75 percent of his/her
sa1ary.

(2) A three-day waiting period for which no compensation is
payable applies except in cases where disability is for more than 1 days
or permanent disability results.

(3) Compensation for total disabili ty may continue as long as
medical evidence supports total disability. There is no total dollar
maximum or time limitation.

b. Partial Disability

(l) When medical evidence no longer supports disability, the
OWCP will take steps to reemploy the employee.

(2) Compensation is at the same rate for total disability (66 .
2/3 and 75 percent) and is paid for the duration of the wage loss.

(3) If an injury is so severe that an employee is un,abl e to
care for his/her physical needs, an attendant's allowance of up to
$500/month may be paid in addition to compensation.

i ·..·..'i

'-'
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c. Schedule Awards

Compensation is provided for specified periods of time for the
permanent loss or loss of use of certain body parts and functions;
partial loss or loss of use of these parts and functions is compensated
on a proportional basis. If a serious disfigurement of the head, face
or neck resu1 ts from a work-re1 ated injury, an award not to exceed
$3,500 may be made. Schedule awards may also be paid while an employee
is receiving sick or annual leave p~, drawing retirement benefits,
working for the private sector, or is self-employed. Employees cannot
receive wage loss compensation and schedule award benefits concurrently
for the same injury. Compensation can be paid even if the employee
returns to work at full salary.

d. Home/Vehicle Modification

An employee whose injury restricts mobility and independence
in the normal functions may be entitled to house/vehicle modification.

~ 5. Vocational Rehabilitation

a. If an injured employee suffers a vocational handicap due to
the injury and cannot resume usual employment, OWCP-di rected vocati ona1
rehabilitation may be arranged to help the employee return to gainful
employment consistent with his/her physical, emotional and educational
abilities. In addition to the cost of rehabilitation, an employee may
be paid an allowance, not to exceed $200/month. An employee is entitled
to collect total disability payments during his/her rehabilitation
period. When the rehabilitation program is completed, he/she is
expected to seek employment.

b. Vocational rehabilitation is not confined to fonna1
retraining, and may include employment efforts of vocational
rehabilitation counselors and compensation specialists or the claimant's
career initiatives.

6. Death Benefits

Survivors of employees who die as a result of a work-related injury
or illness are entitled to certain death benefits, payable if a claim is
filed by eligible beneficiaries. Fonns should be submitted even if a
disability claim has been filed and benefits paid. Continuation of
benefits is not automatic; beneficiaries must show that the death
resu1 ted from the same conditi on for whi ch the di sabil ity claim was
accepted.
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a. A surviving spouse with no e1 igib1e ch'i1dren is eligible for
50 percent of the deceased employee's sa1a~y. Benefits continue until
death or remarriage before age 60 p1 us cost of li ving increases. If
remarri age before age 60 occu rs, a 24-month compensati on 1ump sum
p~ment of death benefits is made, after which benefits cease.
Dependent children are eligible for an additional 15 percent of the
applicable salary (the surviving spouses share is reduced to 45
percent), up to a maximum of 75 percent for the survi ving spouse and
children, until the children turn 18 or complete their schooling. If no
spouse survives, the first child is entitled to 40 percent and each
additional child, 15 percent up to a maximum of 75 percent of the
emp10yee 1 s salary, payable on a share and share alike basis. Other
surviving dependents may be eligible for a certain percentage of total
benefits paid, up to a maximum of 75 percent.

b. Up to $800 in burial expenses will be paid for funeral and
burial expenses. An additional $200 is payable for administrative costs
incurred in closing the employment status of the deceased employee, and
all expenses incurred while transporting the body from the place of
death to the place of burial, e.g., when the employee died while on
travel duty, are payable.

1H. Coverage

1• Condi ti ons

An employee whose c1 aim does not meet the basi c requi rements of
time, employment, fact of injury and causal relationship, in that or'der,
w'ill receive a formal denial of benefits with appeal rights. Also, an
employee has certain retention rights while recovering from a
work-related injury; for OWCP purposes, these rights apply only to
OWCP-approved claims.

a. Time Limitation

An employee has three years from the injury to fil e a wri tten
claim; for an occupational disease or illness, the limitation begins to
run on the date of last exposure to injurious conditions or the date! of
awareness of a work-related condition, whichever comes last. The
limitation can be waived if the Agency had actual knowledge of the
injury within 30 d~s after the injury occurred.

' ...".i
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b. Employment

(l) Generally, once an employee is on ~rk premises during
normal working hours, he/she is presumed to be in the performance of
duty unless circumstances indicate otherwise. Activities such as
altercations, willful misconduct and intoxication, even though they
occur on the job, may remove an employee from the perfonnance of duty.
Employees injured off the premises, including travel to and from work,
generally are not covered unless they are in a special duty status,
i.e., travel duty or proper use of a government vehicle.

(2) Coverage is extended to workers such as chauffeurs and
messengers who perfonn service away from the Agency·s premises and to
employees sent on errands or special missions and employees who perform
service at home if the injury was so associated with work so as to bring
it within the scope of the perfonnance of duty.

(3) Injuries incurred under other circumstances will be
determined on a case-by-case basis.

c. Fact of Injury

An employee must identify the employment factor(s} that
allegedly caused the disability. An injury need not be witnessed, but
its history must be consistent with related facts and circumstances.

d. Causal Re1 ati onship

The employee must show that hi s/her injury was caused by or
aggravated, accelerated or precipitated by employment factors. Medical
certification must cite a relationship between the claimed injury and
employment. An employee who initially shows that his/her disability is
work-related may be asked to submit to further medical evaluations to
detennine if disability continues to be work-related.

2. Limi tations

a. Benefits will be denied if the Agency or the OWCP proves
willful misconduct, intoxication or intention to bring about injury or
death to onese1 f or another.

b. Payment of compensation and certain other federal benefits,
i.e., regular or disability annuity paid by the U.S. Office of Personnel
Management or benefits paid by the Department of Veteran Affairs or
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under the Foreign Service retirement systems, at the same time is
prohibited. Some allowable concurrent compensation include militiry
retired p~, social security p~ments and unemployment benefits.

11. Hearing, Reconsideration or Appeal

1. Decision and Notification

Employees will be notified in writing of the approval/disappl"oval
of their claims. Employees al so will be notified of their obligations
to return to work after total or partial recovery.

2. Appeal

An employee m~ appeal a formal decision with which he/she
disagrees, but may request only one form of appeal at a time.

a. Hearing

An empl oyee m~ request an oral hearing before an OWCP
representati ve or a revi ew of the written record, but not both. The
request must be made in wri ting with 30 days after the date of thl~

formal decision.

b. Reconsideration

An employee may ask the OWCP to reconsi der a formal dec'ision
made by the district office. The request must be made within one year
of the date the contested formal decision was issued, and must spl~cify

the grounds for reconsideration.

c. Appeal

An employee may ask the Employees' Compensation Appeals Board
(ECAB) to review the OWCp's final decision. If the employee resides in
the continental United States or Canada, the appeal request for rl~view

must be submitted within 90 d~s of OWCp's final determination; if the
claimant resides elsewhere, the request for review must be submitted
within six months of the formal decision. To file an appeal, the
employee should write to the Employees' Compensation Appeals Board, U.S.
Department of Labor, Washington, DC 20210. No new evidence may bt! filed
with an appeal; the ECAB review is based on the case record befort! the
OWCP when the decision is made.

1 ....•.•.~
,.",
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a. Coverage While in Travel Status

Civil or Foreign Service employees on official travel status are
covered by the FECA. Coverage is provided 24 hours a day for all
reasonable incidents of travel, including securing meals, using lodging
facilities, and recreation.

b. Personal Service Contractors

lK.

u.S. citizens or residents hired under a personal service contract
retain the same benefits as direct-hire employees. However, foreign
service nationals hired under a PSC are ineligible for continuation of
pay.

c. Foreign Service Nationals

Compensation under the FECA is p~ble to FSNs in amounts determined
by the OWCP, which will base its compensation rates on local workers'
compensation laws, regulations and customs. FSNs employed in a country
or area having no well-defined workers' compensati on benefits structure
will be accorded the benefits provided in a nearby country. The
compensation for disability and death, whether paid under local law or
special schedule, will not exceed that generally p~able under the FECA.

General

1. Restoration Rights

Federal employees who have fully or partially recovered from
work-related injuries have certain job retention rig,ts. An employee
who recovers within one year of beginning compensation has mandatory
restoration rig,ts to his/her fonner position or its equivalent,
regardless of whether he/she is on the Agency's rolls. If recovery
occurs after one year, he/she is entitled to priority consideration
providing that application is made within 30 days of the date
compensati on ceases. If the employee is partially recovered, the Agency
must make every effort to restore him/her according to the circumstances
of the case. .
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2. Leave Repurchase

Subj ect to Agency approval, an employee can buy back 1eave used as
a resul t of a work-rel ated injury or ill ness. The employee must request
that his/her leave record be changed to leave without pay within OnE!
year after the date leave was used or the date the claim was acceptE!d,
whi ch is 1ater. The request IIIJst be based on an OWCP accepted cl aim and
must be justified by medical evidence supporting the periods of
absence. The employee may choose to repay the Agency di rectly for the
salary collected and request reimbursement directly from the OWCP.
Alternatively, the employee may authorize the OWCP to pay the Agency
di rectly for the peri ods of absence, whi ch it will apply to the
uncollected salary. The Agency may seek payment of any imbalance or'
refund any difference. The Agency will restore the purchased leave to
the employee1s leave account.

3. Health Benefits/Optional Life Insurance

The OWCP will make deductions for Federal Employee's Health
Benefits coverage for claimants entitled to continue enrollment while
receiving compensation. Basic coverage under the Federal Employee's
Group Life Insurance Program is continued at no cost to the employee
while he/she is receiving compensation unless the claimant has elected
Post-Retirement Basic Life Wfthholdings at 100 or 50 percent of original
val ue.

lL. Custody, Confidentiality and Protection of Records

1. A federal employee responsible for filing reports who fails,
neglects or refuses to make a report of injury, or files a false rep10rt
may be fi ned not more than $500 or be impri soned for not more than one
year, or both.

2. All records, medical and other reports, statements of witnesses and
other papers relating to the injury or death of an employee or other
persons entitled to compensation under FECA are the official records of
the OWCP.

3. OWCP records pertaining to an injury or death are confidential and
exempt from disclosure to the pUblic. No official or employee of an
agency, establishment or department who has investigated or secured
statements frool witnesses and others pertaining to a claim, or any
person having the care or use of such reports, shall disclose infonmation
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from or pertaining to such records to any person, except according to 29
CFR Part 70 and 70a.

4. The protection, release, inspection and copying of records
pertaining to an injury or death shall be done according to 29 CFR Part
70 and 70a.

~ 5. The regulations of the agency in possession of such records shall
govern the procedure for requesting access to, or amendment of the
records, including initial determinations on such requests, while
Department of Labor regul ati ons govern all other aspects of safeguardi ng
records established by the Privacy Act. When requested to amend
records, the Agency shall so advise the office and shall provide the
office with a copy of any amended record.

6. Records of the OWCP pertaining to an employee or beneficiary may be
released by the employing agency to that employee or beneficiary, or
their representative, according to 29 CFR Part 70a, including copies
retained by the employing agency of records previously submitted to and

~. in the possession of the OWCP.

7. When an employee or beneficiary is prosecuting an action for
damages under 5 U.S.C. 8131, records may be released according to 29 CFR
70a.

1M. Penalties

The following persons are subject to criminal prosecution:

1. any person who knowingly makes or certifies to any false statement,
misrepresentation, concealment of fact or any other act of fraud with
respect to a cl aim under the FECA or who knowi ngly accepts compensati on
to whi ch he/she is not enti tl ed;

2. a~ person who, with respect to a claim under the FECA, enters into
an agreement, combination or conspiracy to defraud the United States by
obtaining or aiding to obtain the pqyment or allowance of any false,
fictitious or fraudulent claim;

3. any person responsible for making reports in connection with an
injury and who willfully fails, neglects or refuses to do so; induces,
compels or directs an injured employee to forego filing claim; or
willfully retains a~ notice, report or paper required in connection
with an injury.
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1N. Attachments and OWCP Fonns

Employees may obtain OWCP fonns from their EMSs, Executive Officelrs or
PFM/PM/LMR, or may photocopy them.

Att. A: Supervisory Guidance: What to Do When an Employee Has a
Traumatic Injury

Att. B: Supervisory Gui dance: What to Do When an Employee Reports a
Work-Related Disease or Illness

Att. C: CA-1, Employee's Notice of Traumatic Injury and Claim fOI"
Conti nuati on of Pay/Compensati on

Att. D: CA-2, Notice of Occupational Disease and C1 aim for Compensation
Att. E: CA-2a, Notice of Employee's Recurrence of Disability and Claim

for Pay/Compensation
Att. F: CA-3, Report of Termination of Disability and/or Payment
Att. G: CA-5, C1 aim for Compensati on by Wi dow, Wi dower, and/or Chll dren
Att. H: CA-6, OFficial Superior's Report of Employee's Death
Att. I: CA-7, C1 aim for Compensati on on Account of Traumatic I njury or

Occupation Disease
Att. J: CA-8, Claim for Continuing Compensation on Account of Disability
Att. K: CA-16, Authorization for Examination and/or Treatment
Att. L: CA-17, Duty Status Report
Att. M: CA-20, Attending Physician's Report
Att. N: CA-20A, Attending Physician's Supplement Report

All CA forms are issued by the U.S. Department of Labor, Employment
Standards Administration, Office of Workers' Compensation Programs.

~i
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Trans. Memo. No. Effective Date Page No.

AID HANDBOOK 29 29:78 June 20, 1989 A-l

ATTACHMENT A

SUPERV ISORY .GU IDANCE:
WHAT TO DO WHEN AN EMPLOYEE HAS A TRAUMATIC INJURY

i, 2
~i_.

.\......1
3.

Provide prompt medical treatment to employee. (Employee decides where
treatment is obtained -- health unit, hospital, private physician.)

Au thorize medi cal treatment wi thin four hours after employee's request
or 48 hours after emergency treatment. (Not issued retroactively except
for emergency treatnent; need not be issued if request is received more
than a week after the injury.)

a. Complete CA-16 and give to employee along with CA-17, OWCP 1500 and
Infonnation Sheet that spells out the injured ernployee's
responsibilities;

b. Tell employee if light duty can be provided and if so, employee
must so advise the physician and ask physician to specify work
1i mi ta t ions.

c. Tell employee to submit medical evidence within 10 days; if not,
COP may be terminated •

Have employee fill out CA-l, then:
a. review employee portion for completeness;
b. complete supervisor's portion;
c. gi ve rece i pt to employee;
d. deliver to compensation office in time so the compensation

specialist can send it to OWCP within 10 d~s after the employee
submitted it.

4. If employee is not able to return to work the following day, put the
employee on COP (unless employee chooses other leave).

In time lost cases, record time as follow:
a. for balance of the day of injury: Administrative Leave;
b. for following day and up to 45 calendar days: COP (record for

Saturday and Sund~ also).

6. Telephone the employee to check on status and progress.

7. If employee is expected to be out more than 45 cal endar d~s:

a. send the employee a CA-7 on the 30th day;
b. review employee's portion for completeness;
c. complete the supervisor's portion;
d. deliver to the compensation office (the CA-7 must be sent to OWCP

within five days after receipt from the employee; give your
compensation specialist time to complete the processing).
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8. If the employee remains off work, send CA-8 to the employee to cl a'im
further compensation. When return to you, follow steps 7b, c and d,
above.

9. Review medical reports regularly; use CA-17 to obtain current work
limi tati ons:
a. ASAP, assign the employee to light duty;
b. when work limitations are lifted, reassign employee to regulal~

duties.

~ ~''wi

~
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(NOTE: Light duty must be offered in writing.)

10. Report return to work to OWCP on CA-3 (except where previ ously reported
on CA-l , CA-7 or other fonn).

IF YOU DISAGREE WITH THE REPORT OF INJURY OR BELIEVE THE EMPLOYEE IS NOT
ENTITLED TO COP, YOU MAY CONTROVERT THE CLAIM OR CONTROVERT PAYMENT OF COP.
IF you controvert, you must so advi se the employee and expl ain the reasons for
the controversion. You must suoolit the documentation supporting controversion
to OWCP within 30 days from the date the CA-l was submitted by the employee.
You may not wi thhol d COP except for one of the nine reasons 1i sted on the!
"Instruction sheet to fonn CA-l.

Source: U.S. Department of Labor

I
1
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ATTACHMENT B

SUPERVISORY GUIDANCE:
WHAT TO DO WHEN AN EMPLOYEE REPORTS A DISEASE OR ILLNESS THAT MAY

BE RELATED TO WORK

1. Give CA-2 to employee with the checklist (Fonn 35a-h) appropriate to the
condition for which the claim is being filed and the Information Sheet
for Occupational Disease Claims.
a. Go over the instructions on each with the employee.
b. Emphasize the importance of providing detailed responses to items

shown on the checklist.

2. Do not authorize medical treatment unless you have obtained prior
authorization from OWCP to do so.

3. Gather the evidence you must submit to OWCP, as shown on the checklist
(Fonn 351-g) and instructions on the CA-2.

4.

5.

6.

When employee returns the completed CA-2 to you:
a. Revi ew employee porti on for compl eteness.
b. If supporting documentation is not submitted, ask employee when it

will be submitted.
c. Give receipt to employee.
d. Compl ete supervi sor IS porti on of the CA-2.
e. Review employee's statement, prepare written comments on its

accuracy.
f. Submit CA-2 and documents submitted by employee to the compensation

offi ce along wi th your written comments and the documentati on you
gathered in item 3 above.

If employee is unable to work:
a. Find out if the employee will use sick or annual leave or claim

compensation; tell employee that compensation will be paid only
after the OWCP accepts the claim.

b. Give CA-7 to employee with instructions to complete and return if
the employee expects to be without p~ for more than three days.

c. Review employee's portion for completeness.
d. Notify employee of obligation to return to work.
e. Advise if you will provide light duty.
f. If you have a specific job, give the employee a written description

of its duties and physical, mental and other requirements.

If the employee remains off work, send CA-8 to the employee to claim
further compensation. When returned to you, follow steps 5c, d, e and f
above.
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7. Monitor employee's condition regularly; use CA-17 to obtain current work
limitations.
a. ASAP, assi gn the employee to li ght duty.
b. When work limitations are lifted, reassign employee to regular

duties.

(Note: Light duty must be offered in writing; see FPM Chapter 810 Clr
contact your compensation specialist.)

Source: U.S. Deparbnent of Labor

\.1.... "1·
'.. ..(

~,: ;..



ATTACHMENT C
(TM 29:78)

Federal Employee's Notice of
Traumatic Injury and Claim for
Continuation of Pay/Compensation

u.s. Department of Labor
Employment Standards Administration
Olhce 01 Workers' Compensation Programs

Employee: Please complete all boxes 1 - 15 below. Do not complete shaded areas.

Witness: Complete bottom section 16.
Employing Agency (Supervisor or Compensation Specialist): Complete shaded boxes a, b, and c.

Employee Data
1. Name 0 emp oyee Last, Irst, 1.11

3. Date 01 birth IIAo. Day Yr. 4. sex
I I I I o Male o Female

5. Home telephone
( )

lal secunty Num r

8. Grade as 01
date 01 Injury Level Step

7. Employee'a home mailing address (Include city, atate, and zip code) 8. Dependents

o Wile, Husband

D Children under 18 years

DOther

12. Employee's occupation11. Date 01 this notice
LID. Day Yr.

I

10. Date Injury occurred Time
LID. Day Yr. D a.m.

I I I I o p.m. I
13. Cause 01 Injury (Describe what happened and why)

L OCCupation code

14. Nature 01 injury (ldentlly both the Injury and the part 01 body, e.g., Iracture 01 lefl leg) I.D. Type coae Ic. source coae

OWCP Use • NOI COde

IEmploye. Signatu;e

15. I certily, under penalty 01 law, that the Injury described above was sustained In perlormance 01 duty as an employee 01 the
United States Government and that II was not caused by my willful misconduct. Intent to Injure mysell or another person, nor by
my intoxication. I hereby claim medical treatment. il naeded. and the lollowlng. as checked below, while disabled lor work:

o a. Continuation 01 regular pay (COP) not to exceed 45 days and compensation lor wage loss II disability lor work continues
beyond 45 days. 11 my claim Is denied, I understand that the centinuation 01 my regular pay shall be charged to sick
or annual leave, or be deemed an overpayment within the meaning 01 5 USC 5584.

o b. Sick and/or Amual Leave

Signature of employee or person acting on his/her behalf _

Any person who knowingly makes any lalse statement, misrepresentation, concealment ollact, or any other act ollraud to obtain
compensation as provided by the FECA or who knowlnQly accepts compensation to which that person Is not entitled, Is subject to lelony
criminal proaecutlon and may, under appropriate prOViSionS, be punished by a fine or Imprisonment, or both.

Have your aupervlaor complete the receipt attached to this form and return It to you for your records.

End of Employee Report

16. Statement 01 witness (Describe what you sew, heard, or know about thlllnJury)

Name 0/ witness Signature 01 witness Date signed

Address City Slate Zip Code

'or .1. by the Suporinlendont or Docu....nlll, u.s. Gonm....nt Prinlinl om...
W..hinltOn, DC 200102

CA.'
(Rev. 3/86)
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ATTACH~·1ENT C
(TM 29:78)

ZipCOO-

OWCP Agency Code

18. Employee'l duty station (Street addrell and zip code) Zip Code

19. Regular
work
houri From:

o a.m.

o p.m. To:
O

20. Regular
a.m. worko p.m. schedule o Sun. o Mon. OTues. OWed. on\Ul's. o Fri. o sal.

21. Date Wo. Day Yr. "'0. Day Yr.
01
Injury I

2... Date Wo. Day Yr. 25. Date "'0. Day
pay 45 day
Itopped period began I

27. Was employee injured In perlormance 01 duty? 0 Yes 0 No

Wo. Day

26. Date UArelumed _.

IOwork I

(If "No," explain)

Yr.

Day

Time

Yr.

Time

OLm.
o p.m.

Da.m.
(:Jp.m.

28. Was Injury caused by employee's willful misconduct, Intoxication, or Intent to Injure IIlf or another?0 Vel (If "Yes," explain) [] No

29. Was in~ry caused 30. Name and addrell of third party (Include city, Itate, and zip code)
by thlr party?

o Vel ONo
(If "No,"
~to
tem 31.)

31. Name and address of physician first providing medical care (Include city, state, zip Code) 32. Flrst.Clate Wo. Yr.medical care
received L- I I I

33. Do medical
OVes ONoreports show

employee Is
disabled lor work?

3<4. Does your knowledge of the facts about this Injury agree With statements oItha employee and/or witness? oVes 0 No ( If "No," explain)

Per

36. Pay rate
wflen employee
Itopped work

S

35. Does the employing agency controvert conllnuation 01 pay? DVes (If "Ve••" explain) 0 No
(see Instru<:tlona for explanatIOn of ·controvert·)

SI nature of Su lsor and Fill Instructions ,:. :".; •. i :•.,' o' •• • •••,.,:,.

37. A lupervlsor who knowingly certifies to any lalse statement
l

misrepresentation. concealment of lact, etc., in respect to this claim
may aJso belubJectto approprl,te felony criminal prosecut on.

I certify .~tthe Information given above ancIthat furnished by the employee on the rev«se of this form II trulto the best of my
knowti908 with the following exception:

Name of SI,Ipervlsor (Type or print)

Signature 01 supervisor Date

Supervisor'l Tille

CA.'
(Rev. 3/86)

38. Filing Instn.lCtlons 0 No losl time and no medical expanll: Place this form In employee's medica' folder (SF-6frO)

o No 10lt time, medical expense Incurred or expected: forward this form 10 OWCP
o Losl time covered by leave, LWOP, or COP: fnrward Ihls form to OWCP

~..;;.;.;.;;..==:.:=._--------------;::':"":



ATTACHMENT C
(TM 29: 78)

IDisabllity Benefits for ~Ioyees LIlder the Federal ~Ioyeel' Compensation Act (FECA)

IPrivacy Act - - .,' .,~-.), -- "-,\ • ".~,. ::'., ,~.;, ",

The FECA, which Is administered by the Ottice of Workers'
COmpensalion Programs (OWCP), provides the following
benefits for job-related, traumatic Injuries:

(1) Conllnuallon of pay for disability resulting from traumatic,
Job~elated Injury, not to exceed <45 calendar days. (To be
eligible for conllnuallon 01 pay, the employee, or someone
acllng on hiS/her behalf, must file Form CA-l within 30 days
following the Injury; however, to avoid possible Interruptlon.of
pay, the form should be flied wllhln 2 working days. If the
form Is not filed within 30 days, compensation may be
substituted for contlnuallon of pay.)

(2) Payment of compensation for wage loss after the <45 days, If
disablllly extends beyond such period.

(3) Payment of compensallon for permanent Impairment of
certain organs, members, or funcllons of the body (such as
loss or loss of use of an arm or kidney, loss of vision, etc.),
or for serious disfigurement of the head, face, or neck.

(4) Vocallonal rehabilitallon and related services where
necessary.

(5) Full medical care from either Federal medical officers and
hospitals, or private hospllals or physicians, of the
employee'S choice. Generally, 25 miles from the place of
Injury, place of employment, or employee's home Is a
reasonable distance to travel for medical care; however, other
perllnent factors must also be considered In making selection
of physicians or medical facililles.

V In accordance with the Privacy Act of 197<4 (Public Law No.
93-579. 5 U.S.C. 552a), you are hereby nollfled that:

(1) The Federal Employees' Compensallon Act, as amended
(5 U.S.C. 8101, et seq.) Is administered by the Office of
Workers' Compensallon Programs of the U.S. Department of
Labor. In accordance wilh this responsibility, the office
receives and maintains personal Informallon on
claimants and their immediate families.

(2) The Information will be used to determine ellglbllily for and
the amount of benefils payable under the Act

At the time an employee stops work following a traumatic,
Job-related injury, he or she may request conlinuation of payor
use sick or annual leave credited to his or her record. Where the
employing agency conllnues the employee'S pay, the pay must
not be Interrupted until:

(1) The employing agency receives medicallnformallon from
the attending physician to the effect that disability
has terminated;

(2) The OWCP advises that pay should be terminated; or

(3) The expiralion of <45 calendar days following Initial work
stoppage.

If disability exceeds, or II is anllclpated that II will exceed, <45
days, and the employee wishes to claim compensation, Form
CA·7, wllh supporting medical evidence, must be filed
with OWCP. To avoid interruption of Income, the form should
be filed on the 40th day of the COP period. Form CA-3 shall be
submitted to OWCP when the employee returns to work,
disabillly ceases, or the 45 day period expires.

For addllionallnformation, review the regulations governing the
admlnlstralion of the FECA (Code of Federal Regulations, Tille
20, Chapter 1) or Chapter 610 of the Office of Personnel
Management's Federal Personnel Manual.

(3) The informalion may be used by other agencies or persons
in mailers relallng direclly or indireclly to the mailer of the
claim, so long as such agencies or persons have received the
consent of the Individual claimant, or complied with the
provisions of 20 CFR 1O.

(4) Failure to furnish all requested Information may delay the
process, or resuilin an unfavorable decision or a reduced
level of benefits (disclosure of a social security number is
voluntary; the failure to disclose such number will not resull
In the denial of any right, benefll or privilege to which an
Individual may be entilled).

This acknowledges receipt of Notice of Injury sustained by
(Name of injured employee)

Which occurred on (Mo., Day, Yr.)

At (Loc.Itlon)

";', '

Signature of Official Superior Title Date (Mo•• Day, Yr.)

GPO 1987 - 195-724 CA.'
(Rev. 3186)



ATTACHr-1ENT D
(TM 29:78)

Notice of OccupatIonal Disease
and Claim for Compensation

u.s. Department of Labor
Employment Standards Administration
Ollice 01 Workers' Compensation Programs

Employee: Please complete all boxes 1 - 18 below. Do not complete shaded areas.
Employing Agency (Supervisor or Compensation Specialist): Complete shaded boxes a, b, and c.

:Employee Data
1. Name of employee Last, First, ~idd e 2. Social security Number

3. Date 01 birth MO. Day Yr. 5. Home telephone

1 I I I ()

7. Employee's home mailing address (Include city, Slate, and zip code)

6. Grade as 01 date
01 last exposure Level Step

8. Dependents

o Wile, Husband

o Children under 18 years
Zip Code 0 Other

~... "'-' .- 1< ,"'.
"'4IClalm Information

" "'" . ., . .. ' ."",,' , ", ~ .. ,.. .. . " ~ ..... ",,' , .. , ....
8. tomployee s occupauon L'Occupation code

~', ... ' '.. , .... " . ' ..
.."

10. Localion (address) where you worked when disease or Illness occurred (Include city, state, and zip code) 11. Date you firsl became
aware 01 disease
or illness
10040. Day Yr.

I I [ I

12. Dale yOU lirsl realized
MO. Day Yr.

13. Explain the relationship to your employment, and why you came to this realizatior.
lhe disease or illness
was caused or aggravated

I , I Iby your employment

104. Nature of disease or iI/ness OWCP Use • NOI Code . ,."

b. Type code Ie. Source code
,:""." .. ,:";" ,.... .- '.;.: ~'" ':".:~'~:"" "}-~'1:,: :,

15. If this nOlice and claim was not liled wilh the employing agency wilhin 30 days alter date shown above In item '12, explain lhe reason lor the delay.

lS.lflhe slalement requesled in Item 1 01 Ihe allached Instructions Is not submilled wilh this form, explain reason lor delay.

17. IIlhe medical reporls requesled in item 2 01 altached inslructions are nol submilled wilh Ihis lorm, explain reason lor delay.

Employee Signalure

18. I cerllly. under penally or law, Ihalthe disease or illness described above was lhe resull of my employmenl wilh the Uniled Slates
GOVernmenl, and Ihalll was not caused by my willful misconduct, Intent 10 Injure mysell or anolher person, nor by my inloxicatlon.
I hereby cia m medical treatment, II needed, and olher benellls provided by Ille Federal Employees' Compensation Act.

Signature of employee or person acting on his/her behalf ......:D~a~t~e _

Have your supervisor complele the recelpl allached to this form and return It to you for your records.

Any person who knowingly makes any false slatement, misrepresentation. concealment of fact, or any olher act of fraud to oblain
compensation as provided by lhe FECA or who knowi':lQly accepls compensalion to which Ihat person is nol entilled. Is subjecllo felony
criminal prosecuhon and may, under appropriale provisions, be punished by a fine or Imprlsonmenl, or bolh.

For ..I. by tho Superinlendent or Doeumen", u.s, ~m.nt Printillll Ofro.,. W..hinVlon, DC 20402
CA·2

(3/86)



ATTACHMENT D
(TM 29: 78)

OWCP Agency Code

o HA 5i1e Code

Zip Code

20. Employee's duty stalion (Street address and zip cOde) Zip Code

21. Regular
work
hours From:

o a.m.
o p.m. To:

O
22. Regular

a.m. worko p.m. schedule DSun. o Mon. DTues. OWed. DThurs. DFri. Dsar.

23. Name and address of physician IIrst providing medical care (Include city, state, zip code) 24. First date Mo. Day Yr.
medical
care receIved L

25. Do medical reports
[JVes oNoshow employee is

disabled for work?

'-_......_--'-_-', Time

26. Date employee 1.10. Day
IIrst reported
condition to
supervisor

Yr. 27. Date and 1.10.
hour employee
Slopped work

Day Yr.
Oa.m.
OP.m.

28. Date and 1.10. Day
hour employee's
pay stopped

Yr.

TIme
oa.m.
oP.m.

29. Os'e employee was last
exposed to conditions
slleged to have caused
dlseaae or Illness

1.10. Day Yr.

30. Dale
relurned
10 work

1.10. Day Yr.

'--_"'--_........_-', Time
o a.m.
o p.m.

31. II employee has returned to work and work assignment has changed, describe new duties

32. Was Injury caused 33. Name and address of third party (Include city, state, and zip code)
by third party?

oVes DNa
II "No:
go to
rtem3.o1.

34. A supervisor who knowingly certifies to any falae statement, mlsrepreaentatlon, concealment of fact, etc., In respect to this claim
may also be subject to appropriate telony criminal prosecution.

I certify that the Information glven above and that rurnlshed by the employee on the reverse of this form Is true to the best or my
knowWdQ8 with the following exception:

Name or Supervisor (Type or print)

Signature 01 Supervisor

Supervisor's Tilla

Date

oillce phOni

CA-2



ATTACHMENT D
(TM 29: 78)

The FECA, which is administered by the Office of Workers'
Compensation Programs (OWCP), provides the following
general benefits for employment-related occupational disease
or Illness:

(1) Full medical care from either Federal medical officers and
hospitals, or private hospitals or physicians of the
employee's choice.

(2) Payment of compensation for total or partial wage loss.

(3) Payment of compensation for permanent Impairment of
certain organs, members, or functions of the body (such as
loss or loss of use of an arm or kidney, loss of vision, etc.),
or for serious disfigurement of the head, face, or neck.

(4) Vocational rehabilitation and related services where
necessary.

The first three days in a non-pay status are waiting days, and
no compensation is paid for these days unless the period of
disability exceeds 14 calendar days, or the employee has
suffered a permanent disability. Compensation for total disa·
billty Is generally paId at the rate of 2/3 of an employee's
salary If there are no dependents, or 3/4 of salary If there are
one or more dependents.

If an employee Is In doubt about compensation benefits, the
OWCP District Office servicing the employing agency should
be contacted. (Obtain the address from your employing
agency.)

For additional Information, review the regulations governing the
administration of the FECA (Code of Federal Regulations, Title
20, Chapter 1) or Chapter 810 of the Office of Personnel
Management's Federal Personnel Manual.

iPrivacy Act' .

In accordance with the Privacy Act of 1974 (Public Law No.
93·570, 5 U.S.C. 552a), you are hereby notified that:

(l)The Federal Employees' Compensation Act, as amended
(5 U.S.C. 8101, et seq.) is administered by the Office of
Workers' Compensation Programs of the U.S. Department of
Labor. In accordance with this responsibility, the office
receives and maintains personal Information on
claimants and their ImmedlateJamllles.

(2) The Information will be used to determine ellglblllly for and
the amount of benefits payable under the Act.

fRecelpt of Notice of Occupational ollease or Illness.

This acknowledges receipt of nolice of disease or illness sustained by:
(Name of Injured employee)

I was first notilied aboul this condition on (Mo., Day. Yr.)

At (Location)

(3) The information may be used by other agencies or persons
In matters relating directly or Indirectly to the matter of the
claim, so long as such agencies or persons have received the
consent of the Individual claimant, or complied with the
provisions of 20 CFR 10.

(4) Failure to furnish all requested Information may delay the
process, or result In an unfavorable decision or a reduced
level of benefits (disclosure of a social security number is
voluntary; the failure to disclose such number will not result
In the denial of any right, benefit or privilege to which an
Individual may be entitled).

.... ". ,' .... ~- ...

Slgn~ture of Official Superior Title Date (Mo., Day, Yr.)

This receipt should be retained by the employee 8S a record that notice was filed.

• U 5 GI'O U87·0·181·504164361

~·2

(Rev.31llb)



3) Wage loss

If you have losl wages or used leave for this iillness, Form
CA-7 should also be submilted.

19. Agency name and address of reporting office
The name and address of Ihe office 10 which correspondence
from OWCP should be senl (II applicable, the address of Ihe
personnel or compensation office).

20. ~Ioyee's duty station" street address and zip
code
The street address and zip code of the eslablishment where
the employee actually works.

ATTACHMENT 0
(TM 29: 78)

Instructions for CompletIng Form CA·2
Complete all Items on your section of the form. If additional space is required to explain or clarify any point, attach a supplemental
statement to the form. In addition to Ihe information requested on the form, both the employee and the supervisor are required to
submit additional evidence as described below. If Ihls evidence is not submitted along with the form, the responsible party should
explain the reason for the delay and stale when the addilionaJ evidence will be submitted.

tEnployee ( or person acting on the employee's behalf)

Complete Items 1 through 18 and submit the form to the employee's supervisor along with the statement and medical rElports described
below. Be sure to obtain the Receipt of Notice of Disease or Illness completed by the the supervisor at the time the form Is submitted.

1) ~Ioyee's statement 2) Medical report
In a separate narrallve statement attached to ~he form, the a) Dates of examination or treatment.
employee musl submit the following lnformallon:

a) A detailed history of Ihe disease or Illness from the date It b)Hlslory given to the physician by the empll:>yee.
started. c) Detailed description of the physician's findings.

b) Complete details of the conditions of employment which are d)Results of x-rays, laboratory tests, etc.
believed to be responsible for the disease or illness. )..

e DiagnOSIs.
c) A description of specific exposures to substances or stress- .

ful conditions causing the disease or Illness, Including loea- f) Clinical course of treatment.
tlons where exposure or stress occurred, as well as the g) Physician's opinion as to whether the disease or illness
number of hours per day and days per week of such was caused or aggravated by the employrnent, along with
exposure or stress. an explanation of the basis for this opinion" (Medical

d) Identification of the part of Ihe body affecled. (If disability is rel?Orls that ~o not expl~in the ~asls for l.hE' physician'S
due to a hearl condition, give complele details of all opl~lon are given very httle weight In adjUdicating the
activities for one week prior to the attack wllh particular claim.)
attention 10 Ihe final 24 hours of such period.)

e) A slatement as 10 whether the employee ever suffered a
similar condition. If so, provide full details of onset, hlslory,
and medical care received, along wllh names and addres
ses of physicians rendering Irealmenl.

!q)ervisor (Or appropriate official In the employing agency) I
At the time the form Is received, complete the Recelpl of Notice of Disease or Illness and give II to the employee. In addition to completing
items 191hrough 34, the supervisor Is responsible for filling In the proper codes in shaded boxes a, b, and c on the front of Ihe form. If
medical expense or losl time Is Incurred or expecled, Ihe compleled form musl be sent to OWCP within ten working da),s after II is
received. In a separale, narrallve stalement allached to Ihe form, the supervisor must:

a) Describe in detaillhe work performed by the employee. Identify c) Allach a record of lhe employee's absence fl'om work caused
fumes, chemicals, or other irrilanls or siluations that the employ- by any similar disease or illness. Have the mnployee stale Ihe
ee was exposed to which allegedly caused the condilion. Siale reason for each absence.
the nalure, exlenl, and durallon of Ihe exposure, including hours d)Allach slalements from each co-worker who has lirsl-hand
per days and days per week. requesled above. knowledge aboutlhe employee'S condition and ils cause. (The

b) Attach copies of all medical reports (Including x-ray reporls and co-workers should stale how such knowledge was obtained.)
laboratory data) on file for the employee. e)Review and comment on the accuracy of the employee's state-

menl requested above.

The supervisor should also submit any olher Information or evidence perlinent to Ihe merits of this claim.

~em Explanations Some of the Ilems on the form which may require further clarification are explained below•.

14. NahXe of the disease or illness 23. Name and address of physician firsn prOViding
Give a complele description of the disease or illness. Specify medical care
the left or righl sid~ if applicable (e.g., rash on leflleg; carpal The name and address of the physician who first provided
tunnel syndrome, right wrist). medical care for this Injury. If initial care 'fI'as given by a

nurse or other heallh professional (not a physician) In the
employing agency's health unit or clinic, Iridicate this on a
separate sheal of paper.

24. First date medical care received
The date of the first visit to the physician Iisled in lIem 23.

32. Was the inj~ caused by third party?
A third partyls an individual or organlzatliln (other than the
Injured employee or the Federal governmenl) who is liable for
the disease. For Instance, manufacturer ot' a chemical to
which an employee was exposed might bEl considered a
third party If improper instructions were gl'lIen by the manu-
facturer for use of the chemical.

.~Ioying Agency - Required Codes

Box a (Occupation Code), Box b (Type Code), Box
c (SCUce Code), OSHA Site Code
The OCcupallonal Safety and Health Adminislrallon (OSHA)
requires all employing agencies to complete these Items when
reporting an Injury. The proper codes may be found In OSHA
Booklet 2014, Record Keeping and Reporting Guidelines.

" -} " .. ,'"_, '.,.',' .. ;:-

OWCP Agency Code
This Is a four digit (or four digit plus two letter) code used by
OWCP to Identify the employing agency. ThEt proper code
may be obtained from your personnel or compensation office,
or by conlactlng OWCP.

CA·2
(Rev. 3/86)



Federal Employ-ee's Notice of
Recurrence of Disability and Claim
for Continuation Pay/Compensation
Employee: Please complete Part A below.

Employing Agency (Supervisor or Compensation Specialist):

u.s. Department of Labor
Employment Standardl Administration
Office of Workers' Compensation Programl

Complete Part B.

ATTACH~'ENT E
(TM 29: 78)

~
OMS No. 1215-0167
Expires: 07·31·90

4. Date of birth Mo. Day Yr. 5. Sex

I I I I 0 "'ale 0 Female
7. Employee's home mailing address (Include city, Itate, and zip code)

9. Name and Address of Employing Establishment
at time of original Injury (number, street, city, 'tate, zip code)

8. Dependentl
o Wife, Husband

o Children under 18 years

o Other

10. Name and Address of Employing establishment
at time of recurrence, If other than 9. If you are no longer
employed with the Federal Government, complete Part C
In addition to Part A.

17. Name and Address of physician treating employee following recurrence

11. Date and Hour
of original Injury
(mo., day, year)

13. Date and Hour Itopped
work following recurrence
(mo., day, year)

12. Date and Hour
of recurrence
(mo., day, year)

D a.m. E3 a.m.
D p.m. p.m.

16. Dates of medlceltreatment
following recurrence
(mo., day, year)

14. Date and Hour pay Slopped 15.
following recurrence
(mo., day, year)

E3 a.m. E3 a.m.
p.m. p.m.

Data and Hour
returned to work
(mo., day, year)

aa.m.
p.m.

18. After returning to work following the original injury, 0 Yes
were you handicapped or In any way limited In
performing your usual duties? (If yes, explain) 0 No

19. Describe fully your condition since you returned to work Including all medicallreatment received.

20. Describe the circumstances of the recurrence of disability. explain why you believe your present condition Is
related to the original Injury.

21. Describe all Injuries and Illnesses which you IUllered between the date you returned to work following
the original injury, and the date of recurrence. Arrange for the IUbmisslon of all relevant medical records.

Any person whO knowingly makes any false statament. misrepresentation, concealment of fact. or any other act of fraud to obtain
compensation as provldticf by the FECA or who knowingly accepts compensation to which that person Is not entitled, Is SUbject to
felony criminal prosecution and may, under appropriate provision.. be punished by a fine or Imprisonment. or both.

I hereby claim medical treatment If needed, and up to 45 days Continuation of Pay and/or Compensation while disabled ror work.

t certify, under penalty of 'aw, that the Information provided on this form Is true and correct to the best of my knowledge.

22. Signature of employee 23. Date (mo., day, year)

Form r..A·2a
Rev. Dec. 1987



Instructions for Completing Form CA·1
ATTACHMENT E
(TM 29: 78)

7

Complete all Items on your sectIon of the form. If additional space is required to explain or clarify any point, attach a supplemental
statemenl to the form. Some of the Items on the form which may require further clarification are explained below.

l&11iIOy•• (0' perlOl"l acting on the employee'. behalf)

13) Cause of Jnj~
Describe In detail how and why the Injury occurred. Give
appropriate details (e.g.: If you fell, how far did you fall and In
what position did you land?)

14) NaUe of Inj~
Give a complele description of the condltlon(s) resulting from
your injury. Specify the right or left side If applicable (e.g.,
fractured left leg: cut on right Index finger).

15) Section of COP/leave
If you are disabled for work as a result of this injury and file
CA·' within Ihlrty days of the injury, you are entitled to receive
contlnualion of pay (COP) from your employing agency. COP Is

ISijiervlsor
At tho time Ihe form i$ raceived, complete the receipt of notice of
injury and give It to the employee. In addition 10 completing
Items 17 through 38, tho supervisor Is responsible for obtaining
the witness statemenl in Item 16 and for filling in the proper
codes In shaded boxes a, b, and c on the front of the form. If
medical expense or lost time Is Incurred or expecled, the
completed form should be sen/ to OWCP within two working
days aller It Is received.

The supervisor should also submit any other Information or
evidence pertinenl to the merits of thIs claim.

If the employIng agency controverts COP, the employee should
be notified and the reason for controverslon explained to him or
her.

17) Agency name and address of reporting office
The name and address of the office to which correspondence from
OWC? should be sent (If applicable, the address of the
personnel or compensation office).

18) Duty station slreet address and zip code
The address and zip code of the establishment where the
employee actually works.

29) Was Inj~ caused by third party?
A Ihlrd party Is an IndIvidual or organization (other than Ihe
Injured employee or the Federal government) who Is liable lor
the Injury. For Instance, the driver of a vehicle causing an
accident in which an employee Is Injured, the owner of a
building where unsafe conditions cause an employee to fall, and
• manufacturer whose defective product causes an employee's
Injury, could all be considered third parlles to the Injury.

31) Name andaddress of physician first providing
medical care
The name and address of the physician who first provided
medical care for this injury. If inlllal care was given by a nurse
a other health professional (not a physician) In the employing
agency's health unit or clinic, IndIcate this on a separate sheet of
paper.

paid for up ~0.-5 calendar days of disability, and Is no/ charged
against sick or annual leave. You may elect sic~: or annual
leave If you wish, but compensation from OWCP may not be
claimed during the .-5 days of COP entitlement. (You may not
claim compensation to repurchase leave used during this
period.) Also, if you later change your election, t'he agency is
not obliged to convert past periods of leave to COP.

Your agency may controvert (dispute) your entitllament to COP,
but must continue pay unless the controversion hI based on one
of the nine reasons listed in the instructions for Itllm 35.

If you receive COP, but OWCP later determines that you are not
entitled 10 COP, you may either change COP to sick or annual
leave or pay the employing agency back for the COP received.

32) First date medical care received
The dale of the first visit to /he physician listed in item 31.

35) Does the employing agency controvElrt
contiooation of pay?

COP may be controverted (disputed) for any reason; however,
the employing agency may refuse to pay COP only if the
controversion is based upon one of the nine reas<ons given
below:

a) The disability results from an occupational di~;ease or illness;
b) The employee Is a volunteer working wlthoul payor for

nominal pay, or a member of the office slall of a former
President;

c) The employee Is neither a citizen nor a residelnt of the United
States or Canada;

d) The injury occurred oil the employing agency's premises and
the employee was not involved in official "off Ipremise" duties;

e) The injury was proximately caused by the employee's wililul
misconduct, Intent to bring about Injury or deElth to self or
another person, or Intoxication;

f) The Injury was not reported on Form CA·' within 30 days
following the injury;

g) Work stoppage first occurred six months or more following
the Injury;

h) The employee initially reported the Injury aller his or her
employment was termina/ad; or

I) The employee Is enrolled in the Civil Air Patrol, Peace Corps,
Youth Conservation Corps, Work Study Programs, or other
similar groups.

18q)loylng 'Agency -'Re'J*ed Code. .' '
" t.

Box a (OCcupation Code), Box b (Type Code),
Box c (So16ce Code), OSHA Site Code
The OCcupational Salety and Health Administration (OSHA)
requires all employing agencies to complete these Items when
reporting an Injury. The proper codes may be found In OSHA
Booklet 201", Recordkeeplng and Reporting Guidelines.

OWCP Agency Code
This is a four-dlglt (or four digit plus two leller) code used by
OWCP to Identify the employing agency. The proper code may
be obtained from your personnel or compensati()n ollice, or by
contacting OWCP.

CA.'
(Rev. 3186)



ATTACHMENT E
(TM 29: 78)

26. Date 0' first return 10 REGULAR
duty following original Injury.

Mo. Day Yr.

1 1 I

Zip Code

Zip Code

25. Employee's dUly lIallon (Street address and zip code)

Olllcial Supervisor's Report: Plea.. complete In'ormetlon requested belO1lJ

~P4!rv~.lm'::~L\«f .t>~, .,..., . .-.,In .;:' .
24. Agency name and address 01 reporting office (include city, slate, and zip code)

27. Regular
work
hours From:

o a.m.o p.m. To:

28. Regular 0o a.m. work Sun.o p.m. schedule 0 Mon.
o Tues.
OWed.

o Thurs.
o Fri. o Sat.

29. ~rle Mo. Day Yr.

Injury I 1 I

30. Dale
of
recurrence

Mo. Day Yr.

1 I
31. ~~:ped Mo. Day Yr.

work following I I I Time
recurrence

8a.m.
p.m.

32. Dale
pay st~pped
follOWing
recurrence

Mo. Day Yr.

1 I 1

33. Dale COP
paid for
recurrence

Mo. Day Yr. 3-4. Date
retumed

From ,-I_ ..........1 _ ..........1 _.... to work Uo. Day Yr.

To following <-.1_-'------'-_.....

recurrence - Time 8 a.m.
p.m.

35. Inclusive Dates Employee Received Leave Pay For Any Part of The Period Since Stopping Work
a. Amual Leave b. Sick Leave c. OIher (Specify)

I I
36. Pay Rale in Effect a. Base pay b. Subsistence c. OUar1ers d. Other Pay, I.e.. Sunday

On: premium or night
differential

A. Date 01 Recurrence $ per $ per $ per $ per
B. Dale Stop~ed Work

'ollowlng ecurrence $ per $ per $ per $ per

37. Did the employee receiva medical care at an agency facility
DYes

38. Al time of recurrence did official
DYesdue to the recurrence? superior authorize medical treatment

II so, please anach all relevanl medical records. ONo on form CA-16? o No

39. Following the original Injury, did the employer make any accomodations or adjustments
in the employee'S regular duties due to Injury related IImllatlon? 0 Yes
II yes, provide lull details.

ONo

40. Please review the statements provided by the emrlOyae In response to Part A 01 this lorm
and provide all relevant comments and add/liona information.

A aupervlsor who knowingly certifies to any lalse statement, misrepresentation, concealment
01 fact, etc., In respect to lhl. claim may allO be subject to ~proprlate felony criminal prosecution.

41. Signature of official auperJor (at lime of recurrence) 42. Tille 43. Official superior's
work phone runber

44. Date
(mo., day, year)

Form CA·2a
Revised Dec. 1987

_7_._c_la_i_man_t_S_i
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(Tt-1 29: 78) .

1. For all jobs held since you left the job held when the Inltialln/ury occurred, list the full name and address
of all employers, and the incluslye dates of all employment. nelude any self-employment.

2. For all Joba lilted In number 1 aboye, proYlde your job title, nature of duties performed, number of hours
worked per week and rate of pay.

f 3. Describe all educational and/or yocational training received since your original Injury. Include any
" licenses or certificates earned.

... What was your rate of pay when you stopped work due to this recurrence of disability?

$ per _

5. Do you claim compensation for Ioat wagea? 0 Vaa 0 No

If yea, for what period _ through _

6. Have you received any pay during the period claimed? 0 Vea 0 No

If yea, how much and from what aource? _

7. Claimant Signature



v

(TM 29: 78)

INSTRUCTIONS FOR COMPLETING FORM CA-2a
RECURRENCE OF DISABILITY

DEFINITION OF RECURRENCE

Recurrence· when an employee who sustained an occupational injury or disease suffers disability for work due to the original injury,
and such disability occurs after the employee retumed to wotk following the Injury. and the disability is the result of (1)"a spontaneous
retum of the symptoms of the previous injury or disease without Intervening cause, or (2) the need for medical treatment, other than a
usual office call, for residuals of the previous condition. In these Instances Form CA·2a is required. If a new incident or injury occurs
which precipitates the disability. even If the Injury Is to the same part of the body previously injured, or Is new exposure to the same
cause(s) of a previously suffered occupational disease, this constitutes a new inju~ and Form CA·1 or CA-2 should be filed accordingly.

INSTRUCTIONS FOR EMPLOYEE

• Review the definition of recurrence provided above. If you have suffered a recurrence, you should complete Part A completely.
Attach a separate sheet of paper where necessary to provide full details.

• If you are employed by the Federal Government at the time of recurrence. Form CA·2a should be submitted promp11y to your
employing agency. If you are no longer employed with the Federal Government, you should complete Parts A and C and submit all
materials directly to OWCP.

• If the original Injury was not previously reported to CYNCP, a report specifically covering the original Injury should be made on
Form CA·1 (traumatic Injury) or CA·2 (occupational disease) and attached when Form CA·2a Is submitted. Medical reports
concemlng the original Injury should also be anached, If not previously submitted.

• If this Is a recurrence of an occupational disease, or If the 45 days Continuation of Pay (COP) have been exhausted, you may
claim wage loss on Form CA·7 If this form was not submitted following original Injury. If Form CA·7 was previously submitted,
compensation may be claimed on Form CA-8. The (JoNCP will be responsible for payment of compensation If the claim is approved.

• You should arrange for the submission of a detailed medical report from your attending physician. The report should include:
dates of examination and treatment; history given by the employee; findings; results of x-ray and lab tests: diagnosis; course of
treatment, and the physician's opinion, with medical reasons, regarding causal relationship between your condition and the original
Injury. The physician should also describe your ability to perform your regular duties. 'f you are disabled for your regular work,
(s)he should identify the dates of disability and provide work tolerance limitations.

• If you were treated by other physicians after returning to work following the original injury, similar medical reports should be
obtained from each.

INSTRUCTIONS FOR THE EMPLOYING AGENCY

• Upon receipt of a claim for recurrence, the empl9ylng agency should promptly complete Part B and submit It to owep.

• Where pay Is continued, the employing agency should obtain medical evidence on Form CA-t7, -Duty Status Report", as often as
circumstances Indicate.

• If the recurrent disability has not ended at the time Form CA·2a Is submitted, Form CA·3, Report of Termination of Disability and/or
Payment, should be forwarded wt08n the employee returns to work.

• If the recurrence happens less than six months following employee'S retum to work following the Injury, the supervisor shall
authorize required medica' care by ute of Form CA·16. If the recurrence happens more than six months after the employee's
retum to work, authorization for further medical care must be obtained from the CYNCP.

• If the recurrent disability continues after the expiration of the 45 days Continuation of Pay (COP) or If this Is a recurrence of an
occupational disease, you should Instruct the employee to file Form CA·7. If Form CA·7 was previously submitted, compensation
should be claimed on Form CA-8.

For ...Ie by the Superintendent of Document&, U.s. Government Printing Office, Washington, D.C. 20402
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ATTACHMENT F
(TM 29:78)

U.S. DEPARTMENT OF LABOR REPORT OF TERMINATION OF DISABILITY
EMPLOYMENT STANDARDS ADMINISTRATION AND/OR PAYMENT

Office of Workers' Compensation Programs

PART - A GENERAL

1. Name of Injured Employee (Last, first, middle) 2. Social Security Number 3. OWCP File Number
(If known)

4. Department or Agency 5. Bureau or Office

6. Name and Address of Reporting Office (Include Zip Code)

7. Date and Hour of 8. Date and Hour Stopped 9. Date and Hour Pay 10. Date and Hour Returned
Injury (Mo., day, year) Work (Mo., day, year) Stopped (Mo., day, year) to Work (Mo., day, year)

DAM DAM DAM DAM
OPM DPM DPM DPM

11. Employee's Work Week On 12. Present Pay Rate If Different From That Received At Time Employee Stopped
Return To Duty If Other Than Work.
Monday Through Friday ---------,------------------------------

a. Base Pay b. Subsistence I c. Quarters 1 d. Other (Specify)
---------~--------+--------~------------

S M T W T F S I I I
I I I

13. Inclusive Dates Employee Received Pay For Any Part of The Period of Absence Because of:

= = = = =a= ~n~u~l:!-~v~ = = = = ~ = = = =~. ~~(L!a~e= = = = = = ~ = = = = = ~.=O~h!r{s"Ee£Jfl)= = = = = ~= = =

From: I From: I From:
I I

Through: I Through: I Through:

14. Has Employee's Work Assignment Been Changed Because of Disability Resulting From This Injury?

DYes DNo If Yes, Describe The Type of Work Employee Is Performing.

15. If Interrupted, Show Dates Deductions For Health 16. IfHealth Benefits Option Has ChanJed Since Disability
Benefits and/or Opiionallnsurance Were Resumed Began, Show New Code Number an Date of Change
(Mo., day, year)

Health Benefit Optional Insurance
(Mo., day, year)

Number Date

17. Remarks:

PART - B CONTINUATION OF PAY

18. Inclusive Dates That The Employee's Regular Pay Con- 19. Show The Gross Dollar Amount Of Regular Pay Which The
tinued During The Period of Disability. Do not include Emplore Received During The Period Of Disability. Do
period of sick or annual leave (Mo., day, year) not inc ude pay received for sick or annual leave.

From: Through: S

20. If Pay Rate Changed During 21. If Pay Rate Changed During The Period Employee Was Receiving Continuation of
The Period Employee Was Receiv- Pay, Give New Rate
ing Continuation Of Pay, Show ~------------------~--------------------_ ~. !\a.!ey~___ ~ _ ~. ~u~si.s~n-=e_ ~ _ ~._Q?~t!r~ __ :__d:..0~rJ:pe.£ify L__
The Date of Change (Mo., day,
year) I I I

I I I

22. Signature of Supervisor 23. TItle and Office Phone N~mber 24. Date (MO., day, Ye4r)

FormCA·3



REQUIRED
WRITIEN
REPORT

TELEPHONE!
TELEGRAPH
REPORT

PAY RATE
INFORMATION

CONTINUATION
OF PAY

ATTACHMENT F (TM 29:78)

INSTRUCTIONS FOR COMPLETING FORM CA-J
WHEN EMPLOYEE RETURNS TO WORK

PART- A

• When disability ceases and/or employee returns to work, the official
superior shall immediately report that fact to the OWCP on Form CA-J
unless this information has been previously submitted on Form CA-1
or CA-2 or otherwise. This form should be submitted for each injury
resulting in time lost from work whether or not claim for compem;ation
is made.

• If the employee is receiving disability compensation periodically
each four weeks, the official superior should immediately telephone
or telegraph the OWCP advising the date employee returned to work.
This will avoid an overpayment of compensation. Follow-up should
then be made with Form CA·J.

• Employee's base pay in items 12a or 21 a should not include value
of subsistence, quarte~ or other pay. These should be shown
separately in their own columns.

PART- B

• In most traumatic injury cases, the employee will have qualified for
and received continuation of pay under 5 USC 8118 (FECA). When
this occurs, items 9, 13, and 15 in Part A will usually be left blank.
When there is a continuation of pay, Part B must always be completed,
unless the information has been submitted on Form CA.?, Claim for
Compensation on Account of Traumatic Injury.

For sale by the Superintendent of Documents, U.S. Government Printin~ Office
Washington, D.C. 20402 - Price $2.75 per 100

Stock Number 02H1l6-00024

GPO 111111111-1 II
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ATTACHMENT G
(TM 29: 78)

Claim for Compensation by Widow,
Widower, and/or Children

u.s. Department of Labor
employment Standards Administration
Ollice 01 Workers' Com~ensatlon Programs

OMB No. 1215·0155
Expires: 03·31·89

Claim of SurvIving Husband or Wtle (Items 8 through 13)

1. Name 01 deceased employee (Last, first, middle) 2. Date 01 Birth 3. Date 01 Injury 4. Date 01 Death 5. Social Security Number
(Mo., day, year) (Mo., day, year) (Mo.• day. year)

LLLJ L.LJ I I I I I

6. Name and address 01 employing agency (Include zip code) 7. Nature 01 injury which caused death

. .
8. Name and address (Include Zip Code) 9. Vour Date of Birth

(MO., day. year)
10. Date 01 Marriage to Employee

(Mo., day, year)

i
11. Wer", you living with the 12. Were you ever married to anyone 13. Was employee ever married to

employee 3t time 01 death? other than the employee? anyone other than yourself?

Dvcs DNo DYes DNo Dves DNo
14. lisl all 01 employee's children Irom this marriage who may be entitled to compensation (See allached inlormation sheet for

definition 01 children):

Narr.e Relalionship Da~e 01 Birth Address (Include Zip Code)

--------------- ----------
----_.._-_._--

;4a. list ai' of employee's children Irom prior marriages who may be entitled to compensation:

Name Relationship Date 01 Birth Address (Include Zip Code)

15. If a legal guardi'an has been appointed lor any child named above. give name 01 child, name and address of the guardian.

Child Guardian Guardian's Address (Include Zip Code)

16. list other relatilies who were fully or partially dependent on employee:
Name Relationship Date 01 Birth Address (Include Zip Code)

17. II employee was ever In the Armed Forcos oltha Unitod States.
give:

Service number:

Branch 01 service:

Period of service:

18. II application has been made for Veterans Administration (VA)
benefits because of employee'S death. give:

VA Claim number:

Address of VA ollice where claim is filed:

19. II application has been made for U.S. Civil Service AMuity
because of employ•••• d.ath, glv.: .

CSF Claim Number:

Date Annuity began:
Amount paid per month: $ _

20. II a claim has been made against a third party because 01 employee's
death, give:

Amount of recovery: $ _

Name and addr.ss of third party:

21. Total burial .xpense 22. Amount of burial expense
paid or payable by VA

23. Name and addr.ss of party (other than VA) whose funds were used to pay burial
expense and amount paid:

$ $ $

I hereby certify that each and every statemenl made above is true to the best 01 my knowledge.

24. Signature 01 person filing claim 25. Address (Include Zip code) 26. Dale
(Mo., day, year)

Form CA·5
Rev. Dec. t986



ATTACHMENT G
(TM 29: 78)

Allending pny~ician'sReport
i. Name of ooceuEtd employee (Last. first. middle)

:? wnat history ollnjury or employment related olseer.e was Qlven to you?

5. !I deatn WIIS nol instantaneous, describe the trealment you provided.

7. Whal was the direct cause of death?

B. What were the contributory causes 01 deeth, if any?

2. Date of aealn (Me,•• oay. year)

4. If treated for disease, give dlag'1osls:

6. snow dates on wlllcn trealment
was given.

9"inYOu l opinIon, was the death of tile employee oue 10 Ihe Injury as reponee In lIem 3 above?
Give Ine medical reescns for your opinion, unless causal relationship IS obvIous. DYes 0 No

10. Was a biOpsy or an autop,y perlormea?

If yes, give name and addren of physician
and arrange lor a copy of the repon to be
submitted.

11. Name and address (Please type· Include IP ode)

DYes

DNa

12. Signature 13. Date sigrlied (MO.• day. year)



ATTACHMENT G
(TM 29: 78)

INSTRUCTIONS FOR COMPLETING FORM CA-5. CLAIM FOR COMPENSATION
BY WIDOW. WtDOWER. AND/OR CHILDREN

Who Should
File Claim

When Should
Claim Be Filed

What Documents
Are Required

How to
COmplete Claim

Funeral/Burial
Allowance

• This claim form should be completed and filed by the widow or widower for self and
surviving children. If there Is no surviving widow or widower. the children', guardian
completes the claim.

• Claim must be filed within three years following date of death, unless the decedent's
immediate superior had actual knowledge of an on-the-job Injury or death within 30
days; or wrinen notice of the injury or death was given within 30 days. The timely filing
of a disability claim will satisfy the time requirements for a death claim based on rho
same injury.

• The marriage certificate(s) for a widow or widower; death certificate for decedent if not
previously submined; birth certificate or adoption documents for each child. Also, if
appropriate, LelW of Guardianship. If either the decedent or the surviving spouse was
previously married, legal documents showing dissolution of such prior marriage(s).
COpies of certificates or documents are acceptable only if they are certified by the
person having official custody of such records. They should then be anached to the
claim form when it is filed.

• All items should be completed. If an item is not applicable, indicate by showing "NA".
Note that the form requests information about several different categories of persons,
I.e., items 1-7 make inquiry about the decedent; 8·13 the surviving widow or widower;
14-14a, surviving children; and 15. the children's guardian. The attending physician's
report on the reverse of the claim must also be completed before the form is submined
to the OWe?

• Submit original itemized funeral and burial bills. If paid, so indicate and give name and
address of person making payment. If an Administrator or Executor has been
appointed. give such person's name and address and auach a copy of the appointment
document.

See the reverse of this Dage for a definition of dependents and a description of benefits.

Form CA-5
Rev. Dec. 1986



A:rTACHMENT G
(TM 29:78)

PF~nl p~N~;:fns FDA SUlWlVINGWIOQW, WJOOWJ;R AND/OR CHILDREN
ijNQER THE FEDERAL EMPLOYEES' CQNPEN6ATION ACT (FECA)

Widpw o~

Wldowe~

• Tq Qyalily 'qr benefits, a widqw or wi~wl,lr must have oeen hving with the employeo or
~p"r~I,(j Iqr r'~$Qnable cjiuse prior I~ Ihe hnw ot CleMh. Pilymel'lls conlinue IClr lile or
IJl\lil remarri~@e. Upon r!m/lrril!Qe, " WiQ.IIw pr widewer will ,eelliv!! • II./Il'lp sum equal 10
24 'Irne.li hi~ (ilr n,r m<l/llhly comptfl6i!'iQ". II Ihll re/'flllrriilgo ocl'urs at age 60 or later , no
lump sum is Pili(j. Instead, payments cOnllrMI for lile.

Children • Eligible children inclucll,l niltural, adopted, step ,and PQsthumous children unmarried ano
!,lIlRer HI yellrs 01 age. flaymer'l\s li;onrinuo Qeyond HI il the child is incapable of
sl,llf"sygpart beciluse of mental or physical inCllf:lacity. Payments also continue 011 behalf
0' r;:hilaren Over 18 illhey are lull.time 5IudIlOlS. Student benefits terminale on: marriage,
complelion 01 four years of edlJcalion beyond high school le"el, or at age 23, wtlichever
o~(:urs hrs t.

€'~ltlp;el'l~tiOI\ • For Widows l'lr widowerS • ~o4 of the employee's monthly pay if lhere are no surviving
Rates !lligib.le chilC!ren • "li% if there are eligible children.

CtlH€If!n " 1~o;.. @iill<h, ngt to llXc:~~ jl lotal of ~o4, IhiilreclllqyCI"Y il there is a wudow pr
~!gqweF; if ItI@~ is IlQ ~!C1qw ar V1t'~Pwer, 4Q9/e !(If fl~ cflilc 131\-1115% for each additional
£11"g, ~t\IIf@Q \lgY;llly. ~nthly @lIymfifll§ Iqr ~II Jll!!1Elfic.li!flll§ fjaflnQt ~xceed 75% 01 Ihe
lilrnB!'il¥lle'l; monthly pay ralc, qr 15% of Inli top Slep 0' qS.15 of Ihe General SCheejule.

i:u.t:lec~l?~i~l

~IIoW~nc.Q

1~,,[4 !"~t~

""~~

, fHAA!'ll,\~!w ~l,l'i!l.1 '-lipense~ yp 1C\ ~ R1ii\x IR'Wll ~f $~ n:\jly ~e p,a.1~. AlllOlJl'It ~id by the
¥.~ wi\! pe gegl:!Gtea. If ~eel!1 Pi:I1Yfs a\ll(~l! !rgm tne. Ilmployee's (luty stallon,
"~R$~~tlq~ ~~l~ ~alil pe Pi!i~ If) rl!-l~1\ !I'\I! aeS"i!SIlQ Ilmpltlllell to his home or last
~12iJ ~ f@§i~~. Ir,. <!~it~ \~ ""),1 1u.l1t!fal or b.u,rii!1 e.¥pen~es, II sum 01 $200 may be
~ic:! lor r@in'\PYfsemenl pJ !t\fI cosls of Illrmil'llltipn oJ tile Ciclcedenrs stalus as an
emplo~ee pI the Umteo States.

t II ~~e iA~ury or Gaat" results trom i!!,lIlIlly of a QIlfsQn Or party other lhan the Federal
Government, a "third party aClion" or lawsVl1 may pe incjicaled. In such Instances the
Deoartm!!"1 o! labor \ll(ill provide fu.nher insUuclions.

It ~.9.j~~J iPlRf~ftiP.tl, is. ~o-, ~ r;pay.ljla GOlaine.cI; fr.ol"Q the Office 01 Workers' Compensation Programs.

For sale ~y, t/lle, Superintenclent 01 Documents, U.S. Government Printing Office
Washington, D.C. 20402

Stock No.

.U.S.GPO:I1I874'.'·~54a4e



ATTACHMENT H
(TM 29:78)

Official Superior's Report of
Employee's Death

U.S. Department of Labor
Employmenl Slandardl Admlniltralion
Ofnce of Workerl' Compensation Programs

32. Name and address of employee s spouse or next of kin (Show relationship, If other than spouse)

1. Name of Deceased Employee (Lalt, firll, middle) 2. Dale of Birth (Mo., day, year) 3. 4. Social Security No.
OMaie

D Female

5. Departmenl or Agency 6. OWCP Agency Code 7. OSHA Site Code

8. Name and Address of Reporting Office 9. Name and Office Phone Number of Employee's Official Superior

10. Date and Hour of Injury 11. Date and Hour of Dealh 12. Date and Hour Employee's Pay Stopped
(MO., day, year)

DAM
(Mo., day, year)

DAM
(Mo., day, year)

DAM
D PM OPM DPM

13. Describe how injury occurred 14. Was employee In performance of duty when injury occurred?

DYes D No (if No, explain):

15. Location where injury occurred 16. Location where death occurred 17. Immediate cause of death (Attach medical
and autopsy report if available)

18. Employee's pay rate as of
Base pay b. Subsistence c. Ouarters d. Othera.

A. Date of injury $ per $ per $ per $ per

B. Date pay stopped $ per $ per $ per $ per

19. Did employee work in position held allime of injury 20. If answer to 19 is no, would position have afforded employment
for a full eleven months immediately prior to lhe injury? for eleven months except for the injury?

DYes o No 0 Yes o No

21. Did employee receive leave pay for any part of period from time pay stopped to 22. a. Occupation code
date of death? (Give Inclusive dates)

From To
b. Type code c. Source code

23. Did employee receive continuation of pay (COP) during period prior to death?

a. Pay rate used for COP b. Inclusive dates of COP
OWCP use· Nor code

$ per From To

24. If employee was enrolled in Health 25. Show date, through which HBS deductions 26. If employee received medical care prior
Benefit Plan for self and family, show were last made (Mo., day, year) to death, give name and address of
HBS Code Number: attending physician

27. If injury was caused by a third party, give 28. Give name and address of the attorney representing the 29. Show amount of third
name and address of third party survivors if legal action Is instituted against the third party party recovery, if any

$

30. If employee was a member of the Armed Services of the United States, show: 31. Has claim for survivor's benefits been filed with the

Branch of Service: Office of Personnel Management?

Serial No. (If known) DYes 0 No

,

33. Signature of Official Superior 34. Title 35. Date (Mo., day, year)

Form CA-6
Rev. Nov. 1986



ATTACHMENT H
(TM 29: 78)

InstructIons for CompletIng Form CA-6

When a Federal employee dies asa result of Injury in performance of duty or because of an
employment related disease, the death should be reported on this form. This form eliminate!.
the need to complete and file the official superior's report on Form CA·1, Federal Employee's
Notice of Traumatic Injury and Claim for Continuation of Pay/Compensation or Form CA·2,
Federal Employee's Notice of Occupational Disease and Claim for Compensation.

The form Is 10 be completed by the deceased employee's official superior or other authorized
official of the employing agency. It should be accompanied by a certified copy of the death
certificate, when submitted to ONCP.

Form CA·5 or CA·5b should be supplied to the employee's spouse or next of kin.

If additional space Is required, attach separate sheets and number the answers to correspond
with the Items on the form.

For addittonallnformation about death benefits, see 20 CFR 1.1 and/or Chapter 810, Injury
Compensation, Federal Personnel Manual.

Box 22a (Occupation Code), Box 22b (Type Code),
Box 22c (Source Code), OSHA Site Code

The Occupational Safety and Health Administration (OSHA) requires all employing agencies 1.0
complete these Items when reporting an Injury. The proper codes may be founp in OSHA
Booklet 2014, Recordkeeplng and Reporting Guidelines.

OWCP Agency Code
This Is a four digit (or four digit plus two letter) code used by OWCP to identify the employing
agency. The proper code may be obtained from your personnel or compensation office, or by
contacting ONCP.

For ..Ie by the Superintendent of Document., u.s. Government Printi"l Office, Wuhincton. D.C. 204C12

.U.S.GPO: 11'87-0-'8'·504154857



ATTACHMENT I
(TM 29: 78)

Claim for Compensation . U.S. Department of Labor
On Account of Traumatic Injury Employment Standards Administration
or Occupational Disease Office of Workers' Compensation Programs

1. Name of Employee Last First Middle 2. OWCP File Number

6. Has any pey been received for period 0 Yes 17. If yes, amount From mo. day
shown in item 4? 0 No I I

Hours 5.3. Social Security Number

I-L...l-l-I

8. Was claim made against
3rd party? DYes

4. Period of wage loss for which compensation Is claimed
From mo. day yr. Thru mo. day yr.

I I I I I I I I

o No 9. Name of 3rd party or insurance carrier

Is this a claim for a schedule
award? 0 Yes

L-.J 0 No

yr. Thru mo. day yr.
I I I I I

10. Has the claim been settled?
recovered.

Give amount Address

City State Zip

11. Have you ever applied for or received benefits
from the Veterans Administration based on
disability incurred while serving in the Armed
Forces of the Uniled States?

a. Claim number b. Address of VA office where
claim is filed

c. Nature of disability and
monthly payment

12. Have you applied for or received an annuity under
the U.S. Civil Service Retirement Act or any other
Federal Retirement or Disability Law?

DYes 0 No

DYes 0 No

If Yes, furnish ..

If Yes, furnish ..

a. Claim number b. Date annuity began

mo. day yr.
I I I I

c. Amount of monthly
payment

$

13. List your dependonts
Name Date of Birth Relationship Living Mailin~ Address,

mo. day yr. with you? if different rom your own

I I I I
(yes/no)

I I I I

I I I I

DYes

14. Support Information for above dependents
Are you making support payments for
a dependont shown above?

16. If yes, support payments are made to; Last

Street

o No
15. Were support payments ordered by a court?

If so, attach copy of court order.

First Middle

DYes 0 No

~I

18. I hereby make claim for compensation because of the injury sustained by me while In the performance of my duty for the United States,
said injury not being due to willful misconduct on my part or to my Intention to bring about the injury or death of myself or another, or to
my Intoxication. I have been disabled because of this injury and have not refused or failed to perform any work I was able to do during
the period for which compensation is claimed, and every statement above is true to the best of my knowledge and belief.

Any person who knowingly makes any false Ilatement, misrepresentation, concealment of fact, or any other act of fraud, to obtain
compensation under the Federal Employees' Compensation Act, or who knowingly accepts compensation 10 which that person Is not
entitled Is subject to felony criminal prosecution and may, under appropriate criminal provisions, be punished by a fine or Imprisonment.
or both.

~i

Employee's signature

19. Employee's home mailing address (Include Zip Code)

Street

City State

Date (Mo., day, year)

Zip

CA·7
Rev. Del. 1986



Per

Phone

[] B 0 C

Date _

23. Did employee work in position for 11 monlhs prior
to Infury? 0 Yes 0 No

Yr•. Mos.
I ! t

If Oplion B, show number of multiples

If ye•• wal employee D A
enrolled In Option

=-_-:-:," +--:-:-::-~I :mo=.::1da=Y:I=yr:,:.'"""T","hr_~._'.='m=o:,l=:d:a:y:l:y:r:,:.'_ ~
Type of Leave From Thru

I

o Other: Name

DAM 31. P8fiod for which compensation il claimed

O From mo. day yr. Thru mo. day yr.
PM I I I I I I I I

Thru
I

mo. day yr.
I ! I I

From
I

$

Signature of IUP8fYisor _

I cenify Ihat the information given above and that furnished by the employee on lhe reverse of this form II true to the besl of my
knowledge with the following exception:

37. If OWCP needs lpecific pay Information the
person who lhould be contaC1ed II 0 Supervisor

Type of Leave

29. If employee received conlinuation of pay (COP), give dales,

2-4. If not. would posilion have afforded employmenl 25. TOlal lenglh of federal
for 11.months but for 0 Yel 0 No civilian service
the llliury?

Ending dale of the pay period in which
HBS I 01.1 Deduction. were 'asl made?

Supervisor's t1ue ' \j
Agency name & address Offica phone _

If yes, give code

30. Dale all pay slopped
mo. day yr.

I I I I

22. Show work schedule for week pay stopped

o Sun 0 Mon 0 Tue 0 Wed 0 Thu 0 Frl 0 sal

Dale Employee
$ per $ per $ per $ perSlopped Work

21. If employee received addilionel pay. Identlfy type and ahow amount

0 Premium

~l
0 Nighl

~Pay Pay

0 Sunday

~l
0 Other (ldentUy)

~Pay

ATTACHMENT I
JTM 29 :78) .

~.~~~··~::P.ffl~~..r$~~t:W@ft:::~::::tt~i]:'l:l?Mt~~::::{::tMMlH!t~m:$l?:i8.N:4w.N1:m%E1W:~N~MMJ:~rr@1t::::r::WM:::::i;$.~\::::~W::::{Wi~'M:Wlm;;)f,tlt::iif:::;tt::::::=:t::::t} ~.......•..~
20. Pay Rale As Of: a. Base Pay b. SUbsistence c. ouart., G. 01_ (Specl y) '-'

Dale of Injury $ per $ per S per $ per

DAM

;;-;---;:;;:....-..:::-::::::::;:-:===-::;:-:=~=~ O_PM_....I.-__D""1"'=:S\JI\:;--;;:-:-:-D=Mo~n=D:=-::T7ue=:;:"D__w_ed__0_T_hu_O__Fr_i_O_sa_I_~.....1
o Vel 0 No 35. Pay rate on reMn to work """



ATTACHMENT I
(TM 29:78)

INSTRUCTIONS FOR COMPLETING FORM CA-7

If the employee does not qualify for continuation of pay (for 45 days), the form should be completed and filed with the OWCP
as soon as pay Slops. The form should also be submilled when the employee reaches maximum Improvement and claims a
schedule award. If the employee is receiving continuation of pay and will continue to be disabled after 45 days, the form
should be filed with ONCP 5 working days prior to the end of the 45-day period.

EMPLOYEE (or person acting on the employee's behalf). Complete items 1 through 19 and submit the lorm to the employee's
supervisor.

SUPERVISOR (or appropriate official In the employing agency) • Complete Items 20 through 37 and promptly forward the form
toOWCP.

ITEM EXPLANATIONS - Some of the items on the form which may require further clarilication are explained below:

Item Number

4) Period of Wage Loss for which
Compensation is Claimed

5) Is This a Claim for a Schedule
Award?

6) Has Any Pay Been Received
for Period Shown in lIem 4?

7) II Yes, Amount

8) Was Claim Made Against
3rd Pany?

13) List Your Dependents

21) If Employee Received
Additional Pay, Identily
Type and Show Amount

28) Type and Inclusive Dates
Employee Received Leave
for Any Part of Period
Since Stopping Work

29) Dates of Pay Continuation
(COP) During Period of
Disability

30) Date All Pay Stopped

Explanalion

Enter Inclusive dates covering the period for which you are claiming compensation.
If intermiUent. periods are claimed, use a separate sheet to list each period
Individually.

Schedule awards ere paid for permanent impairment to a member or function of the
body. A claim for a schedule award should not be made on the same form as a
claim for compensation for wage loss; rather, a separate CA-7 should be used.

This question includes leave pay and COP received from the Federal job In which
you were Injured; and pay for work actually performed, whether at the Federal job
in which you were Injured or at other employment (including self-employment).

Give the amount of pay received and the period for which It was paid. If there is
more than one period, or more than one source of pay, explain fully on a separate
sheel.

A third party is an individual or organization (other than the injured employee or the
Federal government) who Is liable for the Injury. For instance, the driver of a
vehicle causing an accident In which an employee Is inlured, the owner of a
building where unsafe conditions cause an employee to fall, and a manufacturer
who gave improper instructions for the use of a chemical to which an employee is
exposed, could all be considered third parties to the injury.

Your wife or husband is a dependent If he or she is living with you. A child is a
dependent if he or she either lives with you or receives suppon payments from you,
and he or she: 1) is under 18; or 2) is between 18 and 23 and is a full·time student;
or 3) is incapable of self-support due to physical or mental disability.

"Additional Pay· Includes night differential, Sunday premium, holiday premium, and
any other type (such as hazardous duty or "dirty work" pay) regularly received by
the employee, but does not Include pay for overtime. If the amount of such pay
varies from pay period to pay period (as In the case of holiday premium or a
rotating shift), then the total amount of such pay earned during the year
Immediately prior to the date of injury or the date the employee stopped work
(whichever Is greater) should be reponed.

Enter Inclusive dates covering each period of leave. If leave was used for more
than four Individual periods, continue on a separate sheet. If leave was used for
pan of each day during a period, state how many hours were used per day; If the
number of hours used per day varied, use a separate sMetto list each day.

Enter the period of Continuation of Pay (see form CA-l for a full explanation). If the
Injury was nota traumatic Injury reported on form CA-l. this item does not apply.

No compensation is payable for temporary total disability until the employee enters
a non-pay status; therefore, Item 30 refers to termination of all pay. including leave.
Compensation Is not payable for the first three days of disability after the end of
any COP unless the disability exceeds 14 calendar days.



PRIVACY ACT

THIS NOTICE SHOULD BE RETAINED FOR YOUR INFORMATION.

ATTACHMENT I
(TM 29:78)FORM CA-20, PHYSICIAN"S REPORT

In 8Cltl'Jfdance with.,.. Prwacy Act of 197.. (Public lAw No. 93-571, 5 U.S.C. 552&), you are hereby notlned that: (1) The
FecIWaI Employees' Compensation Act, as amended (5 U.S.C. 8101, et aeq.) Is administered by the orrlee of Workers'
Cbmpensation Programs of ltIe u.s. Department or labor. In accordance with this responsibiflty, the Offlce reallY" and
maintains personal information on claimants and their Immediate families. (2) The Information will be uMd to determine
eligibility for and lhe amount of benefits payable under the Act. (3) The information may be used by other 8QlIJncies or
perSOM in handling meI8rI rwtating, dirwetty or indirectly, 10 the subject maner of the claim, so long as such agencies or
persons have received the consent of lhlt individual claimanl, or have compfl8d with the provisions of 20 CFFl 10. (4)
FurnisflirIg 8'ft ........~..facifitate I11e cIaimI adjudtc&tion process; end the effects of I10t provIding lill or any
part of ttIe ",quested information may defay Itle process, or resutt In an unfavorable decision or a reduced level o-r benefits
(disclosure of a social secwrily number is voluntary; the failure to disclose such number will I10t result in the denial of any
right, benefit or privilege 10 which an individual may be entitled).

Compensation for wage lou cannot be paid unle.. medical evidence hal been &ubml1ted tupportlng disability for work
during Ihe period claimed. For clalml baaed on traumatic injury and reponed on Form CA·1, lhe aupervisor Itlouhf detach
Form CA-20, complete Iteml 1-3 on lhe front, and print the OWCP dlltrict office addreas on the reverse. The form lhould be
promptly referred to the ellendlng phyllcian for early completion. If the claim Is for occupational disease, filed on Form
CA·2, a medical report al deacrlbed In the lnSII'Vetions accompanying that form Is required In molt cases. The lupervllOr
should ensure that the employee hal brought theM requlrementl 10 the physician'l allenliOn. II may be necessary for the
phy$lclan to provide a narrative medical report In place of or In addition 10 Form CA·20 to adequately explain and support
the relationlhip of lhe disability 10 lhe employment.

For paymenl of a schedule award, the claimant must have a permanent loss or loss of function of one of the memb~lrs of the
body or organs enumerated In the regulations (20 C.F.R. 10.3(4). The aUendlng physician muaI affirm lhat ~".ximum

medical Improvement of the condition hal been reached and should describe the functional loss and the resulting
Impairmenl In accordance with the American Medical Aaaoeiallon Guides to the Evaluation Of Permanent Imp,airment.



ATTACHMENT J
(TM 29:78)

Claim For Continuing Compensation
On Account Of Disability

Statemenl of Injured Employee· see InslrucUons on Reverse Side

U.S. Department of Labor
Employment Standards Administration
Office of Workers' Compensallon Programs

1. Name of Injured Employee (Last, first, middle)

3. Home Mailing Address (Include zip code)

5. Date and Hour 01 Injury
(Mo., day, year)

2. OWCP File Number, il known

~. Social Security Number

6. Period Compensation Is Claimed As a Result of Pay Loss (Mo., day,
year) If pay loss was intermittent attach separate sheet showing
dates and hours 01 pay loss.
From: Through:

7. Have you received any leave pay during the period shown In Item 67

D Yes 0 No Show Inclusive Dates. From: Through:

If leave use was intermittent, attach separate sheet showing dates and hours used.

8. Do you wish to repurchase leave?

Dves 0 No

9. Complete this Item If you worked during the period shown In Item 6. Attach a separate sheet II needed.
-----------------------------------------------------------------------_.a. Salaried Employment,

Oates & Hours worked: Pay Rate I Total Amount Earned Type Work Performed Name & Address of Employer
, (Per hour, day or week) :
, I
, I

I I
I I
, I

, I I I____________ ~ ~ J ~ .

b. Commission and Self-Employment. Show all activities, whether or not Income resulted from your efforts.

Dates & Hours Worked' Name and Address of Business
I
I,
I
I
I
I
I

Self-Employed 0

Commission 0

Type of Activity
Performed

Income Derived (Attach
Explanation If Needed)

v

10. If you were only partially disabled and did not work, state reason for not working.

11. If, since filing your initial claim for compensation, you have applied for or received VA Benefits based on Military service for the United
States, give the following:

Claim No. Date of Disability and Monthly Payment Name and Addre.. of OffIce Where Claim Is Flied

12. If, since filing your Initial claim for compensation, you have applied for or received an annuity under the CIvil service Retirement Act or
other Federal retirement or disability law, give the following:

Claim No. Amount of Monthly Payment Name and Address of OffIce Where Claim Is Filed

13. I NA U M L V N A IN M LV' HAL. Any person w now no y 14. Date (Mo., day, year)
makes any false statement, misrepresentation, concealment of fact or any other act of fraud 10 obtain
compensation as provided by lhe FECA or who knoWingly accepls compensation to which that person Is nol
entitled la subject to felony criminal prosecution and may, under appropriate criminal provisions, be punished
by a fine or Imprisonment or both.)

Form CA-8
Q"v 6,,,, 1Qll7



20. Remark.

Statement of Officla. Superior

21. A aupervlaor who knowingly certlne. to any falae .tatement mlsrepreaentatlon. concealment of fact. etc., In rel!:l8ct to thl. claim may alao be
aubjeet to appropriate felony criminal proaecutlon.

Amount: $

Type of Payment:

Period: From: Through: _

16. Show employee's work week on retllm to duty. If Olher than
Monday thru Friday

o Noo Ve.

I certify that the Information given above and that furnl.hed by the employ.. on the reverae of thl. form i. true bG the be.t of my knowledge
with the following exception:

ATTACHMENT J
(TM 29:78)-

18. If there has been any change In employee'. health benefit enrollment andlor optional Insurance .ince prevlou. claim for c:ompenaation wa.
aubmltted, pleaae explain. (I.e. change of plan or option; If additional deductiON have been made by the agencl'••how amount and period.)

15. If employ.. has returned to work. show date and hour
(Mo•• day, year) 0 AM

::-:17::-."'""':":H~••~e~mp=lo~y-e~e~r~e~ce:-;'lv~e~d~an~y~p~.-y"':'fo~r~w~0~rk~."":'le~a:":'"v"':"~-,s:":'"~-::::-::;Si;::st:::e'::"nc~e:-'--+~18::-.--!:""':":"~:i:-:-:-;:=-=-;-:;,-;:-:~--:-::~-T_~,
quarter. or other remuneration from your agency during the period
.hown In Item 6 on the reverae .Ide?

22. Signature of Official Superior 23. Title 24. Oate (mo.,day, year)

Instruction. for Injured Employ"

a. Item. 1 through 14 on the reverae .Ide .hould be completed by the Injured employee or by aom80ne actln!~ on the employ..•• behalf.
The form .hould then be given to the official superior.

b. The Injured employee .hould me Form CA-8 each two w..kI during the period of disability unl..s otherwl.. notlfled by ONCP. 'Form. may
be obtained from ONCP or the employing agency.

c. Employ... are advlaed that fraudulent claim. are punishable by a nne of not more than $10.000. or Imprlson",ent for not more than flve
years, or both. I.c~

d. The employee .. reeponalble for IUbmIttlng. or arranging for the aubml..lon of medical evidence In aupport or thl. claim. TheCA.~
attached to fofm CA~ for thl. P"POae. The employ...hould complete Item. 1 • 6 on form CA·2Oa. The attending phy.lclan .hould com
plete Item. 7 ttwough 23. The addre.. of the appropriate ONCP office .hould be entered In Item 3 on the revltrae of the CA·2Oa.

Instructions for Official SUperior

a. The official auperlor mu.t complete Item. 15 through 24 and forward the form, and any accompanying medical report, to the appropr,'ate
ONCP office, within 5 working day. of receipt from the employee.

If addltonalapace I. required for any reply, a aeparate .heet of paper may be uaed. numbering the an.wer. tel correspond with Items
on the form.

Note: Failure to submit this form properly completed with supporting medical evidence will delay paymen,t of compensation.



Authorization For Examination And/Or Treatment U.S. Department of Labor
Employment Standard, Admlninretion
Office of Worken' Compensetion Programs

ATTACHMENT K
(TM 29:78)

OMD No.: 1215-0103
Explres: 09·30·88

•

~)

The following request for informetion is euthorized by lew /5 USC 8101 et. seq.!. Benefits and/or medical services expenses may not be paid or may be
subject to suspension under this program unless this report is completad and filed as requested. Information collected will be handled and nored in
compliance with the Freedom of Information Act, the Privacy Act of 1974 and OMB Cir. No. A·108.

PART A - AUTHORIZATION

1. Name and Address of the Medical FacilitY or Physician Authorized to Provide the Medical Service:

2. Employee's Name (Lasr, fine, middle)

5. Description of Injury Or D,sease:

3. Date of Injury (Mo., day. yr.) 4, Occupation

6. You are authorized to provide medica' cere for the employee for e period of up to sixty days from the dete shoW'l in item 11, subject to the
condition stated in item A, and to the condition indicated either 1 Or 2, in item B.

A. Your signature in item 35 of Part B certifies your agreement that all fees for services shall not exceed the maximum allowable fee established by
OWCP and that payment by OWCP will be accepted as payment in full for said services.

B. 0 1. Furnish office and/or hospital treatment as medically necessary for the effects of this injury. Any surgery othar than emergency must have
prior OWCP approval.

o 2. There is doubt whether the employee's condition is caused by an injury sustained in the performance of duty, or is otherwise related to
the employment. You are authorized to examine the employee using indicated non-.urgical diagnonic nudies, and promptly advise the
undersigned whether you believe the condition is due to the alleged injury or to any circumnancas of the employment. Pending further
advice you may provide naceuary conservative traatment if you believe the condition may be due to the injury or to the employment.

7. If a Disease or Illness is Involved, OWCP Approval for Issuing
Authorization was Obtained from: (Type N.me .nd Tirle of OWCP
Offici./)

10. Local Employing Agency Telephone Number:

12. Send one copy of your report: (Fill in ft,m.inder of ~drfJSl)

U.s. DEPARTMENT OF LABOR
Employmant Standard. Admlnlatr.tlon
Office of Worken' Compenlftlon Program.

8. Signature of Authorizing Official:

9. Name and Title of Authorizing Official: (Type or prine clHrly)

11. Date (Mo•• d.y. ye.r)

13. Name and Address of Employee's Place of Employment:

Department or Agency

Bureeu or Office

Local Address (including Zip Cod'!)

Form CA·16
Rev, Oct, 1986



33. Generll Remarkl end A«:ommenct.tionl for Future Cer•• If Indlcated. II You He... Mede a Reterrll to Another PhYllcian or to. Medice' Fecility. \.J.)
P,cMde Name end Addr....

19. Do You Believe the Condition Found WII CluHd or Aggreveted by the Employment Activity Described? (PIN,e eKplain you, enswe, if the.. i, dOUbrJU

DYel DNa

- --'--__----I- t...J

i). ....•".\.I

u·······i'i£; . .

38. Date 01 Report

18. Whit ls Your Oiegnolil?

II Ya. Furnish Oat" AdviledDNo

37. Tax Identificltion Number

36. Addreu (No.. SI,.",. CitY, Stare. ZI1' CodeJ.

DYel

o No (If 'f8t"ref8 I/NICIMryJ

'ART I - ATTENDING PHYSICIAN'S RIPORT

A"TACHr~ENT K
(TM 29:78)

15. Whit History of Injury or Oilll.. Old Employee Give You?

16. II There Any History or Evidence of Concurrent or Pre"ltiltlng In/Ury, Di_e. 0' PhYlicellmp~rment1(If 1'81.~ de,c,ibeJ

Dyes DNo

14. Employee'l Neme (Lat, fint, mi~J

17. What Are Your Findings? (Include _101/0 ofX·'*I'"I.,eto'l' telts. erc.J

For 1I&1e by tbe Supe,lateadeat at Doeumeata, U.S. Goverameatl'rh,t1ag omcc, Wa.hlngtull, V.C. 204U2

----------------------_. _._-----_.

20. Did Injury Require HOIPitl1iution? Dyes DNo 21. ls Additionel Hospitlllizition Required?

If yel, dete of edmillion IMo., eMl', yee,J DYII DNo
Oe,e of discherge (MD., thy yee,)

22. Surgery (If any. delCribe typeJ .23. Oete Surgery Perforl'ned (Mo., dey, yea,J

24. Whet (Othe,J Type 01 Treltment Did You Provide? 25. Whet Pennanenl enlClI. II Any. Do You
Anticipate?

26. Olte of First EXlminetion (Mo., de." ye.,.J 27. Oltel,) of Treltment (Mo.. th." yee,J 28. Dill of Oifcherge From Treltmen!
(Mo.. thY, 1'8111')

29. Period of Oinbllity (Mo•• dey• .,e.,J (If rennination dare unknown, 10 30. II Employee Able to Resume
indicllreJ o L.ight WorkTotal Oilability: From To Date:

Penilll Oinbilitv: From To 0 Reguler Work Date:

31. II Employee il Able to Reluma Work, HII Ha(Sha Been Adviled?

32. II Employee il Able to Relume Only L.lght Work, 'ndiclta Tha Extent of PhYlicl' L.imitationl and tha Type 01 Work That Could RellOnably be
Performed with Thee L.imiUltion,.

34. 00 You Specializa? 0 Va

MEDICAL IIL.L: Char... for your lervlca should be pr_nted on tha AMA "Inllard "Heelth Insurenee Claim Form" lAMA OP 407(408/409; OWCP·
15OOa, or HCFA 15001. Service mUit be ItemiZed by Cu.....nt Procedural Terminology CoOl (CPT 41 and the form must be Ilgned.

35. SIGNATURE OF PHYSICIAN. I certify tltat III tile "atemenu in
\'8IPON8 to 1M qll.tions .ked in Pert 8 of tit. form are true,
complete Ind correct to the best of my knowledge. Funhar, I under·
8lend 'ha' any feiJe or m~leedifllllt8tm8ntor any ml$representation
or concealment of materiel fect which it knowingly mecle may lubject
me to felony crlminll prosecution.



• ----------__0 ._. _

ATTACHMENT K
(n129:78)

INSTRUCTIONS TO AUTHORIZING OFFICIAL FOR COMPLETION OF PART A

SELECTION OF
PHYSICIAN

PERIOD OF
AUTHORIZATION

FEDERAL MEDICAL
FACILITIES

DEFINITION
OF INJURY

DEFINITION OF
PHYSICIAN

FORM
COMPLETION

ADDITIONAL
INFORMATION

• A Federal employee injured by accident while in the performance of duty
has the initial right to select a physician of his/her choice to provide nec
essary treatment. The supervisor shall immediately authorize examination
and appropriate medical care by use of Form CA·16 issued to either a
United States medical officerlhospital or any duly qualified physician/
hospital of the employee's choice.

If the employee elects to be treated by a private physician, a copy of the
American Medical Association standard billing form (AMA OP 407/408/409;
OWCP.1500a) should be supplied together with Form CA-1S.

A physician who is debarred from the FECA program as provided at 20
CFR 10.450-457 may not be authorized to examine or treat an injured Fed
eral employee.

Generally, 26 miles from the place of injury, employing agency, or the
employee's home is a reasonable distance to travel for medical care; how
ever. other pertinent factors must also be considered.

• Form CA·16 is valid for up to sixty days from date of issuance, and may be
terminated earlier upon wrinen notice from OWCP to the provider. It
should not be used to authorize a change of physicians after the initial
choice is exercised by the employee.

• U.S. medical facilities include Public Health Service, Military, or VA
hospitals. Federal health service facilities (health unitsl established under 5
USC 7901 are not U.S. medical facilities as used herein (see 20 CFR
10.4001.

• The term "injury" includes damage to or destruction of medical braces,
artificial limbs and other prosthetic devices. Eyeglasses and hearing aids are
Included only If the damages were incidental to a personal injury which reo
quires medical services. Treatment for illness or disease should not be
authorized unless approval is first obtained from OWCP.

• The term "physician" includes doctors of medicine (MOl, surgeons,
podiatrists, dentists, clinical psychologists, optometrists, chiropractors and
osteopathic practitioners within the scope of their practice as defined by
State law. The reimbursable services of chiropractors under the FECA are
limited by statute to physical examination, related laboratory tests and

X·rays to diagnose a subluxation of the spine; and treatment consisting of
manual manipulation of the spine to correct a subluxation demonstrated by
X-ray.

• Part A shall be completed in full by the authorizing official. The authoriza·
tion is not valid unless the name and address of the physician or hospital is
entered In Item 1 and the signature of the authorizing official appears in
Item 8. Check Box B1 or B2 or Item 6, whichever is appropriate. In case of
Illness or disease, only Box B2 may be checked.

Show the address of the proper OWCP Office in Item 12.Send original and
one copy of Form CA·16 to the medical officer or physician. If issued for
Illness or disease, a copy must also be sent to OWCP.

• See 20 CFR 1 and/or ChaPter 810, Federal Personnel Manual (FPM).

Information for Physician - See Reverse Side

Form CA-16
Rev. Oct. 1986



YOUR
AUTHORIZATION

USE OF CONSULTANTS
AND HOSPITALS

REPORTS

RELEASE OF
RECORDS

BILLING FOR
SERVICES

TAX IDENTIFICATION
NUMBER

ADDITIONAL
INFORMATION

ATTACH~1ENT K
(HI 29:78)

INFORMATION FOR PHYSICIAN

• Please raad Part A of Form CA-16. You are authorized to examine and
provide treatment for the injury or disease described in Item 5, for a period
of not more than 60 days from the date of issuance. subject to the condi
tions In Item 6. A physician who is debarred from the FECA proglram as
provided at 20 CFR 10.450-457 may not be authorized to examine ()r treat
an injured Federal employee. Authorization may be terminated earlie,r upon
written notice from OWCP. For extension of the authorization t.o treat
beyond the 60 day period, apply to the office shown in Part A, Item 12.

• You may utilize consultants, laboratories and local hospitals, if needed.
Authorize semi-private accommodations unless a private room is medically
neclSSlry. Ancillary treatment may be provided to a hospitalized employee as
necessary.

• After examination, complete items 14 through 38, of Part B, and send your
report, together with any additional narrative or explanatory matel-ial, to
the address listed in Part A, item 12. If the employee sustained a tralJmatic
injury and is disabled for work, reports on Form CA·17, "Duty Status
Report" may be required by the employing agency during the first 45 days
of disability. If disability continues beyond 45 days, monthly reports should
be submitted. Reports from all consultants are also required. Delay in sub·
mitting medical reports may delay payment of benefits.

• Injury reports are the official records of OWCP. They shall not be mleased
to anyone nor may any other use be made of them without the appr,oval of
OWCP.

• OWCP requires that charges be itemized using the AMA standard "Health
Insurance Claim Form" (AMA OP 407/408/409; OWCP.1600, or HCFA·
16001. Each procedure must be identified, in Column 24 C of the fOlrTn, by
the applicable Current Procedural Terminology (4th edition) Code (CPT 4).
A copy of the form may be supplied by the employee at the time trelltment
Is sought.

• Payment for chiropractic services is limited to charges for physical examina
tions, related laboratory tests, and X-rays to diagnose a subluxation c)f the
spine; and treatment consisting of manual manipulation of the spine to cor
rect a subluxation demonstrated by X-ray.

• The provider's Tax Identification Number (TIN) is an important idElntifier
in the OWCP system. To speed processing and to reduce inaccuracy of pay
ment, the provider's TIN (Employer Identification Number or SSN) should
be shown on all reports and billings submitted to OWCP. If possibl,e, pro
viders should decide on a single TIN - either corporate or personal - VIo-hich is
used consistently on OWCP claims.

• Contact the Of/CP Office shown in Item 12 of Part A.

Pl.... Ramove Thasa InltNctions Befora Submitting Your Report.

".)',
~



ATTACHMENT L
(TM 29: 78)

Duty Status Report U.S. Department of Labor
Employment Standards Administration
Office of Workers' Compensation Programs

This request for information is authorized by law (5 USC alOl et seq.) Benefits and/or medical expenses may nOl be
paid or may be subject to suspension under the Federal Employees' Compensation Program unless this report is
completed and filed as requosted. Information collected will be handled and stored In compliance with the Freedom of
Information Act, the Prillacy Act of 1974 and the OMS Cir. A·l0a.

OMB No. 1215-0103
Expires: 9·30-aa

Instrucllons for Completing and Submllling this Form

Supervisor: Complete Part A and refer the form to the altending physician for completion of Pan B.

Attending Physician: Complete Part B. To prellent interruption of the employee's pay. the completed form should be returned to the employing
agency (as shown in Item 12) within two days following examination and/or treatment. A copy of the form should also be sent to the OWCP (as
shown in Item tl).

Part A - Supervisor
1. Name and Address of Medical Facility Providing Medical Serllices:

7. Describe How the Injury Occurred and State Parts of the Body Affected.

2. OWCP File Number (If known)

3. Employee's Name (Last, first, middle)

4. Date of Injury (Month, day, yr.) 15. Social Security Nt).

6. Occupation

a. Specify the Usual Work Requirements of the Employee. Check Whelher Employee Performs These Tasks or is Exposed Continuously or
Intermiltenlly. and Gille Number of Hours.

Aclivity Continuous Intermittent Activity/Exposure Continuous Intermittent

a. Lifling/Cartng:
Hrs Per Day p. Fine Manipulation Hrs Per DaySedentary ·10Ibs.

b. Lifting/Carrying:
Hrs Per Day

q. Reaching abolle
Hrs Per DayLight to·20 Ibs. Shoulder

c. Lifting/carrbing:
Hrs Per Day r. Heat degrees FModerate 2·5 Ibs.

d. Lifting/Carryinlt
Hrs Per Day s. Cold degrees FHeallY 50· tOO s.

e. Silting Hrs Per Day t. Excess Humidity Hrs Per Day

f. Standing Hrs Per Day
u. Chemicals, Solvents,

Hrs Per Dayetc. (Identify)

g. Walking Hrs Per Day II. Fumes (Identify) Hrs Per Day

h. Climbing Stairs Hrs Per Day w. Dust (Identify) Hrs Per Day

x. Noise (Gille dBA)
dBA

i. Climbing Ladders Hrs Per Day hr, Per Day

j. Kneeling Hrs Per Day y. Other (Describe) Hrs Per Day

k. Bonding Hrs Per Day
9. Does th(l Job Require Drilling a Vehicle

I. Slooping Hrs Per Day
o Yes (Specify) o No
Operating Machinery?

m.Twisting Hrs Per Day o Yes (Specify) o No

n. Pulling/Pushing Hrs Per Day
10. The Employee Works

Hours Per Day

o. Simple Grasping Hrs Per Day Days Per Week
1. Send A Copy of This Report To: 12. Send the Original Report to (Name and Address of Employing

Agency):

U.S. Department of Labor
Employment Standards Administration
Office of Workers' Compensation Programs

Form CA-17
Rev. AUQ. 1987



Part B - Physician
13a. Does the History of Injury Given to vou by tho Employee

Correspond to That Shown In Item 7?

o Ves 0 No (If not, describe)

13c. Diagnosis of Condition Due to Injury

ATTACHMENT L
(TM 29:78)

13b. Description of Clinical Findings

13d. Diagnosis of Other Disabling Conditions

14. Is Employee Able to Perform His/Her Regular Work (Describe on the Front of This Form)?

o Ves,lISo,

o No, II not, complcte item 15 below.

o Full·Time or o Part·Time Hours Per Day
(Fill In)

15. Complete the Following, If The Answer To item 104 is "No".

Activity Continuous Intermittent Aclivity/Exposure Continuous Intermittent

a. Lifting/cartng: Hrs Per Day p. Fine Manipulation Hrs Per DaySedentary ·IOlbs.
b. Lifting/Carrying:

Hrs Per Day
q. Reaching above

Hrs Per Day__Light 10-20 Ibs. shoulder
c. Lifting/Carrying:

Hrs Per Day Heat degrees FModerate 20·5 Ibs. r.

d. Lifting/carryinib
Hrs Per Day s. Cold degrees FHeavy 50·100 s.

e. Silting Hrs Per Day t. Excess Humidity Hrs Per Day

f. Standing Hrs Per Day
u. Chemicals, Solvents

Hrs Per Dayetc. (Identffy)

g. Walking Hrs Per Day v. Fumes (Identify) Hrs Per Day

h. Climbing Stairs Hrs Per Day w. Dust (Identify) Hrs Pcr Day
dBA

i. Climbing Ladders Hrs Per Day x. Noise (Give dBA) Hrs Per Day

j. Kneeling Hrs Per Day
y. Are Interpersonal Relations Affected Because of A NeuroPsrihiatric

Condition? (e.g. Ability to Give or Take Supervision, Meet adlines,
etc.)

k. Bending Hrs Per Day

I. Stooping Hrs Per Day ONo o Ves (Describe)

m.Twlsting Hrs Per Day

n. Pulling/Pushing Hrs Per Day

o. Simple Grasping Hrs Per Day

16. Doscrlbe Any Othor Function of ThiS Employee's Regular Work Which IS Medically Restricted By The Injury.

17. Poriod of Disability (II termination date is unknown, so state)

Total Disability From

Partial Disability From

19. Date of Examination

To

To

18. If Employee is Able to Resume Work, Has He/She Been Advised?

oves 0 No
If Yes, Give Date of Advice . _

20. Date of Next Appointment, II Scheduled

I certify that all statements made above are true. I further understand that any knowingly false or misleading statement. or misrepre
sentation 01 material lact may subject me to lelony criminal prosecution.

21. Typed or Prlnled Name and Address 01 Physician 22. Specially 23. Tax Identification Number

2•. Physician'S Signature 25. Date



Attending Physician's Report

ATTACHMENT M
(TM 29:78)

U.S. Department of Labor
Employment Standards Administration
Office of Workers' Compensation Programs

. . "::: "·i~t1~~: .." :. .
2. Date of Injury 3. OWCP File Number

mo. day yr.
I I I I

4. Is there any history or evidence of concurrent or pre-existing injury or disease or physical Impairment? ICD-9 Code
(If yes, please describe)

Dves 0 No
5. What are your findings? (Include results of X·Rays, laboratory reports, etc.)

6. What Is your diagnosis?

B. Did injury require hospitalization?
If no, go to Item 1112

Dves 0 No

12. What treatment did you provide?

9. Date of admission

mo. day yr.
I I I I

10. Date of discharge

mo. day yr.
I I I I

I

ICD-9 Code

I I I I

11. Additional Hospitalization required
If Ves, describe in "Remarks"
(Item 24) 0 Ves 0 No

13. Date of first examination 14. Date(s) of treatment 15. Date of discharge fr(lm treatment

mo. day yr. mo. day yr. mo. day yr. mo. day yr. mo. day yr.
I I I I I I I I I I I I I I I I I I I I

16. Period of total disability 17. Period of Partial Disability 18. Date employee able to resume

From mo. day yr. Thru mo. day yr. From mo. day yr. Thru mo. day yr. light work mo. day yr.
I I I I I I I I I I I I I I I I I I I --.J

19. Date employee is able to resume regular 20. Has employee been advised that 21. If yes, on what date was he/she advised?
work mo. day yr. he/she can return to work? mo. day yr.

I I I I Dves oNo
I I I I

22. If employoe is able to resume only light work, indicate the extent of physical limitations and 23. Are any permanent effects expected as a
the type of work that could reasonably be performed with these limitations. (Continue In item. result of this injury? If yes, describe in
1124 if necessary.) Item 1124.

Dves oNo

24. Remarks

25. If you have referred the employee to another physician provide the following:

Name

Address

Specialty

26. What was the reason for this referral?

Cily State Zip o Consultation o Treatment

~iO~,:atur~ ....:', .,. :."( .. :' :.;: ~~. Z' .::. ::;: .:.~! <: s.~~ ::?: .~.. ::"':" '::r/· ···t~::~·: >·i~::it;;:;::·,K>:.:: :::·~~~:(r¥%··: ::',:,.:::::',:1 :.~ .:~·:ft:~~~~;:~&.:b:~:\j;;~: ::~ .:';': ":..::.: .:": ::~. :·:~tilil:i: :.:;': :': :;tt:::t:di':':. ': : ;~;~ :i~t~f:::{:~: ;:::; }:::; ;:::::: :::;::::::'
27. I certify that the statements In response to the questions asked above are true, complete and correct to the best of my

knowledge. FUr1her, I understand that any false or misleading statement or any misrepresentation or concealment of material fact ....hich is
knowingly made may subject me to felony criminal prosecution.

Signature of Physician

28. Name of Physician

Address

City State Zip

Date

29. Tax 10 Number

30. Do you specialize? 0 Ves

31. If yes, indicate specialty

DNO

CA·20
Rev. Oct. 19B6



IMPORTANT: A MEDICAL REPORT IS REQUIRED BY THE OFFICE OF WORKERS' COMPENSATION
PROGRAMS BEFORE PAYMENT OF COMPENSATION FOR LOSS OF WAGES OR
PERMANENT DISABILITY CAN BE MADE TO THE EMPLOYEE.

IF YOU HAVE SUBMITTED A NARRATIVE MEDICAL REPORT OR A FORM CA·16 TO
aNCP WITHIN THE PAST 10 DAYS, YOU NEED NOT SUBMIT THIS FORM CA-20.

aNCP REOUIRES THAT MEDICAL BILLS, OTHER THAN HOSPITAL BILLS, BE SUBMIT·
TED ON THE AMERICAN MEDICAL ASSOCIATION HEALTH INSURANCE CLAIM FORM,
HCFA 1500IOWCP-1~a.

INSTRUCTIONS TO PHYSICIAN FOR COMPLETING ATTENDING PHYSICIAN'S REPORT

1. COMPLETE THE ENTRIES 1·31 ON THE FORM; AND

2. IF DISABILITY HAS NOT TERMINATED, INDICATE IN ITEM 16; AND

3. SEND THE FORM AND YOUR BILL TO:

OFFICE OF WORKERS' COMPENSATION PROGRAMS

For Sale by the Superintendent of Document., U.S. Government Printing Office
Washington, DC 20.402

ATTACHMENT M
(TM 29:78)

L .. .):'-'



ATTACH~1ENT N
(TM 29:78)

Attending Physician's Supplement,al Report U.S. Department of Labor
employment Standards Administration
Office of Workers' Compensation Programs

For Instructions See Reverse Side

1. Name 0 Injure employee (Lasl, Irst, ml

OMS No. 1215-0103
Expires: 09-30-91

known

<I. curily Number

o NoU Yes

. erlod compensation IS c alme as a resu to pay oss (MC'., aay, year)

I From: Through:
I

I
IS employee's present cond,llon due to the, 9. Is employee totally disabled for usual work?
injury for which compensallon IS claimed?

I

;: Yes I; No I
o.......J ....... I

AMo
o PM

fMo., day, year)

7. Dale 01 most recent examination (Mo., cay,year): 8.
i

I~' ..
~l

1Z. What treetment IS emp oyee receiving an

13. What permanent effects, it any, are anllclpaled? .; DeSCribe any concurrent disability employee has which IS not related
10 thiS injury

15. Will disability lor regular work con\lnue lor 90 days or longer?

DYes 0 No
If no, approximately what date will employee be able to return to
work? (MO., day, year)

6. II employee IS able to resume regular work, has he or she been
adVised? 0 Yes 0 No

If Yes, show date employee was informed
(Mo., day. year)

17. If employee is only parllalfy disabled, snow dale ne or she was able
10 perform some work and describe specific work restrictions.
(i.e. limitations in stooping, bending, lilting, etc.)

B. It employee has Deen relerred to another pnyslclan lor consullation
or treatment, give physiCian'S name & address.

l!i. Recommenaatlons ana prognosIS

Public Burden Statement

Public reporting burden for this collection of information is estimated to average :JJ minutes per response, including time for reviewing
instructions, searching existing data sources, gathering and maintaining the data needed, and completing and reviewing the collection of
,nformation. Send comments regarding the burden estimate or any other aspect of this collection of information, including suggestions for
reducing burden, to the Office of Information t.lanagement, Depenment of Labor, Room Nl301, 200 Constitution Avenue, N.W.,
Washington, D.C. 202tO; and to the Office of Information and Regulatory Affairs, Office of Menagement and Budget, Washington, D.C. 20503.

Form CA·2Oa



ATTACHMENT N
(TM 29:78)

INSTRUCTIONS FOR COMPLETING ATTENDING PHYSICIAN'S REPORT

CERTIFICATION: BY SIGNING BLOCK 22 ON THE FRONT OF THIS FORM, THE PHYSICIAN CEFtTIFIES
AS FOLLOWS:

I CERTIFY THAT ALL THE STATEMENTS IN RESPONSE TO THE QUESTIONS ASKED
ON THIS FORM CA-20a ARE TRUE. COMPLETE AND CORRECT TO THE BEST OF MY
KNOWLEDGE. FURTHER. I UNDERSTAND THAT ANY KNOWINGLY FALSE OFt
MISLEADING STATEMENT, OR MISREPRESENTATION OR CONCEALMENT OF
MATERIAL FACT. MAY SUBJECT ME TO FELONY CRIMINAL PROSECUTION.

IMPORTANT:
A MEDICAL REPORT IS REQUIRED BY THE OFFICE OF WORKERS' COMPENSATION
PROGRAMS BEFORE PAYMENT OF COMPENSATION CAN BE MADE TO THE
EMPLOYEE.

IF YOU HAVE SUBMITTED A MEDICAL REPORT ON FORM CA-16, CA20 OR A
NARRATIVE REPORT TO THE OWCP WITHIN THE PAST 10 DAYS. YOU NEED NOT
SUBMIT THIS FORM CA-20a.

OWCP REQUIRES THAT MEDICAL BILLS. OTHER THAN HOSPITAL BILLS. BE
SUBMITTED ON THE AMERICAN MEDICAL ASSOCIATION HEALTH INSURANCE CLAIM
FORM•. HCFA-1500/0WCP 1500a.

1. Complete the .ntrl.s 7-23 on this r.pon (and Items 1-6 If not previously completed), and

2. Forward thl r.pon dlr.ctly by mall to the CYNCP office Indicated below.

3.
OFFICE OF WORKERS' COMPENSATION PROGRAMS

PRIVACY ACT

In accordanc. with the Privacy Act of 1874 (Public Law No. 83-579, li U.S.C. 552a). you ar. her.by notified that: (1) The
F.d.ra' Employ...• Compensation Act. as amend.d (li U.S.C. 8101 ••t seq.) Is admlnillered by the Office of Workers'
Compensation Program. of the U.S. Dlpanmenl of Labor. In accordance with this relponslbllty, the Office receives and
maintains perlOnal Information on clalmantl and their Immediate families. (2) The information will be used te) determine
.lIglblity for and the amount of benefits payable under the Act. (3) The Information may be used by other agencle,s or persons
In handling man.r. r.latlng. dlr.ctly or Indlr.ctly. to the subject man.r of the claim, 10 long as IUch agencl.s or persons have
r.celved the consent of the Individual claimant, or have complied with the provisions of 20 CFR 10. (4) Failure 110 furnish all
requested Information may delay the prOcell. or result In an unfavorable decilion or a reduced level of beneflll (disclosure of
a IOclal security number Is voluntary; the fallur. to disclose such number will not result In the denial of any right. benefit or
privilege to which an Individual may be entitled).
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APPENDIX 2F

EMERGENCY LOCATOR CARDS

FRONT

App 2 F, Chp. 2,
HB 29 (p. 1)
(TM 29;55)
9- 1-83

BMPLOYD IWII (X-t. f1rBt. middle) T!PB OR PRINT

CBBCIt' OIlE:

DATB

A.I.D./W EMERGENCY LOCATOR CARD

Incl. Area Code)

IlW3TRUC'1'IOE: All employee....tsaed 1n tbe United State. are to
caaplete thi. fOnD and forward to fIER/PM/csp, A.I.D./w.

1"1ll in revel'lle Bide.

AID '50-1 (§:721

BACK

aJfTACTS FOR EMERGENCY PURPOSES

loAy PH01'lE NO. (Incl. Area Code)

NIGHT PHONE NO.TIncl. Area Code)

RELATIONSHIP

DAY PHONE NO. -\Incl. Area Code)

NIGHT PHONE NO.Tlncl. Area Code)



App 2F, Chp 2. HB 29
(p. 2) (TM 29:55) 9-1~83

OPT/PS$CD

Rm. 405 SA-14

List D-29
1 copy

SAMPLE
PRIVACY ACT STATEMENT (PUBLIC LAW 93-579)

AUTHORITY: 2 FAM, SECTION 190
Uses: Fbr notification of next-of-kin in the event of an emergency or death of an employee. Information available on a need·to-know basis to personnel of
the department as required in the performance of official duties. Failure to provide the information required will result in delay c)r suspension of notifi
cation of 'next,of-kin in the event of an emergency or death of employee.

------EMP~OyEE-NA-ME--(L~t:-F-i~~t-Mid;;I~-;--------------(i)i~~~-~-T~-~~)--------E-M-PLOy:EE--LOCATior.I-------(P~t:·B~~~:---AGE-Ney-----··-- --OATE---------------------
I Region, etc.) *

DOE, JOHN Q. Khartoum, Sudan Contract July 17, 1983

NAMES OF DEPENDENTS ADDRESS IF DIFFERENT THAN EMPLOYEE RELATIONSHIP PHONE

1-
1

_---"!.Sa""'Ll.....l..,;'v~Gl..L-....I.ll.lJnn"ac--------+_----------------_+_--"w=i=-f=e--_t~4367
C::"c""n L Doe DaulZ.hter 4367

PHONE, NAME OF CONTACTS FOR EMPLOYEE

LIST BELOW CONTACTS FOR EMERGENCY PURPOSES
----------,-----------,--------i

ADDRESS (Inc!. ZIP code. List business address and phone for one.) RELATIONSHIP

1.
Helen Brown 1617 Euclid Ave sister 412-777-8888

2.
Cleveland, Ohio 44061 (work) 412-634-0780

3.
Harry Doe 123 Mercy St, Pgh, PA 15217 brother 216-345-1234

NAME OF CONTACT FOR SPOUSE ADDRESS RELATIONSHIP PHONE

1.
John Jones 1213 Forbes St. Pgh. PA 15213 brother 216-617-8902

NAME OF SPOUSE (If wife. give maiden name) II HOMETOWN (Spouse)

..R"'E=OM~A..R"'KS.---=s::.:a::.:1::.:1=-LV~G::...:.'---"D::.:o:...:e::......,.,(>.::.J:...::o:..::n::.:e:..:s:.L;)--- -"---=-P-=ic=t-=t-=s""b-=u=-r=gh'-'--• .::..P~A'__ . ___,J. ,,-f,~
*Contract Name and Number '--"

Barber Associates - #27A439

Admin. Officer - Sam Smith - (202) lLn7_~1?I. (0)· (10n t;t;t;_nn?n (1-1'
50190-101
(WASHINGTON COpy) FOREIGN SERVICE EMERGENCY LOCATOR INFORMATION

OPTIONAL FORM 190 (4-77)
(FORMERLY 05-1283)
DEPARTMENT OF STATE

~,,'

AID overseas personnel should indicate under
"Ageney" and "Remarks3" as appropriate3 one
of the following:

1. AID-Reg (direct-hire3 regular tour);
2. AID-TDY - under "Remarks" give dates of TDT;
J. PSC (personal services contractor);
4. PABA - under "Remarks" show parent agenCY3

including bureau; or
5. 'Contract - under "Remarks" show contract

name or title and number; name3 address and
telephone numbers (work and home) of the
contract administrative officer.

For additional informatiOn see HE 29 3 App 2G3
sec. 1903 Designation of Emergency Addressees.
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A P PEN DI X 2 G

EFFECTIVE DATE

March 6, 1985

2 FAH 190
PAGE NO.

2G-1

UNIFORM STATE/AID/USIA/COMMERCE REGULATIONS

190
DESIGNATION OF EMERGENCY ADDRESSEES

~I

191 INTRODUCTION
(TLGEN-220 9-20-84)
(Umform StateAIDUSIA Commt'rce Regulations)

This regulation establishes procedures for providing and
maintaining current information on persons to be notified in
tile event Foreign Service employees are involved in serious
emergency situati':ms overseas. Examples: natural disas
ters. such as ear'lIlquakes or hurricanes: civil disturbances;
Incidents Involving death or injury to more than one person,
such as airplane crashes: and the death or serious Illness of
one or more Individuals.

192 APPLICABILITY
ThiS regulation applies to all U,S. Citizen employees of

StatR. AID, USIA, and Commerce regularly assigned to an
overseas post Included are participating agency
p,Hsonal-services and other contract employees of AID; ex
cluded IS any resident employee whose pnnclpal family mem
ber IS located in the country of assignment and any employee
who IS not expected to be at the post for longer than a month.

193 RESPONSIBILITY

d The officer responsible for administration or adminis-
trative support. as applicable, insures that each employee
prepares current Foreign Service Emergency Locator Infor
i1lalion on Form OF-190. The form is prepared in triplicate.
Onp copy is retained by the post. Distribution of the original
and one carbon IS as follows:

S!i1tH To Employee Services Center (aPR/ESC),
Department of State

* AID: M'PMIERS, Employee Relations and Services
DiVISion

l :SIA: Office of Personnel Services, Administrative
Office, Foreign Sprvlce Lounge.

* AID: M/PM/FSP, Foreign Service
Personnel Division

Commerce' Office of Foreign Service Personnel
(OFSP)

Varying reqUIrements of the agellGleS dictate submiSSion
of the locator cards on the follOWing schedules

State, Commerce
and USIA: As indicated in section 193b.

AID: Annually in March of each year,
and as lI:dlcdted In sec\lc'tl 193b,

For AID see HB29. App. 2F2,
b. If a locator card 11as not already been completed, the

post should submit locator forms for each new arrival. When
ever there IS a change in name, address, or telephone num
ber of contacts of employee, a new card shoui<.i l)e prepared
and distnbuted as Indicated in paragraph a of thiS section,

c. Each indiVidual is responSible for insuring that a cur
rent and accurate Foreign Service Emergency Locator Infor
mation Form OF-190 is on file at post 'c,f asslgrdrLnt and In
Washington.

d, Employees shouldbe cautioned to give careful consid
eration when designating indiVl(Juals to be notified In the
event of an emergency since the transmission of such news
bythe Department or agency to elderly or ill persons should
be avoided whenever poSSible, It IS Imperative that the Infor
mation be current at all times

e. No information should be "eleased by pests l"1 ,:eaths
of employees unt,1 the Department or agency has been noti
fied. Names and addresses of deceased PCrSOllrlel ar E' to be
withheld until such time as the next-of-kln can reasonably be
expected to have received official Department or agency no
tification. If considered appropriate by post. news media
should be Informed that names of casualties are being With
held for this purpose.

f. When new Emergency Locator Information forms are
received, prevIous ones held by ale Department or agency
and the post are to be destroyed.

(End Umform StateiAJD,USIACommerce Regulations)

194 through 199 (Unassigned)
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877 Voting uy Absentee Da1.lot

877.1 Authority

The Federal Voting Assistance Act of 1955, as
amended (50 U. S. C. 1451), recommends that
the States enable U. S. citizens temporarily
residing outside the United States to vote by
absentee ballot in any primary, special, or
general election in which they would otherwise
be eligible to participate, and that the States
accept the SF-76, Post Card Application for
Absentee Ballot, for absentee ballots and reg
istration. (See Exhibit 877. 1. ),

877.2 Designation of Voting Officers

The principal diplomatic or consular 'officer
at each post designates a principal voting of
fie e r and one 0 r n10re deputy voting office rs
to aominister the absentee voting program.
In all cases, these are to be officers qualified
to administer oaths and perform notarial ser
vices.

The names and office locations of designated
voting officers will be brought to the atten
tion of all U. S. citizen Foreign Service em
ployees of State, AID, and USIA at the post,
and to the representatives of any other civil
ian agencies operating within the post's juris
diction for dissemination among the employ
ees of such agencies.

The post's principal voting officer will co
ordinate with AID and USIA to insure that
employees at locations in the country where
there are no accredited diplomatic or con
sular officers are afforded assistance in ex
ercising the right to vote. A voting officer
stationed in the area should be designated
for each area which is remote enough and has
sufficient employees to warrant such separate
designation. When no officer qualified to per
form oaths or notarial services is present,
an employee may be excused for such time
(but not to exceed a full day for eaeh occur
rence) as may be needed to enable the em
ployee to have registration application or
ballot witnessed or notarized by a voting of
ficer. Time required in' excess of 1 day must
be charged to annual leave or leave without
pay, as appropriate.

*877.3 Duties of Voting OfIieer:-l
---~--"_.- _._. ----- ------ ----.

The voting officer, or officprs, at each posl

will:

a. Provide voting information and assistance
to all U. S. citizens temporarily residing with
in the jurisdiction of the post. All U.S. citi
zens are eligible to use SF-76, Post Card Ap
plication for Absentee Ballot, but only those
persons normally authorized the use of pouch,
APO, or FPO facilities are eligible to have
postage-free transmittal of balloting material.

b. Facilitate and expedite the transmission
and handling of all balloting material of U.S.
Government employees. Such material may
be transmitted postage -free by air pouch as
unclassified airmail.

c. Administer any oaths or witness attesta
tions in connection with applications for absen
tee ballots or their execution after receipt.

d. Take all necessary steps to prevent fraud,
to protect voters against coercion of any sort.
and to safeguard the int(,grity and secrecy of

the ballot.*
877.4 Sources of Information

Information furnished by voting officers will
be restricted to that obtained from material
officially furnished by the Department. Any
person requiring additional information with
regard to the exercise of the voting franchise
should be advised to communicate directly
with the officials of the person's home State.
Posts are not authorized to entertain protests
regarding a decision of any State with re
spect to the qualification of an individual trJ
vote as a, temporarily absc,nt resident of tha,l,
State and such protests should not be for
warded to the Department.

I *, Revision
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voting officer with regard to
requirements and for assistance
application for registration andl

EFFECTIVE DATE
Auqust 27,,1974

I FAM HII

B77.5 Individual Voting Procedures

a. Consult
State voting
in filing an
or ballot.

b. Complete SF-76, Post Card Application
for Absentee Ballot, in accordance with the
instructions printed on it and execute it in
the presence of a voting officer. The com
pleted application card should be' mailed in
accordance with the time schedule prescribed
by the appropriate State, a~ shown in the
Department of Defense "Voting Information"
pamphlet supplied to each voting officer.

c. Mail the application directly to the appro
priate State election official.

d. Upon receipt of the absentee ballot, com
pit'll' it in accordanc(' with the instructions
1'('c,'iv('r1 wil" il. Tilt- (lath 01' aH"HLltion!l
"1,,,"ld I ..· ,llillli"i"t"I'"d by Ill,· voting offi<:"r
01' ,,",'Il olh.·" officiOlJ .1" Illily b,; allthorized
to adlllinistel' oath:; Ilj' accept attestations
under the laws of the particular State.

877. 6 Voting safeguards

Any individual desiring to vote by absentee
ballot in any primary,. special, or general
election held in the individualis election dis
trict or precinct should proceed as follows:

e. Mail the completed ballot in the return
envelope provided to the appropriate election
offic ia!.

Every individual concerned with the adminis
tration of absentee voting will take steps to
prevent fraud, to protect voters against
coercion of any sort, and to safeguard the
integrity and secrecy of ballots cast. Con
duct during elections will be in accord with
3 FAM 620 (AID HB 29)
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l!NI FORM STATE/AID/USIA REGULATIONS

* SF::16J. POST CARD APPLICATION FOR ABSENTEE BALLOT

1''1l,ro r·''I",",,.·f'''/II,.·,'.,lt,, •• 1
••I"",",'""u£ ,.,11, I

"II','h'" '" ,.#f'II.1 1,1'1II1I"llt'III'
,,,tl,,

..........................
(D.y) (Month) (Year)

For years precedins the above election my home (not milj-
tary) residence in-the above State ha! been _ .

(Si,n.lure of person requeu'n~ ballot'

·······················--(·A·PO:~;FPO·~~~~;j·····-···_·.. -....--.- ..... ----.

I am NOT requesting a ballot from any othcr Stalt and am not
voting in any other manner in this election. except by absentee
process, and have not voted and do not intend to vote in this
election at any other address.

.......... '('M ili;~;;· B~~" -St~;.~-~'-·C ~~p,. F~;i: Sh i';:' i;;rfi~id'- ~t(''''- .
For those assigned elsewhere:

(4) I was born on

(8)

(9)

,"III.. '" "lilt .... , ... ." ,111",1.. , .• ',.1 "'I'fI"'"'''' ." •.lrlHo"'''''''1 .'.... r.ll

in the county or parish of

The votinll' precinct or election district for fhi!l: rnidtn<e IS

(Unit (Co" Sq .. Trp., bn .. elc), (,~Ivernmenlll Agency. ~Ir rlfflce,

(7) Mail my ballo' '0 thc followinll ,Alkial .ddr'"
Por tho•• as.illn.d In the US:

(6) R.mark>,
'.l:n11"1 if ltnu"'f1J

BACK

(Slr~~t .nd number or rural route, etc~·)

t. A rMmMf 01 the Armed Forcrs 01 the United
Statr'

b. A mrm~r of the merchant mannr of the United
StaIr,

.IU. OUT eOT" &••_ Of" CA..

SlJOI. or Commonw.allh of . '--if,li;~'~~';'~';;i s;;;;'~;'c;;';;';"~~;':,;;i;h'l---

(I) I hereby requ.n an absentet ballot 10 vote in the coming .Itction:
(G~NEAAL) IPRII,"'AV) 0 ,(SPECIAL) ELECTION,

<StrJk~ out Inapplicable ",oldi I

(2) olf a ballot is requ..ted for a primary tltelion.
print your political party affiliation or prtferenct ~
in this box: '-----------'---
(If prim.ry e1eCtiM is II'Cfft in your Statt. do 4I1'J1 u\...el )

(~) I am a citizen of the Unit.d States, .ligibl. 10 vote in above 5111••

and am:

c. A citizen of the United Statts ttmponrily ltsid·
in. outside of the trrrito,i.1 limit, of the United
States .nd the District of Columbi.

d. :r (~()u:~;~e dependent r,f • penon listed in (.).

A spouae or dependent residin, ",ith or accom·
panymg a penon desH.bed in (() above

POST CARD APPLICATION FOR ABSENTEE BALLOT

( 10)
(Full n~~, Iyptd ,,1 pfmttd. ""th rank 'Jr ,radt", Ind torrvlrl" numbot",)

( II) Sub\ccibt-d and \worn 10 tx-fort.' mt' on

A RefflU' 11111111 llul ,hI' f"tln ....t y'"n v',II'I~ I,ftu,., 111 rrMlld ". llir .... 'tml I..... , r,f
,fJUr Sllle .nd ahM'nlt~ reIIU"lI'lfI and ... "tlfll p,r'f~durr

8. Type or prinl all ~n,ne, ucep't Illnllurn. FILL OUT 80TH SIDES OF
CARD,

e. Addre:n card 10 propt'r St.te offiCial. YQur votinl officer or comm.ndrn,
olticu ",ill furnl,h you I", Iltle and address.

D. Mail card as ,oon as your Slate ",ill a«ep~ your application.
E. NO polt'F is required (or the: card.

.
o
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GR I E VA NC E S

C HAP T E R 3

C I V I L S E R V ICE E MP LOY 'EE S

3A. Purpose, Legal Basis, and Responsibilities

1. Purpose

This chapter describes the grievance system covering all Civil Service
employees not represented by the American Federation of Government
Employees bargaining unit. Employee members of the bargaining unit are
required to utilize the grievance procedures covered by the negotiated
agreement (Article XXV) between the Agency and AFGE, except in those
instances where the grievance subject is not specifically covered by
the Agreement.

2. Legal Basis

FPM Supplement 990-1, Part 771, Agency Grievance System, provides the
guidance and requirements for establishing an employee grievance system.

3. Responsibilities

SER/PM/PS/Employee Relations Branch has primary responsibility for the
grievance system in:

a. Advising and assisting, when requested, all persons concerned
in a grievance matter.

b. Providing staff support to the hearing examiner.

c. Ensuring that time limits for grievances are observed, though
extensions of time limits may be granted for good cause.

d. Providing appropriate custody of documents in a grievance
matter.

38. General Provisions

1. Grievance Coverage

The Agency's grievance system permits an employee or a group of
employees acting as individuals (any number of employees who have the
same complaint and are requesting the same relief) to request personal
relief in a matter of concern or dissatisfaction which is subject to
the control of Agency management. Procdures for handling employees'
informal and formal grievances are shown in 3C and 3D, respectively.
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2. Matters Not Covered

While the potential area of grievance is very broad, the following spec:ific
matters, not all-inclusive, are exempt from this grievance system:

a. A grievance covered by procedures established through an agreement
negotiated under Section 11, Executive Order 11491, as amended (Labor
Management Relations in the Federal Service). (See HB 24, Ch. 6, App. 6B.)

b. Any matter which is subject to final administrative review outside
the Agency under law or the regulations of the Civil Service Commission.

c. Any complaints or appeals for which a specific statutory appeals
procedure exists (see FPM 771,1-5).

d. Content of published AID policies and regulations.

e. Nonselection for promotion from a group of properly ranked and
certified candidates (Civil Service Merit Promotion Program - HB 25,
Ch. 16, Att. 16A).

f. An action terminating a temporary promotion within a maximum
period of 2 years, and returning the employee to the position from which
temporarily promoted; or demotion or reassignment of the employee to a
different position but at the same grade or level of the position from
which the employee was temporarily promoted (HB 25, Ch. 16).

g. Nonadoption of an employee's suggestion, or disapproval of a
guality step increase, performance award, or any other kind of award
(this HB, Ch. 5).

h. Separation actions which are subject to final review outside
the Agency or would be excluded from coverage under this section
(HB 30, Ch. 7).

i. Preliminary warning or notice of a specific action which, if
effected, would be covered under the grievance system (for example,
a notice of a proposed reprimand) or would be excluded from coverage
under this section (for example, an advance warning or an unsatisfactclry
performance rating). However, a general warning that some (unspecified)
disciplinary action may be taken if certain deficiencies are not
corrected would be covered.

j. Discrimination allegations, which are covered in Handbook 24
General Personnel Policy, Chapter 2, The AID Equal Opportunity Program.

U:··'i ... <
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3. Representation

a. An employee in presenting a grievance shall:

(1) Be assured freedom from restraint, interference, coercion,
discrimination, or reprisal;

(2) Have the right to be, or not to be, accompanied. represented,
and advised by a representative of his/her own choosing at any stage of
the proceedings; and

(3) Be assured a reasonable amount of official time to present
the grievance if he/she is in an active duty status.

b. When an employee designates a representative under an Agency
grievance system. the representative shall:

(1) Be assured freedom from restraint. interference. coercion.
discrimination. or reprisal; and

(2) Be assured a reasonable amount of official time to present
the grievance if he/she is in an active duty status.

4. Choice of Representative in Grievance

a. The Agency may disallow the employee's choice of representative
in a grievance proceeding on the basis of priority needs of the Govern
ment. unreasonable cost to the Government. conflict of interest. or
conflict of position. The employee may challenge the Agency'sdecision
to disallow his/her choice of representative to the head of the Agency
or designee and obtain a decision before proceeding with the grievance.

b. Allegations of Unfair Labor Practices

(1) An allegation of an unfair labor practice made in connection
with a grievance shall be incorporated in the grievance and processed
under this chapter. However. the decision on the grievance may not be
construed as an unfair labor practice decision under Executive
Order 11491. as amended.

(2) If an allegation of an unfair labor practice made in
connection with a grievance has already been filed with the Assistant
Secretary of Labor. the grievance may not be processed under this chapter.
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3. Consideration and Processing of Grievances

Following the informal procedures for considering and processing
grievances:

a. An employee may present a grievance concerning a continuing
practice or condition at any time.

-- Supervisory or management official who is of higher rank
than the employee's immediate supervisor.

This type of consideration of a grievance may help to satisfactorily
resolve the grievance without resorting to either grievance procedure.

2. Avoidance of Delay

The Agency shall give each grievance full, impartial, and prompt
consideration and shall require that the decision on a grievance be
issued within 90 days after initiation of the informal procedure.

1. Presentation of Grievance

a. An employee must follow the informal grievance procedures
described in this section before submitting a grievance under the
formal grievance procedure (see 3D). Employees are encouraged to
resolve any grievance matter by initially discussing the problem
with their immediate supervisor, or responsible officer. The responsi
ble officer is defined as any appropriate officer who has immediate
jurisdiction over the grievance. This approach is generally the
soundest and quickest method for resolving a grievance situation.

b. If the employee believes he or she· has reason for taking a
grievance to a person or office other than the immediate supervisor
or responsible officer, the employee has the right to seek advice frclm
any of the following:

-- Employee Relations Branch, SER/PM/PS/ER.

-- Director of the Equal Opportunity Program (EOP) or any
Equal Oportunity Officer or Counselor designated by the Director.

-- Deputy General Counselor the Assistant General Counsel
for Management and Administration (or any attorney assigned to the
latter office).

3C. Informal Grievance Procedures

EFFECTIVE DATE TRANS. MEMO NO. J
29 35 AID HANDBOOK 29
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b. An employee must present a grievance concerning a particular act
or occurrence within 15 days of the date of that act or occurrence or
the date he/she became aware of that act or occurrence. The Ag~ncy may
extend the time limit for good cause shown by the employee.

c. An employee may present a grievance under the infonnal procedure
either orally or in writing.

d. To provide the maximum infonnality and flexibilitys management
and employees are encouraged to settle an informal grievance at the
lowest possible management level in the shortest possible time.

e. If the supervisor or responsible officer cannot resolve the
grievance matter satisfactorily within 15 days from date of employee's
presentations the supervisor or responsible officer writes a memorandum
to the employee including a summary of the grievances consideration given
to its and the course of action decided upon or conclusions reached. The
supervisor or respons'ible officer informs the grievant regarding his or
her right to present the grievance under the formal grievance procedures
if the decision is not satisfactory to the grievant.

f. A grievance cannot be rejected in the informal procedure for
any reason.

4. Records of Grievance

All written records of an informal grievance are maintained in the
Employee Relations Branch s separate from the official personnel folders
and are not accessible to Agency personnel other than the grievants his
or her representatives and persons respons'ible for the consideration
of grievances. Disposition of grievances is in accordance with
Handbook 21, Communications (Records Disposition Handbook).

Formal Grievance Procedures - Presentation of Grievance

An employee may submit a formal grievance only if action was completed
under the infonllal grievance procedures and the employee was not
satisfied with the decision under those procedures. The employee must
submit a grievance under the formal procedure within 10 calendar days
after receiving the decision under the informal procedure unless the
time is extended for good reason by the Employee Relations Branch
(PM/PS/ER). The formal grievance must be submitted in writing to the
decision officer. The decision officer must be at a higher administra
tive level than any official who could have adjusted the grievance under
the informal procedure.
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1. The presentation should be in writing and include specific and
detailed information which clearly identifies the grievance, cl~rifies

the basis for the grievance, and specifies the personal relief requested
by the employee.

2. The decision officer must first determine whether the grievance
is timely, is covered by the grievance system, and has been processed
through the informal procedures.

acce~tabi: ~~et~:c~~~~~y~::i~~~h~~nl~e~~~~~d~~ed~~~e~~n~:c~~p~ ~~n~~~ ~
grievance, a written decision is made. A copy of the decision is given
to the employee and SER/PM/PS/ER for appropriate action.

b. If the decision officer ,cannot resolve the grievance in a manner
acceptable to the employee, he/she refers the grievance for inquiry by
an examiner.

3E. Grievance Examiner

1. The Employee Relations Branch (SER/PM/PS/ER) selects a grievance
examiner who is fair, impartial, and objective. The examiner should not \.....•..•...J.. ·'.l
be in a position which is, directly or indirectly, under the jurisdiction .
an official involved in the grievance nor under the jursidiction of the
decision official, except when that official is the Administrator.

2. Grievance examiners shall meet the Civil Service Commission standslrds
(FPM 771, Subchapter 1-16, Standard For Examiners), and are designated
as examiners by the Administrator.

3. Normally, Agency exami ners are used for gri evance cases. If Agenc:y
examiners are not available, or there is a need for outside examiners
because of organizational re1ationhips or sensitivity of the issues,
SER/PM/PS/ER will make the necessary arrangements for an outside
exam"j ner (s) .

3F. Grievance File

1. A grievance file will be established by the examiner as the officlia1
record of the grievance proceedings. The file will contain all documE!nts
relating to the grievance, including:

a. Statements of witnesses.

b. Records or copies of records.

c. Reports of any interviews or group meetings.

ix ·".'.'

'"



AID HANDBOOK 29
TRANS. MEMO NO.

29:35
EFFECTIVE DATE
December 28, 1977

3Fl

d. Record of the hearing, if held.

e. The examiner's report of findings and recommendations.

f. The deciding official's statement of why he/she did not accept
the examiner's recommendations if the grievance is referred to a higher
level for decision.

l
I

36.

g. A copy of the grievance decision.

2. The file is an open record and is made available to the employee
and representative, if any, for review and comments. These comments, if
any, are also included in the file. After submitting the report of
findings and recommendations, together with this grievance file to the
decision official for action, the examiner sends to the Enlp10yee Relations
Branch a duplicate set of these documents.

Inquiry By Examiner

1. Before beginning an inquiry the examiner must eliminate from
consideration any matters not covered under the grievance system. At
the examiner's discretion the inquiry may consist of the following or
any combination thereof:

a. Securing and reviewing all documentary evidence.

b. Personal interviews.

c. Group meetings.

d. A hearing.

2. Labor Organization Representative

An employee who is included in a Unit represented by a labor organization
with exclusive recognition in AID may be represented by an official of
the labor organization. If an employee selects a non1abor organization
representative, or is self-represented, the labor organization must
be given the opportunity to be present at formal discussions between
management officials and the employee and/or the employee's representative,
including any group meetings or hearings held by the examiner.

3. Hearing

a. If a hearing is held,.it is conducted in accordance with Federal
Personnel Manual, Chapter 771, Subchapter 1-19, "Inquiry by Examiner."



g. Employees of the Agency are in a duty status during the time
they are made available as witnesses.
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e. The Agency shall make its employees available as witnesses whl~n

requested by the examiner after consideration of a request by the empiloyee
or the Agency. If the Agency determines that it is not administrativl~ly

practicable to comply with the request, it shall notify the examiner 'in
writing of the reasons for that determination. The examiner has the
authority and responsibility to exclude unduly repetitious or il1lTlater'ial
testimony and may exclude witnesses who have no new testimony to offel~.

f. Witnesses must be insured freedom from restraint, interferencl~,

coercion, discrimination, or reprisal in presenting their testimony.

b. Attendance at the hearing is limited to persons determined by
the examiner to have a direct connection with the grievance. The
examiner may exclude from the hearing any person whose conduct obstructs
the orderly process of the hearing.

c. Evidence may be documentary, by affidavit (but may not be used to
exempt persons from cross-examination), or by testimony of witnesses.

d. Testimony is under oath, or by affirmation, and both employee
(or his/her representative) and the Agency must be given the opportun;ity
to produce witnesses and to cross-examine all witnesses who appear and
testify.

3G3

h. The examiner shall deternline whether the hearing shall be
reported verbatim transcript or written summary. It must include all
pertinent documents submitted to and accepted by the examiner in the
hearing record. When the hearing is reported verbatim, the examiner
shall make the t~anscript a part of the record of proceedings. When
the hearing is not reported verbatim, the examiner must have a
suitable summary of the pertinent testimony prepared. If the parties
agree with the summary, they should sign it. If they do not agree
with it, they should submit written exceptions which, together with
the summary, must be made part of the hearing record. The record
of hearing must be included in the grievance file. There is no
requirement that either the employee or representative be given a CO~f

of the transcript or summary.

i. When the examiner has completed the inquiry, all documentation
in the grievance file must at that time be made available to the
employee and representative, if any, for review and comment. Their
comments, if any, must be included in the file.

U
"
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4. Report by Examiner

Within 30 calendar days from receipt of the employee's grievance the
examiner submits to the decision officer a report of findings and
recommendations together with the grievance file. A copy of the report
is also furnished by the examiner to the Employee Relations Branch, to
the employee, and to employee's representative, if any.

5. Grievance Decision

Within 10 calendar days from receipt of the examiner's report, action
is taken by the decision officer, which may include one of the following:

a. Accept recommendations of the examiner and issue the decision
on the grievance, or

b. Grant the relief sought by the employee without regard to the
examiner's ~ecommendation, or

c. Determine that the examiner's recommendations are not acceptable
or cannot be granted and send the grievance file to a higher leveJ for
decision, normally the head of a Bureau or Office reporting to the
Administrator. {A full explanation must be written, included in the record,
as to why the examiner's recommendations were unacceptable. A cOpy of
the explanation is given to the employee and representative, if a,ny.}

A written decision by the higher level official, with findings on. all
issues covered by the examiner's inquiry, is submitted to the parties
concerned within 15 calendar days. The decision is final. The employee
may not request further review of the grievance.

6. Cancellation of Grievance

a. The employee may request cancellation of the grievance at any
stage of the procedures.

b. In addition to the employee's right to request cancellation
of a grievance matter after submitting it, the Agency must also cancel
a grievance:

{l} If the employee has terminated employment with AID, unless
the grievance concerns a "relief" which may be granted after
termination of employment.

(2) If the employee has died, unless a question of pay is
involved.
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(3) For failure to prosecute if the employee fails to furnish
required information.

7. Commission Review

While the Civil Service Commission does not review grievance matters,
including decisions, it does review an Agency grievance system through
normal inspection activities. If warranted, the Commission will direct
an agency to take action to improve or correct its grievance system.

~ .. "~...,
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APPENDIX 3A

1-] 6. STA..."-DARD FOR EXA.-l\IINERS

a. An E:xlimiller must. meet the requirements
specLfit'd in either (1), (2), (3), or (4) beloW':

(l) (a) Current employment. in grade GS-12
or equivalent, or above.

(b) Satisfactory completion of 8. special
ized course of training prescribed by
the Commission for examiners.

(c) At lea~t four years of progressively re
sponsible experience in administrative. ,
manl1geria~, professional, in-estigative,
or technical work ...~hich has demon
strat.ed the p'ossession of:

,i) flJ(' !,,·rscl;;f·.J Ijl 'rir,i1jt." c;:;sentifl.l to
!:IC ,'f""."iH, p(-,J'fe'!'J1:nnce of the
,~\.~ :.,~ of :,n C";11I11i,Wf, including
>.: '" ;\Y; ::>·;~i'Jn, l"~i,t,ility, ob
j; 1~\~tYt i·'.~\(;~~~1311ty, jL'sourceful
:I,·;~, c,,: "':'Cl\;c";~l ,,\;;l.ilit.:r.

Oi) .\ 1 ;;lJ ill;;'-£' of nbiliiJ t.o
j,j"ntjfy flnd select appropriate
suun:es (If information; collect,
organize, analyze, llnd e,alull.te
information; and flrrive at sound
(,(JDelusions on the bRsis of tbat
inforIn ation;

--analyze sit.uations; make an ob
jecti-.e and logical detaminn.tion
of the pertinent facts; evaluate
trle faets; find deHlop practicable
IC'(:c,llJmuJi'Jatie,ns (lr decisions on
tlw ol:,:-is of fads;

_. n-('''gnize the cfluses of complex
J.I'oblt-ms hnd apply mature judg
m~Dt in 11ssessing t.he practical
implications 'Of alternative solu
tions to tbose problems; :

-int,erpret and apply regulations
and other complex written
mat.erial;

App 3A, Ch 3, HB 29
(TM 29:35)

-communicate effe<'.tively· ann,...
&Dd in writing, including 'the
ahility to prepare ;clear and con~

cisI' "Titten rep(.rts; and
---deal effectively ,,;tb indiyiduals

lind groups, including tbe ability
to gain the cooperation and COD

fioE:nee of others.
(iii) A good working knowledge of

-the relationship between persQU
nel administration and overall
management concerns; and

-the principles, systems; methods,
and lldministrative ma.cbinery for
accomplishing the work of an
organization.

(2) Design8ti~n as an arbitrator on a panel
of arbitrators maintained by either _the Federal
Media.tion and Conciliation ServlCe---oY the
American Arbitrat.ion Associ ation.

(3) Current or former employment as, 01'

current eligibility on the Commission's reg..
ister for, Administrati-ve Law Judge, 05-935-::6...

(4) \1ember5hip in gcot-":! .-t.', :i"g in the
:\ fitional AClId('mv of .\.rbit'lI:ors.

w •

b. A former Federal E:DJployee who lit the
time of1ea\lng the FedE-ffll senic€: Wf<S in grl10e
05-12 or equh-fllent, or iibove, :llJd who m~ets

~ll the ;equi..rements specified for iin e).,lIminer
except completion of the pre:;cribed trliir,ing
('.ourse, may be used as Il.n eXfl.miner upon
s&tisfllclory completion of the training CQuxse.

Excerpt from FPM Installment 236, DeceMber 17, 1976
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FORMAL GRIEVANCE PROCEDURE

Presentation of Grievance

a. An employee may submit a formal grievance only if action was completed
under the informal grievance procedures and if the employee was not satisfied
with the decision under the informal procedures. The employee must submit
a grievance under the formal system within 10 calendar days after receiving
the decision under the informal system, unless the time is extended by the
Employee Relations Branch (PM/PS/ER) for good reason. The formal grievance
must be submitted in writing to the appropriate Decision Officer (see c below).

b. The writeup should include specific and detailed information which
clearly identifies the grievance, basis for grievance, and the specific
personal relief desired by the employee.

c. The Decision Officer is the highest official in the direct line of
authority above the employee, but below the level of Assistant Administrators
or Bureau/Office heads who report to the Administrator of the Agency. If
theemployee's supervisor is one of these officials, the Administrator serves
as the Decision Officer.

d. The Decision Officer reviews the written formal grievance of the
employee and all records acquired or developed during the informal procedures.

~ (1) If the Decision Officer can resolve the grievance in a manner
acceptable to the employee, within 10 calendar days of receipt of the
grievance, a written decision is made. A copy of the decision is given to
the employee and to PM/PS/ER which will furnish a copy of the statement to
all interested persons.

(2) If the Decision Officer cannot resolve the grievance in a manner
acceptable to the employee, the Decision Officer refers the grievance to a
Grievance Examiner.

GRIEVANCE EXAMINER

e. The Employee selects a Grievance Examiner from a list of examiners
furnished by the Decision Officer. The list is prepared by the Employee
Relations Branch and consists of at least two but not more than three
examiners. The list should not include examiners who are involved in the
grievance or who are directly or indirectly under the Decision Officer's
jurisdiction, except, of course, when the Administrator is the Decision
Officer.

f. Grievance Examiners shall meet the Civil Service Commission stan
dards, as described in Appendix C, Standard for Examiners, and are
designated as Examiners by the Administrator.
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g. Normally, Agency examiners are used for grievance cases. If Agency
examiners are not available, or there is a need for outside examiners
because of organizational relationships or sensitiveness of the issues,
PM/PS/ER will request the Commission to arrange for detail of an outside
examiner. The Commission's selection of an examiner cannot be contested
by either the Agency or employee.

INQUIRY

h. The Grievance Examiner conducts an inquiry of the grievance which
may include any of the following or any combination thereof: investigation
of the issues involved, review of all documentary evidence, personal ~
interviews, group meetings, and formal hearing.

GRIEVANCE FILE

j
'1
\

1
:1

A grievance file will be established by the examiner. The file will contain
all documents relating to the grievance file, such as -- statements by
witnesses, reports of any interviews or gr.oup meetings, and report of thl~

hearing, if held. The file is made available to the employee and
representative, if any, for review and comments. These comments, if any,
are also included in the file. After submitting the report of findings
and recommendations, together with this grievance file to the Decision
Officer for action, the examiner sends to the Employee Relations Branch a.
duplicate set of these documents.

THE HEARING

i. If a hearing is held, it is conducted in accordance with M.D.
452.1, Appeals from Adverse Actions - AID/Washington Employees, to be
incorporated in Handbook 30. As determined by the examiner, the hearing
is recorded on a II verbatim transcript" basis or by a written summary. In
either event, the record of the hearing will include all documents
submitted to and accepted by the examiner.

If the hearing is reported verbatim, the examiner makes the transcript
a part of the record.

If a summary of pertinent portions of the testimony at the hearing is
made, and agreed to in writing by the parties involved, it constitutes
the report of the proceedings and is made a part of the record of pro
ceedings. If the examiner and parties fail to agree on the summary, the
parties are entitled to submit written exceptions to the summary or any
portion thereof. The written exceptions and summary constitute the
report of the hearing and are made part of the record of the proceedings.

} ..'''''!L~

W



AID HANDBOOK 29, App 3B
TRANS. MEMO NO. EFFECTIVE DATE

29:1 December 30, 1974

Ch 3

REPORT BY HEARING EXAMINER

j. Within 30 calendar days from receipt of the employee's grievance,
the examiner submits to the Decision Officer a report of findings, together
with the grievance file. A copy of the report is also furnished by the
examiner to the Employee Relations Branch, to the employee, and to employee's
representative, if any~

ACTION BY DECISION OFFICER

k. Within 15 calendar days from receipt of the Hearing Examiner's
report, action is taken by the Decision Officer, which may include one of the
following:

o Accepts recommendations of the examiner and issues
the decision on the grievance, or

o Grants the personal relief sought by the employee,
without regard to the examiner's recommendations, or

o Determines that the examiner's recommendations are
not acceptable or cannot be granted and sends the
grievance file to the appropriate Assistant
Administrator or Head of an Office reporting directly
to the Administrator for a decision.

~ A full explanation must be written as to why the examiner's recommendations
were unacceptable. The explanation becomes a part of the record. A copy
of the explanation is given to the employee and representative, if any.

1. A written decision by the Assistant Administrator, with findings
on all issues covered by the examiner1s inquiry, is submitted to the
parties concerned within 10 calendar days. The decision is final. The
employee may not request further review of the grievance.

REPRESENTATION BY LABOR ORGANIZATION

M. An employee who is included in a Unit represented by a labor
organization which has exclusive recognition in AID may be represented by
an official of the labor organization. If an employee selects a nonlabor
organization representative, or is self-represented, the labor organization
must be given the opportunity to be present at formal discussions between
management officials and the employee and/or the employee's representative,
including any group meetings or hearings held by the Examiner.

MAINTENANCE AND DISPOSITION OF RECORDS

n. PM/PS/ER maintains the "record" of the grievance, including additional
papers concerning the actual grievance decision and related papers, until it
is disposed of in accordance with Handbook 21, Communications (Records
Disposition Handbook). The grievance file is maintained separately from
Official Personnel Folders.
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STANDARD FOR EXAMINERS

An examiner assigned to conduct a hearing on an
employee appeal or an inquiry on an employee
grievance under Part 771 of the Civil Service
Commission's Regulations must meet the requirements
specified in either A., B., C., or D. below.

A. 1. Current employment in grade GS-12. or
equivalent. or above.

2. Satisfactory completion of a specialized
course of training prescribed by the Commission
for examiners.

3. At least 4 years of progressively respon
sible experience in administrative. managerial.
professional, investigative, or technical work
which has demonstrated the possession of:

a. The personal attributes essential to
the effective performance of the duties of an
examiner. including integrity. discretion.
reliability. objectivity. impartiality.
resourcefulness. and emotional stability.

b. A high degree of ability to:

(1) Identify and select appropriate
sources of information; collect, organize,analyze.
and evaluate information; and arrive at sound
conclusions on the basis of that information.

(2) Analyze situations. make an
objective and logical determination of the perti
nent facts. evaluate the facts. and develop
practicable recommendations or decisions on the
basis of facts.

(3) Recognize the causes of complex
problems and apply mature judgment in assessing
the practical implications of alternative solutions
to those problems.

(4) Interpret and apply regulations
and other complex written material.

(5) Communicate effectively, orally
and in writing. including the ability to prepare
clear and concise written reports.

(6) Deal effectively with individuals
and groups. including the ability to gain the
cooperation and confidence of others.

c. A good working knowledge of:

(1) The relationship between personnel
administration and overall management concerns.

(2) The principles, systems. methods.
and administrative machinery for accomplishing
the work of an organization.

4. A former Federal employee who at the time
of leaving the Federal service was in grade GS-12
or equivalent, or above. and who meets all the
requirements specified for an examiner, except
completion of the prescribed training course.
may be used as an examiner upon satisfactory
completion of the training course.

B. Designation as an arbitrator on a panel of
arbitrators maintained by either the Federal
Mediation and Conciliation Service or the American
Arbitration Association.

C. Current or former employment as. or current
eligibility on the Commission's register for,
Hearing Examiner. GS-935-0.

D. Membership in good standing in the National
Academy of Arbitrators.
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GR I EVANeE S f FOR E IG N S E RVICE

PER SON NE L

Purpose

This chapter describes the grievance system for Foreign Service
employees in the Agency.

48. Gri~vance System

The uni60ltm Jrtgu.l.a:Uon6 -in AppencUx 4A plUJv.w.e 6uU. c.oVeJt4ge on
plUJc.edwr..~ and ILUpon6'('bif..U:,l~ 60IL hancLUng gJLlevanc.~ ~ed

by FoJLe1.gn SelLv.<.c.e peJt6onnel..
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FILE in front of Chapter 5 pending a complete revision of the Chapter.

Incentive Awards Program

1. Purpose: This Circular amends the Agency's Incentive Awards
Program by changing nominating procedures for five AID Special
Awards, the numbers of these awards_given, and/or the amount of
the cash awards which accompany the awards. The five are the
C. Herbert Rees Award, Equal Employment Opportunity Award,
Management Improvement Award, Outstanding Secretaries' Award,
and Supervisory Achievement Award.

2. Applicability and Effective Date: This policy is applicable
to all Agency employees, including Foreign Service Nationals, and
employees assigned to AID under the Intergovernmental Personnel
Act (IPA) and Participating Agency Service Ag~eements (PASAs). The
policy is effective with the date of this issuance and will be
applied prospectively.

3. Background: Nominations for the AID Special Awards are made
by bureaus and offices to the AID Awards Committee no later than
October 15 of each year. The Committee selects recipients of the
awards and forwards its recommendations to the Administrator for
approval. The recipients are announced at the Honor Awards Ceremony
which is usually held in December.

The history of these awards shows that in many cases the
Committee received only a few nominations, and in some cases no
nominations for some of the awards. The nominating procedures
have been restructured to considerably reduce the amount of
writing which must be done to put forward a nomination, thereby
mak~ng the nominating process easier for supervisors and encourag
ing more nominations for the awards.

4. Amendments to Existing Policies and Procedures:

A. Nominations must be submitted to the AID Awards Committee
(original and 12 copies) no later than October 15 each year to be
considered in the annual competition, and bureaus and offices are
urged to submit multiple nominations for these awards. The Form
DS-1577, Nomination for Incentive Award, may be used, but will no
longer be required for nominations. A nominee's current Employee
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Evaluation Report (EER) or Performance Appraisal Report (P~IR)
may be used as the nominating paper. The person making the
nomination is also encouraged to submit a statement to emphasize
aspects of the employee's performance to the Committee, or make
any other statement considered important to the nomination. There
may be cases when the person making" the nomination pref~~rs not to
submit an EER or PAR, but submit ,a memorandum instead; this will
be acceptable. In all cases, the nominations will be handled within
the bureaus or offices accordi,ng to established procedures, and if~ ,.'.
approved submitted to the,AID f\wards,C<?mmittee with the si@;!].ature '\tI
of the Assistant Administrator or Office Head to indicate approval
of the nominations. After receiving the nominations, the AID
Awards Committee may ask that appropriate representatives from
the bureaus or offices meet with the Committee to verbally sup-
port the nominations. AID Representatives and Mission Directors
should submit their nominations to their respective Ass:lstant
Administrators by October 1 for consideration.

B. The following changes will be made in the cash amounts
and numbers of the Special Awards given:

(1) C. Herbert Rees Award. No change. (One award
at $1,000.)

(2) Equal Employment Opportunity Award. Multiple awards
could be given in the past. Beginning in 1983 only one award of
up to $1,000 w1.11 be given. The award may be made to an individual
or a group.

(3) Management Improvement Award. The cash award is
changed from $750,to up to $1,000. Multiple awards may be given
as before.

(4) Outstanding Secretaries' Award. Formerly up to six

t
Shecretacriieils- were hon)ored each year (three F$oreign Service and i ,)

ree v,' Service with a cash award of 500 each. Beginning ...,
in 1983 only two awards of $1,000 each will be given (one Foreign
Service and one Civ1.1 Service).

(5) Supervisory Achievement Award. Multiple awards
could be given in the past. Beginning in 1983 one award of up
to $1,000 will be given.

In the cases where the numbers of awards given have been
reduced, the intent is to make the awards more prestigious and
exclusive. There are no 'cl).anges in the criteria for th~~se awards.

S.," ",-"I~

W



,v

I

HB
AID HANDBOOK CIRCULAR 29

TRANS. MEMO NUMBER

29~S4

EFFECTIVE DATE PAGE NO.

September 7, 1983 3

5. Effect on'Existing Regulations: When its provisions are in
conflict With existing regulatIons, this Circular will prevail.
The policy contained herein will be incorporated in Handbook 29,
Chapter 5, Incentive ·Awar~s Program,. which is currently under
revision.
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INCENTIVE AWARDS PROGRAM

~;.;
V

1. Purpose: This Circular amends the Agency's Incentive
Awards Program by the inclusion of the Michael H. B. Adler
r1emorial Award. The award will be presented for the first time
at the 1983 annual Administrator's Honor Awards Ceremony of the
Agency for International Development. The award will consist
of ~ plaque and a cash award of up to $1,000.

2. Applicability and Effective-Date: Eligibility for this
award is limited to Foreign Service employees of AID in grades
FS 03 and below who are employed in the following occupational
specialties: General Services, Supply Management, Personnel,
Contracts, Management Officer and Executive Officer. The award
authority is effective with the date of this issuance.

3. Background: This award is funded by the estate of Michael
H. B. Adler, who died on April 21, 1983. His widow, Ada Adler,
wishes to fund the award in memory of and in honor of her
husband. At the time of his death, Mr. Adler worked in the
Office of the Administrator of AID. During his career, which
spanned more than 35 years in the U.S. Foreign Assistance
Program, he held numerous senior positions, including that of
Mission Director ~~ four countries.

4. Amendments to Existing Policies: This memorial award is a
new special AID Award. A complete description of the award and
the criteria for nomination follow.

A. Description of Award: This award recognizes junior and
midlevel career Foreign Service employees in the field of
administrative management whose performance demonstrates
excellence and potential for continued growth and development.
One award will be given each year. The award is intended to:

(1) Recognize and reward promising officers for
current performance.

(2) Encourage promising, energetic, competent
officers in Washington or overseas to remain in the
administrative mana~ement series of the Foreign Service in
order to maintain and increase excellence in the support of AID
overseas missions.
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(3) By recognizing excellence, assist in recruiting
and encouraging new entrants.

(4) Assist in professionalizing the administrative
management series.

B. Criteria: Selection of nominees will be based on their
design, development and/or implementation of activities which
significantly improve administrative management procedures and
practices. Factors to be considered are:

(1) Increased productivity,

(2) More expeditious and timely service rendered,

(3) Better quality of service rendered, and/or

(4) Reduced costs and greater efficiency for an
operating program or support function, including identification
and/or elimination of nonessential activities, improvement of
existing activities and procedures, use of labor-saving
equipment and methods, or reduction of procurement costs.

C. Approving Authority: Mission Directors and AID
Representatives should forward their nominations to their
respective Assistant Administrators by October l*of each year.
Assistant Administrators and Heads of Office reporting directly
to the Administrator must forward the nominations }rey have
approved to the AID Awards Committee by October 15 of each year
for consideration in the annual competition.

5. Nominating Procedure: Form DS-1577, Nomination for
Incentive Award, may be used but is not required. A nominee's
current Employee Evaluation Report (EER) may be used with or
without a ~emorandum as the nominating paper. (AID Handbook
Transmittal Memorandum 29:54 dated September 7, 1983,
concerning nominating procedures pertains.) The AID Awards
Committee will select the outstanding individual to receive the
award and forward its selection to the Administrator. The
recipient will be announced at the annual awards ceremony.

6. Effect on Existing Regulations: This award i~ in addi~ion
to the five existing Special AID awards. The pOlICY contaIned
herein will be incorporated in Handbook 29, Chapter 5,
Incentive Awards Program, which is currently under revision.

t.· ..}a
\wi

*
**

For 1983 only, this date will be October 15.
For 1983 only, this date will be November 1.
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CHAPTER S

AID AWARDS PROGRAM

EFFECTIVE DATE

November 26, 1986

SA. Purpose

This Chapter establishes the policies, procedures and guidelines for the
AID Awards Program. The Program provides a means of recognizing those
employees whose performance or special acts contribute significantly to
improved Government productivity and/or services.

SB. Scope

1. Unless excepted under some other provision of this Chapter, all
employees in AID/Wand overseas paid in accordance with WG, GS, AD, GM,
SES, FS, SFS and FSN schedules are eligible for recognition and awards
under this Chapter.

2. Awards may be granted to former employees and to estates of former
employees provided the contributions on which the awards are based were
made while employed with the Agency or the Government.

3. Employees assigned to AID under a Participating Agency Service
Agreement (PASAs) are eligible for Agency honorary awards and external
awards, but normally are not eligible for Agency cash awards.

4. Personal services and other contract employees are not eligible for
awards under the AID Awards Program. However, a post may institute its
own awards program for foreign national personal services contractors.
(See Handbook 14 for additional guidance.)

se. Definitions

1. Special Awards - Joint honor awards, AID honor awards, annual Agency
awards and other awards based upon a special act or performance exceeding
an employee's job responsibilities and performance standards.

a. Honor award - Recognizes outstanding achievement and bestows
exceptional honor and official recognition to an individual or group.

b. Annual A~enCy awards - Normally given annually to only one
employee for his! er outstanding performance in a particular area set
forth in the criteria.
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(1) sugrestion award - An award granted for an idea submitted in
writing by an emp oyee(s} which benefits the Government and is adopted by
management. The idea must be outside the emp1oyee 1 s assigned job
responsibilities as set forth in the emp1oyee 1 s job description and/or
annual evaluation plan.

(2) Invention award - Monetary or honorary recognition granted
for an invention by a federal emp1oyee(s) that is of interest to the U.S.
Government or the public, and for which patent coverage is sought or
granted.

(3) Cash award - Recognizes a special act or exceptional
performance beyond an employee's job responsibilities.

(4) External awards - Sponsored by nongovernmental and
governmental organizations outside of AID.

2. Performance award - A salary step increase, merit increase or cash
award based upon performance-related accomplishments and contributions
within the scope of the employee's job responsibilities and performance
standards. For Civil Service employees, see Part II; FS employees are
covered in Part III. WG employees are ineligible for QSls, but are
eligible for cash awards. For FSN employees see 3 FAM 953, 3 FAM 640, and
HB 31, Att. 5A-1. (For SES performance pay awards, see FPM Bulletin
920-65, dated Nov. 25, 1983; for SFS performance pay awards, see HB 25,
Supp. 380.)

a. Quality step increase (QSI) - An additional within-grade step
increase for GS and AD employees granted in recognition of high quality
performance at a level that substantially exceeds an acceptable level of
competence.

b. Meritorious step increase (MSI) - An additional within-grade step
increase for FS employees granted in recognition of meritorious
performance at a level that substantially exceeds an acceptable level of
competence.

c. Merit increase - a performance-based increase in basic salary for
merit pay employees (Gt~), which is in excess of any automatic increase.

d. Performance Pool - A designated group of Civil Service employees
with common organization assignments and/or occupational specializations
clustered for purposes of establishing an awards fund based on a
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percentage of their aggregate salaries. Monetary awards based on
performance will be made to individuals in the same pool from this fund.

e. Pool Manager - The official designated to make decisions
concerning allocation of Civil Service monetary awards (quality step
increases, merit increases, and performance cash awards) to members of the
pool.

f. Safe Driving Awards - Recognizes and rewards full-time chauffeurs
who have driven for one or more years without a preventable accident. For
criteria and award schedule, see Attachment 5A3, 3 FAM 642.5.

3. Srecial Act - A nonrecurring contribution which is beyond or outside
norma job responsibilities or covered by the employee's job description
and/or as set forth in the annual evaluation plan and performance
standards, e.g., a publication or scientific achievement relating to
Agency programs; exceptional performance on a temporary task force; or
improvement of government operations which results in a significant
financial savings. It may be recognized by an appropriate honorary or
cash award, under the Agency Awards Program.

~i 50. Authorities and References

5 USC 4501-4514
5 CFR 451
FPM Chapter 451
FSA of 1980
3 FAM 640

5Ee Pol icies

1. Granting an employee an award should be perceived as significant
recognition by the Agency that the employee has demonstrated performance
clearly above that normally expected. Recognition of such individuals
should serve as an incentive to other employees. This Program strives to
maintain this prestige and exclusiveness by reserving awards for those
employees whose achievements clearly deserve public recognition.

2. An employee may be nominated for a Performance Award under 5C.2 of
this Chapter and an Honor Award (5C.l) or Special Act Award (5C.3) during
the same award cycle. [The receipt of annual performance awards, cash or
MSI, in one or more consecutive award cycles would not disqualify an
employee from also receiving in the same period, e.g., a Superior Honor
Award for outstanding leadership in achieving Agency goals over a period
of several years.] Each award nomination would be reviewed on its own
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merits with decisions to approve based on whether the employee's
performance met the criteria of that particular award. Notwithstanding,
nominating and approving officers are to ensure that employees don't
receive multiple awards for the same reason. They should therefore check
an employee's award record before nomination or approval to be satisfied
that the proposed recognition will sustain the spirit of incentive and
prestige described above.

3. AID honor awards may not include cash awards. If a cash award is
warranted, a separate nomination for same should be prepared and submitted
through appropriate channels, i.e., a performance or special act award.

4. Those nominations which are forwarded to the AID Special Awards
Committee for consideration and those which require final approval by an
Assistant Administrator/Office Head (AA/OH) must be cleared by the Office
of Investigations and Inspections (IG/II) and the Office of Security
(IG/SEC). If a nominee is the subject of an investigation or in the
process of appealing a disciplinary action, no action will be taken on the'
nomination pending resolution of the investigation or appeal. If it is
determined that there is no justification for the charges or the appeal
results in dropping the disciplinary action, the nomination will be
processed in the usual manner. (Special note for Principal Officers
overseas: Security/investigation clearances may be requested for U.S.
citizen nominees, but are not required for cash awards for which they have
final approval, i.e., $1,000 or less, and certificates of appreciation.
Security/investigation clearances are not applicable to foreign national
employees.)

5. A request to establish a new award will be forwarded through the
Director, t4jPM, and AA/M for clearance or comment, and to the AID Special
Awards Committee and the Administrator for approval.

6. Nominations for awards requiring action by the AID Special Awards
Committee will be forwarded through channels to the Executive Secretary,
M/PM/PPS. Nominations may be submitted at any time, but will be reviewed
during the following time frames and normally presented at the Awards
Ceremony:

a. Joint honor awards - as indicated in the annual State Department
announcement for each award.

b. AID honor awards - Oct. 1 - Oct. 31 (Exception: Nominations for
employees who are retiring from the Agency must be submitted to M/PM at
least 60 days in advance of the retirement date so that the c1earance/
approval process and requisitioning of certificates and medals can be
completed in time for presentation.) Other exceptions to this October
time frame must be approved by the Director, M/PM.
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c. Annual Agency awards - Oct. 1 - Oct. 31.

d. All others - as appropriate.

7. An Awards Ceremony will be normally held annually after the AID
Special Awards Committee completes its review work to recognize recipients
of AID awards. AA//M will designate appropriate offices to be responsible
for coordination and/or support of activities for each ceremony.

8. Copies of approved nominations for awards will be placed in the OPFs
of the awardees.

9. All documents relating to awards will be maintained for a minimum
period of two years, after which they may be destroyed.

5F. Responsibilities

1. See Attachment 5A1 for administrative responsibility and approval
steps for awards.

2. The Administrator or designee is responsible for the overall direction
of the AID Awards Program and approval of specific awards as noted in
relevant sections of the Chapter and in Attachment SAl.

3. The Assistant to the Administrator for Management (AA/M) has
management oversight and support responsibilities for the AID Special
Awards Committee and the AID Awards Program.

4. The Director, rVPM, has the responsibility for development of policy
and implementation of the AID Awards Program. The Director, M/PM, also
recommends to the Administrator either (;) the reappointment of the
Chairperson and some or all of the members, or (ii) the designation of a
new Chairperson and/or member(s), upon completion of their two-year terms.

5. AID Special Awards Committee

a. The AID Special Awards Committee is established by Charter (HB 17)
under authority of 5 USC, Chapter 5. Acting on behalf of the
Administrator, the Committee reviews all Special Awards and approves or
recon~nends for approval of the Administrator all nominations as indicated
on Attachment SAl. The Committee has the authority to disapprove Special
Awards. There is no appeal system except in the case of suggestion awards.

b. All nominations forwarded by the Committee for action by the
Administrator must be forwarded through the Director, Office of Personnel
Management (M/PM/OO) and AA/M for clearance or comment.
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c. The Committee works with AA/M and M/PM/OD to provide central
direction for the Agency's Awards Program, recommend policies for
administering the Program, and evaluate the effectiveness of the Program.

d. The Committee consists of a Chairperson and not less than eight
members, excluding the Executive Secretary, appointed by the
Administrator. The geographic bureaus will have one member each. The
remaining members will be drawn from other bureaus and offices so that the
Committee reflects the work force profile of the Agency.

e. The Chairperson and Committee members normally serve a two-year
term. Appointment to the Committee is an official assignment for the
Chairperson and members. Upon completion of a two-year term, a letter
reflecting this additional assignment, signed by AA/M, will be placed in
the OPF of the individuals concerned.

f. The Committee normally will meet on a monthly basis.

g. The Committee may invite, at its discretion, a senior staff
officer of a Bureau/Office to attend Committee meetings to assess the
eligibility of nominees.

h. Committee deliberations are confidential. Nonadherence to this
policy may be cause for removal of a Committee member with a letter,
signed by the Director, M/Pt4, placed in the individual's Official
Personnel Folder (OPF).

i. Bureaus and Offices with employees serving on the Committee have
no supervisory or clearance responsibility with respect to the business of
the Committee.

j. The Executive Secretary to the AID Special Awards Committee is
designated by the Director, M/PM, and is under the supervision of the
Chief, Policy Planning Staff (M/PM/PPS). The duties of the Executive
Secretary are included in the position description of the incumbent.

k. In order to maintain the special significance of Agency awards,
the Committee may establish, in conjunction with M/PM/OD, a limit on the
number of honor awards that may be granted in any given year.

6. Executive Secretary, AID Special Awards Committee

a. Provides support services for the AID Special Awards Committee,
including but not limited to:

U
';
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(1) Forwarding to the IG/II, IG/SEC and M/PM/LMR the names of
nominees before they are considered by the Committee.

(2) Arranging meetings and providing the Chairperson and members
with an agenda prior to the meeting.

(3) Processing all awards which require approval of the Committee.

(4) Preparing correspondence for the Administrator's signature
concerning awards, as appropriate.

(5) Ordering medals, certificates, and plaques as necessary to
carry out Committee decisions.

b. Serves as liaison with the Awards Officers in M/PM/CSP and
M/PM/FSP, and in Bureaus and Offices.

c. Maintains records of awards which are the responsibility of the
Committee, including amounts of money and number of awards by category and
by fiscal year.

d. Forwards to the office concerned and M/PM Personnel Records Center
copies of approved nominations for awards for action by M/PM and inclusion
in the OPFs of the individuals concerned.

e. Prepares the Agency annual report to OPM covering the Awards
Program.

7. Awards Officer, M/PM/CSP and M/PM/FSP

The Civil Service Personnel Division (M/PM/CSP) and the Foreign Service
Personnel Division (M/PM/FSP), Office of Personnel Management, each will
designate an Awards Officer who shall be responsible for processing those
Special Awards that do not require action by the AID Special Awards
Committee. The Awards Officer, M/PM/CSP, will process awards for employees
paid under the WG, GS, AD, GM, and SES schedules. The Awards Officer,
M/PM/FSP, will process awards for employees paid under the FS, SFS and FSN
schedules. Duties of these M/PM Awards Officers are included in their
position descriptions and are as follows:

a. Processes AID awards other than those requiring approval of the
AID Special Awards Committee, including but not limited to:

(1) Forwarding to IG/II, IG/SEC and M/PM/LMR the names of nominees
who have had final approval by an Assistant Administrator/Office Head.
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(2) Ordering medals, certificates, plaques and payment
documentation required as a result of approved nominations.

(3) Preparing correspondence concerning awards, as appropriate.

b. Maintains records of awards for which responsible, including
amounts of money and number of awards by category and by fiscal year.

c. Provides the Executive Secretary, AID Special Awards Committee, by
October 31 annually with a report of the number of awards, by category,
and the amount of money given in the previous fiscal year.

d. Forwards to the M/PM Personnel Records Center copies of approved
nominations for awards for inclusion in the OPFs of the individuals
concerned.

e. Processes length of service certificates and/or emblems for
employees who are with the Agency upon completion of 10, 20, 25, 30, 35,
40 and 50 years of Federal service. See 3 FAM 642.7, Att. 5A3.

8. Bureau/Office Awards Committee

a. Each Bureau or Office will establish an Awards Committee with a
Chairperson, to review Special Award nominations and make recommendations
to the organization head regarding approval or endorsement. It will be
the responsibility of the committees to work with Bureau/Office senior
managers to ensure that employees who have made significant contributions
to the Agency are nominated for an appropriate award. Those requiring
higher level approval should be reviewed and screened on a
Bureau/Officewide basis prior to forwarding to the AID Special Awards
Committee for review on an Agencywide basis.

b. The Chairperson of the Bureau/Office Committee will designate an
Awards Officer who shall serve as liaison with the Executive Secretary of
the AID Special Awards Committee and the M/PM/FSP-M/PM/CSP Awards
Officers, as appropriate. The name. telephone number, and office symbol
of the Bureau/Office Awards Officer will be forwarded to the Executive
Secretary and to the M/PM Awards Officers. (In those Offices with a small
staff, a committee may be inappropriate; in such a case, only an Awards
Officer will be designated.)

Ii'.,',""","',,,'.·,,",V
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Supplement 5A - Awards

Part I

Part II

Part II I -

Attachments 5Al

5A2

5A3

5A4

5A5

Special Awards

Civil Service quality step and merit increases,
and performance cash awards based upon
performance within the employee's job
responsibilities and performance standards.

FS meritorious step increases and performance
cash awards based upon performance within the
employee1s job responsibilities and performance
standards.

Awards Eligibility, Approval and Recognition Chart

DS-1577, Nomination Form

3 FAM 640

Suggestions
Exhibit 5A4-A, AID 450-3, Employee

Suggestion Form for AID/W
Exhibit 5A4-B, OF-163, Employee

Suggestion Form for Overseas
Exhibit 5A4-C, Intangible/Tangible

Benefits Scale

External Awards
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I.

II.

III.

SUPPLEMENT SA - PART I

Special Awards

Purpose

The purpose of Part I of this supplement is to establish the guidelines
for Special Awards which are based upon performance exceeding an
employee's job responsibilities and performance standards. For Civil
Service quality step and meri t increases, and performance cash a\vards
based upon performance within an employee's job responsibilities and
performance standards, see Part II; for FS meritorious step increases
and performance cash awards, see Part III.

For eligibility, approval requirements and form of recognition, see
Attachment SAl.

Nomination Procedures

Nominations for Special Awards will be submitted on form DS-1577
(Attachment SA2), Nomination for Incentive Award. Nominations should be
forwarded through Bureau/Office charme1s to the highest required
approval authority listed on Att. SAL Nominations overseas should go
through the mission's internal charme1s, in accordance with 3 FAM 640
(Attachment SA3).

Description of Awards and Criteria

1. Joint State/AID/USIA Awards (see Att. SA3, 3 Fk'1 640).

a. The Secretary's Award. This award is presented to employees in
recognition of sacrifice of personal health, including life, in the
performance of official duties.

b. Award for Heroism. This a\vard is presented to employees \olho,
without regard to personal safety, perform a recognized act of heroism
whether or not in connection with their official duties.

c. Award for Valor. This award is presented to employees who have
demonstrated outstanding performance under unusually difficult or
dangerous circumstances which require exceptional bravery and
perseverance to complete an assignment. It may be granted for sustained
superior performance while under threat of physical attack or an
individual act of courage or exceptional performance at the risk of
personal safety.

d. Luther I. Replogle Award for Management Improvement. This
award, made possible by the Honorable Luther I. Replogle, former
Ambassador to Iceland, is granted to an employee of State, AID, or USIA
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who has made an outstanding contribution to management improvement which
has significantly increased the effectiveness of the employee's agency
in fulfilling its role in the conduct of foreign affairs. Nominations
should include specific evidence of the degree of ingenuity, innovation,
extraordinary dedication, or exceptional skill demonstrated.

2. AID Honor Awards

a. The Administrator's Distinguished Career Service Award (see Att.
SAl). This is the highest Agency award that recognizes employees who
have had distinguished careers and is presented only upon departure from
the Agency. The nominee must have accomplished one or more of the
following:

(1) Performed with unusual dedication and distinction within the
Federal Government.

(2) Displayed outstanding leadership and unique professional
skills.

(3) Achieved sllccessfu1 administration of one or more Agency
programs or activities.

b. Distinguished Honor Award (see Att. SAl). This is the highest
form of recognition of employees during their service with the Agency ..
The award is conferred on employees who distinguish themselves during a
lJe010nged period of time by exceptionally outstanding service, within or

yond their required duties, as demonstrated by achievements of marked
national or international significance. Nominations will be based upon
one or more of the following:

(1) Accomplishment of assigned duties in such an outstanding
manner as to be clearly exce;>tiona1 among all those who have performed
similar duties in a superior manner.

(2) Development or improvement of methods and proc~lures which
have accomplished extraordinary results for the Agency.

(3) Outstanding leadership and unique administrative or technical
accomplishments over a prolonged period that involved the exercise of
authority or judgment in the public interest.

(4) Exceptional achievements in the administration of one or more
Agency programs which resulted in highly successful accomplishment of
objectives or specific accomplishments to meeting unique or emergeIlcy
sitJations.

c. Outstandin (see Att. SAl). This award
recogni zes outstan ing services ti roug out a Federal Government career.
It is presented only upon departure from the Agency. Nominations will
be based on one or more of the following accomplishments or achievements:

f)'' '•.....f
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(1) Performed in a consistently outstanding manner during his/her
career in the Federal Goverrunent.

( 2)

(3)
resulted in

Displayed leadership and excellent professional skills.

Administered one or more programs or activities ~1ich

the successful accomplishment of Agency objectives.

~i

d. Superior Honor Award (see Att. SAl). This award may be granted to
individual employees for significant acts, services or achievements that
materially aid or affect the successful accomplisrunent of the Agency's
mission. The award may also be given upon departure from the Agency.
Nominations will be based upon one or more contributions or
accomplishments of the types and levels indicated below:

(1) Outstanding results in increased productivity, increased
efficiency, and economy of operations which have resulted in a substantial
contribution in accomplishing the Agency's mission.

(2) Outstanding leadership and/or professional competence in
successful attainment of significant Agency goals.

(3) A superior, creative service or contribution such as
development of a new and highly effective program or method for
accomplishing an objective of the Agency.

(4) Accomplishment of a particularly difficult or important
operation or assignment in a manner that reflects significant credit on
the indi vidual and the Agency.

(S) Any other aspect of superior perfonnance related to assigned
duties and deemed deserving of recognition greater than can be expressed
fully with a Meritorious Honor Award or for which recommendation for the
Distinguished Honor Award is not appropriate.

e. Meritorious Honor Award (see Att. SAl). This award may be granted
to individual employees in recognition of accornplisllffients or contributions
of high importance to the Agency. The award may be given upon departure
from the Agency. Nominations will be based on one or more of the
following:

(1) Outstanding service in the improvement of the programs or
operations of the Agency.

(2) Accomplishment of assigned responsibili ties in an exemplary
manner and establishment of a record of achievement.

(3) Demonstration of unusual initiative in contributing to
efficiency, improved management, or outstanding executive or technical
abili ty.
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(4) Unusual devotion to duty under adverse conditions.

£. Certificate of Appreciation (see A.U. SAl). This a\vard recognizes
a contribution by an individual who performs a special task in an
outstanding manner that deserves acknowledgment by the M, OH, or Mission
Director. This award may also be given upon departure from the Agency.

g. Unit Citations (see Att. SAl)

Distinguished Unit Citltion
Superior Unit Citation
Meritorious Unit Citation

Unit Citations are designed to recognize organizational units (Bureaus,
Offices, Missions, or subordinate elements) which perform primary
functions in a manner so far above and beyond normal duties that official
recognition as an entity is warranted. Nominations for unit cit.ltions
will be based upon the overall levels of accomplishment or achievement
prescribed for individuals for the AID Honor Awards of corresponding
designation (Distinguished Honor Award, Superior Honor Award, and
Meritorious Honor Award -section 2b, d and e above). Eligibility for unit
citations will be determined by comparison of the actual performance of
the group with the normal requirements of the group operations.

h. Group Awards (see A.U. SAl). Group A\vards recognize outstanding
contributions by more than one employee. All employees, including
supervisors, may share the alvard. A group perfonnance must be considered
a specific superior achievement.

3. Special Agency Awards (see Att. SAl)

a. Michael H.B. Adler Award. n1is award, privately endowed by his
llTidow, recognizes junior and midlevel career Foreign Service members in
the field of administrative management whose performance demonstrates
excellence and potential for continued growth and development. Eligibility
for this award is limited to Foreign Service employees of AID in grades
FS-03 and below who are employed in the occupational specialties of
General Services, Supply J~anagement, Personnel, Contracts, Management
Officer and Executive Officer. Selection of nominees will be based on
their design, development and/or implementation of activities which
significantly improve administrative management procedures and practices.
Factors to be considered are: increased productivity; more expeditious
and timely service rendered; better quality of service rendered; and/or
reduced costs and greater efficiency for an operating program or support
function, including identification and/or elimination of nonessential
activities, improvement of existing activities and procedures, use of
lahor-saving equipment and methods, or reduction of procurement costs.

I.ii..· ""'~.·..,
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b. EEO Award (see Att. SAl). The EEO Award emphasizes the policy of
the Agency and the Goverrunent to provide equality of opportunity for all
citizens in Federal employment. Justification for the EEO Award will be
based upon activities or responsibilities of the employee, SUCJ1 as
training, recruitment or administration, ~1ich advance the goal of equal
employment opportunity.

c. Outstanding Secretaries Award (see Att. SAl). This award
recognizes two secretaries from among all secretaries of the Agency (FS,
FSN, and GS) for outstanding performance in secretarial positions
demanding dedication, flexibility, and professional skill. It also
encourages high standards of performance among all secretaries.
Nominations will be based on one or more of the following:

(1) Demonstration of unusual initiative or skill in development
of new or improved work methods and procedures which result in increased
efficiency and effectiveness of the organization to which assigned.

(2) Attainment of an exceptionally high degree of professional
skill through training and utilization of such skills to the maximum
extent.

(3) Unusual dedication to duty, especially under conditions of
hazardous and arduous service.

d. C. Herbert Rees ;.1emorial Award (see Att. SAl). This m>Jard, names
in honor of the late C. Herbert Rees, is intended to recognize individuals
whose perfonnance at a midcareer level demonstrates their potential for
continued growth and ability to assume greater responsibility. Nominations
will be based on one or more of the following accomplishments or
achievements:

(1) Accomplishment of assigned duties in such an outstanding
manner as to be clearly exceptional among all those who have performed
similar duties in a superior manner.

(2) The introduction of innovative approaches to problem-solving
or program development.

(3) Outstanding leadership and unique accomplishments over a
sustained period of time at levels of responsibility above those normally
assigned to other employees of the same raI~.

e. Science and Technology Award (see Att. SAl). This award
recognizes achievement by employees overseas and in AID/W who have
advanced science and technology in development. Some examples of such
achievement could be:
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(l) A highly significant, innovative science and technology
project in a specific sector to which an individual or group
conceptualized, designed or managed the project.

(2) A major technological breakthrough effort, project or program
in which an individual or group managed or monitored a research effort
\vhich produced results of broad significance to development.

(3) A significant sectoral or subsectora1 study in which an
individual or group conducted or commissioned a study which suggest~~ new
policies or overturned long-standing approaches to policy issues in the
sector.

f. Administrator's Implementation Award (see Att. SAl). This award
is intended to recognize annually the Agency employee or unit for
demonstrated creativi ty in the implementation of project and nonproject
assistance. The award is to be given for extraordinary accomplislunent in
the preimp1ementation and implementation phases of activities, as opposed
to the design phase. Solutions which may be generalized so that bellefits
can be extended beyond the activity at hand are particularly appropriate
for recognition. Nominations will be based on one or more of the
following:

(1) Imaginative use of preimplementation activities and skillful
management of procurement leading to a successful beginning of new
projects.

(2) Overcoming implementation bottlenecks and keeping complex
projects on schedule.

(3) Contributing to a significant development impact by proper
management of project resources.

(4) Adjusting project designs to improve implementation arul
increase impact.

(5) Facilitating implementation by developing very productive
relationships with host-country minis~ries or private organizations.

(6) Taking the initiative to tenninate projects or components of
projects, which are no longer appropriate or have been mismanaged.

(7) Showing detennined and imaginative concern over time with
implementation issues.

4. Other Awards

a. Suggestions. See Attachments SAl and SA4.

b. Inventions. Refer to FPM Chapter 4S1, Subchapter 9 for
guidelines. See also Att. SAl. t.· .

""
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c. Gash A\vard (see Att. SAl). A nonrecurring contribution based upon
a special act or performance which is beyond or outside the scope of an
employee's job responsibilities and performance standards (see section
5C3, Chapter 5 for definition).

(1) Mission Directors and AID Principal Officers may approve
awards of $1,000 or less; AAs and OHs, $2,000 or less; and the AID Special
Awards Committee, in excess of $2,000.

(2) The Director, OPM, has authority to approve recommendations
made by the Administrator for awards in excess of $10,000, up to and
including $25,000. Also, upon the request of the Administrator, the
Director, OPM, can recommend to the President approval of an additional
award of $10,000, for a total award of $35,000 (see FPM Supplement 451-1,
Subchapter S2).

d. Length of Service. Recognizes employees who are with the Agency
upon completion of 10, 20, 25, 30, 35, 40 and 50 years of Federal
service. See 3 FAM 642.7.

e. External Awards. Awards announced throughout the year that are
sponsored by nongovernmental and governmental organizations outside of
AID. These awards vary each year, but those normally received are listed
in Attachment 5A5. The criteria and due dates are circulated when
information is received from the sponsoring organizations.
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SUPPLEMENT SA - PART II

Civil Service Quality Step and Merit Increases
and Performance Cash Awards

RESERVED



~ ... \i~/

AID HANDBOOK 29
TRANS. MEMO NO.

29:75

SUPPLEMENT SA-PART III

EFFECTIVE DATE
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I.

II.

PERFORMANCE AWARDS AND MERITORIOUS STEP INCREASES - FS EMPLOYEES

Purpose

This supplement sets forth the gUidelines for performance cash awards
and meritorious step increases (MSIs) for career, career candidate and
time-limited Foreign Service employees, grades FS-01 through FS-09, who
demonstrated sustained performance which substantially exceeded normal
job requirements during the last performance rating cycle (3 FAM 640-1b).
Such awards and MSIs are made by bureau and independent offices and are
in addition to those recommended by Selection Boards. These are the
only means for granting monetary rewards for sustained superior
performance relating to the employee's job responsibilities.

Program Description

Annually, each Fund Manager (usually an Assistant Administrator or
independent office head designated by the Administrator) will be allo
cated funds as determined by the Administrator, based on availabilities,
against which cash awards and MSIs will be drawn. Specific guidance on
allocations will be provided annually.

Cash awards and MSIs will be made from these funding allocations except
for "speci a1 act" awards, i.e., for performance beyond an employee I s job
scope (see Ch. 5, 5C3). MSIs recommended by Selection Boards will be a
limited percentage of the class and will be charged against the units'
funding allocation.

Each FS employee will be placed in an award group based on the organiza
tion or office from which he/she received the last EER for the rating
year, including employees assigned to an organization from a complement.
Employees in long term or language training, on LWOP, detail or second
ment outside of AID will be placed in the Administrator's award group.

At the end of each rating year, M/PM will prepare and distribute to Fund
Managers a list of employees in their award group. M/PM will also
provide lists to the General Counsel, the Controller and the Directors
of the Offices of Housing and Acquisition and Assistance Management of
their FS employees and the award groups to which they are assigned so
that they may provide supplementary comments/advice to Regional Bureau
fund managers in whose geographic region such specialists serve.
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III. Nomination Procedures

Fund Managers make award determinations based on nominations from f'ield
missions, AID/W offices and other Agency units as appropriate. Th~(

will al so consi der advi ce provi ded by the "home offi ce" for FS employees
who are legal advisors, controllers or financial officers and housing or
contract and commodity specialists work"ing outside their "home offil:e."

Annually, upon completion of Selection Boards' work, M/PM will provide
Fund Managers with an alphabetical list of employees assigned to thl:!ir
office or Bureau (award group) as of the end of the rating year. The
worksheets will indicate those employees ineligible for a cash award;
i.e., those promoted or granted an MSI as a result of Selection Board
acti on, in the lower ten percent or referred to a Performance Stand,ards
Board (PSB) and/or designated for mandatory retirement based on relative
performance. Fund Managers must return the worksheets within 30 calendar
days of receipt indicating which of the eligible employees are to receive
a cash award and in what amount, or whether they are to recei ve an 'MSI.

MSIs granted by Selection Boards will be deducted from the fund prior to
Fund Managers being advised of their fund amount. Fund Managers must
stay within the budgetary limitation of their fund. Submissions that
exceed the fund amount will be returned to the Fund Manager for rework
prior to being processed for payment by M/PM.

IV. Types of Awards

A. Meritorious Stet Increases (MSIs). Performance-based MSIs may be
granted based on Se ection Board recommendations or line manager nomina
tions approved by Fund Managers, but not both. MSIs may not be granted
under other awards procedures. All MSls will be charged against a\\l'ards
funds allocated to the individual Fund Managers. Each year M/PM will
issue a table of MSI values for Fund offset purposes. Because there is
no remuneration associated with MSIs granted to employees in Class 1,
steps 10 and above, Fund Managers shoul d consider granti ng cash awa,rds
in lieu of MSIs to employees at those levels.

B. Cash Awards. Line managers may recommend eligible employees fClr cash
awards; Fund Managers make final determinations. Awards for sustained
superi or performance may not be granted under other awards procedur'es.

Fund Managers may approve awards from $500 to $3,500; awards in exc:ess
of $3,500 will be considered by the Administrator. The first $3,S()0 will
be paid from the Bureau or office fund. Amounts in excess of $3,S()0 may
be approved from a separate Administrator's FS award fund. Nominations
to the Administrator should explain the basis for the award and thE!
rationale for the amount recommended.

t···:.·· ..... ·,.'·.··.·.·.',
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v. Awards Cri teri a

An employee may not receive a performance cash award and a performance
based MSI for the same rating period. Neither will such awards be given
for the same rating period for which the employee is promoted. Employees
ranked in the bottom ten percent of their class or referred to a PSB
and/or designated for mandatory retirement based on relative performance
or pending separation for cause are ineligible for a performance award.
Granting a cash award under this supplement and an honor or special act
award (see Ch. 5) for performance during the same rating period must be
consistent with gUidance provided in Ch. 5, section SE.

A. Cash awards may be recommended for employees whose performance during
the rating period sUbstantially exceeded normal job requirements and,
when viewed in connection with that period, is of a high level of effec
tiveness; overcame unusual difficulties; and/or resulted in major
improvements in organizations, policies, procedures, methods or products
which bring about financial or other savings.

B. An MSI is appropriate when performance is of the type noted for a
cash award but has been sustained to the extent that it may be considered
characteristic of the individual's performance and expected to continue.
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Att. SA-II IA

Combined M/SER Fund Group
(AID/W)

Administrator's Award Group ~
(AID/W)

Illustrative F.S. Award Fund Groups!!

Bureau for Africa (AID/Wand overseas)
Bureau for Asia and NE (AID/Wand overseas)
Bureau for Latin America and the Caribbean (AID/Wand overseas)
Office of Inspector General (AID/Wand overseas)
Bureau for Program &Policy Coordination (AID/Wand DAC, Paris and Rome)
Office of the General Counsel (AID/W)
Bureau for Sci ence and Tec hnology (A ID/W)
Bureau for Private Enterprise (AID/W)
SER/IRM )
SER/MO )
SER/EOMS )
SER/AAM (AID/W)
FM (AID/W)
PM (AID/W)
FVA (AID/Wand Rome)
A/AID )
OFDA )
ES )
TDP )

Complements
(Assigned to award groups based on temporary or last assignment)

17 If at anytime an award group drops below six FS-l and below employees, it
will be combined with the Administrator's Award Group.

~ BIFAD/S, XA, LEG, others will be included when any covered FS employees are
on their staffs. There may be complement people who will be added to A/AID
award group when no other award group would be appropriate.

I;·· "~..
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Joint STATE/AID/USIA Awards
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Attachment SAl-l
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Award

The Secretary's Award
(See Supp. SA, Part I)

Award for I~roism

(See Supp. SA, Part I)

Award for Valor
(See Supp. SA, Part I)

Luther I. Replogle
Award for Management
Improvement
(See Supp. SA, Part I)

Administrati ve
Responsi bi Ii ty

Executive Secretary

Executive Secretary

Executive Secretary

Execut i ve Secretary

EIig i bi Ii ty

all employees"

all employees

all employees

all employees

Purpose

to recognize employees for
sacrifice of personal
health, including life, in
the performance of official
duties

to recognize employees for
acts of heroism not re
lated to duty

to recognize employees for
outstanding performance
under unusually difficult
or dangerous circumstances

to encourage am recognize
management improvements in
the foreign affairs
agencies

Approval Steps

1. Bureau/Office!Mission
Review*
2. AAs/Office Heads
3. AID Special Awards
Committee
4. Administrator
S. Secretary of State

1. Bureau/Office!Mission
Review
2. AAs/Office Heads
3. AID Special Awards
Committee
4. Administrator
S. Secretary of State

1. Bureau/Office!Mission
Review
2. AAs/Office Heads
3. AID Special Awards
Committee
4. Administrator
S. Secretary of State

1. Bureau/Office!Mission
Review
2. AAs/Office Heads
3. AID Special Awards
Committee
4. Administrator
S. Secretary of State

Recogni tion

1. Certificate
2. Medal

1. Certificate
2. Medal

1. Cert ificate
2. Medal

1. Pla<J.le
2. $5,000 cash award
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*Mission Review must be in accordance with procedures in 3 FAM 640.
**All Employees - applies to U.S. and FSN direct-hire personnel. "ll
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AID Honor Awards
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recognize sustained out- 1. Bureau/Office!Mission
standing service - employee Review
must be departing fmu the 2. AAs/Office Heads
~ 3. AID Special Awards

Coonittee
4. Administrator

Award

Administrator's
Distinguished Career
Service Award
(See Supp. SA, Part I)

Distinguished Honor
Award
(See Supp. SA, Part I)

Outstanding Career
Achievement Award
(See Supp. SA, Part I)

Superior Honor Award
(See Supp. SA, Part I)

Meritorious Honor
(See Supp. SA, Part I)

Certificate of
Appreciation

(See Supp., SA, Part I)

Administrative
RespollSibi Ii ty

Executive Secretary

Executi ve Secretary

Executive Secretary

Executive Secretary

FSP/CSP

CSP/FSP

EIigibi Ii ty

all employees

all employees

all employees

all employees

all employees

all employees

Purpose

recdgnize exceptionally
outstanding service as
demonstrated by achieve
ments of national or
international significance

recognize outstanding ser
vices throughout a Federal
Gov't career upon depar
ture from the Agency

recognize significant acts,
services or achievements;
may also be given upon
departure from the Agency

to recognize accomplish
ments or contributions of
high importance to the
Agency or Government; .!!!!y.
also be given upon depar
ture from the Agency

to recogni ze an employee's
special contribution on an
important project or task;
may also be gi ven upon
departure from the Agency

Approval Steps

1. Bureau/Office!Mission
Review
2. AAs/Office Heads
3. AID Special Awards
Coonittee
4. Administrator

1. Bureau/Office!Mission
Review
2. AAs/Office Heads
3. AID Special Awards
Coonittee

1. Bureau/Office!Mission
Review
2. AAs/Office Heads
3. AID Special Awards
Coonittee

1. AAs/Office Heads
2. Mission Directors

1. AAs/Office Heads/
Mission Directors

Recogn! tion

1. Gold Medal
2. Gold Pin
3. Framed certi
ficate signed by
the Administrator

1. Gold Medal
2. Gold Pin
3. Framed certi
ficate signed by
the Administrator

1. Silver Medal
2. Silver Pin
3. Framed certificate
signed by AA/OH

1. Silver to1eda1
2. Silver Pin
3. Certificate signed
by AA/OH

1. Bronze medal
2. Bronze pin
3. Certificate signed
by approving authority

1. Certificate signed
by approving authority
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AID Honor Awards (Continued)

Award

Unit Citations
1. Distinguished
2. Superior
3. Meri torious
(See Supp. SA, Part I)

Group Award
(See Supp. SA, Part I)

Administrative
Responsibili ty

Executive Secretary

CSP/FSP

Eligibili ty

all employees
organizational
units

all employees
organi zat ional
units

Purpose

recognize organizational
units which perform func
tions above and beyond
normal, expected duty

recognize organizational
units which perform func
tions above &beyond
normal, expected duty

Approval Steps

1. AAs/Office Heads/
Mission Directors
z. AID Special Awards
Committee
3. Administrator

1. Mission Directors/
AAs/Office Heads

Recogni tion

1. Uni t Plaque
2. Official acknowledg
ment in individual's
file

1. Group Certificate
signed by approving
authority
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Annual Agency Awards

Executive Secretary all secretaries recognizes 2 secretaries 1. Bureau/Office!Mission
(FS, FSN or GS) for outstanding performance Review

2. AAs/Office Heads
3. AID Special Awards
Committee
4. Administrator

Executive Secretary all employees to recognize an employee
for outstanding accom
plishments in advancing
the goals of EEO

EEO Awards FSP/CSP
(See Supp. SA, Part I)

all employees to recognize employees for 1. Director - EOP
positive contributions to- 2. AAs/Office Heads/
ward advancing the goals of Mission Directors (for
EEO in government indi vidual award recog

nition)
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Recogni tion

Certificate of
Appreciation signed
by approving
authority

1. PlaqJe
2. $3,000 each

1. PlaqJe
2. $1,000

1. PlaqJe
2. $1,000

1. PlaqJe
2. Cash award up to
$1,000

Approval Steps

1. Director - EOP
2. AID Special Awards
Committee
3.Administrator (for
overall Agency award)

Purpose

to recognize junior and 1. Bureau/Office!Mission
mid-level career FS employ- Review
ees in field of admin. mgt. 2. AAs/Office Heads
for excellent performance 3. AID Special Awards
&potential for continued Committee
growth &development 4. Administrator

recognize people whose per- 1. Bureau/Office!Mission
formance at a midlevel Review
demonstrates their poten- 2. AAs/Office Heads
tial for continued growth 3. AID Special Awards
&ability to assume greater Committee
responsibility 4. Administrator

Eligibility

GS 12 & 13
FS 2, 3 & 4

Executive Secretary FS 3, 4 & S
(Admin Mgt)

Administrative
Responsibility

Executive Secretary

Award

Michael H.B. Adler
(See Supp. SA, Part I)

EEO Award
(See Supp. SA, Part I)

C. Herbert Rees
Memorial Award
(See Supp. SA, Part I)

Outstanding
Secretaries Award
(See Supp. SA, Part I)
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Annual Agency Awards (Continued)

Executive Secretary all employees

Executive Secretary all employees
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\.0Purpose Approval Steps Recogni tion

recognizes contributions 1. Bureau/Office!Mission 1. Certificate signed
that advance science and Review by the Administrator
technology in development 2. AAs/Office Heads 2. $2,500

3. AID Special Awards
Coounittee
4. Administrator
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recognizes one Agency 1. Bureau/Office!Mission 1. Unit - Plaque N~
employee or unit for demon- Review 2. Individual - \.Om.. ~strated creativity in the 2. AAs/Office Heads Certificate signed 0"1 0
implementation of project 3. AID Awards Conuni ttee by the Administrator \.oz
and nonproject assistance 4. Administrator and $1,000 ~

EIigibi Ii tyResponsibili tyAward

Science &Technology
Award
(See Supp. SA, Part I)

Administrator's Imple
mentation Award
(See Supp. SA, Part I)
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Executive Secretary all eq>loyees

Executi ve Secretary, all eDqlloyees
AIDM, and Executive
Secretary, Joint
Country Awards
Connittee

Award

Suggestion Awards
(See Supp. SA, Part I
&Att. SA4)

Inventions
(See Supp. SA, Part I)

Cash Award based
upon a special act
or perfonnance beyond
an employee's job re
sponsibilities or
performance standards
(See Supp. SA, Part I)

Administrati ve
Responsibility

FSP/CSP

Executive Secretary

Eligibili ty

all eq>loyees

Purpose

to recognize employees'
ideas which contribute
to increased economy or
efficiency in the Gov't

to recognize eq>loyees'
inventions which have
scientific or development
significance

to recognize a non
recurring contribution
beyond normal job respon
sibilities and performance
standards

Approval Steps

1. Mgt. official respon
sible for function
2. Bureau/Office Awards
Connittee/Joint Country
Awards Connittee
3. AID Special Awards
Connittee
4. Administrator
over $2,000

1. Bureau/OfficelMission
Review
2. AAs/Office tiJads
3. General Counsel
4. AID Special Awards
Connittee
S. Administrator

1. Mission Director - FS
$1,000 or less
2. AA/Office tiJad
$2,000 or less

1. AID Special Awards
Connittee
2. Administrator
over $2,000

Recogni tion

1. Amount based
on , of tangible/
intangible benefits
(OIM scale)

1. Monetary or
fbnor Award

1. OIM scale as
guidance
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·Other Awards (Continued)
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recognize employees for
continuing faithful ser
vice in Federal Govt. at
different points in their
career: for 10, 20, 25, 30,
35, 40, 50 years

Award

Length of Service
Awards
(See Supp. SA, Part I)

External Awards
(See Supp. SA, Part I
& Att. SAS)

Administrative
Responsibility

FSP/GSP

Executive Secretary

Eligibility

all employees

all employees

Purpose

awards sponsored by non
governmental 0 govern
mental organizations out
side of AID

Approval Steps

1. Bureau/Office!Mission
Review
2. AAs/Office Heads
3. AID Special Awards
Committee
4. Administrator

Recogni tion

1. Cert ificate
2. Emblem (pin, tietac
or charm)

Monetary or Honor
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FS meritorious step
increases and per-
formance cash awards--See Supp. SA, Part III

CS quality step and
merit increases and
performance cash
awards--See Supp. SA, Part II

Performance Awards
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1. Cash - up to 10%
of salary
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Certificate

IN ~cash based upon Award
Schedule (3 FAM 642.5)
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Approval StepsPurpose

to recognize employees for
exceeding satisfactory
performance

1. Supervisor
2. Mission Director
3. Joint Country Awards
Committee up to $1,000
4. AAs for $1,000-$2,000

to recognize the special 1. GSO Officer
achievement of one or more 2. Head of organizational
years without a preventable unit
accident
(AID/W only - certifi
cate, signed by AA/M, auto
matic for anyone with
5 or more years of
good driving record)

Eligibility

FSNs

any direct hire
chauffeur

Executive Secretary,
Joint Country Awards
Committee

Administrative
Responsibility

Mission/CSP

Award

Performance cash Awards
(See 5C.2, 3 FAM 640,
AID liB 31)

Safe Driving Awards
(See Att. 5A3, 3 FAM
642.5)
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Attachment SA2

DO NOT USE THIS SPACE

STATE - AID - USIA

NOMINATION FOR INCENTIVE AWARD
Submit in an original and five (5) copies

ISTATE I lAID I IUSIA

HONOR NO. ICASH NO.

DA TE REC'D. BY AWARDS COMMITTEE

PART I - NOMINATION

l. NAME OF NOMINEE (Lost, First, Middle Initial) 2. ORG. SYMBOL OR POST

3. PRESENT POSITION TITLE AND GRADE 4. POSITION HELD DURING PERIOD COVERED BY NOMINATION,
IF DIFFERENT THAN PRESENT

5. TYPE OF AWARD RECOMMENDED

I A. Secretory's Award I C. Distinguished Honor Award I E. Meritorious Honor Award
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1-6:.:.:...B::.:.;.A:.:SI.:S...:F:...O:.:R~A:..:.W:.:.A:.:.R.:.:D:._ __l 7. ESTIMATED 1ST YEAR 8. INTANGIBLE BENEFITS 9. RECOMMENDED AWARD

1 TANGIBLE BENEFITS
A. Special Act

I B. Superi or Perlormonce

10. JUSTIFICATION FOR NOMINATION (Include a concise 3 or 4 line statement pinpointing the achievementthot could be used an the
honor award certili cote)

(Continue below, if necessary)

FORM OS-1577
:? ~e.4
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10. JUSTIFICATION FOR NOMINATION (Continued)

(If necessary, use additional sheets and staple. them to thi. form)

11. NOMINATING AND CLEARANCE OFFICIALS

A. Typed Nome B. Title C. Location D. Signature E. Dote

1.

2.

3.
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PART II . ACTION TAKEN BY JOINT COUNTRY AWARDS COMMITTEE
1. THIS COMMITT E E RECOMMENDS THAT THE NOMINATION BE: I I Approved for the following oward!s)

I I D jsapproved

1A. Secretary's Aword I I C. Distjnguished Honor Aword I I E. Meritor;ou$ Honor Award 12. AMT. RECOMMENDED

I B. Award for Heroism I ID. Superior Honor Award I I I $

3. R EMA R KS

4. TYPED NAME OF COMMITTEE CHAIRMAN 15. SIGNATURE OF COMMITTEE CHAIRMAN 16.DATE

PART III· ACTION TAKEN BY CHIEF OF MISSION
1. I RECOMMEND THAT THE NOMINATION BE: I I Approved [2. REMARKS

I IDis opproved I

3. TYPED NAME OF CHIEF OF MISSION 14. SIGNATURE OF CHIEF OF MISSION 15. DATE

PART IV· ACTION TAKEN BY AREA AWARDS COMMITTEE
1. THIS COMMITT E E RECOMMENDS THAT THE NOMINATION BE: I IAPproved for the following aword(s)

I ID'sopproved

I A. Secretory's. Award I IC. Distinguished Honor Award I I E. Meritorious Honor Award [2. AMT. RECOMMENDED

I B. Award fer Heroism I I D. Superior Honor Award I 1 1 $

3. REMARKS

4. TYPED NAME OF COMMITTEE CHAIRMAN 15. S,GN/,TURE OF COMMiTTEE CHAIRMAN 16. DA T E
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PART V - ACTION TAKEN BY APPROPRIATE OFFICIAL OF EACH AGENCY

1. I RECOMMEND THAT THE NOMINATION BE: I I Approved 12. REMARKS

I IDisapproved I

3. TYPED NAME OF APPROPRIATE OFFICIAL 14. SIGNATURE OF APPROPRIATE OFFICIAL 5. DATE

PART VI - ACTION TAKEN BY WASHINGTON INCENTIVE AWARDS COMMITTEE

1. THIS COMMITT EE : I I Approves the nomination faT the following award(s)

I I Disapproves the nomination

I A. Secretary's Award I I B. Award for Heroism I IC. Distinguished Honor Award

2.AMT. APPROVED \ 3. REMARKS

4. Signature Approved Disapproved Date

Use This Space For Continuation af Items, As Necessary

I
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(Note that section 2401 (a) of the Foreign Service Act of
1980 provides that regulations issued under the authority of
the Foreign Service Act of 1946 or any other law repealed,
modified, or affected by the Foreign Service Act of 1980,
shall continue in full force and effect until modified, revoked,
or superseded by appropriate authority.)

641.1 Authority
The Incentive Awards Program was established by the

Government Employees' Incentive Awards Act, September
1, 1954 (5 U.S.C. 4501-4506). This statute directs the Office
of Personnel Management (OPM) (formerly the Civil Service
Commission) to provide broad interagency policy concerning
the conduct and implementation of the Incentive Awards Pro
gram throughout the Federal Government. The program was

'. J; strengthened indirectly in 1960 by amendments to sections
'-" 625 and 642 of the Foreign Service Act of 1946, as amended,

and in 1962 by the Federal Salary Reform Act, which added
a new section 702 to the Classification Act of 1949, as
amended (5 U.S.C. 5336). See section 224 for meritorious
service within-elass increases for State Department Foreign
Service personnel.

\.)641

u

GENERAL PROVISIONS
(TL:P£R-553 4-21-83)
(Uniform State/AID/USIA)

641.2 Purpose
The purpose of the Incentive Awards Program is to:
a. Encourage employees to participate actively in im

proving Government operations and service to the public;
b. Recognize and reward employees. individually or in

groups. for suggestions. inventions, superior accomplish
ments, or other personal efforts which will reduce costs. sim
plify operations, improve morale and safety, and utilize
manpower more effectively; and

c. Recognize and reward employees, individually or in
groups, who perform special acts or services related to their
official employment which reflect favorably on them, their
agency, and the Government.

641.3 Applicability
These regulations apply to all U.S. citizen personnel of the

Department of State, U.S. citizen direct-hire and PASA per
sonnel assigned to AID missions. and U.S. citizen personnel
of USIA assigned abroad. These regulations also apply to
all Foreign Service national personnel (as defined in section
911.3a) of the three agenCies. (For AID personnel in the Unit
ed States, see chapter 5, Handbook 29. For USIA personnel,
see MOA V-A/V-B-570.)

641.4 Policy
It is the policy of the Department of State, AID, and USIA

(hereinafter referred to as the agencies) to encourage all em
ployees to take part in the common task of improving the effi
ciency, economy, and effectiveness of the operations of the
agencies and to recognize suitably such participation.

Government-wide regulations promulgated by the Office
of Personnel Management (OPM) require that managers use
their normal review processes to identify operational pro
grams that have had superior results and initiate action to
identify and reward individuals or groups whose efforts pro
duced the favorable results. This must be done to relate the
award budget to significant program achievements and
strengthen the practice of management by objective.

In general, recognition is given to sustained high-level per
formance by the granting of quality or meritorious
step-increases. Usually however, suggestions or single-idea
or occurrence type contributions are recognized by the grant
ing of cash awards. Exceptional creative efforts in research,
management. or operations in the public interest may receive
cash awards, but generally are recognized by honorary
awards or both.

Employee contributions will be acted on promptly in order
to encourage maximum employee participation and to obtain
all possible benefits to the Government.

Awards under the Incentive Awards Program will be given
due weight in selecting and qualifying employees for promo
tion.

641.5 Definitions
As used in these regulations, the following terms have the

meanings indicated:

a. Awards Committees

The Joint Country Awards Committee is a permanent
group established by the chief of mission to review sugges
tions and nominations for lesser awards for the staff of the
agencies under that official's jurisdiction.

b. Employee Contribution

A suggestion. invention. superior accomplishment, or oth
er personal effort which contributes to the efficiency. econo
my, or other improvement of Government operations, or a
special achievement in the public interest related to an em
ployee's official employment.

c. Group Award

An award granted to two or more persons for their share
in the same contribution.

d. Honor and Performance Awards

Incentive awards granted in the form of a certificate. med
al, pin. or other item that can be displayed by the reCipient.

e. Incentive Award

An award which may be conferred as an honor award, a
cash award, a performance award. or a combination.



3 FM1 640
PAGE NO.

5A3-2
EFFECTIVE DATE

Jan. 6, 1986
TRANS. MEMO NO.

29:69 AID HANDBOOK ?9

t. Interdepartmental Award

An incentive award granted by the head of an agency for
an approved employee contribution from an employee or em
ployees of another agency.

g. Non-Government Award

Awards presented annually to Government employees by
nongovernmental organizations.

h. Suggestion

A proposal to improve an operation, method, system, or
product. It may change something already in operation or re
sult in something new and original.

642 TYPES OF AWARDS

642.1 Requirements
a. Eligibility

All civilian employees, including Foreign Service national
employees, under the administrative direction of the agen
cies are eligible to participate in the awards program. Con
tract employees. members of the armed services (except as
specifically provided), and commissioned officers of the Pub
lic Health Service are not eligible.

Awards may be granted to former employees or to estates
of former employees if the recipient made the contribution
while an employee of the agencies.

Recognition of individuals or groups other than present or
former employees, such as dependents, American or foreign
private citizens. groups, or organizations may not be made
under the Government Employees' Incentive Awards Act or
these regulations. (In State, the Scroll of Appreciation has
been established as a means of expressing appreciation to
this category of recipients; see 2 FAM 380. In USIA,see
MOA 11-170. Also, on occasion, Certificates of Appreciation
are granted by the Incentive Awards Committee.)

b. Criteria

Action or service that deserves recognition is described in
the following examples:

(1) Performance of the most important functions of a
position in a manner that substantially exceeds normal re
quirements and when viewed as a whole is of a high level
of effectiveness which has been sustained to the extent that
it may be considered characteristic of the individual's perfor
mance.

(2) Performance which has involved overcoming un
usual difficulties.

(3) Original development of .major improvements in
methods, organization procedures, or products which result
in substantial savings.

(4) Exemplary or courageous handling of an emergen
cy situation.

(5) Creative effort which makes an important contribu
tion to the Federal service.

(6) Superior accomplishment in furthering goals of
equal employment opportunity.

(7) Other one-time or nonrecurring contributions which
clearly are deserving of special recognition.

Awards for special achievem~nt may take the form of cash
awards or honor awards, or both. The amount of cash

awards will be determined by use of thEl criteria contained &\ •••
in section 643.4. ...,

c. Achievement Recognition

Recognition of employee contributions may be in the form
of honors and/or cash, or salary increments. The principal cri
terion for determining an award is to esta.blish what benefits
accrue to agency objectives. The contribution may be .. sug
gestion which has been adopted, an invention, superior sus
tained performance, or a special act or ~.ervice.

The benefits from these contributions may be tangible, in
tangible. or both. Normally the ensuing benefits will be
work-oriented. The nature and level of tl1e position held by
the employee must be considered when determining what \J.
recognition would be appropriate. Employees in the upper' }
grade levels would necessarily be expected to suggest new
and improved ways of performing the wClrk within the areas
of their responsibility.

642.2 Honor Awards
Honor awards recognize outstanding achievement and be

stow singular honor and official recognition to an individual
or group. As appropriate, honor awarels may be supple
mented by a cash payment or meritorious service or quality
increase, if the employee is nominated for such increase.
Honor awards inclUde:

a. Joint State/AID/USIA Honor Awarels

The Secretary's Award and the Award for Valor are clearly ~r'J~
set apart from other honor awards grantl~ by the agencies. '"
The latter consist of the Distinguished, Superior. and Merito-
rious Honor awards.

Proper determination of an honor award demands careful
examination of the criteria for all such aw';lrds. There are sig
nificant gradations in scope and magnitude among these
awards. The impact of the act or deed which prompts the
nomination of an individual or group for an honor award must
be carefully examined. One important question to consider
is whether the act to be recognized benefits the post. the
area, the agency. or the Federal Government as a whole.

(1) The Secretary's Award

This award is presented to employees of State, AID. USIA,
and Marine Guards assigned to U.S. embassies in recogni
tion of sacrifice of personal health, including life, in the perfor
mance of official duties. The award consists of a gold medal.
a lapel emblem, and a certificate signed I:>y the Secretary of
State.

(2) Award for Valor

This award is presented to employees of State, AID, USIA,
and Marine Guards assigned to U.S. embassies who have
demonstrated outstanding performance under unusually dif
ficult or dangerous circumstances which require exceptional
personal bravery and perseverance to c1::lmplete an assign
ment. It may be granted for:

(a) Sustained superior performancEl while under threat 'J.~.""
of physical attack or harassment; or ;/

(b) An individual act of courage or exceptional perfor- .
mance at the risk of personal safety.

The award consists of a gold medal, a lapel emblem, and
a certificate signed by the Secretary of State.
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, .~ (3) Distinguished Honor Award

'-' The guides for level of achievement upon which nomina
tions are based should be comparable to the following:

(a) Exceptionally outstanding service to the agencies
or the Government resulting in achievements of marked na
tional or international significance.

(b) Exceptionally outstanding service and/or leader
ship in the administration of one or more agency programs
which results in highly successful accomplishment of mis
sion, or in a major attainment of objectives or specific accom
plishment to meet unique or emergency situations.

(c) Outstanding accomplishments over a prolonged
period that involve the exercise of authority or judgment in
the pUblic interest.

(. .:1 (NOTE FOR STATE ONLY: This award is for individual
'-'performance.)

The award consists of a gold medal, a lapel emblem, and
a certificate signed, as appropriate, by the Secretary of
State, the Administrator of AID, or the Director of l:lSIA.

Contract employees, members of the armed services, and
commissioned officers of the Public Health Service are not
eligible (see section 642.1 a).

(4) Superior Honor Award

The following are examples:
(a) Outstanding service to the agencies or the Govern

ment; service of significance where the interests of the Unit
ed States are involved or which has aided the agencies in

tifurthering objectives.
'-' (b) Outstanding results in increased productivity, in-

creased efficiency, and economy of operations resulting in
a substantial contribution to the accomplishment of an agen
cy's missions.

(c) Outstanding leadership and/or professional compe
tence leading to the successful attainment of significant
agency goals.

(d) A superior creative service or contribution such as
the development of a new and highly effective product, pro
gram, or method for accomplishment of an agency objective.

The award consists of a silver medal, a lapel emblem, and
a certificate signed, as appropriate, by an assistant secretary
of State, the appropriate Assistant Administrator of AID, or

U; iequivalent, or by the Director of USIA.
.. Contract employees, members of the armed services, and

commissioned officers of the Public Health Service are not
eligible (see section 642.1 a).

(5) Meritorious Honor Award

The following are examples:
(a) Outstanding service in the conduct or improvement

of the programs or operations of State, AID, or USIA.
(b) Accomplishment of assigned responsibilities in an

exemplary manner, and establishment of a record of achieve
ment.

(c) Demonstration of unusual initiative in contributing
to efficiency, improved management. or outstanding execu-

V' ... tive or technical ability.
. .. . (d) Extraordinary devotion to duty under adverse con-

ditions.
The award consists elf a bronze medal, a lapel emblem.

and a certificate signed, as appropriate, by an assistant sec-

retary of State or an official of equivalent rank or the chief
of mission, by the mission director for AID, or the Director
of USIA.

Contract employees, members of the armed services, and
commissioned officers of the Public Health Service are not
eligible (see section 642.1 a).

b. Honor Awards for Retiring Officials (for State only)

(1) Wilbur J. Carr Award (for State only)

This award is conferred by the Secretary of State or the
Secretary's representative to retiring career officers in the
Department (assistant secretary of State or official of equiva
lent rank, ambassadorial level, and above) who, over a period
of 25 years or more, have performed with unusual dedication
and distinction at senior levels. Recipients receive a medal,
lapel emblem, and a certificate signed by the Secretary.

(2) John Jacob Rogers Award (for State only)

This award is conferred by an assistant secretary of State
(or equivalent) to retiring career employees of any rank or pay
plan at or below the level of deputy assistant secretary who,
over a period of 25 years or more, have performed with un
usual dedication and distinction.

Recipients receive a medal, lapel emblem, and a certificate
signed by the Secretary.

(3) Foreign Affairs Award for Public Service (for
State only)

This award is presented to departing non-career employ
ees who. during their association with the Department, have
performed with exceptional dedication and distinction.

Recipients receive a certificate signed by the Secretary.

642.3 Nominating Procedures
An employee may nominate an individual or a group of em

ployees for an award consistent with the criteria cited for the
specific type of award. The nominator must be in a position
to document the proposal.

Nominations for Meritorious Honor Awards for State and
AID employees are submitted on Form DS-1577, Nomination
for Incentive Award, through supervisory channels to the Ex
ecutive Secretary of the Joint Country Awards Committee
for review and recommendation to the chief of the mission
for final action. USIA employee nominations are made by the
country public affairs officer to the USIA Incentive Awards
Committee (M/PPS) Washington as part of the USIA central
ized program.

Nominations for the Wilbur J. Carr Award (for State only),
the John Jacob Rogers Award (for State only), and the For
eign Affairs Award for Public Service (for State only) should
be made on DS-1577: Nomination for Incentive Award, by
the appropriate bureau official to the Department AwardS
Committee.

Nominations for all other awards (the Secretary's Award,
the Award for Valor, and Distinguished and Superior Honor
Awards) are submitted on DS-1577, through supervisory
channels to the Joint Country Awards Committee for review
and recommendations to the chief of mission. Approved
nominations are forwarded through the appropriate pnnclpal
of the agency to the appropriate Washington Incentive
Awards Committee.
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Nomination for group awards are to be limited to those in
dividuals in an organizational segment who have in fact made
substantial contributions to the group effort. Group-type
awards are to reward the deserving in the unit, not the non
participant. In making nominations for this type of award. the
recommending person(s) must:

a. Name the individuals comprising the group;
b. Be able to substantiate and identify contributions to

the group effort made by the individuals so named;
c. Avoid inclusion in the recommendation of a large num

ber of persons who patently could not have contributed to
the performance being honored; and

d. Be able to equate the group performance to the recog
nized guidelines laid down for the honoring of individuals.

642.4 Performance Awards
8. Luther I. Replogle Award for Management

Improvement

This award is made possible by the Honorable Luther I.
Replogle, former American Ambassador to Iceland. It is
granted to an employee of the agencies who has made an
outstanding contribution to management improvement.

The winner of the award receives a certificate and $5.000
(effective February 3, 1981) in cash.

(1 ) Criteria

This award is granted for managerial achievement signifi
cantly increasing the effectiveness of the employee's agency
in fulfilling its foreign affairs responsibilities. Managerial
achievement in the conduct of foreign affairs shall be given
the broadest possible interpretation, including management
of foreign policy, coordination of foreign affairs programs and
policies, management of personnel and financial resources,
and the conduct of statutory foreign affairs functions.

(2) Nomination and Approval Procedure

,The award is conferred annually upon one employee.
Any employee of the agencies, stationed in the United

States or overseas, may be nominated by anyone familiar
with the nominee's work. Nominations should be descriptive
of the work of the nominee and include specific evidence of
the degree of ingenuity, innov_ation, extraordinary dedication,
or exceptional skill demonstrated.

Endorsement of the nomination by the head of the appro
priate overseas establishment, or the chief of a bureau or an
office, or other appropriate senior officer at each agency's
Washington headquarters, is required. Nominations are ad
dressed to the Director General of the Foreign Service and
Director of Personnel (hereinafter referred to as the Director
General) and are to reach that office not later than November
15 of each year.

A special panel shall select the winner. The Director Gener
al shall designate a chairperson from the Department of
State.

The Assistant to the Administrator for Management
(AA/M) for AID and the Associate Director for Management
(M) for USIA shall each designate a member.

b. Director General's Award for Reporting (tor State
only)

The Director General's Award for Reporting recognizes
the high standards which characterize the reporting of the
Foreign Service and encourages continued efforts toward
excellence In reporting.
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tions. The winner of the award receives a certificate and
$5,000 (effective February 3, 1981) in cash.

(1) Eligibility

All employees of the Foreign Service (other than the Senior
Foreign Service) in the communications field, serving at
Headquarters and in the Communications Programs Unit or
regional communications programs office of an overseas
mission, are eligible.

(2) Selection Criteria

The panel will base the award on the following:
(a) Sustained exemplary performance of operational

responsibilities. Unusually difficult, demanding, or dangerous
circumstances should be taken into account by the panel.

(b) The importance of the nominee's contribution in im
proving efficiency and effectiveness of the new technological
advances in communications.

(c) Demonstration of unusual initiative and leadership
in contributing to improved management of Communication
Programs, including safety and security.

(3) Nomination and Approval Procedure

Candidates for the award may be nominated by any em
ployee or group of employees. The nomination memoran
dum, which is not to exceed three typewritten pages, is to
be forwarded to the Deputy Assistant Secretary for Commu
nications on or before September 15 of each year. The Depu
ty Assistant Secretary will chair the selection panel to be
convened in October of each year. The awards selection pan
el will be comprised of the Chief of the Career Development
Office - Administrative (FCA/A-CP), and the Executive Direc
tor for the Bureau of Administration. The panel will designate
the recipient.

e. Award for Administrative Achievement

The annual Award for Administrative Achievement is in
recognition of outstanding contributions to administrative op
erations. The award is given to a mid-level or below Foreign
Service employee serving in an administrative position over
seas who has made notable contributions to the efficiency
and quality of service in fulfilling the objectives of the mission.

The winner of the award receives a certificate and $5,000
(effective February 3, 1981) in cash.

(1) Eligibility

All employees at classes FS-1 through 6 serving in the ad
ministrative area of an overseas mission or in an overseas
regional center are eligible.

(2) Selection Criteria

The panel will base the award on the following:
(a) The importance of the nominee's contribution in im

proving efficiency and effectiveness of the mission;
(b) Evidence of the nominee's outstanding leadership

capabilities in planning, organizing, and/or directing a major
program: and

(c) The degree to which the objectives have been
achieved.

(3) Nomination and Approval Procedure

The Country Awards Committee selects the nominee. A
nomination memorandum from the chief of mission is pre
pared highlighting the nominee's contributions to the effec
tive operations at post and documenting the nominee's
outstanding organizational and management achievements.

The nominating memorandum, which is not to exceed
three typewritten pages, is to be addressed to the Assistant
Secretary for Administration. Deadline for submission of
nominations is September 15.

The Assistant Secretary for Administration will chair the
award selection panel to be convened in October each year.
The Assistant Secretary for Administration shall invite the Di
rector General to serve on the panel.

1. Consular Service Award (for State only)

The annual Consular Service Award is in recognition of
outstanding contributions to consular operations. The award
is given to a member of the Foreign Service (at classes FS-1
through 6) serving in a consular position overseas who has
made notable contributions to the efficiency and quality of
service in fulfilling the objectives of the mission.

The winner of the award receives a certificate and $5,000
(effective February 3, 1981) in cash.

(1) Eligibility

All employees at classes FS-1 through 6 serving in the con
sular section of an overseas mission are eligible.

(2) Selection Criteria

The panel will base the award on the following:
(a) The importance of the nominee's contribution in im

proving the efficiency and effectiveness of Foreign Service
consular responsibilities and the quality of service to the pub
lic; and

(b) Evidence of the nominee's outstanding leadership
capabilities in planning, organizing, and/or directing a major
program.

(3) Nomination and Approval Procedure

The Country Awards Committee selects the nominee. A
nomination memorandum from the chief of mission is pre
pared highlighting the nominee's accomplishments and as
sessing the significance of the contribution made to the
efficiency and effectiveness of the post's consular responsi
bilities.

The nominating memorandum, which is not to exceed
three typewritten pages, is to be addressed to the Assistant
Secretary for the Bureau of Consular Affairs. Deadline for
submission of nominations is September 15.

The Assistant Secretary for Consular Affairs will chair the
award selection panel to be convened in October of each
year. The Awards Committee will be comprised of the Direc
tor of the Bureau for Refugee Programs, and the Deputy As
sistant Secretary for Public Affairs, and representatives from
various CA elements.

g. Equal Employment Opportunity Award (for State
only)

The annual Equal Employment Opportunity (EEO) Award
is presented in recognition of outstanding contributions to
ward improving employment opportunities for minorities and
women. The award is given to an employee cf the Depart-
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ment of State who has made the most significant achieve
ments in the furtherance of affirmative action and EEO.

The winner of the award receives a certificate presented
and signed by the Secretary and $5,000 (effective February
3. 1981) in cash.

(1) Eligibility

All Department of State employees are eligible to receive
the award except employees assigned full time to equal em
ployment opportunity positions.

(2) Criteria

The award may be given for proposing, developing, or im
plementing a single policy, activity, or program, or a continu
ing series of activities and programs to improve opportunities
for minorities and women.

Weight will be given to outstanding first-line supervisory
or middle-management contributions to the Equal Employ
ment Opportunity Program.

(3) Nominating and Approval Procedure

Candidates for the award may be nominated by any em
ployee or group of employees. Nominations should be ac
companied by a detailed description of the nominee's
contribution to the Equal Employment Opportunity Program,
including, as appropriate, statements concerning the number
of employees benefiting from the contribution; any larger
positive effects of the contribution on general administrative
or personnel management; the innovative nature of the con
tribution; etc.

The nominating memorandum, which is not to exceed
three typewritten pages, is to be forwarded to the Deputy
Assistant Secretary for Equal Employment Opportunity.
Deadline for submission of nominations is September 15.

The Deputy Assistant Secretary for Equal Employment
Opportunity will chair the award selection panel which will
convene in October of each year. The Deputy Assistant Sec
retary for Equal Employment Opportunity shall designate the
panel members. The panel shall designate the winner.

h. Herbert Salzman Award for Excellence In
International Economic Performance (Effective
February 3, 1981)

The annual Herbert Salzman Award for Excellence in Inter
national Economic Performance is made possible by the
Honorable Herbert Salzman, former American Ambassador
to the U.S. Mission to the Organization for Economic Coop
eration and Development. It is presented to recognize out
standing contributions in advancing United States
international relations and objectives in the economic field.

The winner of the award receives a certificate and $5.000
in cash.

(1) Eligibility

Employees serving abroad who are members of the For
eign Service at classes FS-1 through FS-6 or employees of
equivalent rank (GS-15 and below) of other U.S. Government
agencies serving abroad in the field of international economic
policy are eligible.

(2) Selection Criteria

The panel will base the award on the following:
(a) The quality of the nominee's overall contribution in

advancing U.S. international economic relations and objec
tives;

(b) Documented economic analytical, reporting. or ne
gotiating skills or a combination thereof; and

(c) Achievement in conceptual thinking influencing eco
nomic policy formulation or in advancing E~stablished eco
nomic policy formulation or in advancing established
economic policy goals or both.

(3) Nomination and Approval Procedure

The Country Awards Committee selects a candidate. A
nomination memorandum from the chief of mission is pre
pared Justifying the nomination in terms of one or more of
the appropriate criteria.

The nominating memorandum, which is not to exceed
three typewritten pages. is to be addressed to the Assistant
Secretary of the Bureau of Economic and Business Affairs.
Deadline for submission of nominations is February 15.

The Assistant Secretary for Economic and Business Af
fairs will chair the award selection panel to be convened in
March of each year. Board membership shalll include one rep
resentative each from two of the U.S. agenc:ies with respon
sibilities in international economic affairs, who shall be a
senior official working in the field of internatiional economics.
Outside Government organizations such as the Brookings
Institution and the Council on Foreign Relations in New Yorl<
will also be invited to name representatives to the panel who
shall be fellows of those institutions working in the field of
international economics.

i. James Clement Dunn Award for ExcElllence (for
State only)

The annual James Clement Dunn Award is in recognition
of exemplary performance at the mid-careelr level of the For
eign Service. The award is given annually to the class 1
(FO-1) Foreign Service officer whose record of leadership. in
tellectual skills, managerial ability, and personal qualities
most fully exemplifies the standards of excl~lIence desired of
Foreign Service officers.

The winner of the award receives a certilicate and $5,000
in cash.

(1) Eligibility

Only Foreign Service officers of Class 1 (FO-1) are eligible.

(2) Criteria

In selecting the recipient, the selection panel will seek to
identify the officer whose accomplishments. capabilities, and
characteristics best exemplify the highest traditions of the
Foreign Service, including:

(a) Leadership characterized by foresight, decisive
ness. persistence, and persuasiveness;

(b) Creative contribution to U.S. policy objectives or ef
ficient and effective management;

(c) The ability to place policy or management propos
als in the broad context of U.S. national intl~rests and to take
full account of foreign sensitivities and setting;

(d) Demonstrated competence across functional lines,
such as, excellence in managerial and supervisory skills as
well as policy analysis, formulation, and direction; and

(e) Integrity. intellectual and moral courage, commit
ment, discipline, and patriotism.

~'."... '....•.~~~.
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4 ~1n

5 3
Cash awards are SUbject to the availability of post funds.

642.6 Suggestions
a. Kinds of Suggestions

A suggestion may be:
(1) Outside the employee's job responsibility; or
(2) Within the employee's job responsibility, but so su

perior or meritorious as to warrant special recognition; or
(3) So closely identified to the employee's job respon

sibility as to preclude a monetary award or special recogni
tion, but so deserving as to receive a commendatory letter
from the Joint Country Awards Committee.

b. Validity of Suggestions

A suggestion to be considered for an award must:
(1) Directly contribute to economy or efficiency, or
(2) Directly increase effectiveness in carrying out the

Government mission.
Suggestions falling within the scope of the award program

include those that save workforce hours, materials, supplies,

(4) The suspension or revocation of an operator's per
mit, resulting from the conviction of an employee for a traffic
violation involving an official or personal vehicle in the ab
sence of extenuating circumstances, would disqualify a driv
er for a safe driving award;

(5) At posts abroad, recommendations will be made by
the general services officer at the post, SUbject to the approv
al of the Joint Country Awards Committee; and

(6) In Washington (for State only), recommendations
will be made by the Chief of the Motor Transport Branch
(OPR/FMAS/GS) through the Chief of the General Services
Division (OPR/FMAS/GS) to the Area Awards Officer.

NOTE: the driver of any vehicle which is involved in an C)cci
dent or sustains damage while taking evasive or direct mea
sures to protect the lives of personnel under attack or in
Jeopardy will not be charged with an accident for the pur
poses and criteria of the Safe Driving Award.

b. Schedule of Awards

The Safe Driving Award is an annual award based upon
consecutive years of safe driving and thus any year in which
a driver fails to qualify causes the driver to lose eligibility and
necessitates starting a new series of consecutive years of
safe driving.

The awards are made for each fiscal year. The driver con
tinues to receive the maximum monetary award each year
after 5 consecutive years so long a~ that employee continues
to meet all eligibility requirements and is recommended for
the award each year.

Cash awards will be given for safe driving and high sus
tained performance as follows. (A congratulatory letter or a
certificate or lapel emblem will accompany the cash award.)
(See section 643.2b for procurement of certificates and em
blems.)

u

(3) Nominating and Approval Procedure

Candidates may be nominated by any employee. Each
geographic and functional bureau will be expected to nomi
nate at least one candidate working overseas or in Washing
ton in its area of responsibility unless none of its eligible
officers ap~ars qualified. Class 1 (FO-1) officers who have
received the Superior Honor Award in the preceding fiscal
year will also be considered.

The nominating memorandum, which is not to exceed
three typewritten pages, is to be addressed to the Director
General.

Deadline for submission of nominations is September 15.
The Under Secretary for Political Affairs will chair the

award selection panel to be convened in October of each
year. The Awards Committee will be comprised of the Coun
selor of the Department and the Director General of the For
eign Service. The panel will review each nominee's
nomination and Official Performance File to select the most
outstanding candidate.

j. Diplomatic Courier Award (for State only)

(1) Criteria

A courier award consisting of a Diplomatic Courier Service
lapel emblem may be presented to professional diplomatic
couriers or former members of the Diplomatic Courier Ser
vice of the Department of State for:

(a) Outstanding achievement as a courier through the
exercise of initiative or extra effort; or

(b) For sustained work performance of consistently su
perior nature over an extended period.

Granting a courier award will not preclude the granting of
other types of awards when such an award is merited.

(2) Nomination and Approval Procedure

Eligible employees may .be nominated for courier awards
by the appropriate regional diplomatic courier officer or the
Chief of the Diplomatic Courier Division (OC/DCrC). The
memorandum of nomination must describe in detail that part
of the performance record of the employee upon which the
nomination is based.

Nominations are prepared as a memorandum. SUbject:
ACOM ~ Diplomatic Courier Awards, and are forwarded to
the Department (A/EX) for the concurrence of the Director,
Office of Domestic and Courier Operations (OCrDC) and for
final approval by the Bureau Awards Committee.

642.5 Safe Driving Award
This award is given to full-time chauffeurs for outstanding

driving care and ability. Employees who have driven one or
more years without a preventable accident and whose other
performance is highly satisfactory are eligible for consider
ation.

a. Criteria for Selection

(1) Driving a motor vehicle must be the primary duty
01 the candidate's full-time job;

(2) Eligibility is based on meeting standards and deci
sions of the National Safety Council as to accidents prevent
able and nonpreventable;

(3) Any eVidence of reckless driving and service com
plaints Will be taken into account in considering awards;

Years of
Safe Driving

Percent of
Annual Salary
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642.7 Length-of-Service Awards
a. Purpose

The length-of-service award gives official recognition t
creditable service with the U.S. Government. All periods 0

service, whether civilian or military, which are creditable for
leave and retirement purposes (exclusive of extra credit for
service at unhealthful posts), are used in computing service

equipment, or money, and ideas that improve the quality, ef
fectiveness, or timeliness of a Government function or im
prove service to the public.

Suggestions relating to employee services or benefits,
working conditions, housekeeping, buildings and grounds,
and routine safety practices should be handled through nor
mal administrative channels and as normal communications
rather than as part of the awards program. If the suggestion
turns out to have particularly significant benefits to the Gov
ernment, an award recommendation can be initiated by the
management official responsible for decision on the idea.

Suggestions should contain a description of present meth
ods, proposed changes, areas that will benefit, and a detailed
estimate of benefits and savings to be realized.

A suggestion is not considered valid if a solution for a prob
lem is not provided, if the proposal relates to a personal
grievance, if there is no apparent benefit to the Government,
if cost of implementation outweighs benefits, if the proposal
is clearly within the employee's job requirements, or if it falls
within the category of routine maintenance, supplies, or
housekeeping.

c. Submission of Suggestions

Form OF-163 (formerly Form DS-1075), Employee Sug
gestion Form, in duplicate, should be used in submitting sug
gestions. However, suggestions may be submitted in·
memorandum form (in duplicate) provided all requirted infor
mation is included.

Suggestions should be submitted through the employee's
supervisor, but may be submitted directly to the Executive
Secretary of the Joint Country Awards Committee at posts
abroad or directly to the Incentive Awards Officer in the Unit
ed States (PER/PE for State; to the AID Awards Celmmittee
for AID; and for USIA, suggestions may be submitte<j directly
to the Agency, Attention: M/PPS).

If a suggestion is implemented before it is formally submit
ted. a statement by the implementing officer accompanies
the suggestion verifying benefits resulting from the employ
ee's suggestion.

d. Action by Committee on Suggestions

(1) Acknowledgment and Control

Employees are advised in writing as soon as possible that
their suggestions are being evaluated by the appropriate re
viewing office or activity. In no case shall employees be
obliged to wait more than 6 months for advice whether their
proposals will be adopted, in whole or in part, will be rejected,
or are under continuing evaluation. At the time of notification,
a suitable letter of appreciation is forwarded to suggesters
thanking them for their interest and constructive effort. If a
suggestion is rejected. reasons for nonadoption must be set
forth in the letter of rejection.

(2) Investigation and Evaluation

The Awards Committee to which a suggestion is s,ubmitted
refers the original copy of the suggestion for evaluation to
the office most concerned with the substance of thE! sugges
tion. The appraisal is requested on Form OF-163, part II (for
merly Form OS-1075, part II).
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(3) Documentation of Suggestiol'" File U
Each suggestion file processed must t>e documented with

factual information to ensure meaningful evaluation. The
evaluation report should include specific information to show
clearly the reasons for the action taken on the suggestions,
whether favorable or unfavorable.

(4) Recommendation of Approvill

The Joint Country Awards Committeo reviews each sug
gestion, together with evaluation reports, to determine
whether the contribution has received fair and impartial eval
uation and whether an award is warrantl3d. The committee's
action is recorded on Form OF-163, part III (formerly Form
DS-1075, part III). ~,\'~

(5) Retention of Suggestion ..,

Suggestions are to be retained 2 yeCirs from the date of
committee action, If during this period the idea is adopted,
and proof of present use or definite future use is submitted,
the case should be reopened for awarel consideration.

(6) Award Nullifies Future Claims

The acceptance of a cash award constitutes an agreement
that the use by the U.S. Government or t>y the municipal gov
ernment of the District of Columbia of Clny idea, method, or
device for which a cash award is granted will not form the
basis of a further claim of any nature upon the aforemen
tioned Governments by employees, their heirs, or assigns.

(7) Appeals

There is no "appeal," as such, from the decision not t
adopt a particular suggestion. HowevEir, if suggesters can
provide new or additional information, they should request
a reevaluation of the suggestion. All persons responsible for
reviewing cases should welcome the additional information
which permits better evaluation of a case. Suggestions which
closely parallel, both in content and timing, matters under
consideration by management might Wl311 warrant a nominal
award.

(8) Value to Other Agencies

It is the responsibility of all Joint Country Awards Commit-
tees or the Department's Incentive Awards Officer to refer
employee contributions which may be useful to other .,"f

participatng .agencies to the appropriate committee for conllr'i~
sideration. .."

(9) Government-Wide Application

When employees of one of the agencies make suggestions
which may be useful in an agency oth,er than their own or
may have Government-wide application, the suggestions
shall be forwarded by the Joint Country Awards Committee
through the employee's principal country representative for
appropriate referral in Washington, or by the Department's
Incentive Awards Officer to the Office clf Personnel Manage
ment or to other agencies as appropnate.
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for this award. Service computation dates for U.S. employ
ees are established and maintained at Washington; service
computation dates for Foreign Service national employees
are computed and maintained by the posts. Employees must
be with State, AID, or USIA at the time the period of service
is completed.

b. Responsibility

(1) Each chief of mission is responsible for administer
ing the length-of-service awards program, including estab
lishment of procedures and arrangements for appropriate
presentation by the agencies involved.

(2) The Incentive Awards Officer in State and USIA are
responsible for ensuring that the length-of-service awards
program is administered properly. In AID, the Office of Per
sonnel Management (M/PM) is responsible for ensuring that
the length-of-service awards program is administered prop
erly for posts in its area.

c. Types of Awards

Certificate:
Number of Years Type of

of Service Emblem

Choice of lapel button or pin

d. Procedures

(1) U.S. Employees

The appropriate Washington personnel office is responsi
ble for determining which U.S. employees are eligible for
length-of-service awards, and for transmitting lists or com
pleted certificates to each mission in accordance with proce
dures outlined below:

(a) State

Awards for 10, 20, 25, 30, and 35 years of service. On
a quarterly basis, eligibility for length-of-service awards is de
termined from official service computation dates and com
pleted certificates are forwarded through the appropriate
regional bureau to each mission for Signature and presenta
tion.

Awards for 40 and 50 years of service. Certificates for
40, and 50 years of service are completed by Washington
and signed by the Secretary of State. The completed certifi
cates are forwarded to each mission for presentation.

(b) AID Awards for 10,20, and 25 years of
service. See chapter 5, HandDook 29, "Incentive
Awards Program," for responsibilities and procedures on
length-of-service awards.

Awards for 30, 35, 40, and 50 years of service.
Certificates are completed by Washington and signed by the
Administrator of AID. The completed certificates are for
warded to each mission for presentation.

u

10
20
25
30
35
40
50

Bronze
Silver
Silver
Gold
Gold, with ruby stone
Gold, with 2 point diamond
Gold, with 3 point diamond

(c) USIA

Awards for 10, 20, and 25 years of service.
Semiannually, certificates for lengtr-of-service awards are
completed by USIA, Washington, signed by the Director, and
forwarded to the public affairs officer at the post for presen
tation.

Awards for 30, 35, 40, and 50 years of service.
Certificates are completed by Washington and signed by the
Director of USIA. The completed certificates are forwarded
to each mission for presentation.

(2) Foreign Service National (FSN) Employees

On the basis of service computation dates maintained by
the posts, each mission determines periodically which FSN
employees are eligible for length-of-service awards.

(a) State

Awards for 10, 20, 25, 30, and 35 years of service.
Certificates for FSN employees are prepared by the mission
responsible for presenting the awards.

Awards for 40 and 50 years of service. Information re
quired for completion of the certificate (name exactly as it is
to appear on the certificate, number of years of service being
recognized, and the month and year the service was com
pleted) is submitted by the mission to the appropriate WaSh
ington personnel office. Certificates are signed by the
Secretary of State and returned to the mission for presenta
tion.

(b) AID

Awards for 10,20, and 25 years of service. Certificates
for FSN employees are prepared by the mission responsible
for presenting the awards.

Awards for 30, 35, 40, and 50 years of service.
Information required for completion of the certificate (name
exactly as it is ·to appear on the certificate, number of years
of service being recognized, and the month and year the ser
vice was completed) is submitted by the mission to the ap
propriate Washington personnel office. Certificates are
signed by the Administrator of AID, and the completed certifi
cates are returned to the mission for presentation.

(c) USIA

Awards for 10, 20, and 25 years of service. The USIA
overseas establishment requests the required certificates
and emblems from the Executive Secretary. Incentive
Awards Committee (M/PPS), Washington. The blank certifi
cates are signed tiy the Director and returned to the post for
completion and presentation.

Awards for 30, 35, 40, and 50 years of service.
Information required for completion of the certificate (name
exactly as it is to appear on the certificate, number of years
of service being recognized, and the month and year the ser
vice was completed) is submitted by the mission to the ap
propriate Washington personnel office. Certificates are
signed by the Director of USIA, and the completed certifi
cates are returned to the mission for presentation.

(3) Completing Certificates

All certificates will reflect the name of the employee, the
number of years of service, and the month and year such ser
vice was completed. Hand lettering or engraved printing is
desirable for completing the certificate; however, where such
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facilities are not available, a typewriter may be used, except
on certificates presented to personnel of AID.

642.8 Awards Sponsored by
Non-Government Organizations

a. Purpose

Various non-State groups make honor awards to Federal
employees. These awards reflect most favorably on the cali
ber of service periormed within the Federal service and are
to be encouraged. Among the many nationally known
awards in this category are the Rockefeller Public Service
Awards, Career Service Awards, and the Federal Woman's
Award.

b. Procedures

The organizations sponsoring these awards request nomi
nation at varying times throughout the year. Criteria for the
selection of candidates, format for the recommendations,
and other details are embodied in the announcements sent
by these organizations to the Executive Secretaries of the
Agency Awards Committees. The Executive Secretary re
produces and disseminates this material to major operating
areas of State, AID, or USIA in Washington, and to posts
abroad, if applicable.

Nominations made for these awards are presented to the
appropriate Agency Awards Committee by the Executive
Secretary for consideration and final approval.

c. General Standards for Nominees

The full spectrum of awards should be reviewed when
making a nomination to assure that the employee is being
nominated for the most appropriate one. There is nothing to
preclude recognition by the agency and a nomination for a
non-Government award at the same time.

The nomination should show specifically what the employ
ee has accomplished and the impact of that accomplishment
on objectives of the agency or Government operations.

d. Presentation of Awards

In most instances the non-Government awardS are pres
ented at gatherings. banquets, etc., sponsored by the organi
zations which offer the specific awards.

643 ADMINISTRATION OF THE
INCENTIVE AWARDS PROGRAM

643.1 Responsibilities
a. Washington

The Incentive Awards Program in Washington is adminis
tered under regulations established separately by State, AID,
and USIA.

The agencies in Washington have established the neces
sary committees to act upon recommendations for awards
received from offices located elsewhere in the United States.

The Department of State Incentive Awards Program is ad
ministered under policies established by the Under Secretary
for Management. The program is planned, programmed, and
publicized by the Office of the Director General of the Foreign
Service and the Director of Personnel. (See section 643.1 d
for Department of State Area Awards Committee responsi·
bilities.)

b. At Posts Abroad

(') Chief of Mission

It should be a goal and is the responsitlility of every chief
of mission to encourage the effective use of the Incentive
Awards Program.

The chief of mission, or the appropriate designee, is re
sponsible for administering the awards program, including
establishment of procedures for submission, review, and ap-·
proval of proposed awards.

Principal officers reporting directly to Washington operate
in accordance with the regulations indicated for chiefs of mis
sion.

The chief of mission:
(a) Approves the Meritorious Honor Award for State

and AID, employees assigned to a post (recommendations
on this award for USIA employees are mclde by the country
public affairs officer to the Incentive Awards Committee
(M/PPS)) as part of the centralized program;

(b) Approves cash award recommendations for
amounts of $1,000 or less; and

(c) Presents, personally or throu!~h the designee,
awards and congratulatory letters at Country Awards cere
monies.

(2) Joint Country Awards Committee

Under the direction of the chief of mission, it is the respon
sibility of the Joint Country Awards Committee (see section
641.5h) to:

(a) Publicize the Joint Awards Program at posts in the
country;

(b) Review and make recommendations to the chief of
mission on those awards where the chie'f of mission takes
action; and

(c) Refer the following recommendations, approved by
the chief of mission, through the principal country represen
tative of the agency concerned, for submission to Washing
ton for final action:

The Secretary's Award
Award for Valor
Distinguished Honor Award
Superior Honor Award
Cash awards in excess of $1,000
Director General's Award for Reportin~l

Luther I. Replogle Award for Management Improvement
Secretary of the Year Award
Award for Administrative Achievement
Thomas Morrison Communicator Award
Consular Service Award
Equal Employment Opportunity Award
International Economic Policy Award
James Clement Dunn Award
Wilbur J. Carr Award
John Jacob Rogers Award
Foreign Affairs Award for Public Service
Employee suggestions which are expected to benefit other

overseas establishments, the agencit~s in Washington,
or other branches of the Federal Government. (However,
in these cases, the employee should first be rewarded
to the maximum extent for benefits accruing at the coun-

{ ......•..'....'.'•.W
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try level before submitting the suggestion to Washington
for consideration of additional awards.)

Interdepartmental awards
Non-Government awards

c. Department Awards Committee

(1) Membership

The Department Awards Committee is appointed by the
Under Secretary for Management. The Under Secretary will
designate:

(a) Chairperson - An assistant secretary of State; and
(b) Five members· Including at least one of assistant

secretary level, three deputy assistant secretaries. and one
executive director.

(2) Authorities and Responsibilities

The Committee will:
(a) Periodically review, analyze, and evaluate the effec

tiveness of the Program.
(b) Approve/disapprove nominations for the Secre

tary's Award, Award for Valor, the Distinguished Honor
Award, Wilbur J. Carr Award, John Jacob Rogers Award,
Foreign Affairs Award for Public Service, and cash awards
from $2,000 to $1 0,000, and recommend to the Office of Per
sonnel Management cash award nominations in excess of
$10,000.

(c) Request further justification for an award or recom
mend a more appropriate form of recognition for any incen
tive award or cash award nomination reviewed by the
Committee.

(d) Review and recommend to the Secretary nomina
tions for the President's Award for Distinguished Federal Ci
vilian Service, and non-Government awards, such as the
Rockefeller Public Service Award, Joseph C. Wilson Award,
and Career Service Awards.

d. Area Awards Committee (for State only)

(1) Heads of Areas

Each assistant secretary of State or Department officer of
equivalent rank who heads a bureau or comparable area, or
the head of an office included in the list below, is responsible
for administering the program in own area. The head of the
area shall designate an area awards officer, normally the ex
ecutive director, executive officer. or an officer acting in such
capacity, to operate the Incentive Awards Program.

The following organizational units are authorized to admin
ister the program on a decentralized basis:

All regional and functional Bureaus
Executive Secretariat
Office of the Chief of Protocol
Office of the Inspector General
Office of the Legal Adviser
Foreign Service Institute
Office of Medical Services
Office of the Comptroller

(2) Area Awards Officer

The Area Awards Officer will:
(a) Approve or disapprove Superior and Meritorious

Honor Awards and cash awards for performance and sug
gestions from employees in own area. The officer will also
arrange for the assistant secretary or deputy assistant secre-

tary to present the awards to the recipients at an appropriate
ceremony and forward a copy of the aprroved nomination
to PER/PE for inclusion in the employee's Official Personnel
Folder;

(b) Refer honor award recommendations, except the
Superior and Meritorious Honor Awards, to the Executive
Secretary, Department Awards Committee;

(c) Approve or disapprove recommendations for cash
awards for perlormance and suggestions up to $2,000. The
officer may redelegate this authority to division chiefs or offi
cers of equivalent rank for awards up to $200 and to office
directors for awards from $200 to $1,000;

(d) Refer cash award recommendations in excess of
$2,000 to the Executive Secretary of the Department
Awards Committee;

(e) Prepare congratulatory letters to each member of
units receiving group cash or honor awards, forwarding one
copy of each letter to the employee's Official Personnel Fold
er; and

(1) Support functions of the Joint Country Awards
Committees (regional bureaus only) for posts abroad in the
officer's area by:

(i) Approving or disapproving Superior Honor Awards
submitted by the posts (if higher level awards are indicated,
forward nominations to the Department Awards Committee
for decisions); and

(ii) Obtaining annual reports from posts for consolida
tion in the bureau report to be forwarded to the Incentive
Awards Officer.

(3) Incentive Awards Officer

The Incentive Awards Officer in the Bureau of Personnel
(DGP/PER) will be responsible for coordinating the program
in the Department. The officer will:

(a) Plan, organize, evaluate, and publicize the
Department-wide program:

(b) Serve as Executive Secretary of the Department
Awards Committee and arrange ceremonies at which the
Secretary or other high ranking officials present the four
highest awards (the Secretary's Award, Award for Valor,
Distinguished Honor Award. and the Wilbur J. Carr Award);

(c) Prepare and circulate announcements of
non-Government awards to areas 01 the Department and
posts abroad. receive nominations for action by the Depart
ment Awards Committee, and forward approved nomina
tions by letter from the Secretary or the Under Secretary for
Management;

(d) Receive nominations for all Honor Awards (except
the Superior and Meritorious Honor Awards) and cash
awards for performance and suggestions in excess 01 $2,000
from the Area Awards Officer for appropriate action by the
Department Awards Committee;

(e) Process and control suggestions submitted by De
partmental employees as well as those forwarded by the
Joint Country Awards Committees;

(1) Forward to the Office of Personnel Management or
to other agencies direct, as appropriate, suggestions which
may benefit other agencies in the Federal Government. Con
versely, accept suggestions from other agencies for evalua
tion which may benefit the Department of State;

(g) Authorize payment of cash awards for suggestions
or issuance of certificates; and
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SCALE FOR MEASUREABLE BENEFITS

A maximum of $2,000 can be paid by the State Area
Awards Officer, and in AID and USIA by the Incentive
Awards Committee. Amounts over $:2,000 and up to
$10,000 must be approved by the Department Awards
Committee, AID Awards Committee, and in USIA by the
Director. Awards of over $10,000 must be approved by
the Office of Personnel Management.

A maximum of $1,000 can be paid at Ithe post by State
and AID for Awards to American and Foreign Service na
tional employees. For AID, the Employee Services Divi·
sion, Office of Financial Management (M/FM/ESD), pays
cash awards to Americans; Foreign Service national em
ployees are paid at the post.

When there are substantial nonrecurring costs to install an
employee contribution which will be useful for a number of
years, and if the amount of the award on the basis of the net
first-year benefits would result in an inadequate reward, the
award may be based on an average of estimated net benefits
over a period of years.

b. Intangible Benefits

A cash award may also be made when an employee contri
bution does not lend itself to appraisal on the basis of tangi
ble benefits. The amount of such cash award is determined
on the basis of its value to the agency's operations and im
portance to the programs affected. There is no substitute for
good judgment in determining the amount of a cash award.
However, the minimum cash award of $25 is not granted un
less the contribution compares favorably with those receiv
ing the minimum cash award for tangible benefits.

The criteria used for determining degr,ee of benefit from
contributions haVing intangible benefits are as follows:

(1) Exceptional Benefit: Contribution materially af
fecting substantial or significant phases of the agency's
over-all program or of outstanding services in the public inter
est.

(h) Maintain liaison with the Office of Personnel Man
agement and other Government agencies in administering
the Government-wide Incentive Awards Program.

643.2 Procurement of Forms,
Certificates, Medals, and
Emblems

a. Forms

Forms OF-163, Employee Suggestion Form, DS-1577,
Nomination for Incentive Award, and OPM Form 1465, In
centive Awards Program Annual Report, are requisitioned
through normal procurement channels.

b. Certificates, Medals, and Emblems

(1) Overseas

Safe driving certificates and lapel emblems (indicating 1 to
5 years' safe driving) may be ordered by memorandum from
the American Embassy at Bonn.

Other certificates, medals, and emblems for State and
USIA are requisitioned by memorandum to the Department
or USIA, subject: AWARDS. In requesting meritorious em
blems. the post will indicate the name of the recipient and
the desired date so that the r89ional bureau may have the
medal suitably engraved. USIA posts abroad should not req
uisition honor award medals, emblems, or certificates. Ap
proved awards are forwarded to posts for presentation after
the annual ceremony. For AID, requisition is made through
regular procurement channels. The request should include (1)
type of certificate and number required, (2) type of medal and
number required, and (3) type of lapel emblem, that is, button
or pin and number required.

(2) Department

Certificates for the honor, cash, and length-of-service
.awards are procured from the Publishing Services Division
(FAIM/PS). Engrossing of certificates is provided by PS upon
request.

Medals and other emblems pertaining to incentive awards
are requisitioned from the Incentive Awards Officer.

643.3 Computation of Awards
a. Tangible Benefits

Tangible benefits are those which may be objectively mea
sured. In assigning a value to any employee contribution,
whether of the suggestion or performance type, every effort
should be made to determine the tangible benefits that may
accrue. The savings, for example, of 15 minutes in a particu
lar operation, elimination of 10,000 pieces of paper, and ex
tension of life of equipment by 6 months should be converted
into dollars to arrive at the estimated tangible benefits. A
cash award is not granted unless the tangible benefits have
a value of $250 or more. The amount of a cash award will
normally be based on the estimated tangible benefits for the
first full year of operation in accordance with the following
scale:

Estimated
First-Year Benefits

to Government

Up to $10,000

$10,001-$100,000

$100,001 or more

Amount e,f Award

10% of benefits

$1,000 for the first
$10,000, plus 3% of
benefits over $10,000

$3,700 for thE! first
$100,000, plus .5% of
benefits OVE!r $100,000

t ...···..~~...

"'"

f"j..'.. ,:''..' .

~, . );



3 FAM 640

AID HANDBOOK 29
TRANS. MEMO NO.

29:69
EFFECTIVE DATE

Ja n. 6, 1986
PAGE NO.

5A3-13

l; (2) High Benefit: Contribution affecting significant
'-' phases of the agency's operations or which involve major

changes in methods.
(3) Substantial Benefit: Contribution which is an im

portant improvement affecting minor programs, such as
safety contributions which prevent disabling injuries or heavy
damage to property, or contributions involving important
changes in methods or property.

(4) Moderate Benefit: Contribution limited in scope ei
ther as to number of employees or nature of program affect
ed. The following scale provides a basis for evaluating
intangible benefits:

(1) Overseas

The immediate supervisor prepares tlce nomination for
submission to the chief of mission, Nominations must be de
scriptive of the duties performed by the nominee and must
include concrete evidence of exceptional achievemer,t, initia
tive. and skill. Where applicable the recommendation should
be signed by at least two officers in the line of supervision.

Nominations for cash awards for job performance for
State and AID employees are submitted on Form DS-1577,
Nomination for Incentive Award, through supervisory chan
nels to the Executive Secretary of the Joint Country Awards
Committee for review and recommendation to the chief of
mission for final action on cash award recommendations up
to $1,000. Award recommendations for amounts exceeding
$1,000 must be endorsed by the chief of mission and for
warded to the post's regional bureau in the Department for
action. USIA employee nominations are forwarded by the
country public affairs officer to the USIA Incentive Awards
Committee (M/PPSj in Washington for approval.

(2) Washington (for State only)

The immediate supervisor prepares the nomination for
submission to the head of the office or bureau or officer des
ignated by the head of the office or bureau. Nominations
must be descriptive of the duties performed by the nominee
and must include concrete evidence of exceptional achieve
ment, initiative, and skill. Where applicable the recommenda
tion should be signed by at least two officers in the line of
supervision.

Nominations for Cash Awards for Job Performance are
submitted on Form DS-1577, Nomination for Incentive
Award, through supervisory channels to the Area Awards Of
ficer for review and recommendation to the assistant secre
tary or Department officer of equivalent rank who heads a
bureau or comparable area for final action on cash award
recommendations up to $2,000. Award recommendations for
amounts exceeding $2,000 must be endorsed by the assis
tant secretary or Department officer of equivalent rank who
heads a bureau or comparable area and forwarded to the De
partment Awards Committee for action.

643.4 Payment of Awards
Awards for special achievement may take the form of cash

awards or honor awards. or both. Suggestions are normally
rewarded by cash payments only. In either case the criteria
contained in section 643.3 provide general guidance.

A cash payment for an employee suggestion may be made
only when proof of present use or definite future use is pro
vided to the voucher certifying officer, in no case later than
2 years from the date of a committee decision approving the
adoption of a suggestion.

a. Overseas

(1) State and USIA

Cash awards are chargeable to the appropriate post allot
ment where an employee action or suggestion benefits one
or more posts in the country of origin.

Where the suggestion is expected to benefit the Depart
ment or other posts outside the country of origin, a Washing
ton central allotment is charged.

Cash awards chargeable to post funds are vouchered on
Form FS-455, Purchase Order, Receiving Report and Vouch-

$800
$2,000
$5,000

$10,000

EXTENT OF
APPLICATION

Entire Agency

$100 - $200
$200 - $400
$500 - $800
$800 - $2,000

Several Divisions
Sections, or
Department

Award Ranije

1-1/2 to 3% of annual
salary (AMOUNT NOT TO
EXCEED $2,000)

$25 - $100
$100 - $200
$200 - $400
$400 - $800

Entire Bureau or
Comparable Area

Contributor's
Immediate
Work Area

AMOUNT OF BENEFIT

Moderate
Substantial
High
Exceptional

FS-9 through 1
GS-1 through 18
GM-13 through 15
SES

f. Nomination and Approval Procedure

Moderate $200 - $400 $500 -
Substantial $400 - $800 $800 .
High $1,200 - $2,000 $2,000-
Exceptional $2,000· $5,000 $5,000-

c. Tangible Plus Intangible Benefits

Contributions may result in a combination of tangible and
intangible benefits. In such cases. the amount of award
based on the tangible benefits will be computed first and the
appropriate amount for intangible benefits will be added. In
every case, the record must reflect the basis on which the
award was computed.

d. Monetary Awards for Groups

An award cannot be granted to two or more persons for
the same contribution except in group or shared awards.
Group awards may be granted in shares if each individual in
the group made varying contributions; that is, in recognizing
a group and supervisor. it may be appropriate to award a
larger amount to the supervisor and equal shares to the r~st.

The total amount of the award generally should be the
amount authorized for a cash award if made to one individu
al, except that at least the minimum cash award is given to
each individual in a group.

e. Award Scale for Job Performance

A cash award for job performance that exceeds normal re
quirements and is sustained over a significant period of time
shall be granted in accordance with the following scale:

FS Class,
GS/GM Grade,

or SES



er, in accordance with 4 FAM 438.4. The original of the award
authorization (including proof of use of the suggestion) will
be attached to the original voucher. Cash award checks are
returned to the authorizing officer for delivery to the payee.

Payments to local employees must be made in local cur
rency not to exceed the award amount stated in U.S. dollars.

(2) AID

All cash awards are chargeable to the allotment from
which the employee's salary is paid.

Cash awards are vouchered on supplemental payrolls. Ac
tual presentation of cash awards will conform to the proce
dures established by the chief of mission at the post or by
AID in Washington.

(3) Multiple Agency Benefits

Cash awards for employee suggestions which benefit
more than the posts in the country of origin and more than
the employee's own agency are charged to the appropriate
Washington allotments of the agencies involved. In such
cases the post is advised by Washington which aliotment(s)
will be charged.

b. Washington (for State only)

All cash awards authorized for payment in the Department
will be vouchered in the prescribed manner on SF-1 034, Pub
lic Voucher for Purchases and Services Other than Personal.
Upon administrative approval by the Area Awards Officer or
the Incentive Awards Officer, as appropriate, the voucher will
be forwarded to the Office of Financial Operations
(M/COMP/FO) for certification and processing for payment.
The check will be sent to the approving officer for presenta
tion.

Performance awards (including cash performance awards
supplementing honor awards) are authorized by the Area
Awards Officers and are paid from the funds of the area con
cerned.

Cash awards for suggestions are recommended by the
Area Awards Officers, authorized by the Department's In
centive Awards Officer, and paid from a central fund estab
lished in the Department for this purpose.

Cash awards for suggestions received from posts abroad
are authorized by the Incentive Awards Officer, who, by
memorandum to the posts, authorizes the payment of
awards to U.S. citizen and Foreign Service national employ
ees. Such awards are normally paid from the allotment of the
posts.

If, however, a suggestion by a post is adopted by more
than one post, or by one post and the Department, the
amount of the award will be authorized by the Incentive
Awards Officer, chargeable to the central fund of the Depart
ment, and paid at the appropriate post.

c. Limitations

(1) Overseas

No cash award in excess of $1,000 shall be made without
prior approval of the appropriate agency.

(2) Washington (for State only)

(a) Cash awards up to and including $2,000 may be
made by the Area Awards Officers or the Incentive Awards
Officer. Cash awards may be authorized by the Department
Awards Committee up to and including $10,000. Awards

over $10,000 must be approved by the ()ffice of Personnel Q
Management. .

(b) A cash award for an employee suggestion shall be
made only if proof of use is received by the Incentive Awards
Officer and such evidence is submitted within 2 years from
the date of an Area Awards Officer decision.

(c) An employee suggestion submitted but not acted
upon within 2 years from date of submission shall receive no
further consideration unless it is resubmitted in its original or
modified form. Suggesters will be notifiedl by the appropriate
Incentive Awards Officer when the 2-year validity period ex
pires.

d. Income Tax Obligations / '0'

Ali cash awards presented to U.S. personnel are consid- y
ered as income by the Internal Revenue Service and subject .. '...
to withholding and other payroll taxes.

643.5 Presentation of Awards
a. Overseas

The presentation of awards provides an opportunity to
demonstrate formally the agencies' high regard and appreci
ation for employee contributions and services. The presenta
tion ceremonies should be performed with befitting dignity,
as soon as practicable after approval. The chief of mission,
or the designee, will present all awards. Awardees away from

the post where the nomination originatM may participate in (J,...'... '......'....
appropriate ceremonies at another pos!: or in Washington. j. ..

Cash awards should be accompanieej by congratulatory , ..
letters, suitable certificates, etc., signed by the appropriate
official.

In bestOWing group awards, the head of the unit concerned
will generally receive the scroll (no me!dal is given group
awards) from either the chief of mission or the designee. The
individual members of the unit who participated in the group
effort will receive congratulatory letters and copies of the ci
tation will be forwarded through the principal country repre
sentative for inclusion in the individual's OHicial Personnel
Folder.

b. Washington (for State only)

Award recipients. whether individuals or groups, will nor- tV")
mally receive their honor, service, or cash awards at appro- ....,
priate ceremonies held within their own bureaus or offices
and attended by fellow employees.

Honor awards may be presented throughout the year, but
cash awards should be presented as soon as possible after
approval. CongratUlatory letters signed by the appropriate
official (usually the Area Awards Officer) will accompany all
cash awards.

The Executive Secretary of the Department Awards Com
mittee is responsible for the arrangement of award ceremo
nies to confer the Secretary's Award, Award for Valor,
Distinguished Honor Award, and the Wilbur J, Carr Award,
These awards are presented by the Secretary or other high {1:~
ranking official at ceremonies held in Washington. The John..
Jacob Rogers Award and the Foreign Affairs Award for Pub-
lic Service are presented by an assistant secretary or equiva-
lent ranking official.
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643.6 Records and Reporting
e. General Records

Complete and accurate documentation of all papers relat
ing to awards is an important part of the awards program.
Fully documented files are necessary to substantiate expen
diture of funds to provide efficient and economical process
ing. and to ensure meaningful program evaluation and
inspection.

Records must reflect the status and disposition of each
cash award initiated and processed, including complete justi
fication for final action taken. Separate files are maintained
to reflect the status of cases by (1) performance, (2) honor
awards, (3) suggestions, and (4) non-Government awards.

Records of individual cases must be maintained for a mini
mum of 2 years. Thereafter, records are handled in accor
dance with the agency's records disposal program.

b. Personnel Folders *
After final approval, the original of Form OF·259 (formerly

Form DS·1577), or the memorandum of nomination ~n all
honor awards and all performance awards, are included in
the employee's Official Personnel Folder. The original of
Form OF-259 and/or other documentation are forwarded to
PER/PE for State; the Office of Personnel Management
(WPM) for AID; M/PD for USIA for U.S. personnel; and for
Foreign Service national personnel of all agencies the copies
are maintained at the post.

Copies of group and cash award congratulatory letters for
U.S. personnel are also forwarded for inclusion in the em
ployee's Official Personnel Folder; for Foreign Service na
tionalemployees the copies are maintained at the post.

c. Control of Awards

The Joint Country Awards Committee will establish admin
istrative controls, by agency, to eliminate processing dupli
cate suggestions, to ensure compliance with all phases of
the awards program, etc. A log and numbering procedure for
suggestions received, awards made, etc., is recommended.

* Not available in AID

d. Reporting

(1) The Joint Country Awards Committee prepares, at
the close of each fiscal year, a separate annual report, OPM
Form 1465, Incentive Awards Program Annual Report. of ac
tivities of the awards program for each agency. These re
ports are submitted to the appropriate Washington offices
by October 15 of each year.

(2) The appropriate Washington office prepares a con
solidated annual report. by agency, of activities of the awards
program at posts under its jurisdiction. Such reports are sent
to the Executive Secretary of the appropriate Washington In
centive Awards Committee by October 25 of each year.

(3) The Executive Secretary of the appropriate Agency
Incentive Awards Committee prepares a consolidated annual
report for the agency for submission to the Office of Person
nel Management by November 15 of each year.

643.7 Promotion of the Program
A successful Incentive Awards Program depends primarily

upon the impetus and the continuing stimulation that man
agement provides. A program such as this can only be as
effective as the managers and supervisors make it. In es
sence, the Department Awards Committee. the Incentive
Awards Officer, the Area Awards Officers (and abroad, the
Joint Country Awards Committees) must provide the initia
tive and the thrust required to bring it to fruition.

From time to time the agencies in Washington will promote
the Incentive Awards Program for the benefit of all employ
ees. in the United States and overseas. Posts should also
promote the program and contribute articles to publications
of the agencies.

644 through 649 (Unassigned)
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Attachment SA4 - SPECIAL AWARDS

Employee Suggestion Program

Purpose

The purpose of this Attachment is to set forth the guidelines governing
the submission of suggestions eligible for consideration under the AID
Awards Program. This Attachment should be read in conjunction wi th FPM
Chapter 4Sl, Subchapter 8, and 3 FAM 642.6.

For eligibility, approval requirements and form of recognition (award),
see Attachment SAl.

Eligible for Consideration

Suggestions falling within the scope of the AID Awards Program include
those that save work force hours, materials, supplies, equipment, or
money, and ideas that improve services to the public. To be eligible
for consideration for an award, a suggestion must be outside the
employee's assigned job responsibilities and adopted in whole or in
part. It may be submitted by one or more employees.

Ineligible for Consideration

Ideas that deal with employee services, benefits, working conditions,
housekeeping, routine safety practices, maintenance of buildings and
facilities or compliance with existing rules nonnally are not eligible
for consideration as suggestions by the AID Special Awards Committee.
The supervisor should direct the employee to the official authorized to
make a decision on the idea. However, when an idea excluded under the
above results in benefits to the Agency, it may be accepted as a
suggestion and an appropriate a\~ard may be granted.

IV. Submission of Suggestions

1. A suggestion which is implemented before it is formally suhmi tted
must be submitted in writing by the original suggester as a formal
suggestion within six months following the date of implementation to be
eligible for consideration for an award. The formal suggestion must
state the date of informal recommendation and must be accompanied with a
statement by the implementing official verifying the benefits already
resulting from the suggestion and clearly indicate the degree to which
the particular suggestion was responsible for the action which led to
the benefits.
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2. Suggestions must be submitted in writing, in duplicate, using
"Employee Suggestion Forms," AID 450-3 (Exhibit 5A4-A) in AID/Wand
DF-l63 (Exhibit 5A4-B) overseas, available through AID Distribution"
The suggestion will be acknowledged by the Executive Secretary of the
AID Special Awards Committee in AID/W and by the Executi ve Secretary of
the Joint Country Awards Committee overseas. The suggester will be kept
fully informed of the status of the suggestion. A valid suggestion will
be referred for evaluation to the appropriate management official having
responsibility for the function or operation to which the suggestion
pertains.

V. Evaluation

1. An employee who submits a liri tten suggestion under the AID Awards
Program must receive a prompt, objective and fair evaluation of the
idea. If the suggestion cannot be evaluated within ninety days, the
evaluator will inform the appropriate Executive Secretary of a
reasonable time frame within which the evaluation should be completed.

2. Evaluation of a suggestion will consist of gathering facts to
determine if the idea can be adopted and an analysis of the proposed
method to determine if it superior to or less costly than the present
method. The evaluator will summarize findings in a clear and concise
evaluation report, stating conclusions and making recommendations to
adopt the suggestion, in whole or in part, .or not to adopt it.

3. If the suggestion is recommended for adoption, the evaluation report
will include the estimated monetary savings and other benefits that will
be realized after the suggestion is implemented. The report will be
coordinated by tIle evaluator with the Assistant Inspector for Audit in
AID!W or the Regional Inspector for Audits overseas.

4. When tangible benefits are reported, a detailed explanation of the
method by which they were computed must be included in the evaluation
report. In estimating benefits, the cost of implementation of the
suggestion will be deducted from estimated savings or benefits. For
this purpose, cost of implementation means one-time and continuing
expenditures incident to application or installation of an adopted
suggestion. It shall include additional expenses incurred in terms of
new or different functions to be performed, increases in workload,
additional or new supplies, materials, machines or equipment and costs
of purchasing or contracting. It will not include time spent in
illvestigating the suggestion, nor expenditures which are essential and
not separable from normal tasks. The DPM Guide will be used for
calculating awards based upon tangible benefits (see Exhibit 5A4-C).

5. Intangible benefits will be determined on the basis of the value of
the suggestion to the Agency's operations and importance of the program
affected, using the DPM Scale for Intangible Benefits (see Exhibit
5A4-C) in determining the scope of application. Qi ..·..... <.l .•..l' ....

t" - i
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VI.

6. The evaluating official and the Co~nittee will consider a suggestion
for wider application within the Agency and Governmentwide.

7. If the suggestion is not recommended for adoption, the evaluation
will state specific reasons therefor.

Payment of Award

1. A statement by the evaluating official that a suggestion has been,
or will be, adopted is the basis for the Agency to expend funds in the
form of an award specifically because of this adoption. If a delay of
more than forty-five days will be necessary before definite action can
be taken to implement the suggestion, the evaluating official will
inform the Executive Secretary of the reason(s) therefor. For purposes
of award payment, a suggestions will be considered adopted when it has
been put into operation or when a firm commitment has been made by the
appropriate management official to put it into operation.

2. The AID Special Awards Committee will authorize payment to th~

suggester(s) or if overseas, the Joint Country Awards Committee will
authorize payment if $2,000 or less. An award to more than one
individual for a suggestion will be made in equal share or to each
individual in proportion to his/her contribution.

VII. Rights of Employee

1. The suggester retains the right to be considered for an award for
two years after the date of written notification of nonadoption. If the
suggester submits additional information during tllis period to support
the benefits, this will extend the award entitlement period.

2. The decision of the AID Special Awards Committee or the Joint
Country Awards Comnittee is final. However, when a suggestion has not
been adopted, a suggester who believes that important points of the
suggestion were overlooked, misinterpreted or misunderstood in the
course of the evaluation shall have the right to appeal for
reconsideration. Appeals for reconsideration must be filed on form AID
450-3 and clearly state the basis for reconsideration and must be
submitted through the same channels as the original suggestion within
ninety days from the date of rejection.

3. The final decision on the appeal will be made by the next higher
organizational level responsible for the functional area. However, when
the initial decision was made by the authority with final responsibility
in the area concerned, that authority will reconsider the suggestion
upon appeal.

Exhibits

5A4-A .
5A4-B .
SA4-C .

. • . . . . AID 450-3 - Employee Suggestion Form for AID/W
. OF 163 - Employee Suggestion Form for Overseas

. .• OPM Scale for Intangible and Tangible Benefits
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Exhibit 5A4-A
INSTRUCTIONS

Prepare in triplicote. Submit tile original and one copy to Awards Brancil. Personnel Services Division, Ollice
01 PersonnfN ond Manpower. Retain one copy lor your records.

Complete Part A only, as follows:
Item 1 - Gi.e your suggestion for impro.ement using the following underlined format:

A. Present Method· Briefly describe the present procedure, condition, etc •• which you belie.e should
be changed.

B. Proposed Changes or Inno.ations • State your recommendations as clearly os possible. Be Sure to
make a specific suggestion and tell wbat should be done as
well as how it should be done.

C. Area Or Posts to Benefit· Gi.e offices, organizational units or posts tho. would benefit from your
suggestion.

D. Cast and Sa.ings. Gi.e estimate of cast of implementing suggestion and detailed estimate of
tangible sa.ings that can be expected during the first year of operation. Aha
gi.e any intangible benefits which may be expected.

Complete Items 2 through 7.· This will enable the Awards Branch to acknowledge receipt of suggestion.
Item 8 - Self-explanatory.

DATE RECto BY AWAAOS BRANCH

AGENCY ~OR INTERNATIONAL DEVELOPMENT

EMPLOYEE SUGGESTION FORM SUGGESTION NO.

PART A - SUGGESTION

7. ROOM AND BL.OG.

I ogree 'not the use of my sU9gestion or any development ,h.reof shaJl not create (F)y liability on or alford ,h_ basis for

(F)y claim upOn the United States by me. my E.ecutors, Administrator•• Legatees, Devisees, or Ass;g".••• I further under

stcrtrJ 'nat, if~y suggestion ;s patentable. I may rr'a;n the rights of Commerciol Explaitatian.

S. ORGANIZATIONAL. SYMBOL

e.

2. NAME (Type ot Print) (Mr•• Mr•• , Mtu) (FI,.t, "~f/ddl•• L ••') J. GRAOE 4. ~OSITl0N TITL.E

(D,ue Submitted) (SI,natun or Su"e.rerJ
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~ART •• EVALUATION 01" SUGGESTION
1. EVAL.UATION BY O,.'IC." ...SPONSI8... 1. "0" '..,.... r.M.NTING SUGaESTION

(Jr.'....'."...•."..I;', ", i~
}.

(J'.i ,',,

2.IESTIMATI.D 1ST YII!.AR TAN81GLEI J. INTANGIBLE 8l1!.NI.'ITS I.' RI!COMMI!NOI!O Aw" ..e
BENEFITS I

6. ·TYPED NAMIE 0' RESPONSIBL.E O"ICI!A 7. SIGNATURE 0' RESPONSIBLE O,'ICIER

So DATI! SUGGESTION
p ...... CIEO IN EFFECT

I.OATE
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(Tt·i 29: 69) INST RUCT IONS
Exhibit SA4-JJ

Prepare in triplicate. Submit the original and one copy through supervisory channels. Retain one copy for
your records.

Complete Pari I only, as fallows:

Item 1 .. Give your suggestion for improvement using ,he following underlined format:

A. Present Method .. Briefly describe ,he present procedure, condition, etc., which you believe
shou Id be changed.

B. Proposed Changes or Innovations .. Stote your recommendation, as clearly as possible. Be sur.
to make a specific suggestion and tell HOW as well as WHAT
should be done.

C. Areas Or Posts to Benefit .. Give offices, organizational unih or posts that would benefi' from
your suggestion.

D. Cost and Savings· Give estimo.'e of cost of implement,ng suggestion and detailed estimate of
tangible savings that can be expected during the first yearof operation. Also
give any intangible benefits which may be expected.

Items 2 • 7 Self.explanatory.

In order ,hat the appropriate Awards Committee might acknowledge receipt of your suggestion, type or print
your organizatlonol symbol or past, your'1ame, room number and building, within the bracket" on the reverse of
these InSl"ructions

"'1()

t j

~

EMPLOYEE SUGGESTION FORM

PART I • SUGGESTION

I. MY SUGGESTION FOR IMPRovEMENT IFollowfo'mo""owrl,rlll'uTrue:IJoru,obo .... 1

SuneSliOrl Ng,

(If rlecnso,y. u•• addiliorlal ,"eell a"d 'lople 'hem to ,hi. Fa,,").,

3. GRAOE ANO POSITION TITLE

4. ORGANIZATIONAL SYMBOL OR FS, POST 5. TELEPHONE NO. r 6. ROOM AND BLDG.

7. log,•• that Ihe un of my , ...gge.tlal'l or ony development thereof ,hall rla' cr.at. arlY liability an or afford the bo.i.
lor any cloim upon the Urlit.d S10t.S by m., my .1Il.cutors, admi"i"trotor., 1."01•••, d.vis•• s, or o•• i"n•••• I furth.r und.r •
• lond that, d my .ugg."'an It. patentabl., I may r.tain th. right. of camrnarcig! •• ploitatian.

5016)·}01

OPTIONAL FORM 163 jFORMERLY DS·1075,
MAY 1915

DEPT. OF STATE



(n~ 29: 69) This is an acltnowledgment of receipt of your suggestion. It hOI been
referred to the appropriate official. for opproi.ol and you will be odvi.ed of
the final oction. Should you desire to communicate with the Awards Com
mitte., re;arding your suggestion, please cite the dote and number of the

suggestion. Thonk you for your suggestion.

r

DATE OF SUGGESTION

DATE RECEivED

SUGGESTION NO. ASSIGNED W"·'··'··'",', '1.
'd .,.

L ..J

PART II • EVALUATION OF SUGGESTION -I
I. EVALUATION ItY SUPERVISOR I, Il,IG•• ,lion 0 part of SUn••T.'·, nor,,"ol or a•• igned d.."i •• ' Oy" ON. t

=l2. TYPED NA"E OF SUPERVISOR 13. SIGNATURE OF SUPERviSOR •. DATE

5. EVALUATION 8T OFFICER RESPONSIBLE FOR IMPLEMENTING SUGGESTION

!

I
I

I
,

I
,

!
I

i

•• ESTI..ATEO 1ST YEAR TANGIBcE 17. INTANGIBCE BENEFITS lB. RECO....ENOEO AWARD 9. DATE SUI:iOESTION
BENEFITS PLACED IN EFFECT

10. TYPED NA..E OF RESPONSIBLE OFFICER Ill. SIGNATURE r:I' RESPONSIBLE OFFICER 12. DATE
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Appendix C.

Detennining Award Amounts

C-I. GENERAL
The following award scales are offered as guidance

to agencies in making decisions on employee contri
butions (a suggestion, invention, superior perfonn-

C-2. FOR SUGGESTIONS, INVENTIONS,
AND SPECIAL ACTS OR SERVICES

ance of assigned job responsibilities, or a special act
or service) that benefit the Government. Further-guid
ance appears in subchapter 2, "Payment of Awards."

Table la. Contributions With Tangible Benefits
Estimated First·Year Benefits to Goverll1llent Amount of Award

Up to $10,000 . 10% of benefits
$10,001-$100,000 $1,000 for the first $10,000, plus 3% of

benefits over $10,000
$100,001 or more $3,700 for the first $100,000 plus .5% of

benefits over $100,000

Federal Personnel Manual
1nst.265
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Table lb. Quick Guide for Calculating Awards Based on Tangible Benefits
Benefits Award Benefits Award Benefits Award Benefits Award Benefits Award

Up to $10,000 10% 50,000 2,200 90,000 3,400 170,000 4,050 1,800,000 12,200
11,000 1,030 51,000 2,230 91,000 3,430 175,000 4,075 1,900,000 12,700
12,000 1,060 52,000 2,260 92,000 3,460 180,000 4,100 2,000,000 13,200
13,000 1,090 53,000 2,290 93,000 3,490 185,000 4,125 2,100,000 13,700
14,000 1,120 54,000' 2,320 94,000 3,520 190,000 4,150 2,200,000 14,200
15,000 1,150 55,000 2,350 95,000 3,550 195,000 4,175 2,300,000 14,700
16,000 1,180 56,000 2,380 96,000 3,580 200,000 4,200 2,400,000 15,200
17,000 1,210 57,000 2,410 97,000 3,610 225,000 4,325 2,500,000 15,700
18,000 1,240 58,000 2,440 98,000 3,640 250,000 4,450 2,600,000 16,200
19,000 1,270 59,000 2,470 99,000 3,670 275,000 4,575 2,700,000 16,700
20,000 1,300 60,000 2,500 100,000 3,700 300,000 4,700 2,800,000 17,200
21,000 1,330 61,000 2,530 101,000 3,705 325,000 4,825 2,900,000 17,700
22,000 1,360 62,000 2,560 102,000 3,710 350,000 4,950 3,000,000 18,200
23,000 1,390 63,000- 2,590 103,000 3,715 375,000 5,075 3,100,000 18,700
24,000 1,420 64,000 2,620 104,000 3,720 400,000 5,200 3,200,000 19,200
25,000 1,450 65,000 2,650 105,000 3,725 425,000 5,325 3,300,000 19,700
26,000 1,480 66,000 2,680 106,000 3,730 450,000 5,450 3,400,000 20,200
27,000 1,510 67,000 2,710 107,000 3,735 475,000 5,575 3,500,000 20,700
28,000 1,540 68,000 2,740 108,000 3,740 500,000 5,700 3,600 ,COO 21,200
29,000 1,570 69,000 2,770 109,000 3,745 550,000 5,950 3,7000,000 21,700
30,000 1,600 70,000 2,800 110,000 3,750 600,000 6,200 3,800,000 22,200
31,000 1,630 71,000 2,830 111,000 3,755 650,000 6,450 3,900,000 22,700
32,000 1,660 72,000 2,860 II 2,000 3,760 700,000 6,700 4,000,000 23,200
33,000 1,690 73,000 2,890 113,000 3,765 750,000 6,950 4,100,000 23,700
34,000 1,720 74,000 2,920 114,000 3,770 800,000 7,200 4,200,000 24,200
35,000 1,750 75,000 2,950 115,000 3,775 850,000 7,450 4,300,000 24,700
36,000 1,780 76,000 2,980 116,000 3,780 900,000 7,700 4,360,<X>O 25,000"
37,000 1,810 77,000 3,010 II 7,000 3,785 '950,000 7,950
38,000 1,840 78,000 3,040 II 8,000 3,790 1,000,000 8,200 • Awards over $10,-
39,000 1,870 79,000 3,070. II 9,000 3,795 1,050,000 8,450 000 require the ap-
40,000 1,900 80,000 3,100 120,000 3,800 1,100,000 8,700 proval of the Office of
41,000 1,930 81,000 3,130 125,000 3,825 1,150,000 8,950 Personnel
42,000 1,960 82,000 3,160 130,000 3,850 1,200,000 9,200 Management.
43,000 1,990 83,000 3,190 135,000 3,875 1,250,000 9,450
44,000 2,020 84,000 3,220 140,000 3,900 1,300,000 9,700 •• Max.imum award
45,000 2,050 85,000 3,250 145,000 3,925 1,350,000 9,950 authorized by the Of-
46,000 2,080 86,000 3,280 150,000 3,950 1,400,000 10,200· fice of Personnel Man-
47,000 2,110 87,000 3,310 155,000 3,975 1,500,000 10,700 agement. A presiden-
48,000 2,140 88,000 3,340 160,000 4,000 1,600,000 I 1,200 tial Award of up to
49,000 2,170 89,000 3,370 165,000 4,025 1,700,000 11,700 $10,O<X1 may be paid

in add ition to the
$25,000.

lost. 265
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(TM 29:69)
451-C-3

Table 2. Scale of Awards Based on Intangible Benefits

E.rtrll/ of Applica/ioll

Li",ittd E.r/rlldrd Brood Grllual

Affect. rull<'1ions, miuicft.
or po""",,,,' or """ offico.
f.,ilit)'. ins'lllation. or an
or,aniulionaJ clemen. of

I Iltldqu""",

Anccu I .moll IItI or sci·

""'. or Itthnolofy

Affccu functions. mialion.
or penonnel of Mlteral
officrI. flCililiu. or
inslllillions.

Affect. III impunant IItI uf
scitnt. or Itthnulot)

Affceu funt'1ions. mi,~ioo.

or penoncl ur an enli~

re,ionll uu of com·
mond. MIY bt oppli<lbl.
10 III of In i""",,,",,,,",n.

"••nty or I I..... bu....

Affocu I broed IItI uf w:i·
met or Itthnuk"y.

AITf\1~ (l,Int'1tons. mi55ioo.
or pef'!tiOl\nel of Kver.... ~

,Ionll Ireb or c:om
mand~. or an enUre de·
plrtmenl or Ilr,e
i""",,,",,,,",nl ",,""y. or ;,
in Ihe pUblit: inlere~1

Ihrou.houl lilt N.,ion .,..
btyund.

EXCEPTIONAL VALUE
Initiation of • new prin
ciple Of moJOf pR><tdu..,
aWPenor Improvement to
the quality of I cnlleal

product. IClivilY. pro

,ram, or Kf'YK'e 10 the

publiC.

HIGH VALUE--<:omp....
I't'vilion of I btiK' pnn

apIt.,.. pructOm: I hl""Y
siplifkant 'rnp'O'Wemet11 10

lht VII... or I produtl.

major ICliltity. or pro·
,ram. or s.e,..,. M:c to the

public

MODERATE VALUE
Chon•• .,.. modificllion of.. .,."n. print .ple .,..
pIOttd\W ..hith his mod·
erate value wrticN::nl 10
meet the minimum Illnd

ltd fIJI' I c;ash Iward; In

improvement of rllh~r

limioed VII... or I produtt.

Klivily. pro,ram. or s.e""',
itt IU .Ilt public

SUBSTANTIAL VALUE
Sublliniial chln,e or
In(XflflcalKm of an .,.

ltin. pri""ipl. or pIOt.

dUn": In imponlnt im·
pI'Ovcrntnl &0 the value or
I prodlltl. ICllvi,y. pro
pm. or ..",itc '0 lht
publit.

lSI-I!'
.,"

It!..;,
of.;'t---------1--------"'. -------t---------1-------~

#'
~'"/.

(1) The minimum award for tangible benefits may
be granted only when the benefits reach or exceed
$250 or an agency-determined minimum. The mini
mum award for intangible benefits should require a
comparably high standard.

(2) Contributions recognized by cash awards based
on intangible benefits must be comparable, in value
to the Government, with those based on tangible ben-

efits. Comparisons are shown. in parenthesis, below
the award amounts in table 2.

(3) When a contribution has both tangible benefits
and intangible benefits, the amount of award is based
on the total value of the contribution to the Govern
ment, Le. a combination of the award amount based
on tangible and the award amount based on intangible
benefits.

Federal Personnel Manual
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Attachment SAS

External Awards

Annual Executive Excellence Awards

Annual Federal Envirorunental Engineer Award

Arthur S. Flemming Award

Bristol-Meyer Award for Distinguished Achievement in Nutrition Research

Common Cause Public Service Achievement Awards

Congressional Award for Exemplary Service to the Public

Congressional Secretarial Fellowship

Excalibur Award

GEICO Public Service Awards

Federal Women's Program Managers Achievement Awards

Mary D. Pinkard Leader in Federal Equity Award

National Public Service Awards

Outstanding Handicapped Federal Employees Award

Presidential Design Awards

Presidential Management Improvement Awards

Roger W. Jones Award for Executive Management

William A. Jump Memorial Award

Younger Federal Lawyer Award

NOTE: This is not an inclusive list of external awards. Furtller infonnation
may be obtained from the Executive Secretary of the AID Special Awards
Committee.
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CHAPTER 6

ACQUIRED 1'-: DEFICIEII:Y SYNDR«IE IN mE WORKPLACE

Purpose

This chapter contains the Agency's policy statement on Acquired Immune
Deficiency Syndrome (AIDS) in the Workplace, and related regulations and
procedures.

Applicability

This chapter applies to all U.S. citizen direct-hire employees.

6C. Authori ti es and Refe re nces

6A.

\...I6B.

1. FPM Bulletin 792-42, Acquired Immune Deficiency Syndrome (AIDS) in
the Workplace, March 1988

2. 5 CFR Part 339, Medical Determination Related to Employability

3. Department of State notices, "AIDS Testing" (December 1, 1986) and
"Testing for the AIDS Causing Virus" (January 2, 1987)

4. Office of Medical services, Department of State, Procedures
Memorandum 89 (M~ 1988): Human Immunodeficiency Virus (HIV) Testing
Procedure

60. Definitions

1. Acquired Immune Deficienc~ Syndrome (AIDS). The name given to the
illness that results ;n the 60 liS ina6il;ty to fight infection.

2. AIDS-Related com~lex (ARC). A condition caused by the AIDS virus
(HIV) in which the pa ient tests positive for AIDS infection and has a
specific set of clinical symptoms.

3. Hu~n Immunodeficiency Virus (HIV). A virus that can infect people
and destroy their ;nmune system, the body's mechanism for fighting
infection. HIV causes AIDS. Also knC1fln as HTLV-III and LAV.

6E. Policy

The Agency for International Development recognizes that AIDS and ARC
present economic, health, employment and legal issues for employees.
Because of the impact AIDS presents in the workplace, the following
guidelines are established to handle AIDS-related employee issues.
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The Agency is committed to maintaining a safe and healthy environment
for employees, while continuing to conduct its international development
missi on.

Subject to infonnation changes from recognized medical authoritiies and
directives, it is the po11cy of the Agency that employees with AIDS or
its related conditions will be allowed to continue to work, and that,

~:~~~ ~~~~n:~1c~0~:i~~~~a~od:~~i~dt~b:~~hh~~dw~~:~~ss:~1c;~~to~~v~fa \J
fear of contracting AIDS by working with an HIV-infected person.

Employees who refuse to work or who withhold thei r services, har'ass,
intimidate or in any other manner di scriminate against an HIV-inlfected
employee will be subject to discip1 inary action. The Agency will
conduct educational and infonnation efforts to help all~ employee fears
about AIDS.

The Agency will treat HIV-infected employees the same as employees with
any other serious illness. AIDS-related personnel issues will be
addredssed Withi

id
" the framework of exi

1
sting federal

1
aind Agency policies, ~,....~~

proce ures, gu ance, statutes, case aw and regu at ons.

HIV-infected employees will be allowed to continue working as long as
they are able to maintain an acceptable level of perfonnance, and do not
pose a health or safety risk to themselves or to other employees.
HIV-infected employees will not be isolated from other employees in the
workplace.

Reasonable accommodations will be made as long as the HIV-infectl!d
employee is able to perfonn the essential functions of his/her position
with such accommodations. With respect to job restructuring, details,
assignments, or other changes in position for employees diagnosed as
having AIDS, any considerations made will be done in the same mallner as
they would for other employees whose medical conditions impact j()b
perfonnance.

An HIV-infected employee m~ request sick or annual leave or lealre
without p~ (LWOP) to pursue medical care or to recuperate from the
effects of his/her medical condition. Medical documentation m~ be
required to make responsible decisions about an employee's abil ity to
work. It is the emplqyee's responsibility to produce medical
documentation regarding the extent to which a medical condition affects
job perfonnance. Detenninations to grant or deny leave will be made in
the sane manner as it would for employees with other medical conditions.
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6E

HIV-infected employees will be appropriately informed of their rights to
such benefits as group life and health insurance. disability leaves of
absence and allY other disabfl ity benefits to whi ch they m~ be
entitled. HIV-i nfected employees can conti nue insurance coverage under
the Federal Employees Health Benefits Program (FEHB) and/or the Federal
Employees' Group Life Insurance (FEGLI) Program. ~ employee in a
leave without p~ status for 12 continuous months races statutory loss
of FEHB and FEGLI coverage but m~ convert to a private policy without
having to undergo a physical examination. HIV-infected employees m~ be
eligible for disability reti~ent if their medical condition warrants
and if they have the requisi te years of federal service to qualify.

The Agency recogni zes the need for employees to be i nfonned about AIDS
and will provide employees current infonnation to promote better
understanding of the nature of the illness.

6F. Responsibilities

Federal and Agency policies. regulations and procedures regarding
attendance and leave and employee relations and benefits are applicable
to AIDS-related personnel situations and issues.

1. Office of Personnel Management (PFM/PM)

a. Provides infonnation and education programs to employees.

b. Provides Agency managers and supervisors info~lation on how to
deal with AIDS-related ,personnel issues.

c. Provides counseling or referral to employees with personal
concerns about AIDS. Foreign service (FS) employees should contact the
Foreign service Personnel Division (PFM/PM/FSP/CD); Civil service
employees should contact the Civil service Personnel Division
(PFM/PM/CSP).

d. Makes referrals to community resources.

2. Agency administrative officers. supervisors and managers

Maintain strict confidentiality of allY information regarding an
HIV-infected employee with personal concerns about AIDS.
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3. Employees

a. Provide required medical documentation in connection with
requests for sick or annual leave or LWOP.

b. Seek counseling or referral to community services.

c. Be aware of Agency efforts to provide i nfonnati on about JUDS.

6G. Procedures

1. No employee benefits are adversely affected by a positive test. No
employee will be separated because he/she tests antibodY positive.

2. Testing for the AIDS-causing virus is included in medical clearance
examinations for Foreign Service (FS) applicants and employees and their
dependents. The examinations are conducted by the Office of Medical
services (M/MED), Department of State.

a. Because FS employees must be available for worldwide
assignment, M/MED recommends against hiring applicants who test
posi the. In the same w~, MIMED recoolmends agai nst hi ri ng persom. who
have other medical problems or conditions that would limit worldwide
availability. '

b. FS employees with evidence of immune suppression and/or
symptoms will be assigned to the United States (c1as,s 5 clearance).,
Employees who test positive without evidence of immune suppression will
receive a limited medical clearance (class 2), and will assigned tC)
posts with experience and facil ities to monitor and provide care fur
this medical problem.
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CHAPTER 7

FRI NGE BENEFITS

7A. Purpose

This chapter descr"ibes the various fringe benefits available to AID
employees.

V 7B. Applicability

This chapter is applicable to United States citizen direct-hire
employees, as appropriate.

7C. Authorities and References

Fringe benefits information is contained in the Foreign Affairs Manual
(FAM), Federal Personnel Manual (FPM), the U.S. Code (U.S.C.) and other
AID Handbooks (HB). Below is a reference to benefits and where specific
information can be found.

The appropriate joint FAM regulations noted below regarding each
benefits/programs are attached.

1. Alcohol and Drug Abuse Assistance Program

Handbook 29, Chapter 8.

2.

3.

Ci vil servi ce Reti rement

Handbook 30, Chapter 4
3 FAM 675 (Appendix 7D)
5 U. S.C. 8300
5 CFR 831
FPM SU 831

Compensation for Injury, Disability or Death

Handbook 29, Chapter 1.
3 FAM 689 (Appendix 7G)

4. Death Gratuity

3 FAM 692 (Appendix 7H)
5 CFR 840
FPM 810

\
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5. Federal Employees' Group Life Insurance

4 FAM 558 (Appendix 7A)
3 FAM 694 (Appendix 7J)
FPM 870
5 U.S.C. 8700

6. Federal Employees' Health Benefits Act (FEHBA)

4 FAM 559 (Appendix 7B) .
3 FAM 696 (Appendix 7K)
3 FAM 680 (Appendix 7F)
FPM 890
5 CFR 890

7. Foreign service Medical and Health Program

3 FAM 680 (Appendix 7F)

8. Foreign Service Retirement

Handbook 30, Chapter 3
3 FAM 670 (Appendix 7C)

9. Missing Persons Act

Handbook 23, Chapter 12
Handbook 26, Chapter 12
Handbook 31, 3 FAM 972.9-3
5 U.S.C. 5566
FPM 910

10. Rest and Recuperation

3 FAM 698 (Appendix 7L)
Handbook 22, Chapter 9

11. Soc; a1 Secu r; ty

3 FAM 679 (Appendix 7E)
HB 26:7
5 U. S.C. 8345
FPM 832

I.. ,l;....,
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12. Special Employee Consul tati on service

Handbook 9, Chapter 4E

13. unemployment Compensation

3 FAM 693 (Appendix 71)
5 u. S.C. 8501-8508

~ 14. Visitation Travel

3 FAM 699 (Appendix 7M)
HandoOK 22, Chapter 9
FPM 850

Additionally, the following pUblications contain fringe benefit
infor.mation:

"Federal Employees' Almanac"
"Federal Personnel Gui de"
"Federal Employees' Retirement System Transfer Handbook"
"Federal Employees' Group Life Insurance Handbook"
ltThrift Savings Pl an for Federal Employees"
"Federal Employees' Heal th Benefits Program Handbook"

/
{

t
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APPENDIX 7A

UNIFORM STATE!AID!USICA REGULATIONS

558.3 Coverage of Employees in Non
pay Status

Except as provided in 3 FAM 694, all
personnel of the Federal Government
are eligible to participate in the
group life and accident insurance
plan. E1i'Jible emp10yecs automati
cally acquire coveriJ'Je at the time
they actually f'nter on duty on the
first day they ,ire in il pay status
unless on or before that day they
file SF-176, Election, Declination,
or Warver of Life Insurance Coverage.

558.1 Authority

The Federal Employees' Group Life
Insurance Act of 1954, Public Law 83
598, approved August 17, 1954, as
amended (5 U.S.C. 8701-8716), was
enacted to provide employees of the
Federal Government with low-cost
group insurance. See 3 FAM 694.

558.2 Employees Eligible to
participate

An employee retains insurance
coverage (regular and optional) with
out cost to the' employee whilc em
ployee is in a nonpay status for up
to 12 months; after that it ceases.
Insurance coverage so terminated is
restored automatically if an employee
returns to nonexclude.] employment or
if employee i!, sranted an annuity ef
fective no later than one month after
employee's insurance as an employee
terminated dnd employce i~; otIH'I-Wis(~

eliqible. I\n \'mploy('\' qranted leave
without PilY to !,crvci II an employee
organization, or an "l1\ploy(~e who
transfers to " pub 11 C interna.t.iona1
organization nwy elect to continuc
Ii fe insurance cOverdqe, if employee
continues to IMy the t'mployi nq office
both the employee withholdinq'; dnd the
Government contributions t.O cover
premium cost.

558.4 Amount of Insurance

The amount of insurance carried by an
employee automatically changes when
ever employee's annual base salary is
increased or decreased by an amount
sufficient to raise or lower em
ployee's compensation to another
$1,000 bracket.

An employee has life insurance and
accidental death and dismemberment
insurance, each in an amount deter
mined as outlined in Exhibit 558.4.
Employees whose current rate of
annual compensation is not more than
$8,000 receive insurance of $10,000.
Employees with a current rate of
annual compensation in excess of
$57,000 receive insurance of $60,000.
All other employees receive tnsurance
of $2,000 plus an additional $1,000
of insurance for each $1,000 of
current rate of annual compensation
or fraction thereof.

For example, an employee with an
annual rate of compensation of $8,137
would receive insurance of $11,000.
The employee may not elect insurance
in any other amount than that indi
cated in the schedule of insurance
and withho1dings (see Exhibit 558.4).

FEDERAL EMPLOYEES GROUP LIFE
INSURANCE ACT (FEGLIA)

558



Schedule of Insurance and Withholdings
(Effective *First pay period Beginning on or After September 1, 1978*)

Annual Basic Salary
More Than Not More Than Amount of Insurance Biweekly Withholdin,~

0 $ 8,000 $10,000 *$ 2.55
$ 8,000 9,000 11,000 2.81

9,000 10,000 12,000 ].06
10,000 11,000 13,000 3.32
11,000 12,000 14 ,000 3.57
12,000 13,000 15,000 3.83
13,000 14,000 16,000 4.08
14,000 15,000 17,000 4.34
15,000 16,000 18,000 4~59

16,000 17,000 19,000 4.85
17,000 18,000 20,000 5.10
18,000 19,000 21,000 5.36
19,000 20,000 22,000 5.61
20,000 21,000 23,000 5.87 .
21,000 22,000 24,000 6.12
22,000 23,000 25,000 6.38
23,000 24,000 26,000 6.63
24,000 25,000 27,000 6.89
25,000 26,000 28,000 7.14
26,000 27,000 29,000 7.40
27,000 28,000 30,000 7.65
28,000 29,000 31,000 7.91
29,000 30,000 32,000 8.16
30,000 31,000 33,000 8.42
31,000 32,000 34,000 8.67
32,000 33,000 35,000 8.93
33,000 34,000 36,000 9.18
34,000 35,000 37,000 9.44
35,000 36,000 38,000 9.69
36,000 37,000 39,000 9.95
37,000 38,000 40,000 10.20
38,000 39,000 41,000 10.46
39,000 40,000 42,000 10.71
40,000 41 ,000 43,000 10.97
41,000 42,000 44,000 11. 22
42,000 43,000 45,000 11. 48
43,000 44,000 46,000 11.73
44,000 45,000 47,000 11. 99
45,000 46,000 48,000 12.24
46,000 47,000 49,000 12.50
47,000 48,000 50,000 12.75
48,000 49,000 51,000 13.01
49,000 50,000 52,000 13.26
50,000 51,000 53, 000 13.53
51,000 52,000 54,000 13.77
52,000 53, 000 55,000 14.03
53, 000 54,000 56,000 14.28
54,000 55,000 57,000 14.54
55,000 56,000 58,000 14.79
56,000 57,000 59,000 15.04

·57,000 60 ,000 Y 15. 30·

4 FAM 550
PAGE NO.

7A-2 F~_~_~_~_~_I;_;_D;_;---,~,--1_9_7_9 --,-_TR_A_N_~_•. _M2_f9_M_:07~~~~ AID HANDBOOK 29, App~

UNIFORM STATE/AID/USICA REGULATION

For any pay period other than the biweekly one stated in this table, the
amount of withholding per pay period is determined at a rate proportionate to
the rate of *25.5* cents biweekly for each $1,000 insurance in force, adjusted
to the nearest cent.

y The maximum amount of regular insurance is $60,000.

(*) Revision
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UNIFORM STATE/AID/USICA REGULATIONS

558.5 Annual Compensation

a. Full-Time Employees

For the purpose of the Federal Em
ployees' Group Life Insurance Act of
1954, as amended (5 U.S.C. 8701-8716),
"annual compensation," upon which the
amount of an employee's insurance is
based, is the annual salary rate on
the personnel action (the basic salary
subject to retirement deduction).

b. Part-Time Employees

The annual compensation for a part
time employee is employee's basic
salary applicable to employee's tour
of duty in a 52-workweek year. For
example, an employee whose salary
rate is $4,000 per annum, but who is
employed half-time, would have an
annual compensation for insurance
purposes of $2,000.

c. Other Employees

The "annual compensation" of an em
ployee who is paid at other than an
annual rate (on a full-time or part
time basis) is determined by multiply
ing employee's rate of pay by the
number of pay unito in a 52-workweek
year.

558.6 £mplo~ee Deductions and Agency
Contr1butions

a. Employee Deductions

Insurance deductions are made from an
insured employee's salary, at the rate
of *25.5* cents per biweekly pay
period for each $1,000 of coverage.
When the amount oj; an employee's
insurance changes during a pay period,
the deductions arc based on the last
amount of insurance in force during
the pay period.

If an employee is in a pay status
during the pay period, the full with
holding applicable to employee's pay
period and amount of insurance must
be made unless the amount of salary
is not suf f icien t to cover the wi th
holding. If the amount of salary for
a pay period is not sufficient to
cover the full withholding, the total
salary remaining atter deduction for
retirement or FICA, Federal income
tax, and health benefits (FEHBA) must
be withheld for FEGLIA.

If an employee is in a nonpay status
for an entire pay period, no with
holding to cover that pay period is
made from future salary payments nor
is the employee required to deposit
the amount which would have been wi th
held if employee had been in a pay
status during that pay period.

When an employee transfers to snother
agency within a pay period, or moves
to another agency payroll wi thin the
same payroll office without a break in
service of more than 3 days, with
holdings for the final pay in the
losing agency and for the initial pay
in the gaining agency are prorated on
the basis of the effective date of
transfer for each office. The same
rules apply as for proration of FEHBA
deductions outlined in section SS9.Sa.
The amount of withholdings on a weekly
basis is one-half of the biweekly rate
shown in Exhibit 558.4, with one-half
cent being rounded upward to the next
higher cent.

b. Agency Contributions

For each pay period in which employees
contribute insurance deductions, the
Department or other employing agency
contributes from the respective appro
priation or fund which is used for
payment of their salaries, an amount
equal to one-half of the aggregate
amount of the employees' insurance
deductions, adjusted to the nearest
cent.

(*) Revision
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558.7 Election
l

Declination, or
Waiver 0 Life Insurance
Coverage'

a. The SF-176, Election, Declination,
or Waiver of Life Insurance Coverage,
which pas been filed by an eligible
employee, is the post's authorization'
for not withholding insurance deduc
tions-Tor to stop withholding in the
case of a participating employee) as
of the beginn~ng of the next pay
period after the form is received by
the payroll office.

SF-176 is prepared and signed in
duplicate in accordance with Exhibit
558.7b. All entries on the form are
typed or printed in ink (typewriting
preferred) and must be free of
erasures or alterations.

When SF-176, in original and one
signed copy, is received in the pay
roll office, it is time stamped and
used as the authorizing document for
not making or stopping insurance de
ductions (see above). The action
taken and the effective date are
indicated on both copies of the SF
176 and on the employee's payroll re
cords in the manner prescribed in
section 558.9~ The original SF-176
is forwarded to the Department or to
the Washington personnel office of the
applicable agency and the signed copy
is retained by the post. A properly
executed waiver, once submitted to the
employing agency, remains in effect
unti 1 canceled even though the em
ployee may transfer to another agency
or be appointed after a break in
service.

b. When hiring an employee who has
had prior Government service, the
personnel office is responsible for
obtaining 05-1082, Federal Employees'
Group Life Insurance Status Record, in
duplicate, from the employee in order
to determine whether he has previously
filed an SF-176 which remains un
canceled. The signed duplicate DS
1082 is forwarded to the payroll
office with the payroll copy of the
05-1032, Notification of Personnel
Action, and is the basis for the re
quired payroll action. The employee's
statement is subsequently verified by
the personnel office. If the employee
received and can show either the
original or duplicate copy of a com
pleted SF-56, Agency Certification of
Insurance Status, or FS-4B3, Pay

Change Record (or o.ther assurance) "
showing life insurance withholdingll
from final salary payment from las1~

employing agency, this will sufllCi,.

558.8 Cancellation of Waiver of Li.fe
Insurance Cove.rage

a. SF-51, Request for Insurance

An employee who previously waived
coverage, and who desires to be in-
sured, may cancel the waiver by com
pleting SF-51, Request for Insurance,
provided that all of the following
conditions are met:

(1) The employee is under age 5~

on the date of request for insuranlce.

(2) At least one year has elapsed
between the effective date of the last
waiver and the date of request for
insurance.

(3) The employee furnishes satis
factory medical evidence of insura
bility.

SF-51 is a combination request to
cancel a waiver, medical certificate,
and authorization to insure an indi
vidual. SF-51 is prepared and signed
by the employee. The medical certifi
cate is completed by the employee's
personal physician, and any fees for
the medical examination and certifica
tion are paid by the employee.

b. Disposition of Cancellation of
waiver

The employee mails the completed SF-51
to the Office of Federal Employees'
Group Life Insurance, 4 East 24th
Street, New York, NY 10010. On re
ceipt of SF-51, that uffice will
either authorize insurance coverage or
deny such coverage and will advise the
post by completing and forwarding the
SF-51 to it.

The ~ayroll office time stamps the
orig~nal SF 51 and uses it as the
authorizing document for the with
holding of insuranGe deductions.
Insurance coverage is effective at the
time the employee actually enters on
duty on first day in a pay status
following the date of approval by the
Office of F('(leral Employees' Group
Life Insurance as shown on the SF-51,
and withholdings begin with that pay
period. If not in a pay status at

j; .. '.-\I
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the time the SF-51 is approved, the
employee becomes insured at the time
of entrance on duty, and withho1dings
begin with that pay period. The
action and the effective date are
indj.cated on the SF-51 and on the
emp1oyee's pay recorda. A copy (or
photostatic copy) of the SF-51 i. re-
tained by the post. The original i.
forwarded to the Department or to the
Washington personnel office of the
employing agency.
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559.9 Names and Addresses of FEIIBA Carriers and Schedule of Subscription
charges

559.9a Carriers and changes, Effective January 1, 1978

Name and Address of Carriers
Enrollment Code
Carrier and Option

Biweekly
Rate

Employee Agency

Blue Cross-Blue Shield
Operations Center

Gin Building
550 12th Street, S.W.
Washington, DC 20024

Aetna Life Insurance Company
FEIIBA - Group Division
151 Farmington Avenue
Hartford, Connecticut 06156

l/American Federation of
- Government Employee~

1325 M~s5achusetts Ave., N.W.
Washington, DC 20005

American Foreign Service
Protection Association, Inc.

1750 pennsylvania, N.W.
Washington, DC 20006

Group Health Association, Inc.
2121 Pennsylvania Avenue, N.W.
Washington, DC 20037

101
102
104
105

201
202
204
205

301
302

401
402

501
502
504
505

Option Codes

$11.17
24.86
1. 45
4.22

7.49
13.72

2.31
5.47

4.26
8.75

3.03
12.99

11. 32
29.69

4.58
13.52

$10.98
26.69
4.36

12.65

10.98
26.69
6.95

16.43

10.98
26.24

9.11
26.69

10.98
26.69
10.98
26.69

I - Self only, high option
2 - Self and family, high option
4 - Self only, low option
r; - ~;el[ and family, low option

NOTE--To obtain weekly rates, divide biweekly rate by two, and round upward.
See section 4 FAM 559.5a for use of weckly rate when employees trans
fer bctween agencies or between payrolls of the same agency during a
payroll period .

..!/ Effective January 1, 1978 there will no longcr be low options under the
AFGE plan (304 and 305).
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**559.9b Carriers and Changes, Effective January 1, 1979

Name and Address of Carriers

Blue Cross-Blue Shield
Operations Center

GHI Bui Iding
550 12th Street, S.W.
Washington, DC 20024

Aetna Life Insurance Company
FEHBA - Group Division
151 Farmington Avenue
Hartford, Connecticut 06156

American Federation of
Government Employees

1325 Massachusetts Ave., N.W.
Washington, DC 20005

American Foreign Service
Protective Association, Inc.

1750 Pennsylvania Avenue, N.W.
Washington, DC 20006

Group Health Association, Inc.
2121 Pennsylvania Avenue, N.W.
Washington, DC 20037

Biweekly
Enrollment Code Rate
carrier and Option Employee Agen~

101 $10.76 $11. 39
102 24.03 21.52
104 1. 73 5.19
105 5.02 15.05

U
201 7.63 11.39
202 12.60 21.52
204 2.43 7.29
205 5.75 17.24

301 6.11 11. 39
302 12.50 27.52

401 3.89 11. 39
402 22.35 27.52

\j501 13.22 11.. 39
"" ,,,.'

502 34.66 27 .. 52
504 5.70 11.. 39
505 16.65 27.52

Option Codes

1 - Self only, high option
2 - Self and family, high option
4 - Self only, low option
5 - Self and family, low option

NOTE--To obtain weekly rates, divide biweekly rate by two, and round upward.
See section 4 FAM 559.5a for use of weekly rate when employees transfer
between agencies or between payrolls of the same agency during a payroll
period .••
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**5,)9.9c Carri~-,rs and Changes, Effective January 13, 1980

Name and Address of Carriers
Enrollment Code
Carrier and Option

Biweekly
Rate

Employee Agency

Blue Cross-Blue Shield
Operations Center

GUI Building
550 12th Street, S.W.
Washington, DC 20024

Aetna Life Insurance Company
FEHBA - Group Division
151 Farmington Avenue
Hartford, Connecticut 06156

American Federation of
Government Employees

1325 Massachusetts Ave., N.W.
Washington, DC 20005

101
102
104
105

201
202
204
205

301
302

$12.31
26.87

2.06
5.97

8.23
12.56

2.75
6.52

6.31
13.41

$12.94
30.61
6.17

17.92

12.94
30.61
8.27

19.55

12.94
30.61

American Foreign Service
Protective Association, Inc.

1750 Pennsylvania A~enue, N.W.
Washington, DC 20006

Group Health Association, Inc.
2121 Pennsylvania Avenue, N.W.
Washington, DC 20037

401
402

501
502
504
505

Option Codes

3.44 10.33
14 .32 30.61

13.62 12.94
36.75 30.61

5.76 12.94
19.81 30.61

1 - Self only, high option
2 - Self and family, high option
4 - Self only, low option
5 - Self and family, low option

NOTI';--TO obt.ain weekly rates, divide biweekly rate by two, and round upward.
See section 4 FAM 559.5a for use of weekly rate when employees transfer
between agencies or between payrolls of the same agency during a payroll
per ioc!. **
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670
RETIREMENT

671 THE FOREIGN SERVICE
RETIREMENT AND DISABILITY
SYSTEM
(TL:PER-33 5-31-85)
(St.t. Only)

671.1 Authorities
The regulations contained in sections 671 through 673 818

prescribed under the following authorities:
a. Chapter 8 of the Foreign Service Act of 1980 (hereaf

ter referred to as the Act).
b. Any Executive order Issued under authority of section

827 of the Act including No. 12289 of February 14, 1981.

671.2 Definitions
For purposes of sections 671, 672, and 673:
a. "Act" means the Foreign SeMoe Act of 1980.
b. "Agencies" means the Department of State. the

Agency for International Development (AID). the U.S. Infor
mation Agency (USIA). the Foreign Commerctal SeMce
(FCS) of the Department of Commerce. the Animal and Plant
Health Inspection Service (APHIS) and the Foreign AgrtcuI
tural ServiCe (FAS) of the Department of Agrlcutture. and the
Peace Corps (PC).

c. "Annuitant" means any person including a former par
ticipant or survivor who meets al requirements for an annuity
from the Fund under the provisions of the Act of 1980. or any
other law and who has filed claim therefor.

d. "Sasic salary" means the salary fixed by law or ad
ministrative action before deductions and exclusive of addi
tional compensation of any kind. It includes the salary fixed
by sections 401 . 402. 403. and 406 of the Act and salaty inci
dent to assignment under section 503 of the Act. Basic salary
excludes premium pay for overtime. night. Sunday and h0li
day wor1<. allowances. post and special differentials. and
charge pay.

e. "Chief of Mission" means a principal offtcer In charge
of a diplomatic mission of the United States or of a United
States Office abroad which has been designated diplomatic
in nature or any member of the Foreign Service assigned un
der the terms of the Act to be charge d'affaires 01 head of
such a mission or office.

f. "Chikf' means. except with reference to kmp-sum
payments, an unmarried child, under the age of 18 years. or
such unmarried child regardless of age who because of phys
ical or mental disability incurred before age 18 js Incapable
of self-support. In addition to the offspring of the partlclpant.
the term includes:

(1) An adopted child;
(2) A stepchild or recognized natural child who re

ceived more than one-half support from the participant; and
(3) A child who lived with and for whom a petition of

adoption was filed by a participant. and who is adopted by
the surviving spouse of the participant atter the latter's
death.

"Child" also means an unrnanied student under the age
of 22 years. For this purpose. a child whose twenty-second
birthday occurs before July 1 or after August 31 of a ca1en
dar year. and while a student. is deemed to have become 22
years of age on the first day of JUly atter the birthday.

g. "Court" means any court of any State orof the District
of Columbia.

h. "Court Order" means any court deaee of divorce or
annulment. or any court ordered ex approved property settle
ment agreement incident to any court dea'ee of divorce or
annulment.

I. "Department" means the Department of State.
I. "Oivorce" means the dissolution of a marriage by a fi

nal Judicial dea'e8 of divorce ex annuJment.
k. "Expressly provtded for" means a direction by a court

order to divide a member's Foreign Service Retirement bene
fits or survivor benefits and aWarding a portion of such bene
fits to an eligible benefIclary.

I. "Fonner spouse'" means a former wife or husband of
a participant or former participant who was man1ed to such
participant for not less than 10 years durlng periods of ser
vice by that participant which ant aedltable under section
671.5 provided the participant was making contributions to
the Fund under section 671.4-1 duftng some portion of such
service. and. except with respect section 673.5-2e. provided
the divorce occurred after February 15.1981. For this pur
pose. a former spouse shaD not be considered as married to
a participant fex periods assumed to be creditable under sec·
tlon 672.3-1c In the case of a dlsabUIty annuity or section
673.5-6b In the case of a death In service. A former spouse
wltl be considered married to a participant for any extra peri
od of creditable service provided under section 671.5-14 for
service at an unhealtt1fu1 post during which the former
spouse resided with the participant. See section 676.7-3 for
procedures to determine this extra period of marriage.

m. "Fund" means the Foreign 5ervice Retirement and
Disability Fund.

n. "Milltary and naval service" means honorable active
service:

(1) In the Armed Forces of the United States;
(2) In the Regular or Reserve Corps of the Public

Health 5ervIce after June 30. 1960; or
(3) As a commissioned officer of the National OCeanic

and Atmospheric Administration or predecessor exgani
zation after June 30. 1961.

However. this definition does not include service in the Na
tional Guard. except when exclered to active duty in the ser
vice of the United States.

o. "M/MED" means the Department's Office of Medical
5ervk:es.

p. "Participant" means a person as described in section
671.3.

q. "PER/ER/RET" means the Department's Retirement
Division in the Bureau of Personnel.



r. "Previous spouse" means any person formerly mar
ned to a principal. whether or not such person qualifies as
a former spouse under paragraph I of this section.

s. "Principal" means a participant or former participant
whose service forms the basis for a benefit under chapter
8 of the Act for a spouse. previous spouse, or child of a par
ticipant.

t. "Pro Rata Share" means, in the case of any former
spouse of any participant or former participant, a percentage
which is equal to the percentage that (1) the number of years
and months during which the former spouse was married to
the participant during the creditable service of that partici
pant IS of (2) the total number of years and months of such
creditable service. When making this calculation, item (1) is
adjusted In accordance with paragraph I of this section and
both are adjusted under section 671 .5-17. In the total period,
30 days constitutes a month and any penod of less than 30
days is not counted.

u. "Spousal agreement" means any written agreement
between a participant or former participant, and the partici
pant's spouse or former spouse.

v. "Student" means a child regularty pursuing a full-time
course of study or training in residence in a high school. trade
schOol. technical or vocational institute, junior college, uni
verslty, or comparable recognized educational institution. A
child who is a student shall not be deemed to have ceased
to be a student during any interim between school years.
semester. or terms if the interim or other period of nonatten
dance does not exceed 5 calendar months and if the child
shows to the satisfaction of the Retirement Division
(PER/ER/RET) that the child has a bona fide intention of con
tinUIng to pursue such course during the schoOl year, semes
ter, or term immediately following the interim.

w. "Surviving spouse" means the surviving wife or hus
band of a participant or annuitant who, in the case of death
in service or marriage atter retirement. was married to the
partiCipant or annuitant for at least 1 year immediately pre
ceding death or is the parent of a child born of the marriage.

x. "System" means the Foreign Service Retirement and
Disability System.

671.3 Participants
The following persons are participants in the System:
a. MemberS of the Service serving under a career a~

pointment or as a career candidate under section 306 of the
Act (1 ) in the Senior Foreign Service, or (2) assigned to a sal
ary class in the Foreign Service Schedule;

b. Any person not otherwise entitled to be a participant
who has served as chief of mission or an ambaSSador at
large for an aggregate period of 20 years or more. exdusive
of extra service credit for serviee at unhealthful posts. and
who has paid into the Fund a special contributioO for each
year of service:

c. Any indiVidual who was appointed as a Binational Cen
ter Grantee and who completed. prior to February 15. 1981.
at least 5 years of satisfactory service as a grantee. as deter
mined by the Director of Personnel of USIA or under any oth
er appointment under the Foreign Service Act of 1946, as
amended, who has paid into the Fund a special contribution
under section 671.4 for such service;
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d. Members of the Service who transfer to a public inter
national organization and make contributions to the FUnd un
der the authonty of subchapter IV, chapter 35, title 5, U.S.
Code; and

e. Any person convertea to the competitivl~ service under
section 2104 of the Act who elects to participate in the Sys
tem under section 21 06(b)(1) or (2) shall remain a participant
so long as the person is employed in an a~lency which is
authorized to utilize the Foreign Service per~.onnel system.

NOTE.-If an employee who is a participan't in the System
is appointed by the President. either with or without the c0n

sent of the Senate, to a position in any agency of the U.S.
Government. any U.S. delegation Of' mission to any intema
tional organization, any international commission, Of' in any
international body. such an offICer shall not. by virtue of ac
ceptance to such an appointment. lose status as a partici
pant in the System.

671.4 Contributions to Fund
671.4-1 Amount of Contributions

Each participant is required to contribute 7 percent of basic
salary to the Fund. The contributions from salary. together
with the matching contributions from the salary appro
priation. are deposited by the agencies in the Treasury of the
United States to the credit of the Fund.

671.4-2 Periods of Leave Without Play and
Military Service

Contributions may not be made for any periods of leave
without pay except (a.) A participant who entE!rs on approved
leave without pay to serve as a full-time employee of an
organization composed primarily of Government employees
may. within 60 days after entering on that lleave with pay.
pursuant to section 671.s.6 file with the employing agency
an election to receive full retirement credit fC)f such periods
of leave without pay and arrange to pay conourrently into the
Fund through the empk>ying agency, amounts equal to the
retirement deductions and agency contributk)flS on the sala
ry rate that would be applicable if the partic:ipant were In a
pay status. (b.) A participant who. while on approved leave
without pay, serves as a fuU-time paid employee of a Member
of office of the Congress shaJI continue to maI<e contributions
to the FUnd based upon the Foreign Service salary rate that
would be in effect If the participant were In a pay status. The
participant's employing office In the Congnr.~s shaD make a
matching contribution (from the appropriation or fund which
is used for payment of the salary of the participant) to the
Treasury of the United States to the credit of the Fund. All
such periods of service for which fuR contributions are made
are fully creditable (see section 671.5-16). (c:.) A participant.
who, while on approved leave without pay. serves under a
PIT appointment shaD be subject once again to have Foreign
Service retirement contributions withheld fn:>m salary.

671.4-3 Special Contributions

a. A participant may eIeet to make a speaal contribution
to obtain credit for prior service for which refunds (Ium~sum
payments) have been made (see section 671.5-9) or to avoid
a reduction in the participant's annuity for failure to make the
contribution as explained in section 673.3. A special contri
bution equals 5 percent of the individual's ba:sic annual salary
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for each year 01 service 'or which credit is sought trom JUly
'. 1924 to October t 6. 1960; 6- t/2 percentlrom October t 7.
1960 to December 31, 1969; and 7 percent on and after Jan
uary ,. 19"0. Special contnbutions will Include Interest com
puted 'rom the midpoint 0' the service In question. or 'rom
the date when the re'und was paid. to the date 0' payment
0' the special contribution or commencing 0' annuity. which
ever IS earlier. Interest IS compounded at the rate 0' 4 percent
annually to December 31. 1976. and at 3 percent annually
therealleL No Interest shall be charged on special contribu
tions 'or any penod 0' separation 'rom Government service
which begdn be'ore O.:tobe( 1. t956.

b. A p<!1 son who becomes a participant In this System
by direct IIdnsler Without a break In service 'rom another re
tlrefT,£,nt s·,·~tem tor Government civilian employees does not
have to make a special contnbution because contributions
to the ou-.er hJl\d Will be trans'ered automatically, and 'ull
credit Will lJe granted 'or all service 'or whICh contributions
are so made. A person who becomes a partICIpant in this
System atler d break In servICe under some other retirement
system 'or Gu'/ernment CIVIlian employees or after receiving
a lump-Slim payment under thiS or another retirement system
may uetertlllne the amount at the speaal conlnbution owed
by submltllllg Fcrm OF- t 4 t. Application tor Service Credit
(E;;hlblt 6714-3bl to the emplOying agency. Submission 0'
thiS 101m '1.'111 not obligate the participant to make the contri
bution but HIli assure that proper recognition is given in the
annuity CComputatlon tor all pnor servICe.

c Upon receipt 0' Form OF- t 4 t. the agency will obtain
trom the Olilc€: 01 Personnel Management. or other agency,I' necesS3rl'. venllcatlon ot all service claimed. The agency
\"IllItllen Inform the participant In wnting 0' the amount 0' the
contribution required 'or the prior service.

d A partlclpCint may elect to make a special contribution
to co',er dll or a portion at pnor Civilian service. However. II
purGr·ase IS t:lected tor only a portion 01 prior servICe or if pay
ment IS r.Cot completed at the time annuity payment begins.
the contribution that IS made shall be applied 'lrst to the latest
Sell/ICe ccmpleteC1 P(lor to beComing a partiCipant for which
a 1~lund lIur'1p-sum payment) was made and then to the
most recent service completed for which no retirement con
tllbuhons were made. It annuity commences betore a special
contnbuhon IS fully paid. a participant or survivor may elect
to have the net annuity (as de'ined in section 671.8-2b) offset
agaInst the amount owed to cover the balance of the special
COnYlibutlcn prOVided the total amount owed can be collected
110m acclI.ed annUity In 4 months or less. If the amount owed
cannot be collecte~1 wlth,n 4 months. the balance of the spe
Cial contnhutlon must be paid In a lump-sum prior to the com
mencement 01 annuMy payments. or the annuity will be
computed Nlthout benetlt 0' the unpaid contnbution.

e. All remittanceS by personal check tor this purpose
shall be rl'olde payable to the participant's agency and shall
be lor U S dollars. payable at par. at a banking institution
In (he UMed States (checks drawn on toreign banking insti
tuIJOns are not acceplable). These remittances shall be for
walCeC1 te the participant s agency: Cashlef Unit. and the
transmittal letter. or memorandum subject: AFIN, Office 0'
Finance ~!Iall c/,;ally indicate that the remittance is to pur
l.tla~e FOIt':lgn Sf:r\'ICf: letrrement credit and tully identify the
ptrsor, te be credited Allotments 01 pay lor this purpose
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shall be marked: "tor deposit in the Foreign Service Retire
ment and Disability Fund for purchase of prior service credIt
for (name of participant to be credited)." (See 4 FAM 556 tor
allotments tor this purpose.) The disbursing officer shall for
ward such allotment of pay to the appropriate agency finance
oHrce by mernorandumsubject: AFIN. Purchase at Service
Credit tor (name of person to be credited). ForeIgn Service
Retirement and Disability Fund.

671.4-4 Automatic Transfer of Contributions
from Another System

II an employee under some other Government retirement
system becomes a participant in the Foreign Service Retire
ment and Disability System by direct trans'er, such employ
ee s total contributions and deposits. including interest
accrued thereon. except Voluntary contributions. are trans
ferred to the Fund as of the date such employee becomes
a participant. The transfer of such funds shall constitute a
complete discharge and acquittance of all claims and de
mands against the retirement system on account of servICes
rendered before becoming a participant in the System. No
employee whose contributions are so transferred is required
to make contributions in addition to those transferred for pe
riods ot service 'or which full contributions were made to the
other Government retirement fund. nor is any re'und made
to any such employee on account of contributions made dur
ing any period to the other Government retirement fund at
a higher rate than that fixed by section 671.4-3a tor contribu
tions to this retirement Fund.

671.5 Creditable Service
671.5-1 General Policy

Except as otherwise specified by law. all periods of civilian
and military and naval service. and all other periods through
the date of tinal separation 0' a participant from the Service
that PERIERIRET determines would be creditable toward re
tirement under the Civil 5ervice Retirement and Disability
System (as determined under section 8332 at title 5. United
Slates Code). shall be creditable for purposes of Foreign Ser
vice Retirement. Conversely. any such service performed af
ter December 3t. 1976. that would not be creditable under
specified conditions under section 8332 of title 5. United
St3tes Code. shall be excluded under the same conditions
and not counted under this section. Generally this means that
all service in the executive. judicial. and legislative branches
of the Federal Government. unless excluded by seetiO'; 8332.
title 5. U.S.C.• are creditable for purposes of computing For
eign Service Retirement benefits. Service creditable under
section 8332 of title 5 is described in section 675. AppendiX
A, subchapter 53.

671.5-2 Exclusion Based on Eligibility for
Annuity Under Another System

No participant may obtain prior civilian service credit on the
baSIS of which the participant is receiving or will in the tuture
be entitled to receive any annuity under another retirement
system covering civilian personnel of the Government or
personnel of a public international organization. Participants
may waive the other Government annuity and transter the
credit to this System if they wish such credit.



671.5-3 Option to Suspend or Waive Retired
Military Pay

a. Credit for prior military servICe which forms the basis
for military retired pay. except for certain types of retired pay.
described ,n Federal Personnel Manual Supplement S3-5 (3
FAM 675 Appendix A). or a Veterans pension or compensa
tion in lieu of retired pay. may not be credited toward eligibility
for annuit} nor computatIOn of annuity under this chapter un
less the military retired pay is waived. However. if a military
retiree waIves military retired pay and the military service is
not needed to establish eligibility for an annuity. but is used
only In computing the annuity. the military retiree may revoke
the waiver upon reaching age 62. have the annuity reduced
under section 671.5-4 and have the retired pay reinstated.

b. A p.,rticipant who is in receipt of retired pay which bars
credit for nlliltary servICe may elect to waive the right to future
military rehred pay and to have military service added to civil
ian servict- for the purpose of obtaining a greater benefit in
the form 01 annuity under the System. The participant's waiv
er request specifying the effective date of the waiver and s0

cial secunty number. should be forwarded directly to the
Military Finance Center from which retired pay is received at
least 60 days before the commencing date of annuity under
the Act. The waiver should be worded in the following man
ner:

"1. (full name and military serial number). hereby waive my
military retired pay. effective (date of retirement). I hereby au
thorize the Department of State to withhold from my Foreign
Service retirement annuity any amount of military retired pay
granted beyond the effective date of this waiver due to any
delay in receiving or processing this election. I request that
a copy of your acknowledgement be sent directly to:

Department of State
Retirement Division
Room 1251. Main State Building
Washington. D.C. 20520"

The retiring participant should attach to the application for
retirement a copy of the letter to the Military Finance Center.

c. If the partiCipant dies and received military retired pay
under conditions whereby such participant could not have
used the military service had the participant retired on the
date of death. the military service cannot be used in determin
Ing the amount of the survivor annuity. A survivQl' annuitant
cannot waive the military retired pay the participant was re
ceiVing on the date of death.

671.5-4 Exclusion Based on Eligibility for Social
Security

Any par t1cipant. annuitant, or survivor becoming eligible.
or upon proper application would be eligible. for a monthly
Old-age or survivor benefit under title II of the Social Security
Act. base<: on Peace Corps. Vista. or military or naval service
performec after December 31. 1976. will be ineligible to count
this service as creditable service under this section. If this
service Isncluded in an initial computation. when the annu
Itant al1alns eligibility for the social security benefit. the annui
ty will be recomputed and this service excluded from the
computatli)n eHective on the first of the month the annUitant
becomes ~ntltled to the SOCial secunty benefit.
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671.5-5 Periods of Absence

Credit is granted for all leave without pay. and for time on
the rolls In a nonpay status; for example. leave WIthout pay.
suspension. furlough. and absence Without leave whICh does
not exceed 6 months in the aggregate in any calendar year
(except when the entire period is creditable as provided In
section 671.5-6. 671.5·8. and 671.5-16).

671.5-6 Employee Organization

a. Effective November 7, 1976. a participant who takes
leave without pay (LWOP) to serve full-time in an employee
organization composed primarily of Government employees
will be required to pay into the Fund both the employee and
employer retirement contribution (14 percent of basic salary)
for aU such service to obtain retirement credit or to make no
deposit and forego all r~tirement credit for LWOP.

b. A participant may make a special contribution for any
pened of approved LWOP prior to November 7', 1976. while
serving full-time in such an employee organiza1tion to obtain
full retirement credit for such period of LWOP. If such contri
bution is not made. up to 6 months' credit ShCil1l be allowed
for such LWOP each calendar year. Any such special con
tribution shall be based upon the suspended Foreign Service
salary rate and shall be computed under section 671.4-3.

871.5-7 Japanese-American. Employe4t Service
Full credit is allowed. without deposit. to certain

Japanese-American employees while Citizens I:>f the United
States or aliens lawfully admitted to the United States for pe
riods of confinement in intemment camps during World War
II. Retirement credit is allowed only for that portion of the pe
riod of intemment or detention occurring after llhe employee
attained 18 years of age and for which credit hellS not already
been allowed under Public Law 86-782, which granted spe
Cial Civil Service pay and retirement benefits to those ind:vld
uals of Japanese ancestry who had been interned and who
were employed by the Federal Government as of July 15.
1952. For purposes of obtaining credit under this sect;on.
"World War II" means the period beginning December 7.
1941, and ending December 13, 1946.

671.5-8 Employees' Compensation
If a participant is receiving employee-compensation bene

fits under 5 U.S.C. 8101-8150. credit is given for the entire
period jf the participant is carried on the rolls of a Govern
ment agency in a leave without pay status. Also. full credit
is allowed for all or the portion of the period I:>f separation
during which a former participant receives employee's com
pensation. prOVided the participant is later reemployed.

671.5-9 Breaks in Service

Separations of only 1.2. or 3 calendar days are not deduct
ed In computing total creditable service. No creltjit is allowed.
however. for any period of separation which totals more than
3 calendar days.

671.5-10 Periods for Which Refunds l-fave Been
Made

Creditable service for which retirement dedluctlons hav'!
been refunded to a participant is included if a special contrt
bution is made to the Fund. If special contribution IS not
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or hom the date the election to receive extra credit becomes
eHf:ochve. through the date of final departure. Including leal/es
of ;Ibsence spent at the post or elsewhere and excluding
temporary duty. detail. or consultation at a post not on the
unhealthful list. Any fraction of a month appearing in the final
total is counted as an entire month. This result is then diVided
by lwO and the answer represents the extra credit to which
the participant is entitled. For example:

d A participant in the System may receive extra credit
for service performed at an unhealthful post Defore becoming
a participant. if (1) service was performed in an .~merican For
eign Service personnel category or under a General Schedule
appointment with a Foreign Affairs Agency. (2) the par
ticipant has made full contnbutions to the Fund for such peri
od of service or a deduction made under section 6733-1b,
and (3) the person was ineligible to recetve a salary differen
tial while assigned to such post.

e Extra credit for servICe at an unhealthful post is count
ed for the purpose of meeting the minimum length of service
required for retirement eligibility. eligibility for survivor annuity
under section 673.5 (but see restriction in section 671.7 ·3a
applicable to former spouses), and eligibility. to continue
health and life insurance coverages into retirement. if all other
reqUirements have been met. However. the extra credit for
servICe at an unhealthful post cannot be added in computing
the employee's oohtgh-3" average salary.

671.5-15 Credit for Unused Sick Leave

The service of an employee who (1) retires on immediate
annuity or (2) dies leaving a survivor entitled to survivor annu
ity IS increased by the days of unused sick leave to the em
ployee's credit. The days of unused sick leave thus added
are used only in counting the number of years and months
of service for annuity computation purposes; they cannot be
added in comPUting the employee's high-3 average salary or
for the purpose of meeting the minimum length of service re
qUired for retirement eligibility. However, unused SICk leave
may De credited without regard to the 35-year limitatIon men
tioned in section 673.3-1. An immediate annuity is one which
begins to accrue no later than 1 month after the employee
is separated. A separated employee entitled to a deferred an
nUity beginning at age 60 is not entitled to retirement credit
for unused sick leave jf that individual attains age 60 more
than 1 month after separation.

Total

2

6

9

15

5

3

2

2

4 ~._

4 2
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Jc. thIs .;ervlce IS not included in length of servtee for an
1,....ly camp Jtatlon. but IS included for all other purposes.

671.5-11 Service for Which Retirement
Deductions Have Not Been Made

Even th<·ugh retirement deductions were. not made for a
penod of (,overnment civilian service. credit generally may
be given w·thout special contribution to cover this servtee.
If a special contnbutlOn IS not made. however. the annuity
IS subJect t ) reduction as explained in section 673.3.

671.5-12 Terminal Leav~

A lump-~ 'Jm payment covenng accrued accumulated and
restored a"nual leave IS not conSidered pay for retirement

-poses. Ind no credit IS allowed for the perIOd covered by
..: paymellt.

671.5-13 Fractional Part of a Month in Total
Service

In complltlng a partIcipant's total creditable service, the
fractional fJart of a month In the aggregated servICe IS elimi
nated. For p.xample. a participant who has two periodS of
crecfltable service. one of 2 years. 6 months. and 20 days du
ration and the other 1Byears. 3 months. and 15 days dura
tion. IS glvf>n credit for a total of 20 years and 10 months of
service.

671.5-14 Service at Unhealthful Posts

3 The Allowances StaH (A/ALS) may from time to time
establish a liSt of places which. by reason of climatiC or other
extreme c(.nditions. are to be classified as unhealthful (see
EXhIbit 671 5-14a). A/ALS may at any time cancel the desig
natIon of any post on the unhealthful list. and such cancella
tion does not aHect any credit accrued for service at such
poSf beforp the cancellatlOO date.

b. Chiefs of mission of Class I posts who are also partICi
pants In the Foretgn Service Retirement and Disability Sys
tem automatically receive extra service credit toward
retirement lor service at unhealthful posts. Other participants
In the Syslem who are assigned to unhealthful posts auto
matically n~celve post diHerential pay. if such is prescribed
',r the post or they may elect to recetve extra service credit
'ward ret,rement In lieu of post differential pay on Form
F-140. ElectIOn to Receive Extra Service Credit Towards

Retlremenl (Exhibit 671 .5-141:)). Any such electiOn filed on or
after November 22. 1978. is irrevocable for the duration of
the partiCipant's assignment at the post. Except that when
ever there IS a change by the Department in benefits SUCh
as the removal of the pay cap or an increase or decrease in
a post differential. a participant whose benefits are changed
may revokp. the election within 60 days of the benefit change.
For thiS pllrpose. an assignment would be terminated by
travel to the U.S. for home leave and return. Returning to the
same post would conshtute a new asstgnment thereby per
mItting a new election jf desired.

c Extra serVice credit IS granted in an amount equal to
one-half the tIme spent at an unhealthful post exclusive of
time absent from the post on temporary duty. consultation.
or detail at other locatIOns not designated as unhealthful. In
computing the extra service credit. count the total amount
of time spent at an unhealthful post from the date of arnval.
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671.5-16 Credit While on Approved LWOP to

Serve as an Employee of Congress
A participant whO. while on approved leave without pay,

serves as a full· time paid employee of a Member or office of
the Congr~ss. shall continue to make contributions to the
Fund basell upon the Foreign Service Salary rate that would
be ,n effecl If the partiCipant were in a pay status. The partlCi·
pant's employing office In the Congress shall make a match
ing contribution to the credit of the Fund. All periods of
service for which full contributions to the Fund are made un
def thiS sedon are considered creditable service for all pur
poses and shall not. unless all retirement credit is
transferrea. be counted as creditable servd! undef any other
Government retirement system.

671.5-17 Special Rules for Computing
Creditable Service for Purposes of
Payments to Fonner Spouses

For the purpose of determining the pro rata share of annui
ty. SUrviVor annuity, or lump-sum payable to a former
spouse. and only for thiS purpose. the following shall be con
Sidered creditable service:

a. The entire period of a principal'S approved leave with
out pay dunng full-time service with an organization com
posed pnmarlly of Government employees irrespective of
whether the pnnclpal elects to make payments to' the Fund
for thiS servIce as described in section 671.5-6:

b. The entire period of Government service for which a
prinCipal received a refund of retirement contributions which
the principal has not repaid unless the former spouse re
ceived under section 673.8 a portion of the (lump-sum) refund
or unless a spousal agreement or court order provided that
no portion of the refund be paid to the former spouse: and

c. All creditable service Including service in excess of 35
years notWithstanding the limitatIOn in section 673.3-1.

Extra cr~it earned for service at an unhealthful post is
counted for this purpose prOVided the former spouse resided
at the post See section 671.7-3.

The penod covered by the credit for unused SIck leave un
der section 671 .5-15 is not creditable for thIS purpose.

671.6 Sources of Moneys
The Fund is maintained by:
a. Deductions equal to seven percent of basic salary re

ceived by p.ach partiCipant and matching contributions from
the emplOying agencies:

b. Special contributions from partiCipants and transfers
of contributions from other retirement systems under sec
tIOns 671.4 and 673.3-1 c:

c. Appropriations to the Fund authorized by section 821
of the Act to amortize certain unfunded liabilities of the Sys
tem and to meet the portion of the Foreign service normal
cost not met by contnbutions under paragraphs a and b;

d. Payments Into the Fund from the Treasury pursuant
to section 822 of the Act equ:valent to interest on the unfund
ed liability of the System and to defray the cost of free credit
for military and naval servIce: and

e Earnings of Fund Investments under section 819 of the
Act

The Office of Budget and Planning (M/COMP/BP) with the
adVice of lhe Actuary In the Office of the Secretary of the

Treasury determines the amount of approprtatlons and pay
ments under paragraphs C and d.

671 .7 Required Notifications to
Department Respecting Spouses
and Former Spouses

671.7-1 Notification from Participant or
Annuitant

II a participant or former partiCipant becomes divorced on
or atter February 15. 1981. the participant shall notafy the De
partment (PER/ER/RET) of the divorce on or prior to its effec
tive date. The notice shall Include the effectivo date of the
divorce: the full name. mailing address. and dalte of birth of
the former spouse: the date of the members malrriage to that
person: and an enclosed certified copy of the divorce decree.
It there IS a court order or spousal agreement conceming
payment or nonpayment of Foreign Service bl!netits to the
former spouse. the original or a certified copy of the order
or agreement shall also be forwarded to PER/EFIIRET. In the
absence of a court order or spousal agreement providing oth
erwise. the Department will pay a pro rata shafl3 of the mem
ber s benefits to the former spouse as descritecl in section
673.2-1. (A former spouse of a former participant who sepa
rated from the Service on or before February 1S. 1981. is not
eligible for a pension under sectIOn 673.2. that liS. not eligible
for a pro rata share of the principal'S annuity.) Upon receipt
of notice of a divorce. a court order, or SPOUSlll agreement.
the Department will proceed as indIcated in sec;tion 671.8 or
671.9. Delinquent notice to the Department of tlhe divorce of
an annuitant will result in retroactive payment~i to any quali
fied former spouse to the extent that the retroactive pay
ments can be deducted from future annuity pa'fments to the
prinCipal as stated in sectIOn 671.8-4.

671.7-2 Notification to Department From Former
Spouse

A former spouse is Obligated to notify the Department on
a timely basis of the following:

a. A divorce from a participant or former palrticipant when
the former spouse is notified by the court of the divorce be
fore the participant is notified:

b Any change in address: and
c. Any remarriage.
Notices shall be sent to the Department of S1late. Attention

PER/ER/RET. Washington. D.C. 20520.

671.7-3 Residence of Spouse During Service at
Unhealthful Post

a. The calculation of the pro rata share of benefits for a
former spouse. and the determination of whElther a person
qualifies as a "former spouse" depends on thl3length of the
marriage. The latter, under the definition in the Act and when
the principal has received extra service credit for an assign
ment to an unhealthful post. depends upon wMther a spouse
has resided with the principal at the unhealthful post. In order
to determine reSidency for this purpose. whenever a married
partiCipant is assigned to an unhealthful post for which the
participant does not receive post differential and does re
ceIVe or request extra service credit pursu;:tnt to section
671.5-14. the part'clpaflt shall report on Form OF-140. Elec-

I .. i:
\tt#
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tlon to ReceIve Extra 5erv.ce Credit TOWafds AebretINAI.
whether tt:l~ participant's spouse is or is not residing at the
post. Alth( .ugh a ~Ief of miSSion is not reqUIred to submit
Form OF- 140 In order to receive extra credit for service at
an unheal1tlful PQSt. the chlef of mtsSlOfl must nevertNless
SUbmit thl~ form d \he chief of mi5S'Otl haS a spQUS8. 10 ,..
COld the rf-:;!denGe of own spouse. Both the partICIpant ana
spouse $hall Sign the completed form. If there IS a change
In reslden<;e of the spouse dunng the assignment. a new
Form OF-t40 shaillae filet! to report ttle change.

b Whf>never a participant retires or b!aCOIT1es divQJCM.
or whenev.~ a former partICIpant beCOMeS eivorced w'-t has
extra servIce credit for assignment at an unhealthful post
completed prior to the Issuance of this reguiatlQfl aoo wI'Io
was married dunng at least a portion of tile assign~. the
PaftlCIPaot or former partlO....t $h.u suItfNt a sta......
PER;ER/RET repor1iAg on whether the perticipant's~
resided at the unheaUhf·ul posts and the lilates of such resi
dence The statement shall be signed by the prinCIpal and the
pnnclpal's spouse or former spouse whenever POSSible.

c. In ttl... event of a disagreement between a principal and
principal'S ..pouse or former spouse concerning residenCy ..t
an unhealthful post. or the submission of a report or ...
ment by a principal showing a periOd of nonresidence at a
post by a spouse which is not signed by the spouse. the de
termanatlon of residence will be made by PER/ER/RET based
on records In the Department of paY"*'tS for travel~ al
lowances plus any other evider\C8 that can be adducec1ln
the abseACe of any evidence to the contrary. the assumption
will be made that the spouse resided at the post.

671.8 Court Orders and Divorce
Decrees

671.8-1 Orders by e Court

a. A court may-
(1) FIX the amount of any pension to a former spouse

under secllon 673.2. or order that none be paid;
(2) FIX the amount of any regular survivor aMuity to

a former spouse under paragraphs a and b of section
673.5-2. or order that none be paid:

{31 Order provision of an additional survivor annuity for
a spous~ or former spouse under S8C'ion 673.4-5;

(4)Fuc 1M arnot.Jftt 01 any benefit und8f section 113.4-7
based on reeall service payable to a former spouse to whom
the annuitant was marned during any portion of the recaU
servtee. or order thaI none be paid:

(5) FilII the amount of any lump-sum payable to a 'Of
mer spouse under section 673.8. or order that none be paid:

(6) Order. to the extent consistent with any obligation
stated In section 673.1-2 between a participant and'a former
spouse. artd under any court decree of divorce. legal separa
tion. or anr·ulment or any court ordered or approved property
settlement agreement Inctdent to any court decree 01 di
vorce.legal separation. or annulrnet"l. that anypay~
the Fund V'. hlch would otherwise be made to a former parto
pant base1 on that participant's service shall be paid fin
whole or 1'\ part) by the Secretary of State to a spouse or
prevIous spouse or child of such participant. No~
ment under thiS paragraph may be made of a payment authO
rized to be paid to a survivor of a partiCipant or annuitant.

t. An order by a court that does not meet the definition
of court" in section 671.2(7) is not valid for purposes of thiS
secllon even though a divorce decree ISSUed by such court
maV be a basis for pro rata share payments to a former
spouse as described In these regulallons.

671.8-2 Qualifying Court Order

a To be valid for purposes of this section. a court order
must be found to be "qualified" by PER/ER/RET aCllng for
the Secretary of State. A quallfytng court order must-

(1) Be consIstent with the terms of the Act and applIca
b�e regulations:

(2) Not direct payment of an amount tn excess of Ihe
ma .,mum amount authonzed to be paid by the relevant regu
lation;

(3) Direct that payments be made to an eligible benefi
ciary from a principal's Foreign Service retirement benelit or
survivor benefit. If a court directs or implies that a pnnClpal.
rather than/the Secretary of State or the Government. make
the payments. the order will not be considered qualified un
less the princlpaf dOes not obJect dUring the 30-day notice
penod provided under section 671.8-6:

(4) Define the amount to be paid to a benefiCIary In a
way so that it can be readily calculated from information rn

the normal files of the Department:
(5) Not make payment contingent upon events other

than those on which other payments from the Fund are
based such as age. marital status. and school attendance:
and

(6) Not be in conflict with any previously ISSUed court
oreer pertaining to another individual whiCh remains valid

b. No apportionment of aMuity to a benefiCiary under
section 671.8-1a(1) or (6) Shall exceed the net annUity 0' the
principal. The net annuity is computed by excluding from the
gross aMuity the amounts which are:

(1) Owed by the individual to the United S tates:
(2) Deducted for health benefits premiums under sec

tion 8906 of title 5. United States Code:
(3) Deducted for life insurance premiums under the

Government Ute Insurance Program:
(4) Owed due to overpayment of annUity:
(5) Properly withheld for Federal income tax purposes.

if amounts withheld are not greater than they would be if the
individual claimed all dependents to which that indiVidual was
entitled.

671.8-3 Application for Peyment

II. To receive payment\from the Fund pursuant to a court
award. the beneficiary must submit an application in writing
to the Chief of the Retirement Division (PER/ER/RETl. De
partment of State. Washington. D.C. 20520. The application
must be typed or printed. signed by the beneficiary. and In
clude:

(1) The full name. date of birth. current address. and
current marital status of the beneficiary:

(2) Full name and date of birth of the participant or for
mer participant and/or other identifying information:

(3) Relationship to the beneficiary. and if a spouse or
former spouse. date of marriage to and/or divorce from the
partiCipant: and



(4) A statement that ttle court order has not been
:nended. superseded. or set aside.
The origlllal of the court order or a recently certified copy

lUst be enclosed with the application. or a statement ap- .
ended that such a copy has been sef}t to the Department
yother means.
b. When payments are subject to termination upon the

ccurrence of a condition subsequent, such as marriage. re
13rriage. or termination of schooling. or death of the princi
.al. no payment will be made until the benefICiary submits
. statement to PER/ER/RET that:

(1) The condition has not occurred:
(2) The benefICiary will notify the Department

PER/ER/REn within 15 calendar days of the occurrence of
.he conditIOn subsequent: and

(3) The beneficiary will be personally liable for any over
:>ayment to self resulting from the occurrence of the condition
iubsequent. PER/ER/RET may require periodic recertiflCa~

]()fl of these statements.

571.8-4 Date of Court Orders

a. A court order directing or barring payment Of a pension
to a former spouse under section 673.2 may not be given ef
fect by the Department if it is issued more than 12 months
after the diVorce becomes final. A court order adjusting the
amount of a regular or additional survivor annuity to a former
spouse uncler sections 673.5-2 or 673.4-5 may not be given
effect by the Department if it is issued after the death of the
principal.

b. A court order. iSSued within 12 months after a divorce
becomes final. directing payment of a pension to a former
spouse in an amount other than provided in section 673.2
may be made retroactively effective to the first of the month
in which thp. divorce becomes final if so specifl8d by the court.
In such event. the Department will adjust any future pay
ments that may become due to an annuitant and a former
spouse by Increasing one and correspondingly reducing the
other to give effect to the order of the court. However. if fu
ture paymp.nts to one party are not due. as for example if
a court orders that no payments be made to a former spouse.
or that 100 percent of an annuity be paid as pension to a for
mer spouse. the Department cannot give retroactive effect
to a court order by collecting overpayments from one party
to pay them to the other party and cannot make overpay
ments tram the Fund.

c. A court order under thiS chapter InvolVing any payment
other than a penSion to a former spouse under section 6732
may not be given retroactive effect and shall not be effective
until It IS determined to be a qualifying order under section
6718-5

671.8-5 Preliminary Review

a Upon receipt of an application for payment under sec-
lton 67183. PER/ER/RET will determine whether-

(1) The applicatiOn IS complete;
(2) T'"Ie applicant IS an eligible benefiCiary under this

chapter. and
(3) Tne court order is a qualifying order.

II the application IS complete. the benefiCiary is eligible, and
thp. court order appears on its face to be a qualifying order.
PER ERRET Will prOVide the notification reqUired by Section

671.8-6. Otherwise. it will notify the applicant of any defici
encyor requirement for additional information. alnd If the or
der IS determined to be non-qualifying, PER/ER/FIET will noti
fy the applicant of the basis for such determin~ltion.

b. Upon receipt of a certihed copy of final decree of di
vorce. PERIER/RET will determine whether-

(1) It Is a valid decree. Any judicial decreet recognized
as valid by the parties will be considered valid for this pur
pose. In addition. any non-recognized decree Will be con
sidered valid for this purpose unless:

(a) Neither party was domiciled within the court's JUrlS

dictlOl'l; and
(b) The party denying recognition did not participate in

the proceedings; or
. (e) The party denying recognition was not afforded na

tice of the proceedings (actual or constructive):;
(2) A related court order has been submit1ted by etther

party; and
(3) A pro rata share payment is or may loecorne due

the lormer spouse.
If a divorce decree is deemed valid under this paragraph.

a pro rata share payment is due a former spouse unless
PER/ER/RET is in receipt of a court order whICh it has
deemed qualified under paragraph a. or a v,alid spousal
agreement providing otherwise. If PER/ER/RET determines
that a pro rata share payment is due. it will provide the notifi
cation required by section 671.8-6. Otherwise. unless action
is being taken pursuant to a related court order. it will notify
both parties to the divorce the reason a pro rata share pay
ment is not payable.

871.8-8 Notification
ao Notification to a Principal

Whenever PER/ER/RET receives from a former spouse or
other eligible beneficiary-

(1) A court order whICh it deems qualified that reqUires
payment to the beneficiary; or

(2) A final decree of divorce which it deElmS valid ta
gether with a request for a pro rata shal'e payment.
PER/ER/RET wilt send a copy of the document to the pnncl
pal and it notice stating:

(a) That PER/ER/RET deems the order qualified or the
divi)rce decree valid;

(b) That payments will be made from the pnnClpal's ac·
count to the beneficiary and the effective date ot such pay
ments; and

(c) The effect of such payments on the principal'S re
tirement benefit.

In the case of any court order with retroactive or immediate
effect. and in the case of pro rata share payments. the
amounts will be withheld from future payments to the prinCI
pal but will not be paid to the beneficiary for ~~O days from
the notice date in order to give the principal an opportunity
to contest the court order or the validity of thE! divorce

PER/ER/RET Will prOVide the former spouse or other bene·
liclary the same information. stating the exact amount that
will be payable to the benefiCiary and explalmng how that
amount was calculated.
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b. Notification to • Former Spouse

When PLRIER/RET receives from a pnncipal a court order
whIch It d~ems Qualified that reqUires or forbids payment to
a former spouse or a final decree of divorce which it deems
valid wlthoul an accompanying court order. PER/ER/RET will
send a cop f of the document to the former spouse and notice
stating:

(1) n'at PER/ER/RET deems the court order Qualified
or the divorce decree valid:

(2) That PER/ER/RET i,.tends to honor the court de
cree or to Inake pro rata share payments because of the di
vorce: an<:

(3) Tile effective date. exact dmount. and method of
calculatIOn of any payments to the former spouse.

PER/ER RET will provide the same information to the pnn
clpal and .vllI explain the effect any payment to a former
spouse will have on the principal's retirement benefit.

671.8-7 Decision

a When a response has not been received by
PER/ER/RET from a pnnclpal within the 30-day period under
sectIOn 6718-6a. payment will be made in accordance with
the notlficahon. When a response is received, the Chief.
PER/ER/R ET will consider the response. If it is shown that
a court onJer is not Qualifying or that a divorce is not valid
under terms of the Act and these regulationS. payment pro
posed In trle notification will not be made. In such-a case.
PER/ER/RET will advise bOth parties of the basis for its deci
Sion and tne alternative action. If any. that it proposes to
take.

b. If a prinCipal responding to a notification under section
6718-6a ObJects to the payment or other action proposed
by the Department In the notification based on the validity
of the court order or divorce decree. and the record contains
support for the obJection. PER/ER/RET will grant the princi
pal 30 days to initiate formal legal action to determine the
validity of tne objection. will continue to delay payment to the
former spouse or other beneficiary during thiS period, and will
notify the beneficiary of thiS action. If evidence is submitted
that formal legal action has been started within the 3Q-day
penod. thfc' amount of any proposed payment to a former
spouse or other beneficiary will continue to be withheld from
any paymf>nts due the principal, but no payment will be made
to the former spouse or other beneficiary until a judicial deci
sion IS ren,jered or agreement reached between the parties.

671.8-8 Allotment to Beneficiary
If a COUll order IS not a qualifying court order because it

directs or Implies that payment to the beneficiary is to be
made by tr.e pnncipal ralher than the Secretary of State. the
prrnclpal may make an allotment to the beneficiary from the
pnnClpal's own annUity. An annuitant may also make an allot·
ment from own annuity to a prevIOus spouse in the absence
of a court vrder.

671.8-9 Limitations

a Retl/ement benefits are subject to apportionment by
court order under section 671.8-1 (61 only while the principal
IS hVlng. Payment of apportioned amounts will be made only
to a prevIous spouse and/or the children of the principal.
SUCh payments Will not be made to any, of the following:

j

(1) Hetrs or legatees of the prevIOus spouse:
(2) Creditors of either the prinCipal or the prevIous

spouse: or
(3) Assignees of either the prinCipal or the prevIous

spouse.
b. The amount of any court ordered payment may not be

less than one dollar and. in the absence of compelling Circum·
stances. shall be in whole dollars.

c. In honoring and complying with a court order. the De
partment shall not be required to disrupt the scheduled meth
od of accruing retirement benefits or the normal timing lor
making such payments. despite the eXistence of any special
schedule relating to a previous spouse or other beneficiary.

d In cases where the court order apportions a percent·
age of the retirement benefits. PER/ER/RET Will Initially de
termine the amount of proper payment. That amount will only
be Increased by future cost"f-livlng increases unless the
court directs otherwise.

671.8-10 Liability

a. The Department shall not be liable for any payment
made from retirement benefits pursuant to a court order il
such payment is made under the provisions of thiS chapter.

b. In the event that the Secretary is served with court or
ders concerning more than one beneficiary fCY. the same re
tirement benefits. the benefits shall be available to satisfy the
court orders on a first-come. first-served basis.

c. A previous spouse or other beneficiary may request
that an amount be withheld from the retirement benefits of
a principal or survivor of a principal whICh is less than the
amount stipulated in a court order. or otherwisa sc:hi::duled
to be paid to the beneficiary under this Chapter. This lower
amount will be deemed a complete fulfillment of the obligation
of the Department for the pei"iod in which the request IS in
eNect. See section 672.7.

671.9 Spousal Agreements
671.9-1 Purpose

A spousal agreement may be used by bOth parties to es
tablish an agreed-upon level of benefits to a spouse or a for
mer spouse and to relieve the particIpant of responsibility for
providing a higher level of benefits.

671.9-2 Agreement With Spouse

a. A spousal agreement between a participant and a
spouse may waive or fix the level of a regular survivor annuity
under section 673.5-3. If an agreement is filed. It Will assure
the spouse that the agreed level of survivor annuity Will be
pard. irrespective of a future divorce provided the survivor
meets the definition of "former spouse" in section 671.2(1)
unless the court in the divorce orders otherwise. If an agree
ment is not filed. the participant's annuity will be reduced un
der section 673.4-2 to provide the maximum regular survivor
annuity for the spouse. but In the event of a future divorce
if the spouse meets the definition of "fanner spouse." that
person will be entitled only to a pro rata share of the survivor
annuity. An agreement under this paragraph may be filed
with PER/ER/RET at any time prior to retirement (com
mencement of the principal's annuity). (See section
673.5-2b.)
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671.10 Annual Notification of Rights
The Chief of PERIERIRET shall. at least annually, take all

reasonable steps to notify all participants and fl)l1l'l8f' partici
pants. and spouses and former spouses of participants and
former participants of their rights and obligations under the
Act and these regulations as required by s~tion 806(k) of
the Act.

671.9-5 Limitations

a. A spousal agreement may not provide l'or any pay
ment from the Fund in excess of the amount otherwise
authonzed to be paid. or at a time not authof'i2:ed by these
regUlations. or to a person other than a spoU!>8 or former
spouse.

b. A spousal agreement must be filed with the Depart
ment. Attention PERIERIRET. and accepted by that oHice
as In conformance with the Act and these regulntions before
the times specified in section 671.9-2 and 671.'9-3. That of
fice will provide advice to the parties on the vcllidity of any
proposed agreement and on proper format.

c. A spousal agreement may appty only 1:0 payments
from the Fund for periods after receipt of a valid agreement
by the Department.

d. Parts b. c. and d of section 671.8-9 and section
671.8-10 apply to spousal agreements and payments made
pursuant to spousal agreements to the same extent that they
apply to court orders and court ordered paym!flts.

671.9-6 Duration and Precedence of Spousal
Agreements

a. A spousal agreement may be revised or voided by
agreement of the parties (by filing a new agreement under
this section) at any time prior to the last day ror riling an
agreement determined under section 671.9-2 or 671.9-3. ex
cept spousal agreements for additional survivor annuities are
irrevocable. After the last day for filing a particular agree
ment. such agreement is irrevocable.

b. A valid spousal agreement entered into sllJbsequent to
the Issuance of a court order anecting the same parties will
override the court order. and shall govern payments from the
Fund.

c. A spousaf agreement may not overridl! a previous
spousal agreement invOlving the same principal but a diner
ent spouse or former spouse without agreet'1nent of such
spouse or former spouse.
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b. A spousal agreement between an annuitant and a and approved by a court regardless of the date l)f the agree-
pouse filed with PERIERIRET before commencement of a ment.
upplemenlal annUity for recall service may waive a supple- b. A spousal agreement must either be authenticated by
lental survivor annuity that would otherwise be provided for a court or notanzed.
spouse under section 673.4-7.
c. A spousal agreement between a participant or former

artlClpant and a spouse may be filed with PERIERIRET at
ny time under sectton 673.4-5 and provide for an additional
urvlvor annuity for the spouse.
d. A spousal agreement filed under paragraph a. b. or c

emams valid and binding in the event of divorce if the spouse
/ualifles a~ a former spouse unless the court in the divorce
,rders oth,?rwise.

i71.9-3 Agreement With Former Spouse

a. A spousal agreement between a participant or former
lartlclpant and a former spouse may waive. reduce. or in
.ease the following benefits for a former spouse:

(1) A pension under section 673.2;
(2) A regular survivor annuity under section 673.5-2;
(3) A supplemental survivor annuity under section

;73.4-7a(51.
(4) A lump-sum payment for regular or recall service

mder sectton 673.8.
A spousal agreement shall also be used by a partIcipant

>r former participant who has a former spouse on February
I5. , 981 . Wishing to eleCt a regular survivor annuity for such
ormer spouse under sectton 673.5-2e. An agreement to
!stablish or Increase any benefit for a former spouse entered
n to while the principal is married to someone else. must be
ilgned anLl agreed by bOth the spouse and the former
;pouse. An agreement aHecting pension benefits may be
iled at any time and will govern payments made after its
icceptance by PER/ER/RET. An agreement aHecting a regu
ar survivor annuity must be filed before the end of the
12-month periOd after the divorce invOlVing that former
;pouse or at the time of retirement. whichever occurs first.
~xcept as authonzed in sectIOn 673.5-2b for persons retired
)n February 15. 1981. or in section 673.5-2e for persons who
Nere former spouses on February 15. 1981. This filing re
~wrement stated in the Act makes it impossible to adjust.
)ther than by court order. a regular survivor annuity for a for
ner spouse when the divorce occurs after a retirement which
:x:curs on or after February 15. 1981. The survivor annuity
'or the former spouse In such case is fixed by any spousal
3greement entered into before the divorce. by section
573.5-2 or by court order. An agreement aHecting supple
Tlental survivor benefits or lump-sum payments must be filed
Jefore the supplemental annuity of the principal begins or
ump-sum payment is made.

b. A spousal agreement between a participant or former
:lartlclpant and a former spouse may be riled with
PERIER,A ET at any time under section 673.4-5 to provide
an additional SUrviVor annuity for the former spouse.

671.9-4 Form of Agreement

a. A spousal agreement is any legal agreement between
the parties accepted by PERIERIRET as meeting the require
ments of thIS Section. If the agreement is In accordance with
the regulatIOns. PER/ER/RET will accept as a valid spousal
agreement a property settlement agreed to by the parties
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672 SEPARATION OF RETIREMENT
~, UNDER FOREIGN SERVICE
,-/ RETIREMENT AND DISABILITY

SYSTEM

672.1 Voluntary Retirement
612.1-1 Eligibility

a. Any participant whO IS at least 50 years of age and has
20 years ot creditable service induding at teast 5 years of ser·
Vice credit toward retirement under the System (exduding
milItary and naval servICe) ma1 be retired on application and
with the consent of the participant's agency from the Service
wIth entltl~nt to an Immediate annuity computed under
section 673.

b. Any participant wIShing to retire under these provi
sions shOuld request the approval of the personnel office of
the participant's agency approximately 3 months before the
antiCipated date of separation. Form OF-126. Residence and
Dependency Report (formerly JF-20) (see section 124.3).
shOWing the employee's separatIon address should be at
tached to Form OF-136. Application for Retirement (Exhibit
672.3·2a)

612.1-2 Cessation 0' Authority to Act 'or
Government

After the date of separation for retirement. a participant
IS not authorized to act on behalf of the Govemment but is
entitled only to such salary and allowance payments as may
be due for servICe on and before the date of separation.

612.1-3 Date of Separation 'or Voluntary
Retirement

a. The separation date of a partICipant other than a chief
of mission retiring VOluntarily shall be the date indicated on
Form OF-136. Application for Retirement, and with the con
sent of the participant's agency. This date shall be after the
completion of any authoriZed consultation and/or allowable
transit time. This date may be changed if requested by the
participant with the consent of the agency before the effec
tive date.

b In the case of a participant retiring voluntarily while
chief of miSSion. the date of separation shall be the date indi
cated on Form OF-136. Application for Retirement and with
the consent of the partICipant's agency. which would include
authOrized consultation. andlor allowable transit, provided
thiS date does not extend beyond 50 calendar days from the
date of relinqUIshment of duties.

672.2 Mandatory Retirement
RegulallOns goveming mandatory retirement (1) for age.

12) for completion of maximum time in class. (3) based on re/
alive performance. and (4) of former Presidential appointees
whO are not reassigned, are contained in section 730.

672.3 Disability. Retirement
672.3-' General Policy
a. Eligibility Requirements

A partICipant shall be retired for disability under isection
808 of the Act when: r

(1) Tne partiCIpant becomes totally disabled pr inca
paCItated lor useful and effiCient service by reasont of dis·
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ease. Illness, or Injury not due to Vicious habits,
intemperance. or willful conduct on the partiCIpant's part.
and

(2) The participant has at least 5 years of service credit
toward retirement under the System (excluding credit for mlli·
tary and naval service).

b. Who May File Application

(1) An applICation may be filed either by the participant
or by the personnel office of the emploYing agency in accor
dance with section 672.3-2. If the participant has been ad·
judged incompetent. a guardian may apply in the
participant'S behalf.

(2) Such application must be filed either before the par
tiCIpant is separated from the Service or within 1 year there
af1er unless PER/ER/RET waives this requirement in
accordance with section 808(f) of the Act.

c. Minimum Olubility Annuity Computation

The annuity of a participant retired for disability is comput
ed under section 673.3 but if the participant has less than
20 years of service credit. the annuity is computed on the as
sumption that the participant has 20 years of service. The
additional service credit that may accrue under this provision
in no case may exceed the difference between the partici
pant's age at the time of retirement and 65. However. if a
participant retiring under this section is receiving retired pay
or retainer pay for military service (except that specified in
section 8332(c)(1) or (2) of title 5 of the U.S. Code) or pen
sion or compensation from the Veterans Administration in
lieu of such retired or retainer pay. the annuity of that former
participant shall be computed without the extra service credit
authorized by this paragraph and eXduding credit for military
service from that computation. If the amount of the annuity
so computed. piuS the retired or retainer pay which is re
ceiVed. or which would be received but for the application of
the limitation in section 5532 of title 5 of the U.S. Code. or
the pension or compensation from the Veterans Adminis
tration in lieu of such retired or retainer pay. is less than the
annuity that would be payable under this paragraph in the
absence of the previous sentence. an amount equal to the
difference shall be added to the annuity computed under this
paragraph.

d. Election Between Foreign Service Retirement
Annuity and Wortler'. Compensation

As a general rule. a participant who is disabled or injured
in the line of duty may not receive both an annuity under the
Act and compensation tor work injuries under 5 U.S.C.
8101-8150 for the same period of time. A participant may ap
ply for whichever benefit is more advantageous.

Even thOugh electing to receive compensation. the partici·
pant may also apply for retirement upon separation. but an
nuity payments are suspended during the period the
participant is receiving compensation. By so applying. the
participant will protect annuity nghts along with any survivor
rights under the Act should worxers' compensation be
discontinued. If the participant does not wish to apply for reo
tirement. eligibility to obtain a refund under section 673.8 is
established. However. if the participant applies for and re
ceives a refund the participant and survivor(s) will lose the
right to the annuity. The general bar against receipt of annui
ty and compensation at the same time is subject to the fol
lowing exceptions:
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(1) An emplOyee receiving compensation benefits as a knowledge of illness. accident. hospitalization. or upon other
consequence of the death of another person may also re- documented evidence. That office determines whether the
ceive annUity under the Act on the basis of creditable service. participant meets the minimum requirement established in

(2) The right of any person entitled to an annuity under section 672.3-1a(2).
the Act is not affected because that person has received: (2) Superior OffIcer'. Statement. The appropnate

(a) A scheduled disability award under 5 U.S.C. 8107 personnel office shall. when possible. request the immediate
for the IOS5 of a bOdily member; or superior officer 01 any participant being considered for diS-

(b) A lump-sum commuted payment under 5 U.S.C. ability retirement to prepare a written statement descf'lblng
8135 of a monthly compensation award for work injuries. in detail the nature of the applicant's apparent disability and

However. if a Foreign 5ervice aMUity is payable on ac- explaiOlng the manner. if any. in which it affec1ts the perlor-
count of th~ same disability for which monthly compensation mance of official duties. (Form JF·32a. Superior Officers
was awarOed in order to qualif)' for the amuity. the amwtant Statement in Connection with Disability Retirement, may be
must refund to the Office of Workers' Compensation PrO- used for this purpose. See Exhibit 672.3-2b).
grams. Department of Labor. that portion of the commuted (3) Counseling. If it appears that the participant is eli-
payment Oetermined by the Secretary of Labor to cover any gible for disability retirement. the appropriate 81gency officer
period extending beyond the effective date of the annuity. will counsel the individual regarding retirement possibilities

672.3-2 Initiation of Disability Retirement ~~ procedures. If eli~ible.to apply on own behall.' and the par
ticipant so eleCts. actlOll IS effected under section 672.3-2a.

Disability retirement may be initiated by the participant or If retirement is not voluntary and the agenq' elects to into

by the emploYIng agency. tiate disability reitirement action, the participant is counseled
a. By the Participant as to the right to designate a representative 10 advise and

(1) Any participant meeting the eligibibty requirements assist in cOnnecti~ with thepr~ action. .
set forth in section 672.3-1a may submit Form OF-136 (for- W~n the ~artlOpant does not des~n.ate a rE'Pf'esentatlve.
meny JF-~2). Application for Retirement (Exhibit 672.3-2a) and It Is.considered in the participant s ,nterest to do so. the
to the personnel office of participant's agency (PER/ER/RET appropriate agency may deslQnate such a representative.
in the Department) requesting consideration for disability re- (4) Re.pon~lblllty of ~ ~ep,...n..tlv~. The OOSI9-
hrement. nated.r~~ntat~ve of a pa~lCIpant who Is ~ng cons~ed

The partIcipant must include in the application a desCrip- for d,s.abi~ty ret,~nt WIn receive ~i of noticeS.
tlOO of the disability and a full explanation of the manner In ~etennln~tlOns. declSlOllS. or a~y other wntterl commun~a-
which it affects performance of duties. The participant may tlOns pertll'ler1t to the aetk;'>" being ta~en by the appropriate
enclose with the application a statement by a private physi- agency. S~ ~epresentatlve wUl advISe and a!lslst or repre-
cian descnbing the claim for disabitity. Failure to do so. how- ser:'t the part~pant on any matters relating to the proposed

. retirement action.
ever. Shall not adversely affect the con$ideratlon of the (5) FItne -f .Duty E i lion WtM the
application. . •• or x.~ na . '".. appro-

The partteipant must inform own immediate supervisor of pnate agency personnel office believes that a piilrtlC,pant may
the application for disability retirement and the date of the be t?tally.d~ or ~pacitat~ for useful ~d efficient
application servICe ~th,n ~he meaning of sectlOl"'l 6~2.3.1. It may. after

(2) Tne appropriate agency personnel office will- consultation WIth the Medical Director, direct the partICIpant
(a) Promptly Obtain. whenever possible. a Superior Of- to report to~Med~ Director of the Department ~f S~ate

fieers Statement (Form JF-32a) as explained in section and the Foretgn Servece for a fttness-for-duty examinatIOn.
672.3-2b and attach the statement to the application; The p~pant.and representatlv~ as may be ap~priate.

(b) Consult with the Office of Medical services must be notified In advance in ~tlng. a~ ~te notle:- shall
(MIMED) and schedule any medical examination requested set forth the reasons for~medical exarrunati()n and ItS gen-
by MIMED or the participant; and eral scope. The examination will be conduct~~rsect~

(c) Send the application and the Superior Officer's 67~.3-3a. A copy of the letter. and ~he participant s case file
Statement (Form JF 32-a) to PEA/ER/RET. wi!. be f~arded to.the Medical Director. . . .

(3) PERIERIRET will control the application and for- A participant r~Slng ~o submit to the examtnatlOf'l. IS re-
ward it to MIMED for action under section 672.3-3. quested to decline InwrI~. DespIte such refu:sal. ~he ~ppro-

. poate agency may continue to process the application for
b. By the AgenCle. retirement on the basis of other available evidence.

A recommendation for the disability retirement of any par- When the participant is found medicany fit fl::>r duty. by the
tlclpant may be initiated by the main personnel office many Medical Director. procedures under this section will be dis-
employing agency (PER/FCA or PER/CCA in the Depart- continued.
ment). Such office shall observe the following procedures When the participant is found to be medicall:t' unfit for duty
when filing an application to retire a participant fO( disability on the basis of a medical examination conduetl!!O by. or under
when the participant does not make application: "the direction of the Medical Director of the Department of

(1) Determination•. The appropriate personnel office State and Foreign Service. the personnel offio! of the partlci-
determines whether a reasonable assumption exists that the pant's agency will be so advised.
partiCipant is totally disabled or incapaCitated for useful anc:f (6) Notlc. of Propo.ed Agency Appllc.atlon and P,r·
efficient service. Determination is made on the basis of su.. tlclpant'. Right•. When it is determined that an application
pervlSOry Observation. job performance. attendance recqrds, for disability retirement appears to be justified and the par-
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tlcipant has refused to apply. the appropriate agency person
.el office shall notify the participant and/or the representative

,n writing Jf:
(a) lis determination;
(b) Tne reason for thiS determination;
(c) Tile partICipant's right. or the right of a representa

tive or the designated physicaan to review the case file. sub
JeCt to the hmltatlOfls specified below;

(d) 1 he partICipant's nght to a medical examination un
der the provisions of sectlOfl 672.3-3b; and

(e) The partICipant's rigt.t to answer oraHy or In writing.
or both. and to submit affidavits or documentary evidence.
or both. to an official desl9nated to receive the answer.

The participant's answer must be submitted with;n 15 cal-
endar days. unless an extensIon is granted by the official des
~nated to receive the answer. An oral answer must be
summanze<l in writing by the offiCial receiving it. and included
In the case file.

Limihltions: Specific and detailed reasons and findings
that are required by section 672.3-2 are to be given to a par
tiCipant. except when they relate to a physical or mental con
dition about which a prudent physician would hesitate to
inform the participant. In such cases. only general reasons
and findings are given to the participant and any representa
tive. and the person is informed that a full report of the medi·
cal eVIdence on file will be made available in MIMED to a
licensed physICian designated in writing or representative for
that purpose.

(7) AcUon on Perttcipent'. Ans.er. The approPf'late
agency personnel office will:

(a) Review the participant's reply. if any. including any
evidence that was submitted and the report of medical opin
IOn. then make a determjpation whether to file the application
lor disability retirement; .

(b) Inform the participant in writing of its determination.
and the findings supporting that determination: and

(e) File an application on behaff of the partICipant if it
determines that a reasonable assumption of disability exists.

672.3-3 Medical Examinationa and Reporta
Medical examinations in connection with disability retire

ment are conducted by one or more dUly qualified physicians.
as follows

•. E.emlnetion by the Medicel Director

The examination IS conducted by. or under the direction
of. the Medical Director of the Department of State and the
Foreign Service.

b. By. Boerd of Medic.I E.eminers

(1) When e Boerd Will Be Used. The report of exami
nation performed under section 672.3-3a is reviewed by a
Board of ~edical Exarmners composed of three qualified
physiCians when:

la) The dIsability rehrement action IS Initiated by one
of the agenCies under section 672.3-2b(6);

(b) A participant Initiating a disability retirement action
elects to have the report of medical examination reviewed
by a board.

Ic) A partiCipant appeals a determination based on an
examination conducted by. or under the direction of. the
Medical Dlfector: or

j

(d) When the Director General of the Foreign Service
or the Deputy Assistant Secretary for Personnel determines
it to be in the interest of the Government to do so.

(2) Designellon of Boards. Upon receipt of a pro
posed disability action for which a board is required. the Med
ical Director designates two qualified physiCIans to be
members of the board. one of whom must be an expert or
consultant who IS not a full-time officer or employee of the
Federal Government. The participant may designate a quali
fied physician as the third member of the board. or if the par
ticipant fails to do so. the Director win so designate. Not more
than one member of the board may be a full-time employee
of the Department.

(3) Operetion of Boerds. The members of a board
have access to the entire case file and all medical records
of the participant being examined. They may conduct. or ar
range for, such additional tests and examinations as they
consider necessary.

c. Medicel Report

(1) The Medical Director. or the Board of Medical Ex
aminers. if a Board is used. SUbmitS a wntten report to the
Director General. setting forth the results of the examination
Conducted under section 672.3-3. or the results of a review
of any other medical information concerning the participation
if no such medical examination has been conducted.

(2) The medical report is comprehensive and includes
pertinent data on all disabling or Incapacitating conditions
found or alleged to exist. The report also contains a state
ment of opinion on the following points:

(a) Whether the participant is totally disabled or inca
pacitated for useful and efficient service.

(b) If the participant is considered to be totally dis
abled:

(i) Whether the disability or incapacity was caused by
disease. illness. or injury, but not due to vicious habits. intem
perance. or willful conduct; and

(ii) Whether the disability or incapacity is permanent.
(3) The report is submitted to the Director General

through the appropriate personnel office as a part of the case
file.

872.3-4 Detennination of Disability
e. Director Generel'. DetermineUon

The entire case file. including comprehensive medical re
ports and opinions concerning the participant's condition. IS
reviewed by the Director General or the Deputy Assistant
Secretary for Personnel who makes a determination of
whether the participant is disabled or incapacitated for pur
poses of section 808 of the Act.

This constitutes a final determination unless. within 30
days. the participant or participants' designated representa
tive requests reconsideration under section 672.3-8.

b. HoUficetion to the Perticipent

The Director General of the Foreign Service or the Deputy
Assistant Secretary for Personnel notifies the participant and
the appropriate personnel office in writing of the foregoing
final determination.

672.3-5 Date of Separation and Commencement
of Disability Annuity



•• Date of Sep.r.tion

Upon th~ approval by the Director General or Deputy As
sistant Secretary for Personnel of a disability retirement. the
date of separation is established as follows. except that a
partteipant IS not continued in a pay status past the end of
the month during which the participant reaches mandatory
retirement age (see section 730):

(1) If the participant is then on leave without pay. the
date of separation is the date approval is granted.

(2) If the participant is then on sick leave. the date of
separation IS the day sick leave expires. unlesS the partici
pant elects to apply such sick leave to the participant's ser
vice credit. The effective date is then established when the
participant ceases sick leave status.

(3) If the participant is still at ~ork on the date of ap
proval. the participant must promptty relinquish official du
ties. The participant may apply for and may be granted the
maximum amount of sick leave to which entitled. (See sec
tion 446.2) The effective date of separation in such case is
the day the sick. leave expires. unless sick leave credit is
elected. as stated in subparagraph (2) above.

b. Commencement of Annuity
The annuity in disability retirement cases begins on the day

following termination of pay status unless the participant be
comes disabled while on leave without pay. In the latter case.
the annuity begins on the day after the disability occurs as
determined by the Medical Director.

If in the case of disability retirement. the participant is on
leave without pay. the annuity is computed through date of
approval and becomes payable the date pay ceased or the
date the disability occurred. whichever is later.

672.3-6 Annual Review and Evaluation of
Disability StatUI

•. General Policy

(1) Temporary Disability C..... Eact1 annuitant
whose disability or incapacity is not determined to be perma
nent. is given an annual medical examination from the date
of medical determination until one of the fOllowing conditions
exists:

(a) The disability is determined to be permanent:
(b) The annuitant has reached the statutory mandatory

retirement age of 65: or
(c) The annuitant has recovered.
(2) Perm.nent Disability C..... Whenever an annui

tant's disability is determined to be of a permanent character.
the annuitant is not given an examination again unless in the
opinion of the Director General of the Foreign Service or Dep
uty Assistant Secretary for Personnel such action is warrant
ed by unforeseen circumstances or conditions subsequently
found to eXIst.

b. Medical Examination.
When the disability has been determined to be temporary.

the Medical Director arranges for the required annual medical
examination of an annuitant retired for disability or incapacity
before the anniversary of the date on which such medical
determination of disability was made. The annual examina
tions are conducted by. or under the direction of. the Medical
Director.· or by a Board of Medical Examiners. as provided
in sections 672.3-3a and 672.3-3b.
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(3) Reasonable travel and subSistence expenses 01 the
deSignated physlCian(s) to and from the place of examinatIOn
when the annuitant is physically unable to travel. and

(4) Such additional expenses for the examinations as
are actually and necessarily incurrbd In the Interest of the an
nuitant; for example. superior travel accommodations.
hospitalization while undergoing examination. or travel ex
penses of an attendant.

b. Travel expenses in excess of the amounts allowable
under section 680 are not normally approved.

672.4 Discontinued Service Retirement
Any participant who IS not eligible for an Immediate annuity

under section 672.1, 672.2. or 672.3 who separates from the
ServICe atter Obtaining at least 5 years of creditable servIce
towards retirement (excluding military or naval service) may.
upon separation from the Service or at any time prior to be
coming eligible for an annuity. elect:

a. To have contributions returned under section 673.8:
or

b. To leave such contributions In the Fund and to receive
a deferred annUity commencing at age 60. Effective at age
60. a former participant entitled to a deferred annUity shall
have own annuity computed according to Section 673 WIth
survivor benefits as stated therein If a former participant
whO has qualified for a deferred annUity daes before reaching
age 60, the former participant's contnbutions Will be paid in
accordance with sechon 673.8, except that if such former
partiCipant was retired under section 607(cK 1) of the Act be
cause of expiration of time in class. or sectIOn 608(b) of the
Act based on relative performance. such death shall be con
sidered a death In Service and entitle an eligible survivor to
benefits under section 673.5-6.

3
EFFECTIVE DATE
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672.5
672.5-1

Separation Without Annuity
Refunds or Transfers of Contributions
Upon Separation Before Becoming
Eligible for an Annuity or a Deferred
Annuity

a. Any participant who is separated from the Service With
less than 5 years of creditable Service shall receive a
lump-sum payment under section 673.8.

b. Any partiCipant whO is separated from the ServICe With
at least 5 years of creditable service (excluding military or na·
val service) may elect to recetve a lump-sum payment under
section 673.8 or to the contnbutions In the Fund and receive
a deferred annuity. as provided in section 672.4. Such a sep
arated participant may elect a lump-sum payment under sec
tion 673.8 up to the date the deferred annuity begins. An
election to receive a lump-sum payment cannot be changed
once it becomes final. A lump-sum payment election is con
sidered final when the refund check is negotiated by the sep
arated employee or by a former spouse if a share of the
lump-sum payment is authorized under section 673.8-2

c. Any partiCipant who is separated and accepts a POSI
tion In the Federal Government under another retirement sys
~em for civilian employees Withdraws from partiCipation in the

/

system. The provisions of paragraphs a and b apply. or the
participant may. SUb./ect to the approval of the gaining. retire
ment system, have the lump-sum credit under section 673.8

'. and creditable service transferred to the gainrng retirementIsystem.

TRANS. M~MO NO.
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872.3-8 Appeals
A participant or annuitant who IS dissatisfied with one. of

the deternllnations made under the provIsions of sectlQO
672.3-4 or 672.3-6c may request that one's case be recon
Sidered by submitting an appeal.

a. Submission

The appeal. addressed to the Under Secretary for Man
agement. shall be submitted Within a perIOd of 30 days fol
lOWing thf, date the participant or annuitant received the
determlnaltOn. unless poor to the expiration of the 30 days
an extens"m IS granted by the Under Secretary for Manage
ment. The appeal shOuld contain a full statement of the rea
son for se""~lng reconsideration and any pertinent data the
partICipant Of the annuitant may care to submit.

b. Availability of Case File

The cas~ fde. conta'OIng all available previOUS consider
ations by tne Director General or the Deputy Assistant Sec
retary for Personnel and all eVidence submitted by the par·
tlclpant and by the appropriate agency. will be available for
Inspection by the participant and deslQnated representative,
as may bt' appropriate. subJect to the limitations of section
672.3·2b(2I. and by the agencies.

c. New Evidence

When the participant has oHered new evidence on appeal.
or If the agency has Information developed since submission
of the case file. additional evidence may also be submitted
by the agency.

d. Review and Determination of Appeal

The Under Secretary for Management reviews all appeals
under thiS SectlOO, taking into account all of the data and in
formation submitted by the participant or annuitant. all of the
data and Information previously conSidered by the Director
General of the Foreign Service, or the Deputy Assistant Sec
retary for Personnel. and any additional evidence submitted
by the appropnate agencies. The Under Secretary for Man
agement may have such additional examinations or investi·
gatlons made as are conSidered necessary.

On the baSIS of thiS review. the Under Secretary for Man
agement makes the final determination of the participant's
or annUitant's disability or Incapacity WIthin the meaning of
section 808 of the Act.

672.3-9 Allowable Medical Examination
Expenses

a. Expenses. Including travel. incurred in connection with
the designation of phySICians and the examinations required
under secllon 672.3-3 and 672.3-6 are paid as follows:

(1) Participants. Expenses Incurred in determining
whether participants Will be retired for disability or incapaCity
are paid under prOVISions of section 680;

(2) Annuitants Upon approval of the Medical Director,
the lollowmg expenses Incurred for the reexamination of an
nUitants are paId from the Fund:

(a) FP.es for the examinations; and
(b) Reasonable travel and subSistence expenses of the

annuitant to and from the place of examination when the an
nUitant IS able to travel. Without regard to the Federal Travel
Regulations.
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673.2-2 Commencement and Terminlltion

a. The penSIon of a former spouse under this subsection
commences on the latter of the day the principal becomes
entitled to a Foreign Service annuity or on the first day of the
month in which the dIvorce becomes final. (Suspension or re
duction of a Foreign Service annuity because of reemploy
ment does not affect the commencement of a pension to a
former spouse. See section 673.2-4.) In the c:ase of any for
mer spouse of a disability annuitant. the pension of such for
mer spouse shall commence on the latter of:

(1) The date the pnnclpal would qualify for an annuity
(other than a dIsabIlity annuity) on the basis of the principal'S
creditable service.

(2) The date the disability annuity begins: or
(3) The tlrst of the month In which the divorce becomes

final.
b The penSion of a former spouse and the right thereto

terminate on
(1) The lasl day ot the month before the' former spouse

dies or remames before 60 years of age. or

a. Unless otherwtse expressly provided by a spousal
agreement under S<ection 671.9 or a court orcler under sec
tion 671.8. a person who. after FebruarY 15. 1'981. becomes
a former spouse of a participant (or former participant who
separated from the service after February 15, ~ 981) and who
has not remarrted before becoming 60 years of age beccmes
entitled to a monthly pension benefit effective on a date de
termined under subsection 673.2-1 in an amount determined
under subsection 673.2-3.

b. A former spouse shall not be qualified for a pension
under this subsection if. before the commenc:ement of that
pensIOn. the former spouse remarries before, becoming 60
years of age.

c. A penSion benefit under this section is treated the
same as a survIvor annuity for purposes of subsection
673.5-5b: a former spouse who elects to reCteive a pension
under thiS section must waive Simultaneous receipt of any
survivor annUIty.

672.7 Waiver of Annuity
An indiVidual entitled to be paid an annuity may. for person

al reasons. decline to accept all or any part of the annuity.
However a pnnclpal may not waive the portion of principal'S
own annUity authonzed to be paid to a former spouse under
sections 673.2 or 671.9 or to a beneficiary under section
671.8 An annuity waiver must be In writing and be sent to
the Department (PER/ER/RET). A waiver may be revoked in
wntlng at dny time Payment of the annuity waived may not
De made for the penod dunng which the waiver was in effect.

673 BENEFITS UNDER THE FOREIGN
SERVICE RETIREMENT SYSTEM

673.1 Entitlements and Obligations
673.1·1 Lifetime Annuity

Partlclponts whO retire under sections 672.1. 672.2. or
6733 are ~ntltled to a lifetime annuity commencing on the
cay fOllOWing separation from active duty. or on such other
date as IS speCified herein.

Former partiCipants who qualify for a deferred annuity un
der section 6724 are entitled to a lifetime annuity commenc
Ing at age 60 Survivorship oOllgatlons are determined and
elections made as of the date annuity commences unless
otherWise speCIfied In thiS chapter. Annuities to lormer par
liclpants are payaole through the date of death, unless dis
continued by reason ot recovery from disability under section
6723 AnnUiltes are suspended dunng periods of recall to
aC\lve duty In the Foreign Service or reemployment by a Gov
ernment agency pursuant to section 125.5.

673.1·2 Obligations

PartiCipants and former partiCipants are obligated by the
Act and lh~se regulations to proVide the follOWIng beneiits
to others <Ind must accept the necessary reductions in their
own retirement benefits 10 meet these Obligations
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672.5-2 Documentation for Requesting a Refund a. A pension to a former spouse pursuant to sectoo
or Transfer of Contributions 673.2;

The following documents must be received by the Depart- b. A court-ordered apportionment of annui1ly to a prevl-
ment before the refund or transfer of compulsory Foreign ous spouse or child under section 671.8-1 (6) (the benefit to
Service contributions: a child referred to here is paid during the annuitant's lifetime

a. A completed Optional Form 138 Application for Re- as distinguished from the automatic survivorship annuity to
fund of Rp.tirement Contributions (Exhibit 672.5-2) (see 4 a child described in section 673.5-7);
FAM 487.21); c. A regUlar survivor annuity to a former spouse who has

b. SubmiSSion of the participant's current pay record by not remarried before age 60. and to a spouse to whom mar-
the budget and fiscal office to the appropriate agency: and ried when annuity commences. pursuant to sections 673.5-2

c. For AID. USIA. FCS. FAS and APHIS, and PC employ- and 673.5-3:
ees. the transfer of the retirement file and retirement account. d. An additional survivor annuity for a spouse or former

If the lunds are to be transferred in accordance with sec- spouse under section 673.4-5 when elected tty the partici-
tioh 672.5-1 to the Civil Service Retirement and Disability pant or ordered by a court;
System. a Form SF-2803. Application to Make a Deposit or e. Lump-sum payments to a former SPOUS<B pursuant to
RedepoSIt. Civil Service Retirement and Disability System. S<eCtion 673.8; and
must be sent and certified by the employing agency. f. Benefits ordered by a court under section 671.8 or

672.6 Recovery of Overpayments specified in a spousal agreement under secticlfl 671.9.

Recove' y of overpayments to an eligible annuitant under 673.2 Pension Benefits for Fonner
the Act may not be made from an individual when. in the judg- Spouses
ment of M1COMP/FO, the individual is without fault and re- 673.2-1 Entittement
covery would be against equity and good conscience or
admlJ1lstrallvely infeasible (see 22 CFR Part 17 for proce
dure).



employment in the Government service pursuant to section
125.5. the principal's salary. rather than annUity. shalf be re
duced by the amount of the pension payment(s). Such salary
reductions shall be deposited in the Treasury to the credit
of the Fund. See section 673.4-7a for pension adjustment at
time annuitant reverts to retired status. If a pension to a for
mer spouse is discontinued for any reason except a suspen
sion pending a determination of entitlement. the annuity of
the principal shall be recomputed eNective as of the date of
discontinuance of pension. and paid as if the pension to the
former spouse had never been deducted.

673.2·5 Responsibility for Effecting Salary
Reduction

Whenever M/COMP/FO discontinues or reduces a Foreign
ServIce annuity because the annuitant has been recalled. re
appomted. or reinstated in the Foreign Service. or reem
ployed in a Government agency. it shall determine whether
the annuitant's salary must be reduced pursuant to section
673.2-4 If so. it shall eNect the salary reduction or inform the
appropriate payroll office or employing agency of the require
ment and the procedures to be followed.

673.3 Computation of Annuity to
Members

673.3·1 Basic Formula

a. Except as provided in section 673.3-2. the annuity of
a participant shall be equal to 2 percent of participant's aver
age baSIC salary for the highest 3 consecutive years of serv
ice. mUltiplied by the number of years not exceeding 35 of
service credit computed under section 671.5.

b. A participant with creditable service for which deduc
tions were not made. for any reason. may receive credit for
this service in the computation of annuity benefits without
making a special contribution, byaccepting an annuity f'8(fuc
tiOn of 10percent of the amount owed detennined under sec
tion 671.4-38. A participant or SuMvar may make a special
contribution to cover the amount owed for this period of ser·
vice at any time before receipt of annuity. If a special contri
bution is not made by the participant or survivor. or
installment payments are begun and not completed. the an·
nUity oth8tWise payable is reduced by an amount equal to
10 percent of the balancs due and unpaid. unless the partid
pa.'lt el8cts to eliminate the service from credit for annuity
computation purposes. The elimination ofa perlcxJ of SINVIC8

from credit is advisable only when the partidpant has suffi
cient other service for entitlement to the maximum service
credit-35 years not counting credit for unused sick leave.

c. If a participant has service for which retirement contri
butions were made and refunded. a special contribution must
be made for this service. or the service will not be creditable.
If a special contribution to purchase such service is not com
pleted before retirement. the participant or survivor in the
case of death in service. may elect to have the net annuity
tfor example. minus health benefits and life insurance premi
ums and other mandatory deductions) offset against the
amount owed to cover the required special contribution pro
vided that the total amount owed can be collected from ac
crued annuity in 4 months or less. If the amount owed cannot
be collected within 4 months. the special contributions must

(2) The date the annuity of the former participant termi
nates unless the termination results from recall. reappoint
ment. or reinstatement in the Foreign Service or
reemployment In the Government service.

673.2·3 Computation and Payment of Pension to
Former Spouse

a. A pension to a former spouse IS paid monthly on the
same datp. that annuity IS paid to the principal.

b. No spousal agreement or court order may provide for
a pension or any combinatIOn of pensions to former spouses
of anyone prinCipal which exceeds the nel amuity of the
pnnopal as defined In section 6718-2b.

c. A penSion to a former spou~e not fixed by a spousal
agreemenl or court order shall equal the former spouse's pro
rata share of 50 percent of the annuity to which the pnnclpal
IS entitled on the date the divorce becomes final. or. if not
then ~ntitled to an annuity. 50 percent of the annuity to which
the prinCipal first beComes entitled following that date. A pen
SIOfl to a former spouse of a disabihty annuitant shall be
calculated on the baSIS of an annuity for which the partiCIpant
would qualify if not disabled. A pension to a former spouse
will be Increased by the same percentage of each
cost-of-hvlng adJustment received by the principal under sec
tion 673.11.

d. The Department Will Initiate payment of a pension to
a former spouse after complying with the notification and
other procedures described in section 671.8.

e. If a pension can not be paid because a former s~se
IS miSSing. the principal may file an affidavit with
PEA/ER/RET that the pnnclpal does not know the where
abOuts of Ihe former spouse. In such a event. the principal
and the Department will follow the procedures in section
673.5-4 in an effort to locate the former spouse. The annuity
of the prinCipal will be reduced by the amount of the pension
to the former spouse even though the latter is not being paid.
If the former spouse has not been located during the
12-month period following the date the principal files an affi
davit under this section. the annuity of the principal will be
recomputed effective from its commencing date (or on the
date follOWing the last month a pension payment was made
to the former spouse) and paid without reduction of the
amount of the penSIOn to the former spouse. If the former
spouse subsequently is located. pension payments to that
former spouse will be initiated at that time at the rate that
would have been payable had they been paid continuously
from the onglnal effective date. The Department shall not be
liable to make any penSion payments to the former spouse
for the miSSing penod if the procedures under this section
were la.thlully compll8d With nor will the Department be
responSible for recovering any payments made to the princi
pal for the benefit of the lormer spouse.

673.2·4 Effect on Annuitant
Any penSion payable to a former spouse under this section

or pursuant to any spousal agreement or court order shall .
be deducted from the annuity of the pnncipal. (See section rI
671.8~4 concerning retroactive adjustment.) If the annuity of I
such a prinCipal In any month is discontinued or reduced so IV that the net amount payable is less than the pension to the J
former spouse or spouses of the principal because of recall.I
,eappoonlmenl. or ,..nstalement "' the F"";gn ServiCe orI
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be paid ,n a lump-sum before the begInning of the annuIty Second. the annuity as so reduced shall be further re-
payments. or at least an initial payment must be sufficient duced as required to provide any regular survivor annuity for
so that the balance can be collected from the first 4 months a spouse or former spouse as described In section 6734·2
of annuity payments, or the service can not be used In the or to provide a survivor annuity for a designated benefiCiary
computallon of the annuity. (See section 671.4·3 'or the pay· as deSCribed in section 673.4·6;
ment of special contributions.) Third, the annuity as so reduced shall be furtl'ler reduced

d 1/ the annUitant dies dUring the offset period. the SUrvl- by any pension payable to a former spouse under section
vor annUity may be used to complete the offset. 673.2.

e. AnnUities are effective on the day after separation, or Fln.ny. it a court has ordered an apportionment of annuity
day after participant's pay status terminated and the age and under section 671.8·1(6). this amount shall be deducted from
service reqUIrements have beP.n met. the remaining annuity payable to the principal.

Average basic annual salary for high-3 consecutive years
of service $20.000

The base for the maximum regUlar survivor annuity for a
spouse would then be 25 percent of $14.000. or w.QQ

••... ji
'-I

02
$ 400

Multiplied by 2 percent .

Multiplied by 35 years of creditable service ... 35
Full Annuity $ 14.000

673.4-2 Reduced Annuity With Regulalr Survivor
Annuity to Spouse or Former ~;pouse

a. At commencement of annuity. a participant or tormer
partiCipant may provide a regUlar survivor annuity tor any eli·
gible former spouse and. within the limits of pl3lragraph lJ. a
regUlar survivor annuity to any spouse to whom the partici
pant is then married as described in sections 673.5-2 and
673.5-3. respectively. A regular survivor annuity for a spouse
or former spouse equals 55 percent of the portion of the retir·
ee's annuity (up to the full amount) designatedl as the base
for the survivor annuity. To provide the survivor annuity. the
participant must accept a reduction in own full ,iinnuity equal
to 2·1/2 percent of the first $3.600 of the designated base.
plus 10 percent of the balance of the base. If a regular survi
vor annuity is being provided for both a spouse and a former
spouse. the bases for each are added and the calculation
made as in the following example:

Participant's full annuity as computed in S4!Ction
673.4 $14.000

Maximum regular survivor annuity is 55 pElfcent of 'ull
annuity $ 7.700

CASE I (Participant has a spouse and former spouse at
retirement.) If the pro rata share for a former spouse IS 75
percent. the base lor this benelit will be 75 pl~rcent of
$14.000 $10.500

673_4 Types of Annuities to Members
673.4-1 Full Annuity

If a participant retires and does not provide a SUrviVor an
nuity to a spouse. former spouse. or designated beneficiary.
the participant receives a "tull" annuity. A full annuity means
an annuity computed under section 673.3 without any survi
vorship reduction.

Example: Average salary $20.000 and maximum of 35
years ot creditable service.

673.3-2 Exception to "Highest 3 Consecutive
Years" Provision

<a The annuity of any participant whose continuity of ser
Vice In apoSI!IOn to which appointed by the President (wheth
er or not confirmed by the Senate) is interrupted by
apPOintment or assIgnment to any other position in the Exec
utive Branch of comparable importance shall be computed
on the baSIS of the highest 3 years of service (not necessarily
consecutlv~).

b When a participant serving in a position to which ap
POinted by the President (whether or not confirmed by the
Senate) IS aPPOInted or assigned to a position other than that
of chIef 01 miSSiOn. determinations shall be made as to:

(1) Whether participant's service was "interrupteo;"
and

(2) Whether the position to which appointed or as
Signed is comparable in Importance to a position of chief 01
miSSion.

c. An Interruption in the continuity of a partiCIpant's ser
Vice as a chief of miSSion or in another position to which ap
pointed by the PresJCIent normally is deemed to occur when:

(1) It IS determined that there are reasonable grounds
lor presuming that the participant would have continued to
serve in the onglnal position had the participant not been ap
pOinted or assigned to the new poSition; and

(2) The participant is appointed or asSigned to the new
POSItion Without having reverted to a permanent FS class fol·
lOWing the termination of the participant's services in the
rmglnal pOSition. The determination whether the appointment
or assignment constitutes an interruption of service shall be
made by the Under Secretary for Management.

d If the poSition to which the participant is appointed or
aSSigned is not already on the list of comparable positions
listed In section 554.3. the Director General of the Foreign
Service may submit to the Under Secretary for Management
'Jr approval a recommendation that the position either is or
IS not comparable in importance to that of chiet of mIssion.

e. In order for a participant to have the annuity computed
on the baSIS of the provisions of this section. the position to
which apPOinted or assigned must have been designated as
comparable in importance before or at the time of partici
pants apPointment or assignment to the positIOn or during
the periOd partiCipant was in the poSItion.

673.3-3 Sequence of Deductions

Any required reductions in annUIty shall be computed In the
follOWIng sequence:

First. th~ annuity shall be reduced as descnbed in section
6733-1 b for failure to make a depOSIt for past service;
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Corrlbined base $14,000

~iParticipanfs full annuity reduced as follows: 2-1/2 percent
of first $3,600 of the base $ 90

PluS 10 percent of the amount over $3.600 ($14.000 -
$3,600) $10,400 .........•.............•...................... $ 1,040

Total reduction in participant's reduced amuity ... 1.130

Participanfs reduced annuity $12,870

Survivor annuity for former spouse: 55 percent of $10.500
or $5.775

:l .J SutVivor annuity for spouse: 55 Percent of $3,500 or
~ $1.925

CASE II (Participant married at retirement with no former
spouse. All calculations made without reference to cost
of·living increases described in sections 673.5-Sd and
673.11.)

Joint eleCtion of base for regular survivor annuity of 90
percent of the maximum, or 90 percent of $14,000 or
$12,600

Participanfs full annuity reduced as follows: 2-1/2 percent
~ of first $3,600 of the base $ 90

Plus 10 percent of the amount over $3.600
($12.600-$3.600) $9.900 $ 900

Total reduction in participant's reduced annuity ... $ 990

Participant's reduced annuity................................ $ 13.010

In thiS example. if divorce occurs subsequent to retirement
and a court orders a 75 percent share for the former spouse.
the base for the survivor annuity for the former spouse would
be 75 percent of $14.000 $ 10.500

~,. , The participant's full annuity would then be reduced by
~ $780 in accordance with the abOve formula for this survivor

benefit, ancI the reduced annuity would be
$14.000-$780 $ 13.200

If the former spouse qualifIeS lor a pension as described in
section 673.2 based on a pro rata share of 75 percent, the
pension woukl equal 50 percent of the participant's reduced
annuity times 75 percent (50 percent x $13,200 x 75
percent $ 4.957.50

The participant's reduced aMUity would then be furthef .

reduced by this pension ($13.200-$4,957.50) to provide a~
annuity to the former participant of $ 8.2 .50

\..I If this annuitant later remarries. the maximum base f the
regular SUrviVor annuity for the new spouse would the

amount designated at retirement, $12,500, lass the amount
committed to the former spouse, $10.500: $12.600..$i 0.500
or $2.100. 'f'he sUNlvor annuity for this spouse: 55 percent
of $2.100 OK $1.155.

The election of this benefit for the new spouse would be
made individually by the annuitant since a marriage aftar re
tirement does not give a spouse a right to participate in the
eiectIon.

If the election is mooo to provide a regt..iar sllrviv~ annuity
to the new spouse, ali of ttle above calculations would be re
computed effective the first day of the month beginning 1
year after the date of the remarriage. as follows:

Base for survivor annuity for former spouse: 75 percent
of $14.000 or $10.500.

Survivor annuity for fOOT"~ spouse: 5~ percent of $10,500
or $S.n5.

Base for survivor annuity for spouse: 15 percent of
$14.000 or $2,100.

Survivor annuity tor spouse: 55 P9fcenl: 01 $2.100 or
$1,155.

The combined base for the survivor benefits IS $10.500
plus $2.100 or $12.600. The annuity reductioo on this com
bined base as computed above is $990.

The participant's annuity after reduction for slJk"Vivor l).'lM

fit would be $14,000-$990 or $13,010.
The pension for ths former spcuse "You~j be 50 perceot

x $13.010 x 75 percent or $4,878.75.
The participant's annuity would be further fe'Jucec:l by this

amount: $13,010-$4,678.75 to prov'ode an annuity atter t"'iis
recalculation of $S.131.25.

b. The maximum reglJlai survivor ar!!1IJit)' or combination
of regular survivor annuities that may b8 provided undftr this
section is limitfld to 55 pefCCrlt ot the lY.1.ocipa\'$ tull .annuity
computed at retirflment, under section 613.~1. If on annui
tant is recalled to active duty in the Foreign SflNi~ that an·
nUltant may provide addihonal regUlar sLIf'"i...or annuIties
under section 573.4-7. TM maximum regular survivor annui
ty or combination of regular sul"'lfivor annuities tha~ an annui
tant who was married at retirement may elect or provide.
pursuant to a court ordor Of ot"lerwi$('), lftef' retirement in the
event of annuitant's own divorC'.e or remama~. is limited to
the amount provided at the time of Initial ratintment 0( rever
sion to retired status following recall servie.:t.

873.4-3 Marriage After Retirement
If an annuitant who was unmarried at the ti!1i18 of retirf'lment

marries, the annuitant may within 1 year after such marriage
irrevocablyeteet to receive 2\ reduced annuity and to provide,
sUbject to any obligation to prov1de a survivor annuity for a
former spouse. a survivor amuity for the new spouse. If such
an election is made, the principal's 8N'lUity shall be reduced
in accordance with section 673.4-2 effective 00 the first day
of the first month which begins at least 1 year after ths date
of the marriage. The reduction to the prlncipal's annuity and
the amount of the survivor annuity elected i~ based on the
full annuity on the effective date of the electiOn. Receipt by
PER/ER/ RET of not~of an eteetion under thi~ section voids
prospectively and any election previously made under sec·
tion 673.4-6.
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to provide an additional survivor annuity. PaYrTW~ts in such
a case would be discontinued as described in paragraph e.

c. Procedures to Grant Additional Survivor ,"nnulty

A participant or fanner participant who has prolvided a reg
ular survivor annuity to a former spouse who wi:shes to pro
vide. or who Is ordered by a oourt to provide an additional
survivor annuity under this section to a SPOUSEt or another
former spouse. shall do so by filing a spousal agr1eement with
PERIER/RET on a form acceptable to PER/ER/RET. Such
an agreement will be ifTevocable when al::cepted by
PER/ER/RET unless the beneficiary of the addlticlflal survivor
annuity is sUbsequently made a beneficiary of a regular survi
vor annuity In equal amount. Within the limitations specified
in paragraph b, an individual may be made thet beneficiary
of bott! a regular and an additional survivor annuity. A spou
sal agreement granting an additional survivor annuity to a
spouse will remain valid in the event the marriage is dissolved
and the spouse qualifies as a former spouse undler the defini
tion in section 671.2(12).

d. Eligibility '01' Additional Survivor Annuity

A spouse or former spouse must meet the s,ame criteria
(section 671.2(w) or 671.2(1)) to be eligible for an additional
survivor annuity as a spouse or former SpoUSEI must meet
to be eligible for a regUlar survivor annuity. Payment of a spe-
cial survivor annuity will commence on the day alfter the par
ticipant dies and shall terminate on the last day c)f the month
before death or remarriage before attaining age 60. If it is
discontinued because of remarriage. It will not loe resumed,

e. Payment for Additional Survivor Annuity

Payment for an additional survivor annuity will commence
on the first of the month following the effective date of a
spousal agreement providing the additional survivor aMuity.
The effective date will be the date of acceptance of the spou
sal agreement by PER/ER/RET (upon a finding that the
agreement conforms to the law and regulations) or such later
date as may be specified in the agreement. No payment will
be made to a benefidary under the agreement if the principal
dies before Its effective date. Accordingly. in order to give
protection to a beneficiary during active servicl:t, the agree
ment must be made effective. and payments commence. dur
ing active service. Payment will be made by a partiCipant or
annuitant by deduction from salary or annuity. Payment will
be made by a former participant while awaiting commence
ment of a deferred aMUity by direct payment to the Depart
ment, Office of Rnancial Operations (M/COMP/FO).
Payments not received by the due date may. iilt the option
of M/COMP/FO and with notice to the principal and the bene
ficiary, be collected from the principal's lump-s,um account.
Amounts so collected must be repaid by the principal with
Interest compounded at 10 percent annuall~' to prevent
exhaustion of the lump-sum account. If the lump-sum ac
count does become exhausted. any right to the lump-sum
payment under section 673.8 and survivorship lights under
this paragraph will expire on that date. If the principal dies
with an amount owing, it shall be collected by dElducting from
the survivor annuity or lump- .sum account.

Monthly payments may be reduced or eliminclted by direct
payment to M/COMP/FO by any participant or fQrmer partiCi
pant under terms mutually agreed upon by the participant

l~rICTIVE DATEPAGE NO.

7C-20 May 31, 1985

573.4-4 Death or Divorce of a Spouse and
Remarriage After Retirement

a. If the marriage of an annuitant who received a reduced
annuity at retirement under section 673.4-2 to provide a sur
vivor annuity for a spouse is dissolved by divorce or by death
of the spouse. the retiree's annuity shall be recomputed. If
necessary. as of the first of the month following the death
or divorce. If the marriage was dissolved by death. the annui
ty shall be recomputed and paid at its full amount. If the mar
riage IS dissolved by divorce. procedures in section 673,5-2b
shall be followed.

b. In the event an annuitant affected by this paragraph
remarnes, the annuitant may elect within 1 year of remarriage
to prOVide a survivor annuity for the new spouse equal in
amount to the survivor benefit former1y in effect for the previ
ous spouse less any amount committed for a former spouse.
The annuity of a retiree making such an election shall be re
duced effective on the first day of the first month which be
gins at least 1 year after the remarriage to the amount that
would have been payable had there been no recomputation
under paragraph a.

673.4-5 Reduced Annuity With Additional
Survivor Annuity to Spouse or Former
Spouse

a. General Policy

This section provides an opportunity for a participant Or'
former partiCIpant who has provided a regular survivor annlJi..
ty to a former spouse to provide a survivor annuity to a sec
ond spouse or to another former spouse. The additional sur
vivor annuity provided under this section generally is more
costly than the regular survivor annuity because the partld
pant is required to pay its fuD cost by deduction from salary
or annuity, or otherwise, as specified in paragraph e. The par
tiCipant must also be in normal health for the participant's
age and pass a physical examination prescribed by the Sec
retary of State (M/MED) to be eligible to provide an additional
survivor annuity under this section.

b. Limitation on Amount

Neither the total amount of additional survivor annUity or
annuities under this section provided by any participant or
former participant nor any combination of regular or addition
al survivor annuities for anyone surviving spouse or former
spouse of a principal may exceed 55 percent of the prlncl
pal's full annuity counting any supplemental annuity or
recomputation of annuity because of recall service. An addi
tional survivor annuity provided by any principal shall be fur
ther limited to the amount that can be provided by a monthly
payment which is not greater than the principal'S net annuity
described in section 671.8-2b. The amount of any additional
survivor annuity provided by a spousal agreement effective
before the principal's retirement. shall be reduced as neces
sary by PER/ER/RET after the principal's retirement to c0m

ply with this limitation. Any amount paid by a participant for
the portion of additional survivor annuity canceled pursuant
to this paragraph shall be treated as an additional lump-sum
payment under paragr<lph e and used to increase the amount
of ttle additional annuity. A participant who separates from
the Service without entitlement to any annUity is not entitled

I
I
I
il
i•l,
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and PERIER/RET. Minimum monthly payments will be based
upon actuarial tables prescribed from time to time by M/DGP
with the adviCe of the Secretary of Treasury. Such tables will
be calCulated so that the present value of all payments equal
the present value of the survivor annuity. If new tables are
prescribed. they wouJd be applicable to additional survivor
annuities provided by spousal agreements that become ef
fective on or after the effective date of the new tables.

Additional survivor annuities will be increased by regular
cost-of-living adjustments under section 673.5-Sd from their
commencing dates only when so specified at the option of
the participant or former participant in a spousal agreement.
Additional survivor annuities are not Increased on their effec
tive date by the cumulative percentage of adjustments n~

ceived by the deceased principal, as are regular survivor
annuities. Monthly payments will be higher if cost-of-living
adjustments are provided.

In the event of the disqualification of a beneficiary for an
additional survivor annuity because of death, remarriage be
fore age 50, or divorce from the principal and failure to meet
the definition of "former spouse," or in the event of an autho
rized reduction or cancellation of an election for an additional
survivor annUity, the monthly payment for such discontinued
or reduced additionaJ sUfVivor annuity will be discontinued or
reduced, as appropriate, effective at the beginning of the first
month following termination or reduction of the benefit. ex
cept as otherwise specified in paragraph b. any amount paic::l
for such discontinued or reduced benefit by a participant or
former participant in excess of the minimum monthly pay
ments described above shall be refunded to the participant
or former participant with interest calculated at the annual
rate used in the last evaluation of the System or at such
h'9her rate as may be authorized by M/COMP/FO as will not
cause a loss to the Fund. The following table illustrates the
minimum monthly payments schedule in effect February 15.
1981.
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Where Spou.e AnnUity end
P.rtlcipant'. Contribution.

'nc,.... With COLA
From Oet. of Election

EFFECTIVE DATE

~1ay 31, 1985

Reduction from annUity to a principal to pay for an addi
tional survivor annuity wUl be in the nature of an allotment
and will not affect computations of cost-of-living adjustments
to the principal.

673.4-6 Reduced Annuity With Annuity Payable
to Designated Beneficiary Other Than
Spouse

a. At the time of retirement (commencement of annuity).
an unmarried participant who does not have a former spouse
for whose benefit a reductiOn Is made under section 673.5-2.
may elect, by submission of Form JF-37. Election of Annuity
Benefits. to receive a reduced annuity during lifetime and to
provide for an annuity equal to 55 percent of the participant's
reduced annuity payable after death to a beneficiary whose
name shaH be designated in writing.

b. The aMuity payable to a participant making such elec
tion is reduced by 10 percent of an annuity computed as prcr
vided in section 673.4-1 and by 5 percent of an annuity so
computed for each full 5 years the person designated is
younger than the retiring participant. The total reduction shall
not exceed 40 percent.

Example: If a retiring participant is entitled to a life annuity
of $14,000 and names as beneficiary a person who is 19
years younger. the annuity to which annuitant is otherwise
entitled is reduced by 25 percent. thus providing a reduced
annuity of $10.500. The designated beneficiary's annUity will
be 55 percent of the partICipant's reduced annuity or in this
example the designated beneficiary's annuity is $5.775.

c. No election of a reduced annuity payable to a benefi
ciary is valid until the participant satisfactorily passes a phys
ical esamination. MIMED will arrange for an examination
without cost to the participant to determine whether the par
tici~ant is in normal health for participant's age.

d. The annuity payable to a beneficiary under this section
begins on the day after the aMultant dies. and terminates
on the last day of the month preceding the survivor's death.

e. An annuity which is reduced under this section shall
be recomputed. effective the firSt day of the month following
the death of the beneficiary named. and paic::l as if the annuity
had not been so reduced.

673.4-7 Benefits for Recall Service
a. Annuity of Recalled Participant

Any participant who is recalled to the Service under the
provisions of section 125.51 shall be entitled. while so serving.
in lieu of annuity to the full salary of the dass in which serving.
During such service, the recalled annuitant shall make con
tributions to the Fund under section 671.4-1. If a share of the
annuity is being paid as a pension to a former spouse under
section 673.2, that share shall be deducted from the salary
of the recalled annuitant during the period of the recall ser
vice. See section 673.2-4. Upon reversion of the annuitant
to retired status, any pension payable to a former spouse
that was being deducted from the salary of the principal shall
again be deducted from the annuity of the principal which
shall be determined as follows:

(1) If the recall service lasts less than 1year. retirement
contributions made during the recall period will be refunded
under section 673.8-4 and the former annuity will be resumed

29:79
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$12.34
22.01
33.90
47.12

With COLA
Comm.ncement
of AnnuityNo COLA

$17.07
26.45
36.92
48.88 j

!
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Whe" Spou•• Ant/ulty
Incr..... With C'rJLA

From o.t. of Election
,

S31.12 ;
42.72 j
53.08 1
'2" \

i

Minimum Monthly Peym.nt
R.qulred to Provld. .n

Addition.' Survivor Annuity
of S100 per Month

$ 7.49
14.18
23.55
35.57

40
50
60
70

40
50
60
70

40
50
60
70

All. of Princlp.'
.nd Beneflcl.ry on
Eff.ctiv. O.t. of
Spouu' Agr••m.nt
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at the pre-oous rate adjusted by any cost-Qf-iving Increases
that t>ecame effective during recaJI service.

(2) If the recaD service lasts between 1 and 5 years. the
annuitant wiD be entitled to elect benefits under paragraph
(1) above, or receive both the former annuity adjusted by
oost-Qf-living increases and a supplemental annuity comput
ed under section 673 on the basis of service credit and aver
age salary earned quring the recall period, irrespective of the
number of years of service aedit previously earned.

(3) If the recaU service lasts 5 years or more. the annui
tant wiU be entitled to recomputation of the annuity as if there
had been no previous retirement. or elect benefits lMlder
paragraph (1) or (2) above.

(4) An annuitant may receive aedit in any computation
under paragraph (2) or (3) for any Federal service performed
subsequent to the separation upon which the original amity
was computed provided a special contribution Is made tor
such service under section 671.4-3.

(5) An aMuitant entitled to a supplemental amuity un
der paragraph (2) or a recomputed annuity under paragraph
(3) is obligated. in the abSenCe of a court order or spousal
agreement to the contrary. to have those annuities reduced
to provide the benefits desaibed in section 673.1-2 to any
spouse or fanner spouse to whom married during any por
tion of the reeaU service. An annUtant must acc:ept a reduc
tion of 10 percent of own supplemental arn.ity In order to
provide a supplernental survivor amuIty to a spouse or tor
mer spouse. The maximum supplemental survivor annuity
equals 55 percent of the supplemental annuity. If. upon rever
sion to retired status. an annuitant has a fonner spouse enti
tled to a pro rata share or some other share of the~
mental survivor annuity, but no spouse. the appropriate
share of tht3 sUpplementaiamutty shaD be reduced by 10 per
cent to provide such termer spouse a share of the maximum
supplemental survivor annuity.

b. Survivor Benefit for c..ttI During RecIIU service
(1) If an annuitant entitled to a r8duced annuity ooder

section 673.4-2 dies in service after being recalled and is SU"

vived by a spouse or former spouse entitted to a swvivor an
nuity based on the service of such annuitant, such survtvor
anuity shall be computed as if the recall service had other
wise terminated on the day of death and the annuity of the
deceased had been resumed in acoordance with paragraph
a. If such death occurs befont the amuitant had completed
sufficient recall service to attain eligibility for a supplemental
annuity, a Ium~sum payment consisting of the retirement
contributions made by the principal during the recaI periQd
will be made pursuant to section 673.8-5. A fQnner.~.
IS not entitled to any portion of a lump-sum payment~,
to survivors. If such death occurs after the annuitant had'
completed suffldent recall service to attain eligibility for a
supplemental annuity, a SU'Yiving spouse or surviving tanner
spouse who was married to the participant at any time during
a period of recall service shaD be entiUed to elect. in B!ddItion
to any other benefits and In lieu of any lump-sum refl,Ind of
retirement contributions made during the recaJI service. a
supplemental survivor annuity 'computed and paid~.~
tion 673.4-7a(5) as if the recaJI service had otherwisetemli
nated. ,(

If the annuitant had oompIeted sufficient~d service to
attain eligibility to have own annuity determined anew. a ~
viving spouse ex such a survtving former spouse may elect,
in lieu of any other survivor benefit under sec1Jon 673.5 to
have the rights of the annuitant redetermined and to rectWe
a survivor annuity computed under sections 673'>2 ex
673.5-3 on the basis of the total service of the 1lflI'UtIult. A
pro rata share of any supplemental survivor benefit for a for
mer spouse shaI be computed on the basis of '!he total ser
vice during the recaI period and months of marriage cb'iog
such period. If the surviving spouse and sun'*vlng fanner
spouse elect different benefits under this paragraph. the for
mer spouse wiI receive the pro rata share of thEI benefits the
fooner spouse elects and the spouse wII receMt the recipr0
cal share of the benefit the spouse elects.

(2) In the event an annuitant dies CUing nail service
and.ls suMved by a former spouse to whom not nw11ed dur
Ing any per10d of the reeaI service. such former spouse wtII
not be entitled to any benefits based on the nllcall servic:e.

873.4-8 Benefits From Voluntary Contributions

s. The voiuntaty contribution 8CCOlIlt Is the awn or unnt
funded amounts voIuntarity contrbrted to the Fund befont
J$1U8JY 2. 19n, by any participant or former plU1lclpant un
der section 881 of the 1946 Act or a prior provision of law.
It earns Interest at the rate of 3 percent compounded ......
Iy to' the date of separation from the Service or. In the cue
of a~t separated with entitlement to a deferred an
rUty. to the date the voluntary contribution account Is
ctaimed. or to the commencing date fixed for the deferred
annuity or to the date the participant becomes IBligibie for an
annuity or a defem!d annuity and at the participlilt1t's election.
shall be:

(1) Returned to the contributor in a~sum payment
(form JF-52); or

(2) Used to ptM'Chase an additional life annuity; or
(3) Used to purchase an additional life annuity with a

cash payment on death to a beneficiary whole name shall
be designated In writing by the participant toI~ET
equal to the ditfetelloe. If any. between the· amount that
would have been payable under (1) above and tlile sum of the
annuity payments made herein; or

(4) Used to purchase an additional life annuity for the
partk:lpant and a life annuity commencing on partlcIpant's
death payable to a beneficiary whose name shall be~
natad In writing by the participant to PERJERJRET. with a
guaranteed return to the beneftciary or a de!iignated IegaJ
~tIve of an amount equal to the castli payment re
~., to In paragraph (3) above (Form Jf-35).

b. A vokmtaty contribution account mal' be paid in
Unp-sum at any time following r&eeipt of an 8plplication from
a present ex former participant provided the application Is
filed before payment of any additional annutt~. If not paid
sOoner, the account wiI be paid when the par1ticipant sepe
ra.es from the Service for any reason without l,mitlement to
~ annuity or a deferred annuity. or when a former particjpant
dieS ex otherwise withdraws compulsory contril:xJtions to the
FUnd.

c. If a participant dies in service. or after separation but
be.fore retirement, the voluntary contributipn account with in-

ii ..... ' ··."illV
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terest is payable to the person or persons entitled. in the or
der of precedence indicated in section 673.8-5.

673.5 Survivor Benefits
673.5-1 Kinds of Survivor Benefits

If a participant or former participant dies in active service
or after retirement. regular survivor annuities are payable un
der terms of this section to an eligible surviving spouse, for
mer spouse or child and to a designated beneficiary under
section 673.~. Also, if all rights to annuity and survivor an
nuity terminate before exhaustion of the participant's
lump-sum credit, a lump-sum payment is made pursuant to
section 673.8. In addition to the above, an additional survivor
annuity, a supplemental survivor annuity and a survivor an
nuity based on voluntary contributions made before January
2, 1977, may Qe payabla to an eligible survivor under sections
673.4-5,673.4-7 and 673.4-8, respectively. If any participant
or former participant makes an election. files a spousal
agreement or beCOmes subject to a court order to provide
a regular survivor annuity for a spouse or fonner spouse and
does not subsequently become entitled to leave a survivor
annuity under these regulations (because of separation from
the Service and withdrawal of contributions, death after sep
aration but before commencement of a deferred annuity. or
for any other reason), none will be paid and such election,
spousal agreement. or court order to provide such survivor
annuity will have no force or effect.

673.5-2 Regular Survivor Annuity for a Former'
Spouse

a. Divorce Before Retirement

If a participant or former participant is divorced before
commencement of annuity, any former spouse shall be enti
tled to a pro rata share of such a principal's maximum regular
survivor annuity (based on service performed before the first
date the principal becomes eligible for an annuity following
the divorce) unless a different amount is elected in a spousal
agreement filed with PER/ER/RET within 12 months after the
divorce becomes final or at the time of retirement, whichever
occurs first, or unless a different amount is specified by a
court before the death of the principal. The principal's annu
ity shall be reduced at the commencing date under section
673.4-2 in order to provide the survivor annuity committed
to the former spouse.

b. Divorce After Retirement

In the event an annuitant is divorced after retirement
(commencement of annuity), the maximum survivor annuity
that may be provided for that former spouse is limited to the
al'l1OYnt provided 'or that person at the time of retirement.
Within that limit. the former spouse is entitled to a pro rata
share of the participant's maximum survivor benefit (based
on servICe performed before the divorce) unless a different
amount was elected in a spousal agreement filed with
PER/ER/RET at the time of retirement. or in the case of re
tirement before February 15, 1981, filed with PER/ER/RET
withIn 12 months after the divorce becomes final, or unless
a different amount is specified by a court before the death
of the principal. For ttlis purpose, a joint election notariZed
and filed with PER/ER/RET at the time of retirement is con
sidered a spousal agreement. If the survivor annuity for the
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former spouse is reduced at the time of the divorce (because
the pro rata share or the amount specified in a spousal agree
ment or court order is less than the amount elected at retire
ment), the principal's annuity shall be recomputed and paid.
effective on the date the survivor benefit is reduced, as if the
lower amount had been elected at the outset of retirement.

c. Oeath or Remarriage of Former Spouse and
Tranafer of Survivor Benefit to a Spouse

Remarriage below age 60 or death of a former spouse
while a principal is alive will diSQualify the former spouse lor
benefits under this section. In the event of such a remarriage
or death of a former spouse. the portion of a principal's survi
vor annuity committed to that person will become available
for transfer to any spouse. If such a remarriage or death of
the former spouse occurs after the principal's annuity c0m

mences, any reduction in the principal's annuity for that for
mer spouse wiD be discontinued effective at the beginning of
the first month following the remarriage or death unless the
annuitant elects to provide or to increase a survivor benefit
for a spouse. Such an election may be made within 1 year
after the annuitant receives notice of the remarriage or death
of the former spouse.

The Department (PER/ER/REn and the annuitant shall
each notify the other promptly whenever either receives inde
pendent notice of such a remarriage or death. If an election
to transfer survivor benefits to a spouse is not made by the
annuitant, the annuity will be recomputed and paid as if there
had been no reduction for the discontinued survivor benefit.
If an annuity is so recomputed and an election is subsequent
ly made to designate as beneficiary a spouse to whom mar
ried for at least 1 year at the time the election is made, the
principal's annuity shall be restored retroactively to its for
mer, lower rate and then adjusted by cost-of-hving increases
that have occurred since the date of the first recomputation.
If an eleCtion is made lor a spouse when the marriage has
not yet lasted II year. the procedures in section 673.4-4 shall
be followed.

d. Amount of Survivor Annuity

The amount of a regular survivor annuity is detemllned un
der section 673.5·3c.

e. Special Rule. for Election of Survivor Annuity for a
Person Who la a Former Spouse on February 15,
1981

(1) Any participant, or former parttcipant eligible for a
deferred annuity which has not yet commenced, who, on
February 15, 1981, had 8 former spouse, may at any time
before commencement of annuity, elect, with the consent of
any spouse to whom married at the time of the election, to
receive a reduced annuity and provide a regular survivor an
nuity for such former spouse. Such survivor annuity shall be
limited by section 673.4-2b. Any election under this para
graph 'or a former spouse will reduce the amount of any reg
ular survivor annuity that may SUbsequently be provided for
any spouse or other former spouse.

(2) Any former participant in receipt of an annuity who
had a former spouse on February 15. 1981 and who had not
committed own entire annuity as a base for a regUlar survivor

\ annuity for a spouse or any other former spouse, could, be
r: fore December 31, 1982. designate any portion of the un-
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committed base as the base for a regular survivor aMuity the address given on the affidavit. and, If a Sc:ldal 5eCurIty
for such former spouse. number is known. to the SocIal SecurIty Admill1tstratlon for

(3) The annuity of a former participant making an eIec- fofwarding. The election and affidavit may be flied at any time
tion under this paragraph shaD be reduced under section before commencement of annuity. It must remai'l on flIe with
673.4-2a effective February 15, 1981, or from Its commenc- PERlERlRET for at least 1 year before being giwen irrevoc:a-
ing date if later. bIe effect by the Department. If the annuity to the former par.

(4) An eleCtion under this paragraph shall be made by tlclpant becOmes effective before the expiration of this 1 year
filing a spousal agreement with PER/ER/RET under section period, the annuity shall be computed and paid ,Il/ithout refer·
671.9. A spousal agreement to provide a regular survivor an- ence to the election fII8d under this section. FOIIowlni this
nuity under this paragraph for a former spouse may be ,. 1-year period, or at the COIM'8IlC8I1W1t of annutty, If II.,
voked or amended, after its acceptance by PEAlER/RET U If the missing person hu not been located, the afftdavlt may
in accordance with the Act and these regulations, only by be reaffirmed by the participant, after which an election by
agreement of the parties up to the last day allowed by this the participant to reduce or eliminate the share ert regular ....
paragraph for tiling such an agreement. Thereafter,lt is Imtv· vlvor annuity for the missing person shall be gIvuI irrevocable
ocable. If a participant dies in service after having filed a valid effect by the Department. If the amuIty to the fl:.mer parttci-
8lection under this section, a survivor annuity will be paid to pant has commenced,lt shall be recomputed and paid~
an eligible former surviving spouse in acx:ordance with the ICtIvely to give effect to any election I118de under this section.

terms of the election. 173.5-5 Commencement. Termination, and
673.5-3 Regular Survivor Annuity For a Spou.e AdJu.tment of Annultl..

a. In the absence of a joint election or a spousal agree- a. An annuity payable from the Fund tel a surviving
ment to the contrary, a participant or former participant who spouse or fooner spouse begins on the day after the particI-
is separated from active service on or after February 15. pant or annuitant dies and stops on the last day of the month
1981, who is married at the commencement of own annuity before the survtvor's (1) remarriage before age 60, or (b)
shall provide a regular survivor annuity for a spouse under death. If a survivor annuity is terminated because of remer-
section 673.4-2 equal to the maximum amount that remains riage. the annuity is restored at the same rate effective on
available under limitations stated in paragraph b of that sec- the date such ntmarriage Is terminated. provided any
tion after allowing for any commitment of a regular survivor lump-sum paid upon terrtllnatlon of the annuiIly Is returned
annuity for a former spouse who has not remarried before to the Fund. The termination of a surviving spouse annuity
age 60 and who is alive on the date the former participant dUe to remarriage doeS not apply to a survivor llMUltant who
becomes eligible for an annuity. is a surviving spouse of a participant who died In service or

b. A regular survivor annuity is also payable to a surviv- retired before OCtober 1. 1976. unless elected folIowlng a
ing spouse for whom a principal elected an annuity under marriage after retirement under drcumst8llC8ls described In
sections 673.4-3, 673.4-4. or 673.5-2c following a marriage section 673.4-3 or 673.4-4.
after commencement of the principal's annuity. b. A surviving spouse or former spouse shall not become

c. The amount of a regular survivor annuity equals 55 entitled to a survivor annuity or to the restoration or a survi-
percent of the base designated for the benefit at the time the vor annuity payable from the Fund unless the !lUIVivor elects
principal'S annuity commenced. adjusted by the total to receive it instead of any other survivor annuity to which
percentage of cost-of-living increases under section 673.1 1 entitled under this or any other retirement Syst.EIfTl for Govern-
the prinCipal was receiving at death. ment employees. {For this purpose, neither the Social Securi-

d. A survivor annuity is payable to a surviving spouse
only if that person was married to the principal at the time tv system nor the military retirement system is considered
of the principal's death or if the spouse beCame a former a rEltirement system for Government employees.) This re-
spouse under the definition in section 671.2(12). striction does not apply to a survivor annuitant who is a sur

viving spouse of a participant who died in service or retired
673.5-4 Procedure in Event a Spouse or Former before October 1. 1976. unless the survivor annuity was

Spouse is Missing elected under drcumstances described in section 673.4-3 or

If a participant or former partiCipant has a spouse or for- 673.4-4.
mer spouse whose whereabouts are unknown. such par- c. A child's annuity begins on the day after the participant
ticipant may elect to reduce or eliminate the share of a regUlar dies. or if a child is not then qualified. on the t'irst day of the
survivor annuity provided for that person under seetlbns month in which the child becomes eligible: A child's annuity
673.5-2 or 673.5-3 by filing an affidavit with PERIERIRET shall terminate on the last day of the month which precedes
stating that the participant's spouse or former spouse is the month in which eligibility ceases.
miSSing and giving full particulars. The information provided d. Regular and supplemental survivor ~annuities to a
shall include the missing person's full name. last known ad- spouse or former spouse of an annuitant desClibed in section
dress. date last heard from, drcumstances of the disappear- 673.4-2. 673.4-3, and 673.4-7 and survivor annuities to des·
ance, and a descnption of the effort that has been made to ignated beneficiaries described in section 673.4-6 are in-
locate the individual. Thereafter. the participant shall take creased from their effective date by the cumulative per-
such additional steps to locate the missing person as may centage of cost-of-Iiving increases the annuitelnt was receiv-
be directed by PER/ER/RET. That office shall also attempt ing under section 673.11 at death. The dollar ~lmounts sped-
to locate the missing person by sending a letter to the individ- fied in the Act for survivor annuities to children of participants
uars last known address given 10 the Department's files, to and annuitants are increased from the effective date of the

g ••V
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annuity by the cumulative percentage of all cost-of-llving in
creases that have occurred under 5 U.S.C. 8340 since Octo
ber 31. 1969, as explained in section 673.5-7. AI annuities
payable to survivors on the date a cost-of-lMng adjustment
beCOmes effective under section 673.11 are increased by
that percentage except (1) the first increase under section
673.11 to a surviving spouse of a participant who dies In ser
vice shan be pro rated as desa1bed in section 673.11 d. (2)
annuities based on voluntary contributiOnS described under
section 673.4-8. and (3) additional survivor annuities under
section 673.4-5 when the spousal agreement authorizing the
annuity makes no provision tor cost-of-llving increases.

e. The annuity of survivors becomes effective as sped
tied in this section but is not paid until the survivor submits
an application. Form JF-38. Appltcatlon for Death Benefits.
Exhibit 673.5-se. supported by such proof 8S may be re
quired. for example. death. marriage. and/or divorce cer
tificates.ln the event that such an application with supporting
documentation is not submitted during an otherwise eligible
beneficiary's lifetime. no annuity is due or payable to the ben
efiCiary's estate.

673.5-8 Death During Active Duty
a. Annuity for Surviving Former Spou••

In the event a particlpant dies before separation from the
Senrice and leaves a former spouse. such former spouse Is
entitled to a regular survivor annuity under section 673.5-2
computed as if the participant had retired on the date of
death unless a oourt order or spousal agreement Is on file
in the Department waiving such entittement or providing for
some other computatton. or unless the former spouse has
been found missing and an election filed under the pr0

cedures of section 673.5-4 waiving a survivor benefit for that
person. Any assumed service authorized to be used under
paragraph b in computing the annuity for a surviving spouse
may not be counted as "years of marriage" when determin
ing whether the previous spouse qualifies as a "former
spouse" under the definition In section 671.2(12) or when
computing the pro rata share under section 671.2(20). A for·
mer spouse is entitled to an additional survivor annuity under
section 673.4-5 provided death occurs on or after the effec
tive date of a spousal agreement providing for the additional
annuity.

b. Annuity for Surviving SpoUH

If a participant who has at least 18 months of service credit
(excluding military and naval service) toward retirement un·
der the System dies before separation from the Service. and
is survived by a spouse as defined In section 671.2(23). such\
survivor shall be entitled to an annuity equal to 55 percenti
of the ,annuity computed under section 673.3-1 less any an-(
nuity payable to a former spouse under paragraph a. If the ;
participant had less than 3 years of creditable civilian service \
at the time of death, the survivor amuity Is computed on the \
baSis of the average salary for the entire period of such ser- ~

vice. If, at time of death, the participant had less than 20 \\
years of creditable service. the annuity shall be computed on l~·
the assumption that the participant has had 20 years of ser- I

vice. but such additional service credit shall In no case ex- .1
ceed the difference between the participant's age on the date I'
aI de.th and age 65. A ,pouse ;, onO"'"'IIO an additional 'Uf- .

3 FAM 670
EFFECTIVE DATE

t:lay 31, 1985

vivor annuity under section 673.4-5 provided death occurs
on or after the effective date of a spousal agreement pr0vid
Ing for the additional annuity.

Co Annuity for a Child or Children

If a participant described In paragraph b is survived by a
child or children. each surviving child Is entitled to an annuity
as described in section 673.5-7.

d. Annuity Change.

Annuities based on a death In service are subject to the
provisions of section 673.5-5 goV«ning commencement. ad.
Justment. tem1ination, and resumption of annuities.

673.5-7 Annuity Payable to Surviving Child or
Children

a. Statutory Rate.

If a participant who has at least 18 months of service (ex
cluding miUtary and naval service) aedit under the System
dies in service, or if an annuitant who was a former partici
pant dies. annuities are payable to a surviving child or chi1
dren. as defined In section 671.2(6) as follows:

(1) When Survived by Spouee and Child or ChIldren.
If a principal is survived by a wife or husband and by a child
or children. in addition to any other annuity, there shall be
paid to oron behalf of each child an annuity equal to the smal
ler of:

(a) $900;
(b) $2,700 divided by the number of chlldren-adJusted

under paragraph b.
(2) Wh.n Survived by a Child or Children But No

Spou... If the principal Is not survived by a wife or husband.
but by a child or children each surviving child shau be paid
an annuity equal to the smaller of:

(a) $1,080;
(b) $3.240 divided by the number of children-adJusted

under paragraph b.

b. Adju.ted Rate.

In order to reflect cost-of-living increases. the amounts re
ferred to In paragraphs (1) and (2) above are increased from
the commencing date of the amuity to each child by the
cumulative percentage of all cost-Of-living Increases that
have occurred under 5 U.S.C. 8340 since OCtOber 31. 1969.
The commencing rate of annuity paid to surviving children
whose annuities commenced on recent dates are shown in
the table In subchapter 517-3 of Appendix A of section 675.

c. Recomputlltlon of Annuity for Child or Children

If a surviving wife or husband dies or the amuity of a child
is terminated. the annuities of any remaining children shall
be recomputed and paid as though such spouse or child had
not survived the participant. If the annuity to a sur1v1ng child
who has not been receiving an annuity Is initiated or re
sumed, the annuities of any other children shall be recomput
ed and paid from the date as though the annuities to au CUr
rently eligible chlklren In the family were then being Inttiated.

673.5-8 Bar Against Concurrent Paym.nt Under
Thl. Act and the Work....•
Compensation Act

Except as stated below, survivor annuities and survivors'
compensation for wert InJunes under 5 U.S.C. 8102 are not
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b. A designation of beneficiary Is for refund of compulso- 673.11 Cost-of-Living Increase-s
ry and special contributions made to the Fund under section a. Unless othefwise provided by law. cost-of..Jiv1ng in-
671.4, that is. lump-sum payments under this section and r&- aeases are granted once a year, effective Man::h 1. to teeog-
funds under section 673.9. A designation of beneficiary does nize any Increase In the Consumer Price Inljex (CPI • all
not affect the right of any person who qualifies to receive sur- Items-U.S. city average) published monthly l)y the Bureau
vivor annuity benefits. of Labor Statistics, Department of Labor. If ttle CPI tor De-

c. Upon request, participants will be furnished with a cember of any year shows a rise over the CPI ~or the~
blank Form OF-137 (formerly JF-33). Designation of Benefl. ber of the previous year, the following Man::h 1~
ciary (Exhibit 673.8-6). The following shall apply: (reflected In checks mailed about AprtI 1) will'BquaJ the per

centage In the CPI.
(1) The designation of beneficiary shall be In writing. b. Each percentage change in the CPI will be adjuS~

signed. and witnessed by two persons. and received by the to the nearest on&-tenth of one percent. If at lIllY time there
appropriate agency before the death of the participant. Is no change or if the percentage represents a drop in the

(2) No change or cancellation of beneficiary in a last will CPl. there will be no change in the adjustment of annuities.
or testament, or in any other document not witnessed and C. The monthly installment of annuity adjustment under
filed as required by these regulations shall be recognized. this section is fixed at the nearest dollar. except such Instal-
Payment to a designated beneficiary will be made only to one ment shall, after adjustment. reftect an increelS8 of at least

designated by the document witnessed and flied in aecor- $1d. Each annuity payable to a former partil::lpant (except
dance with these regulations. Payment to the beneficiary so an annuity based on voluntary contributions) ()f'I the date an
designated shall relieve the Department of liability to any oth- Increase becomes effective under this section Is Increued
er claimant. by that percentage except the first increase to any former

(3) A witness to a designation of beneficiary is ineligible participant shall be equal to the product (adjusted to the
to receive payment as a beneficiary. nearest 1/10 of 1 percent) of 1/12 of the appHcabIe percent

(4) A change of beneficiary may be made at any time change determined under parts a and b of this section. multi-
and without the knowledge or consent of the previous benefi- plied by the number of fuQ months for whtch the annuity was
ciary, unless the participant is restricted under appropriate payable from the Fund before the effective date of the in-
State law from doing so. If PER/ER/RET is not notified of the <:rea" (counting any portion of a mooth as a lUI month) In-

creases under this section will be applied te) annuities of
existence of any such obligation before payment Is made. survivors as stated In section 673.5-Sd.
payment to the beneficiary designated under these regula-
tions relieves the Department of any further responsibility. 174 (Unepigned)

673.9 Refund of Contributions for
Service in Excess of 35 Years

Amounts deducted and withheld from basic salary ofa par
ticipant from the beginning of the first pay period after the
participant has completed 35 years ofservic8. excJuding un
used sick leave. together wffh interest on the amount at thtI
rate of three percent s year compounded annuaHy from the
date of the deduction to the date of retimment or dtlBth shBJI
be applied toward any special contribution due under ssction
677.4-3. and any bBlance not so required is retunc1Bd in a
lump-sum to the participant after separation or. in the event
of a death in service. to s beneficiary in the order ofprece
dence specified in section 673.8-5.

673.10 Offenses Barring Annuity
Payments

a. Sections 8311-8322 of title 5. U.S. Code. prohibit pay
ment of annuity to employees and to their survivors where
such employees are convicted of certain Federal offenses cit·
ed. or commit certain actions enumerated therein. or remain
outside the United States for more than 1 year In order to
avoid prosecution under the above cited sections.

b. Section 610(b) of the Act bars payment of annuity to
a participant separated from the Service In whole or in part
on the grounds of disloyalty to the United States.
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1. The filing of this Form don not obligate the applicant to purchase any
past service credit for which payment may be required. Under present laws
and reg.Jlations. ective military service aeditable for retirement purposes
without cost. 1M QppliCtlfll II required 10 IUbmJl QfI O[{ICitJ/ document
reflecting Iflc/usi~dIlln oftill QctM milillU)' wvice.

2. Complete the form to the best of your recollection. Do not communicate
with the Departments or Agencies involyed for verification of dales of
employment.

3. Complete the Form In duplicate and submit the original to:

PURPOSES ANDUSE$

·T~primary.~of the infot't'nalion solicited are to support ervollment,
~ent an :election.oI'Otto elVpll.and/or ,lUpport a prnent or future claim
~ benefits underttMt Foreign $efvke Retirtmem~ Diubility System, the
F:~!I1 Emplp¥"S' ....Ith Btnilfits PrC9'Itn, and/or tbe Federal Employees'
GrouP Life lnSIHance Program. The information rlljy be shared with al oth.
Federal agencies. bl NtioNI, su~e, county. municipal, or other publicly
charitable or social security Idmlndtration agencies. and c) private insurance
carriers providing elected benefits. It will be shared only to the extent
necessary to adjudicate a benefit or determine enrollment under the programs
administered by such agencieL

EFFECTS OF NONDISCLOSURE

Provision of the Information requested is woluntary; hown... , failure to
supply all of the Information may de'-v or prnent action on your, or your
survivor's enrollment or c~lm for benefits.

a. Office of Personnel, Department of State: Anention MGT/PSfRET if
employed by the Department.

b. Office of Personnel and Training, U.S. Information Agency if employed
by USIA.

c. Office of Personnel and Manpower if employed by AID.

4. Applicant retains the duplicate copy.

5. As soon as it is possible to verify the service claimed, the applicant will be
informed of any payments required to obtain aedit. DO NOT SEND ANY
REMIITANCE WITH nils APPLICATION.

INFORMATION REGARDING DISCLOSURE OF YOUR SOCIAL
SECURITY NUMBER UNDER PUBLIC LAW 93~79, SECTION 71b),

IF APPLICABLE

Disclosure by you of yoor Social Security Number ISSN) is mandatory to
obtain Ule sentica. benefits, or processes that you are seeking. Solicitation of
the SSN by the United Stat-es Department of State is authorized under
proynions of Executiye Order 9397, dated November 22. 1943. The SSN is
used as an identifier throughout your Federal career from the time of
application throullh retirem.nt. It will be used primarily to identify your
records that you file with the De~rtmentof State and other Feder.1 agencies
in connection with ~wful requests for information about you from your
former employ,rs, educatioNI institutions. and fiNncial or other
organizations. Tnt inforlNlion gathered ttvoullh the use of the ~mber will
be used only as necessary in personnel administration processes carried out In
accordance with established regulations and published notices of systems of
records. The SSN also will be used for the selection of persons to be included
in SUltlsticaJ studies of personnel malll9lment matlers. The usa of the SSN is
made nec:eswy beclusa of the large number of present and formIC' Federal
employ", and applicants who haw identical names and birth dates, and
who. identities can only be distin9Jished by the SSN.
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Place

AbidJan. Ivory Coast
Abu Dhabi. United Arab EmIrates
Acapulco. MexIco
Accra. Ghana
Addis Ababa. Ethiopia
Aden. Yemen (Aden)
Alexandria. Egypt
Algiers. Aigena
Alvaro Obregon, MexIco
Amman. Jordan
Amoy. China
Angeles. Philippines
Antanananvo, Madagascar

(Dale of redeslgnatlon)
Anlllla. Cuba
Arusha. Tanzania
Asmara. Ethiopia
Asuncoon, Paraguay

(Date of redes,gnallon)
(Date of redeslgnal,on)

Baghdad, Iraq
BagUlo. Phlhpplnes
Bahia (see Salvador da BahIa)
Bamako. Mah
Bandar Sen Begawan. Brunet
Bandung, Indonesia
BangkOk. Thailand
BangUI. Central Afncan Emptre
Ban Honel Sal, Laos
Banjul. The Gambia
BarranqUllia. Colombia

(Date 01 redesignatlon)
Basra. Iraq
BataVia (see Jakarta)
Bathurst (see BanJul)
Beijing (formerly Peking). Chtna
Bella. Mozambique
Beirut. Lebanon
Belem. Brazil
Behze (see Behze City)
Belize City. Behze (formerly
Behze. Bnllsh Honduras)

(Date of redestgnaloon)
Benin City. Nigena
Bhairawa. Nepal
Bissau, Guinea-Bissau
Blantyre. Malawi
Bluelields. Nicaragua
Bogor. Indonesia
Bogota. Colombia
Boma. Zaire (formerly Belgian Congo)
Bombay. IndIa
Brazzaville. Republic of Congo
Buenaventura. ColombIa
BUJumbura. Burundi
Bukavu. Zaire
Butuan City. Phihpptnes

TRANS. M~MO NO.

29:79

Ellective Date 01
Designation

01/01/1942
03/18/1974

01/01/1900
01/01/1942
01/01/1942
01/01/1900
04/0111977
06/21/1974
01/01/1900

01/01/1942
01/01/1900
06/21/1974

01/01/1900
09/23/1975

01/01/1900
09/23/1974
09/23/1974
01/01/1900

03/18/1974
01/01/1980

01/01/1900
04/01/1978

12/20/1960
05/01/1985

06/21/1974
01/01/1900

12/20/1960
06/21/1974
01/01/1966
01/01/1900

08/01/1977
01/01/1942

03/01/1977
01/01/1942
06/01/1980
01/01/1900

01/01/1900
09/23/1974

06/21/1974
06/21/1974

01/01/1979
11/10/1966
01/01/1900
06/21/1974
01/01/1942

01/01/1900
01/01/1900

01/01/1942
01/01/1900
02/15/1966

06/21/1974
10/01/1976

EFFECTIVE DATE

!"lay 31. 1985

Ellective Date 01
Canceled Designation

09/16/1948

09/16/1948

09/16/1948

05/18/1965

08/09/1960

06/01/1954

07/05/1957

09/16/1948

06/01/1954
09/16/1948

3 FA~1 670

Calbanen. Culla
Cairo. Egypt
Calcutta. India
Camaguey. Culla
Camp O·Donneil. PhlhpPlnes
Canton (see Guangzhou)
Cariplto. Venezuela
Cartagena. Colombia
Cayenne. French GUIana

TL:PER·29
5-8-85

I

\
\

\

01/01/1900
09/23/1974
01/01/1900
01/01/1942
06/21/1974

01/01/1942
01/01/1900
01/01/1942

09/16/1948

08/09/1960

3 FAM Exhibit 671.5-14a (Pg.1)
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7C-30 t4ay 31, 1985 . 29: 79 __.__--l AID HANDBOOK
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list of Unhealthful Posts (Continued)
29, APP~

Place

Cebu. Philippines
Celba (see La Cebal
Changsha. China
Chengtu. China
Chiang Mai. Thailand
Chungking. ChlOa
Cienfuegos. Cuba
Cludad Bolivar. Venezuela
Cludad Trujillo (see Santo Domingo)
Coatzacoalcos. MexICO
Cochabamba. BollYla
Colombo. Sn Lanka (formerly CeylonI
Conakry. Gumea
Cormto. Nicaragua
Corumba. BrazIl
Cotonou. Bentn (formeny Dahomey)
Cucuta. Colombia
CUICO. Peru

Dacca (see Dhaka)
Dakar. Senegal
Damascus. Syna

(Date of redeslgnallon)
Dar es Salaam. Tanzania
Davao. Philippines
Dhahran. Saudi Arabia
Dhaka (formerly Dacca).

Bangladesh (tormerly Pakistan)
Djakarta (see Jakarta)
Djibouti. Republic of DjIbouti
Dodoma. Tanzania
Doha. Qalar
Douala. Cameroon
Dubal. United Arab Emtrates

Enugu. Nigena

Florianopolis. Brazil
Foochow. Chma
Fortaleza. Brazil

(Dale of redeslgnallon)
Fort-Lamy (see N'Djamena)
Freetown. SIerra Leone
Frontera (see Alvaro Obregon)

Garissa. Kenya
Gbamga/Suakoko. Libena
Georgetown. Guyana
Godawari. Nepal
Godthaab. Greenland
Gondar. Ethiopta
Grenada
Guadeloupe. French West Indres
Guangzhou Iformeny Canton). China
Guayaquil. Ecuador
Guaymas. Mexico

Havana. Cuba
(Date 01 redesignallon)

Hankow. China
HanOI. Vietnam
Hargeisa. Somaha
Hltaura. Nepal
Hong Kong
Hue. Vietnam

lba. PhIlippines

3 FAM Exhibit 671.5-148 (Pg.2)

EffectIve Date of
DesignatIOn

01/01/1942

01/01/1900
01/01/1942
01/01/1942
01/01/1900
01/01/1900
01/01/1942

01/01/1942
06/21/1974

01/01/1900
08109;1960
01/01/1900
01/01/1942

12/2011960
01/0111942
06/21/1974

01/01/1900
05/01/1980

03/01/1982
01/01/1942
01/01/1942
01/01/1942

01/01/1942

01/01/1978
05101/1976
0612t/1974
06/2111974

12/01/1916

06/21/1974

01/01/1942
01101/1900
0110111942

06/21/1974

08:09/1960

06/01/1978
10/01/1977
01/01/1900

05/01/1979
01/01/1942
06/21/1974

03111/1985
01/0t/1942
01/01/1900

01101/1900
01/01/1900

01/01/1900
11/04/1979
01/01/19QO

01/01/1942
02/1411966
06/21/1974

01/01/1900
01/01/1942

06/21/1974

EffectIve Date of
Canceled Designatl()(l

09/16/1948

09116/1948

08/01/1980

07/03/1958
09/16/1948
05/18/1965

06/01/1954

09/16/1948

06/01/1954

TL:PER-29
5·8·85
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3 FAM 670

AID HANDBOOK 29
TflANS. MIMO NO. EFfECTIVE DATE

A 7C 29:79 May 31, 1985

List of Unhealthful Posts (Continued)

Place

(badan. N.gena
lie. Nlgena
Ikela·Agege. N,gena
Iloilo. PhdlppUles
lquoque. Chtle
IquIIOS. Peru
Isfahan. Iran
Iskenderun. Turkey
Islamabad. PakIstan

Jakarta. Indonesia
Jeddah. SaudI Arabta

Kabul. Afghalllstan
Kaduna. N.gena
Kampala. Uganda
Kandahar. A'qhillllsliln
Kano. Nlgenil
Karachi Pakl~;lan

Kathmandu. Nl!pal
Khartoum. Sudan
Khan Kaen. Thailand
Khorramshahr. Iran
Klbaha. TanzanIa
Klbaya. Tanzama
Kiev. USS R
KIgali. Rwanda
Kllosa. TanzanIa
KInshasa. ZaIre (formerly

Oemocrahc Republic of Ihe Congol
Klrlluk. Iraq
Klsangam. ZaIre
Klsumu. Kenya
Kltale. Kenya
Korat. Thailand
Krakow. Poland
Kuala Lumpur. Malaysia
Kumasl. Ghana
Kunmlng. China
Kuwait. KuwaIt
Kwangju. Korea
Kwellin. ChIna

La Ceiba. Honduras
Lagos. NlQefla
La Gua~a. Venez~

Lahore. Pakistan
Lampang. Thailand
Lanchow. China
Le Paz. Bolivia
L& Paz (Baja CalIfornIa). Me_lw
Lashkar Gah. Afghanistan
Legaspi. Philippines
Lemngrad. U.SSA.
Leopoldville (see Kinshasa)
Libreville. Gabon
Uiongwe. MalawI
Upa City. Phlllpptnes
Lome. Togo
Long Thoen. Laos
Los Banos. Philippines
Lourenco Marques (see Maputol
Luanda. AngOla
Luang Prabang. Laos
Lubumbashi. ZaIre
Lusaka. Zambia
Lyallpur. PakIstan

Tl:PER-29
5-8-85

Effective Date 0/
DeSignatIOn

06/21/1974
06/21/1974
06/21/1974
0110111942

0110111942
01/01/1942

01/01/1942
01/0111942
0311811974

01/0111900
01/01/1942

01/0111942
08/09/1960
01/01/1942
06/21/1974

OS/2111975
01/01/1900
08/0911960
01/01/1942
06/2111974
01/01/1942
09/01/1977
04/0111977
04/01/1978
08/19/1962
06/21/1974

01/01/1900
01/01/1942
06/21/1974

06/21/1974
06/21/1974
06/21/1974
12/01/1983
01/01/1942

08/01/1979
01/01/1942
01/01/1942

07/01/1980
01101/1942

01/01/1900
01/01/1900

01/01/1900
01/01/1942
06/2111974
01/01/1942
01/01/1900

01/01/1942
06/2111974

01/01/1942
04/0111978

12/2011960
03/1411976
06/21/1974
08/09/1960
06/21/1974
06/21/197\1

01/01/19Qb
06/21/197i~'
06/21/19.
06/21/19~~
06/21/19f(f

I

E//ectlve Date 0/
Canceled Desl9natlOn

07101/1977
07/311958

06/19/1954

3 FAM Exhibit 171.5-148 (Pg.3)
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PAC;! NO. I HICTIVE DATE TRANS. MEMO NO.~

7~7C-32 ~1ay 31, 1985 29, App
._"------ .._---_ .

29: 79___ ~AID HANDBOOK

vJList of Unhealthful Posts (Continued)

Effective Date of Effective Date of
Place DeSIgnatlOfl Canceled DeSIgnatlOfl

Madras. India 01/01/1900
Makthar, TUnisia 04/01/1977
MalabO, Equatonal Guinea 06/21/1974
Managua, NICaragua 01/01/1900
Manama. Bahrain 05/01/1976
Manaus, Brazil 01/01/1900 09/16/1948
Mandalay, Burma 10111/1960
Manila, PhilipPInes 01/0111942 OS/27/1965

(Date of redesignation) 06/21/1974
Manta, Ecuador 01/0111942
Manzanillo, Cuba 01101/1900
Manzanillo, Mexico 01101/1900 09/16/1948

UMaputo, Mozambique 01/01/1900 09/16/1948
(Date of redesignation) 07/0111979

MaracaibO, Venezuela 01/01/1900 06/01/1954
(Date of redesignatIon) 01/01/1979

Marawi City. Philippines 06/21/1974
Martinique, French West Indies 01/0111900
Masqat (see Muscat)
Matanzas, Cuba 01/0t/19oo 09/16/1948
Mazar-I-Shanl, AfghanIstan 06/21/1974
Mazatlan, MeXICO 01/01/1900 08/09/1960
Medan, Indonesia 01/01/1900 09/1611948

(Date of redeslgnation) 09/121Hi49
Menda, MeXICO 01/01/1900
MerSln, Turkey 01/01/1900
Meru, Kenya 06/21/1974
Meshed, Iran 01/01/1942
MexICO City. MexiCO 0710/1/984

~
MogadiSCio (see Mogadishu)
Mogadishu (tormerly MogadiSCIO), Somalia 01/01/1942

,

Mombasa, Kenya 01/01/1900
Monrovia, Libena 01/01/1900
Morogoro, Tanzania 06/21/1914
Moscow, U.S S.R. 12/01/1976
Mpwapwa. Tanzania 06/21/1974
Munoz, Philippines 06121/Hit4
Murree. Pakistan 10/11/1960
Muscat, Oman 01/01/1900 09/1611948

(Date of redesignation) 01121/1974
Naga City, Philippines 06/21/1974
Nanking, China 01/01/1900
Natal, Brazil 01/01/1942 OS/I8t19L'i
N'Djamena, Chad 12/20119~0
New Delhi, India 01/0111942
Niamey. Niger 1212011960
Nouakctlott, Mauritania 02/14/1966

UNoumea. New Caledonia 01/01/1942
Nuevitas, Cuba 01/01/1900 09/16/1948
Nyegezi. Tanzania 09/01/1982

Ouagadougou. Burlcina (formerly Upper Volta) /2/20//960

Pakse. Laos 06/2111974
Para (see Belem)
ParamaribO. Suriname 01/01/1942
Peking (see Beijing)
Penang, Malaysia 01/01/1900 09/16/1948
Pernambuco (see Redfe)
Peshawar, PakIstan 08/09/1960
Petrolina, Brazil OS/21/1975
Phnom Penh, Democratic Kampuchea

(former1y Khmer Republic) 01/01/1942
Port-au-Prince, Haiti 01/01/1942
Port Harcourt, Nigeria 06/21/1974

UPort Limon, Costa Rica 01/01!1900 09/16/1948
Port Moresby, Papua New Guinea 06/21/1974

..

3 FAM Exhibit 871.5--148 (pg.4) 1'L:PER-29
5-8-85
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TRANS. MI Mo NO. EFFECTIVE DATE

29, App 7C 29: 79 ~1av 31. 1985

List of Unhealthful Posts (Continued)

3 FAr~ 670

Place

Port 01 Spain Tnnldad and lol)ago
POft Said. Egypt
Poznan. Poland
Prala. Cape Verde
Progreso. MexICO
Puerto Barnos. Guatemala
Puerto Cabello. Venezuela
Puerto Cabezas. Nicaragua
Puerto Castilla. Honduras
Puerto COftes. Honduras
Puerto la Cnu. Venezuela
Puerto Plata Domllllcan Republic
Puntarenas. Costa Rica
Pusan. Korea

Quetta. Pa/(Istan
Quezaltenanqo. Guatemala
QUitO. Ecuador
Rampur. Nepal
Rangoon. Burma
Reclle. BraZil

(Date 01 redes.gnatlon)
RIO Hacha. Cotombta
RIyadh. Saudi Arabia
Roxas City. Philippines

Sagua la Grande. Cuba
Saigon. Vietnam
Salpan. Tlust Terntory

01 the PaCIfic Islands
Salina Cruz. MeXICO
Salvador da Bahia. Bra?l/

(Date of redes,gnat,onl
Samsun. Turkey
Sanaa. Yemen Arab Republic
Sandakan. Bntlsh NOfth BOfneo
San Fernando. La UnIOn Philippines
San Pedro S,lIa, Honduras
San SalvadOf. EI Salvador
Santa Cruz. BoliVia
Santa Isabel (see Malabo)
Santa Marta. Colombia
Santa Rosalia, MexICO
Santiago de Cuba. Cuba
Santo Domingo, Dominican RepubliC

(Date 01 re<les.gnatlon)
Sao Vicente, Republic 01 Cape Verde
Savannakhet. Laos
Sayabourg, Laos
Seoul. KOfea
Serere. Uganda
Shanghai. Chona
Shenyang,China
Sian. Chana
Singapore, Singapore
Songkhla. Thailand
Suez. Egypt
Surabaya, IndoneSIa

(Date 01 redeslgnatlon)
Suva, rIll
Swatow. China

labnz, Iran
I aegu. Korl'a
TalChung. Taiwan. China
Talhoku (see Talpeil
Talpet. Taiwan
Taiwan (Clty) (see Taipei)

TL:PER-29
5-8-85 i

I•,

Effective Date of
DeSignation

05/01/1983
06/21/1974
12/01/1983
0410111979
01/0111900
01/01/1900
01/01/1900
01/01/1942
01/01/1900
01/01/1900
01/01/1942

Ot10l/1900
01/01/1942
Ot/Ol/1942

02'0/;/985
05/01/1979
01/01/1942
06/21/1974
01/01/1900
01/01/1900

06/21/1974
01/01,'1942
08/01/1983

01/01/1900
01/01/1900

10/0111980
01/01/1900

0/1011/900
/1/0 t 1/ 984

01/01/1942
11/10/1966
01/01/1900
06/21/1974

01/01/1942
01/01/1981
07/0111976

01/01/1900
01/01/1900
01/01/1900

01/01/1900
06/21/1974
01/01/1942

06/21/1974
06/21/1974
01/01/1942
06/21/1974
01/01/1900

61111985
01101/1942
01/01/1900
06/21/1974
01/01/1942
01/01/1900

02.'15/1950
01/01/1942
01/01/1900

01/01/1942
06/21/1974
01/0t/1942

01/01/1900

Effective Date of
Canceled DesignatIOn

09/16/1948
09/16/1948
09/16/1948

09/16/1948

09/16/1948

06/0111954

OS/2111975

09/16/1948
06101//954

08/09/1960

09/16/1948

09/16/1948
09/16/1948
06/01/1954

02/01/1979

06/01/1954

09/16/1948

09/16/1948

07/01/1978

OS/27/1965

OS/27/1965

3 fAM Exhibit 671.5·148 IPg.5)
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List of Unhealthful Posts (Continued)

Place

Talz. Yemen Arab Republic
Tamale. Ghana
TampiCO. MexIco
Tanananve (see Antanananvo)
Tanga. Tanzania
Tapachula. MexIco
Tar1ac. Philippines
TeguCigalpa. Honduras

(Date of redesK]nahOn)
(Date of redeslgnatoon)

Tehran. Iran
Tela. Honduras
Tlhwa. China
Tlflang. Philippines
Tnpoll. Libya
Tuguegarao. Phlllppmes
TUltlla Gullelfez. MexIco

Udorn. Thailand
Uklnguru. Tanzania
Ujung Pandang. Indonesia

Veracruz. MexIco
VICtoria. Seychelles
Vientiane. Laos
Vietnam, all posts except

as otherwise listed
Viloria. Brazil
Vladivostok, USSR.

WaJlf. Kenya

Yaounde, Cameroon

ZanZibar. Tanzania
Zana-Samaru, Nigeria
ZlgUlnchor. Senegal

3 FAM Exhibit 671.5-14a (Pg.6)

EffectIVe Date ot
Deslgna II(){I

0810911960
0612111974

0110111900

0612111974
0110111942
06/21/1974
01101/1942

06126/1960
04108/1970
01/0111942

01/0111900
01/0111942

06121/1974
06101/1976
01101/1942

07101/1984

09123/1974
06/2111974

04106/1977

01/0111900
09/0111978
01/0111942

06121/1974
01/0111942
0110111942

1111811975

05/1811957

01/0111900
06/2111974
06/21/1974

EffecllVB Dale ot
Canceled Des'9natlOfl

06/0111954
09/2511967

04/2511963

0610111954

n.:PER-29
5-8-85



SIGNATURE (Do Not Print)

hent pe rmi t t i ng cha nge : _

3.0 I hereby revoke t~ election made on to ~e el(tra'aervic~ credit towardS
retirement effective Wi.th the pay period beginning lieu of extra service credit I
elect to receive the post differential for the remainder of my a nment to this post (or until des'
nation for post differential is canceled).

If married, indicate if spouse is residing with you on date of revocation or cancellation of electiol
(If NO indicate date spouse departed post). 0 YES ONO {Date) _
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0

( Date)

Social Security'No.1 Employed By:

nt under th~ Foreign Service Retirelllent
ove post in accordance Wi.th the provili<

st differential for this po~t and that
t as unhealthful is cancelled.

\ If married, indicate date spouse arril
~post (Mo. Day.Yr.)'

This E1ec ti 0 n I Po st

(Middle)(First)(Last)1. NAME

2. [J I hereby elect to receive extra credit to~ards
Disability System for the duration of my assignment to t
of 3 PAM. I understand that this election is in lieu of
.!-uch_election Wi.ll rellain in effect until designation of
Date of ~frivel at the post indicated above: •
t Mo. Day Yr. I

ELECTION TO RECEIVE EXTRA SERVICE CREDIT TOWARDS RETIREMENT AND REPORT OF RESIDENCE OF SPOUSE
(Section 817 of th~ Foreign Service Act of 1980 )

This form to be completed only if post of assignment is classified as unhealthful and is listed in 3
FAM. This election may be made by a participant wishing to receive extra service credit towards
retirement in lieu of post differential. Any such election filen aftH November 22, 1978, is
irrevocable for the duration of the participant'S assignment at the post. Except that whenever there
a change by the Government in benefits such as the removal of the pay cap or an increase Or decrease
a post differential, a participant whose benefits are changed, may revoke the election or again elect
within 60 days of the benefit change. For~ti lJrpose, an assignment \.lOuld be terminated by travel
the U. s. lor hOllle leave and return. Retur same post \.lOuld constitute a new assignment theret
permitting e new election if desired. EFFEC ATE: a) Date of arrival at post if completed "Pon
initial arrival at post, or b) First day of t ~period following the date the election is made or
Changed.
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ELECTION TO RECEIVE EXTRA SERVICE CREDIT TOWARDS RETIREMENT
INSTRUCTIONS

1. This election is available only tQ~rticipants in the Foreign Service Retirement and Disability
System and only if the post of assignment is classifed as unhealthful and is listed in 3 PAM Exhi.bit
671.5-14 and has prospective effect only. The payment of post differential does not necessarily mean
the post is classified as ·unhealthful'.

2. Chiefs of Mission as well as all other p~rtcipants in the Foreign Service Retirement and Disability
System "'ho vish to receive extra credit to"'a etirement in lieu of post differential are required to
complete this Form, also to record the resi nc or non-residence of their spouse at an unhealthful post
See 3 FAM 671.7-3. ~

~~~-'JJ-:--)' participant ....ho is serving as chief of mi n at a Class I mission ....\11 not be required to
complete this Porm to receive extra credit, but 0 record the residence or nOll-residence of a
spouse.

to If the designation of the post as unhea1thf u1 i~ll'ed, extra service credit ceases on the
effective date of cancellation as reflected in 3 PAM E~t 671.5-14.

GUIDE POR PREPAR~

A. Prepare original and three (3) copies. Notify payrOl~post to terminate (reinstate) post
differential. ~

Dist\.ibution: ~

Ouginal and o'ne copy are retained by the Authorized Ce~~ing Officer until employee's
departure frolll post, at IoIhic,tl time the original is f'-j2d to the p.rticipants Agency via
the PayrolJing Office.

Por State: The Bureau of Personnel, PER/ER/RET ~
For AID: Office of Personnel and Training, PH/ERS/RET.
Por USIA: Office of Personnel Management, H/PDSR or B/P , Broadcasting Personnel Office.
Por PAS: personnel DiVision, Management/FAS/USDA.
For PCS: Personnel Management Division/FCS/Commerce.
Por APHIS: Personnel Division/IOSP/USDA.

One copy retained for post's files.
One copy to employee "'hen originally executed.

PRIVACY ACT STATEMENT
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OF-136, Application for Retirement

29, App~
~

APPLICATION FOR RETIREMENT
FOREIGN SERVICE RETIREMENT AND DISABILITY SYSTEM

• - CIlOIey. , AeacI __.......,. 2 Comoi... aDe"Ca_ on '.. ] UN ............. "" PO'" .....

A. ""SOMAl. _OIlM"noM

,~

0fY,

NAME C..... _'_, 2. OATE 01' fIlATH 1_CleY._' I] SOCIAl SECURITY NU"'SER.... MISS Schmud,...s. llIIS Joseph P. 12/25/25 000-12-3456
QJIUlEHT~ss ,_. _ 0fY....... _ "'" <AlCIe1 $. UST AU OTHER NAMES USED

4165 Christmas Lane
Arlington, Va. 22215

(AI ARE YOU MA><"~01 I IB) ••"YEs.- GIVE THE FOllOWING INFOR..... ToQt4

5"OUSE·S """"E SPOUSE·S 8lRTHOATE OATE 01' ......AAI..GE PlACE 01' .....RRIAGE

B1 YES 0 NO
(-.CIey._' I_Cley._' 4CoIY_:sa-,

Mary N. 11/15/30 6/15/51 Chic2)oO T11
~ KA~ YUU IIt.t.H OIVORCED1 I. COlII' ··YES:· LIST EACH DIVORCE/SPOUSE IF NECESSARY...TTACH SEPARATE SHEET

FORME'R sPOUSE·S N....E DArE 01' ...ARRIAGE DATE 01' DIVORCE

DYES ~NO
I-.CIey.Y"" I-....Y.,....,

~..;. ... ~ • ~.6" ........__ .... ____.... __ ••• . _.- -

__2/te/". y<>uf__--,__and/""..,."." I>OneI,'ngNI""" Sec_. ". ca' "" 1I>100 ... F",,_ s-.c. AclolIM04you_.....mad 10 ....
.... tar 10 yelt'l or "'CIte~ your CI.....t.- ....-.c._ RegarcIet.a 0' Glle Of dNorc. c. 1_"9"" of matneoe.•""~ IC"CNM may. try coun ~0¥.cI "" drlCtMd~.he"'.
_01 y<>uf __ ...,., Sec_ UOlDK21 "' ... Act. N _a .. a c............ apouul..,_.......__...a'-IO _ a-'_ C_ 01 at ....
_ ..~ 1ft II\e Aet..".,..~. ()epMtnef'lt 0' S~ ..

....n"£M£Hl: INfORM"nON
~

DAlE <> FIHA&. S(I'AAATION
c-. CIey. yeatl

12/31/83

l AGENCY FROIoI WHICH AETIAEO ANt' GAADE I] APPROXIM.. rE NI1'~8ER 01' YE,<AS OF
O'WJAN SEil"":C£

Department of State FE-OC) 33 YP2)rs
HATUflE 01' IlElIRE""ENT (Olect. only """I

8VOLUNTARV. An invnediate annuity is payable to an employee if he/she is 50 years of age Of older and has 20 years or
lTl()(e of creditable service. 5 of which must be cIVilian.

DMANOATOAv (AGE). At age 65 Ol older with at least 5 years creditable civilian sarvice. An Immediate annuity is payable to
the employee.

DINVOLUNTARV SEPARATION. Selection out WIth an immediate annuity payable in accOldance with Section 609 of the
FOleign Service Act of 1980. 00 not complete this block if eligible lor a deferred annuity at age 60. See next item. ~

DOISCONTINUED SERVICE RETIREMENT. Defe"ed annuity upon attainment 01 age 60. The annuity is payable on the
:ormer f\8f1icipanl'l 60th birthday. If the parJcipant is over age 60 at lime of separalic.ln. the annuity will commence the day
following separation. The participant must have at least 5 years of creditable civilian service.
NOTE: It separated prior to 10/16/60. annuity commences on the first day of the month aner age 62.

DOISABllITY. An immediate annuity is payable to a participant il: (a) completed at least 5 years of creditable CIVilian service
and. (b) becomes totally disabled or incapaCItated for useful and efficient servIce by reason 01 disease. illness. or Injury not
due to vicious habits, intemperance, or willlu' misconduct. Please bnelly describe your disability, state when it occurred. and.
if you are an active employ...e, how the disability interlers with the perlormance of your duties. (Attach sheets if additional
space is required.)

'011I·ICU t.i.SH 1~ U!J-1.,,419 U"""""'''4. ~cr.u ~:- ,n~ ••u.;
,'A'(·AIO USIA ~

Tl.:PFR_"7J1 HAM Exhibtt672.3-2a (pg. 1)
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my alSignment.

of my assignment.

(Date)

slgnature of Spouse

Hcer's Signat ure lDO NOT PRINT)

end as reflected on the records of this

Credit To~a[d Retirement,the person indiceted
t the posts for the period indiceted belo",:

REMARKS:

5.

lAuthorized Certif

ve-nllmea plHson

(D at e)

4. CERTIFICATION

Signature of participant

My Spouse accompanied me to the Post listed and resided ~he duration of

My Spouse errived at the Post on and resided~he duration

My Spouse arrived at the Post on and departe~~~ __

I c.-rtify the lnfonution reflected on this form is ac
poat.

POST

POS
POST

During the period ot election to receive Extra Se
abOve IOaS on temporery duty, detail, or consulta

EFFECTIVE DATE
lKO. Day Yr.')

I hereby certify
tndicated above

_._'r'___

~

lAuthorized Payrolli.ng OfHcer's Signature - DO NOT PRINT)
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TRANS. MIMO NO. EFFECTIVE DATE

29, App 7e 29:79 Hay 31, 1985

OF-136, AppliQtion for Retirement (Continued)

C. MlUTAIIT IIl1vtC1

3 FAr~ 670

~ , ..-.....,.-_ .. _ .....-.._.. 1.1 ....... ....,._CorIo&. ...~.•
ooo.. Go.- ....~s..-.·..,...-_·__ __S--_.-:IO·IMO.• Icl ••__.... _ ....e-.... co-.c .....
• _J>#WJ •.l.' ..-.,--.. - .... _ ....-y-_._..._
~O# SlAW. Dl'TES 01 l\C1r,/f DUTY V.ST GII"Oi QAGANIlATlOH

NIlI/ICI .....11
AIOU

01'_ AT CllSCHAl'lGE
TO

U.S. Army 773215 7/12/50 5/15/53 Sgt.

-=-__'__,-,._-"lor-._.._
• All( YOU ReClMHG 011 HAI/£ YOU EVER II. HAVE V<AI lIloANED AU 014 " .....T OF VCUIl c. WAS 'tOUR ..'UT.....V IlfT1fIEI) OIl AETAIH(R

Al'PUfD'OII MIlITAIIIY AETND CR· MIlITARY flETlIIED OIl RET"""R "AY .. MY AWNID€D 'OIl IlESfIlVI SERYlClE
1'l(T......1I "m :=~~~~:i'eNSlOHOIl ex:-EN- lMDEJI 10 USC .77 0 YO 0 HO
DYES IDHO OYU OHO IA_._al_"'..-

.. ~~lN"~~T_ N._",ft _ £~ IN$~'~~HT£'"Y _ "w"""""'U••,'· • AIlE YOU WAlVlHlO YOUI' MIll .....Y..£T"'~D_ORR~TAIHi::""A'·INORDtI'lTO
___ __ Uft __ •• ~ ._~..... _ IlEClIVE QllfDlT 'OIl '0IlE1ON &lRva !'lETlIl(MENT ."f'lm

DYEs._ ...... aI OHO OYEs._._al_ .._,lor.__. OHO
~ - -..y __ -"1_. :edpII.'._ __lor_

, N'/If. YOu IIECI,VlNQ 011 .....1/£ YOU EYER RECEIVED WOA.EfI$ COWPfNSATlOH '110M THE Of"1Cl Of'
WOf!KfIlS' COUl'£NSATION PflOGfIAMS fOWCP) OE".....TW£NT Of' l.A8OIl..CAlIS( OF JOIIlEV.TED
L1HESI 011 WJUlY1

D~,e-c_J

DlGo .._1.1

b • IlENff'1T III£ClIYfO

-=- l_II..,.F'IiOili__~__...,_._-_I _'r_f_D_11_-_._'_-_'~ _
.-TYPI01 IlENEf'rr ~ O~_ O.x- ......e.-,e---

I. • 'I'ClU H,Wl Al'l'll(l) POll WOAKlAS'~H~ TICH \Olfta' -- .. - .. -.I' _I.••
lIlT AIIlE HOT IIlECI:MHG IENEFTTI. 0tE0I IIl£A5ON IE1.OW I>Ml) GIVE WQRMA lION A£OU;;:STlD

• AWAITING e-7 OEQSIOlII • cv... OEHlfO

CiIiiiiE......TlOH Q.AlM HIlUIEA ......llON~ NUUlEII

• lJlCE"T FOIl SCte:lUlfl) OCIMI'ENSATlOH AWAAOS. WOf!KEIIIS' COMI'ENSATICH ANO 'OIIEION SERva RETIREMENT. IlENEFITS CANNOT. PAlO FOIl
THE ...... l'£"100 OF TIIllt PLEASE ex-LETl THE INFORMATION IIELOW IlEGAAOINQ YOUR c:v...

D DO 'I'ClU AiifHOiililf THE CE,,,,,TMEHT OF STATE AHDJOfl THE OI'FICl OF WOIlJ(EIlS' CCUPENSATION PiIOGR_s i6WCi'l
TOCCU£CT NIT OYE""AYUlNT II' WE V.TEA f'!NO 1'OU AIlE 1NE1iGlIlE POIlIOTHCOUI'EHSATION AMI)-.II'"
"A.NTS CQYER!!!; T,! MM£ '!!lOO Of TII:!E' Oyn ONO

W""'*lQ;,.", .. _ .

........ n ·_al ..__ _"' _
Il~ •• __ .... 1--..

_ II. USC lClOII

....... ....,_..__.._.....-__...._al""...--._-'.

PA,YAC\' ACT •

AI.1THOAfTY
~. c=".. zz. U.s.c. ....a-. IT _ .. aI TIle 5. U.SC. ..
........ _ 111_ ..,., c.a-. -,..-. .. ,_~ -
_~_ .."-...~O-'Ule ....._

(_CTS Of' NONIllSCLOSUIlE
""'-' .... II-.-y._. _ "'_ .. aI ..---'._-"-..__.'-_._.......

IlUYOSlS N#O USD
n..~_al"' "' ._",
____",_._._._.__la __..

f ..... s-a _ and e.-r s,oo-.... ,_ £........-. _
......... ......- IftdICI" '_aIE~' Gt-.lJle __ "'''''_ T...
'--' -, __Ill _ •• _ F_at _. II r..""""'. I' .......,.
............ _...-., ....._ ... __IIIIV • __=""_ •.'C '101 <I
~-:-............ tAft'-' I"~.-.cwoDef'e1llC ... De .... CllIN-o 10 ......-,"'.....--._", ..__ ad._

......,-~

HAM EJrhibit 672.]·2.. (P9 2)

TEIIIHT

~TlOHIlIGA1lDlNG ClISCl.OSlME Of' 'I'ClUIIlllOOAL
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• N'l'I.JCA8U
~"'_al_-IeaotoIo_lISNl._.. _ ...__•• -.. """"'- Of ew SSH ...
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I3IT. __12. INa n. $!IN • _ • OIl __~_
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3 FM1 670
PA(;f NO,

7C-40
II I I CTIVE OA r£ rAAN~, MfMO "lO"'~

~lay 31, 1985 29: 79 L_AID HANDBOOK

JF-328, Superior Officer's Statement

29, AP~

J FAM 67:2.:1

SUPERIOR OFFICER'S STATEMENT
IN CONNECTION WITH

APPLICATION FOR DISABILITY RETIREMENT

I- ...... F;...;;,O,.;R.;;E,.;IG;;;.-N..,;S;.;E;.;,R.;,.V,.;I.;;C;,,;;E,.;R;,;,;:,E,.;T;,.;IR;,.;E::.;M,.;E=.N=.T...;S;.;Y..,;S,.;T..,;E;.;"'.... ...L • ~

TO: SUPERIOR OFFICER. Und~r th~ For~isn Scrvic~ R~tir~m~nt Sy.t~Dl, m~ t~rm disability m~ans totally disabl~d

for usdul and ~ffici~nt urvic~ by r~ason of di.~as~ or injuty not du~ to vicious habits,

int~mp~ranc~. or willful mi sconduct on hi. part. Ans_~r th~ folio_ins qu~stion. as com

pl~t~ly as you can_ Your obi~ctiv~ and pt'0mpt compl~tion of this st.t~m~nl i. of utmost

ilDportanc~ to th~ GoV~mm~nl and th~ applicant.

L NAME OF APPLICANT FOR DI~ABILITY RE TIREMENT

(L..,) (Fi,sr) (/!4iJJI,)

,. HOW LONG HAVE YOU BeeN ,rHE
"P"LICANT'~ ~UPER'OR OFFICER'

Doe Jane 2 years

3. DESCRIBE IN DE TAIL THE NATURE OF THE APPARENT DISABILITY AND EXPLAIN THE MANNER. IF ANY. IN WHICH IT Af FECTS THE
PERFORMANCE OF HI~ OFFICIAL DUTIES.

(Superior officer statements description will vary with individual
case/nature disability. It is of a confidential nature.)

:,,
1

i
!If
f
:f
1
f
,t

:I!
-,

i~

1
~
"

,~

~
l

I
r.

':!~

~i

Tl:PER·574
• '.' .lIl

(CONTINUE ON OTHER SIDE)

1 FAM hh.btt 6721-2b (pg. 1)



3 FAM 670
TRANS. MUv10 NO. EFFECTIVE DATE

AID HANDBOOK 29, App 7C 29: 79 May 31, 1985

JF-32a. Superior Officer's Statement (Continued)

•. AS FAR AS YOU KNOW. HAS EXCESSIVE USE OF ALCOHOL OR ORUGS EVER INTERFERED WITH APPLICANT'S PERFORMANCE OF HIS
DUTIES' IF SO. PLEASE GIVE DETAILS.

S. DESCRIBE ANY INHANCES OF APP"RENT EMDT/ONALINSTABILlTV OR IRRESPONSIBLE OR ERRATIC BEHAVIOR ON THE PART
OF THE APPLICANT.

6. PLEAH HATE ANY OTHER FACTS CONCERNING THE APPUCANT'S DISABILlTV WHICH VOU FEEL MAV BE HELPFUL TO THE MED·
ICAL OFFICERS IN DETERMINING WHETHER THE APPLICANT MEETS THE ELlGIBILlTV REQUIREMENTS FOR RETIREMENT ON AC,
COUNT OF TOTAL DISABILITY.

SIGNATURE OF SUPERIOR OFFICER

NAME OF AGENCV

3 FAM Exhibit 672.]-2b (pg. 2)

TITLE

MAfLlHG ADDRESS OF AGENCY

,

j

DATE

TL:PER·574
12-1-8]



3 FM1 670
PAGE NO.

7C-42 I f;1:~T1;i .OA;~85 TRAN!; M;;:()7~:__-~ AID HANDBOOK 29, APr~
OF-B8, Application for Refund of Retirement Contributions

APPLICATION FOR REFUND OF COMPULSORY RETIREMENT CONTRIBUTIONS

FOREIGN SERVICE RETIREMENT SYSTEM

, NA"E {Ust ht -I

==r~~~-'"
] SOC'~l Slr:UA.Ty NlJU8fR

(molMyl)" 1

~----_._---

.. Do 10U l\Il". • former IPOUW who • ~Ilf*, for • Iha,. I 5 ",",-.-.y?
"' .... '.'....r>SOO ___ 12c&~~ 0 YES 0 NO

& NA..E Of' FORNER SPOUSE ts.. __ ';C, d-I 1 DATE Of' e DATE Of' DIVORCE g SOCIAL SECUIIIT. ~IW8[f
UARRIAGE {moldllyl"l {Fonror_1
{_/doyl,.1

(If fTIOI~ f~n OIW QfA"1Itt/(1 lot'"'" I(JOvJII ./1 M:IdII-onII IQrm d

_«1/of -""'~1 ,-

10 PERIOO Of' LAST SERVICE " LAST E..PLOYED 8. {Ch«I. ""'1
~0.1. £"'*'11 o.Ie

OSlO'. OAtO o U5!CA

D,es o USDA 0

12 NOTICE TO APPLICANT

a It you ha't9 five or more years of Federal civilian servIce you may be entilJed to an annuity which will be forteitE!d by
payment of this retund,

b Refund 01 compulsory retirement contributions is prohibited if you are currently subject to the Foreign Service
Retirement and Disability System (FSRDS).

c It you separated Irom the Foreign Service altor February 14, 1981 and il you have a lormer spouse". the lormer spouse
is entitled 10 a pro rata share 01 fifty percent of any refund 01 retirement contributions unless otherwise directed in a
court order or a spousal agreement. (See Section 815(a) & (I) 01 tile Foreign Servoee Act of 1980 which is printed on the
reverse of lhis form.)

•A former spouse for this purpose is defined as a former wife or husband to whom you were marned for at leut ten
years while you were eaming retirement credit, at least one day of marriage must have been while a participant in the
FSRDS, and provided thet the marriage was terminated alter February 15, 1981.

d. If thore is a court order or spousal agreement that affects the payment of the relund, check the boll at the end elf this
paragraph and anach a copy of lhe documl:lnt. A court orMred or court approved property senlement between the
former participanl and a spouse or previous spouse which includes sharing the refund is not dependent on the
requirements contained in lIem c above. 0

MAO--THlS .'0111 _

WARNING: ArlY intentions/lalse Iilalement in this application 0. willlul misrepresentation relative thereto is a violation 01
the law punishable by a fine 01 not more then $10,000 or imprisonment 01 not more than five years, or both. (18 U.S.C.
1001)
13 PARTlClPAHTS SlGNI,TURE AND ADDRESS FOR REF'\JfoIO CHECK " FORYI'R SPOUSE"S SIGNATURE ANO ADDRESS'OR RE'~CtiE:CK

SIGNATURE 100 NOT PIllNT) 00'T( SIGNATURE 100 NOT PflINT) DAlE

_SER AND STREET ~R AND STllEET

CITY, STATE _lIP Code CHY. STATE _ ZlP Code

15. _ TO flL( YOUIl APPLICATION
RETIREMENT OIVISlOI'llPERIERIRET}"""""... -.__1Iw1y drIo or _.,.. oppalron _ be __ lO

"'ogenc:yin,"""",,,,,,, ...IoIl~ "rou--____ ..... • 00pe....-oIS..... RoomI251.HS
ItW1)o lIop. "'_d .,..~_lO Wuhinglon. D.C, ZOS2O

j
I
..11
!
I

i)

11

'1

1
':1
:~
t
;)

~
~
't
~

I
Iif
I., Tl:PER-S74

IU Ilf:YfIltl 'OIII'1lfYACY IT.unlOIl
PflIYIOUS EDITlOtlS 08I0UTl

CII'TIOHAt. fOlUI ,. Cl'fv '.11 II
...ATI-AIO-USIA

J FAM exhIbIt 672.5-2 (pg. 1)
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3 FM1 670
PAC;[ NoD-I I

7C-44
--- ,~--

'M~~'V;lf:A~r985____ TAAN~. ~~;(?_?~___ _[AID HANDBOOK 29, App 7C

JF-38. Application for Death Benefits ~

"0....... APPllCATlOII fOR DIATH IIIIHITS J FAN 6'J J·2.." FOAf IGf\l Sf AVICl AI. 1 tRi ....ENt svsu ....
"------

IwtORTA~'T - To wcu" .n poIIiblt kncOl1 .nd Ie '''Ofd dtl.y I Rud c.u·(ully IlK ··lnlofn,.IIOO fo. I'" """lh:IMt" tw'l Itw .......,. of'hn ....,. = C"","".t IIf"rlk.l~ ... 1,,11.
l. I' an,..,., 10 an)' q."kJrIlI·'ItQ" o. ·'non," I.() lI,tC' , • Typ' 0' p"~1 i" ink

:~

A. PERSONAL INFORMATION CONCER'lI'lG THE DECEASED
" FULL NAM( 01 THl Q(CIAIlC {l4UJ

-
/#."1 -----·-IN~7;-,----=-.::.::.rj-~A"Of .... 'H :. OAU 0- Pllll'"- SNITtt

,,.,.,./ 10., I ,.,..." ,......". ,0.,. Ir."_.
JOHN E. '1- ,"-,- .l:5 /2. -Iq- 33........

•. oc:.-'CILI (1.-.1 rnUtfItN., 'MIIWa'''''' • Olvt ""'''IE 01 (ACH srOU$( (l1tC1wJ••ii~;;:;;""--;;';;~P1I 1 ..QlIJII ....AS ..A..AI ..c;' T,fIIMI •. CIA fI ..........AQf. wAS
n,"'J"~1

NA~~_S0'\t\
HAlID'/'CIlw'C.etN ..... t:-.., flR.....AUO

ARL.IN'>TON) VA 00 OIA'''' o OtV()IItCI I~-I(f -i"3
I HeM iliA.. .,.. 11-efl WAS OfCtASIO tM""lfO

----,-------~------_. -- -'--
- o Of"'" P OtVOACl

o 01""" o OtVOfltCI

8. INFORMATION CONCERNING CIVILIAN A'ID MILITARY SERVICE DF THE DECEASED
1. DI',4IJtl' ..t~T ()flI AGlHCY IMWHlQi!lASl UtflllOvtO '0...... Ot4~J 1 DAft 01 .....AL It..."",Tte-rrt

'''''''1 100>1 It.,,}

(i] M""'IIlITMtIililT 01 I'ATI o u" t""CJ'II""IOIil.tlG4HC'I' o AGINCY'Of' IHTtAHATI()HAL OIvIL~M(tc' ..., 30 ~3
1 WAS DtCI.....O "1111110 ANO "'CalvING 'CM'tQH &II11YKI ANNUITY' •. 010 otCIA,IO HAV' A IOC'AlIIC\MITV ••, A...... fI TO tTlII." "1;'· GlVf

HUM.'" OICl.A:lCO'WSOCIAL UCUf'I"'" NUIIM"

~ "'1' D ..0 00 ...., 0 ..0 iC'O - 30 - OOOs
----'---

•
'F DECEASED HAD "'CTIVE HONO""'BLE SE"'IICE IN THE "'''''''1'. N"'VY. "",,,,N( CO"PS. """ FO"CE. ()II COAST GU"'''D Of THE UNITED S' "'TEt. ClC*PLITI TMI
'OlLOW1~ SCHEDULE. ""En""'ILY'_ HIS OlSCH"'''GE CE""FICAH. 0" TO THE IUT OF YOU" ABILITY.

"AJIICH 0' It"V1CI IUUAl teO
f)A 11 Of INTIIlIANCt ~1f QlII H""'''''''I(]IIIiI LAtT (llltAOl ()IItQA'UIA'"," AT 0I1CMN1Q1
ON~TI'!1OU.... '''''''Wln OUTV OfIIfll"NI( (DIt . ".*"HIIl. c•.. ~h J-

V''; ARA\'I '110~o s- -; -~4.. q-3 Lf~
1----.._- - -------

I~

C. INFORMATION CONCERNING THE Al'l'lICANT
,. Y'OUIt "AIII( fllJll {"rttl ,.diM,} ) 'l'OUR "'lAT~. TO :S. YOU'll DAn 01' I.'''"- ' .. maAatD ,..IIU ,IM" If..,...

'S1\1.TH NANC'I D. W;~E:. 1~-3··3A
_u....

Fill '" ",raJ " '.'0",. It 'I ,tHI ." ,IN ..adow 0# -,wt/(1""" al ,IN .Cft"d.

t. DATI 0' IMIlII'UA(;1 • S, p' ......a OIl MA.UtlAGI 10',.-4 S.,d • 111&1111111,.,01 "AI .....011_0 IV J. "'''. YOU lIYflIG, WlTN DfClAliD ..",_It) fDo,1 /'_1 ril ClIao.......... 011 "",Tla 01 "IM; Of! DI"""'
'i - 5', NEW YORK, N'f

T.......Qw· 001.... ,.,..nt..1 flJ "'1 0""
....lilt. YOU IVIIIt to a,vI IleA" 01 IACH IPO\R I'.'" ..~ 11 e«:M WAS MAlltllllAQf "" ". DAn "'''lllIAOI _AI "" 11 00 YOU ""VI ADt\fOIllClD J"OM -- ........T10'1c.JHd eN ;. ..... ........,(Q lOC'Al .e:vtIl''''DfQARD' ••rl ACCOUIlIT ,...",
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(Date)($ignatvre)

----_._----------_. - ---
Retifement Counselor

-- P8ICllII8ge x .5 =

-- Pro reta IhIra let lormer IPOUII

------- Coo.61 ordered dMsoon

.- Y8ln & Months 01 MarriIge

-- Total~ & 1T'(lf'l!tls 01 creditlble service

SEc. 815. L\JIIoIP-SuM PAYMENTS.-(I)~. per1icipInl becomes eeperat·
ed !rom the ServIce without becorring ,eligible lor an annuity at I deferred annuity
under this chIpter, • lurT1>-iUII cr.dIIlNII be peld to the participant (and to arry
former apex-. 01 the ptWticipant. "~ with absection (i)l.

(i) Unless olherwise nprnsly PfO"lded by Iny spousal ~eement01 CO'.'1 ordet
und8r section li2Oib)iij, ihe Imot.rri oi • pariicip8nt'1 01 iormer participani's iump
sum cndl peylble to 1 IormIw~ 01 thet per1lclpent shall be-

(1) if the former spouse was married to the perticipant lhroughout the period
01 cnlCitabIe MMce 01 the l*tidPanI. SO percent 01 the Unp-sum credil 10
wtlictl !IUCh participant wWd be entilleJ in the absence 01 this subsection. 01

(2) if suc:tl IormIw IPOUM was not rnerried 10 the participent throughout IUd'!
erecIIMIIe ..w:e. '" 8mCU1I~ to such former spouse's pro rata share 01
SO percent 01 such~ credil.

The Ilmp-sum credit of !he participant IhaI be rec1IcecI by the emount of !tie Unp
sum credil payable 10 the former spouM.

EF'FECTS OF NONOlSCt.OSUAE

PrOYision of I'le Information~ Is voIunlaty; howeYer. fat.n 10~., 01
the information may deiIy 01 prevent ICtion on your. 01 'fOUl surYNor'.. "Iollmellt
01 ctaim lot benellts.

INFORMATION REGARDING DISCLOSURE OF YOUR SOCIAL SECURITY
NUMBEfl UNDER PV8JC lj.W 93-579. SECTION 7(b). IF APPUCABLE

DIIcIosIn by you 01 your SocIII 5ecurtty Number (SSN) II 1fiIl1datol1 to otJWIn lhe
services, b!t\Blits. 01 proc;esMlS \hal you .. seel:in;. SUidtlltion oIl~ SSN by the
United States Depeilmelll 01 State lI'auIhorlzed under provislol. 01 ExeculMl
Order 9397, dated Nootember 22, 1943. The SSN II l8ed • an IdentifllIr
throughout yow Feder8I career !rom the time 01 eppIcallon through 'lItnmellllt
will be used primerIy 10 identify your records lhat you file with lhe Depei1rnel1l 01
State end other FedenII8g8I'lCIes In cO.. leclloll with IlIwluI~ lor InIormatlon
8bouI you !rom yow tormer emplorers, educ:ationeI institutions. • lInandeI 01
otI'ler organizations. The Information galtMnd through the use 01 the number ..
be used onI1 .1 necessary in penonnel 1Idminis1nltion p1ee:e-1 c.ried out In
eccordance with established "9JIa\ions .nd published noticeS 01 ~ems ot
recotds. The SSN .110 wi! be used 101 \he selection of per80nS to be included In
statistical studies 01 persomeI management maU8l'L The use 01 thB SSN is mecle
necessary because of the lerge number 01 prnenI and former Feder8I emplo)'ees
end Ipplicants who h8Ye identical names end br1h dates, Ind whose identities can
onI1 be crlltlnglashed by the SSN.

pt:;rvK:Y K:r 51ATCMENT
P\R'OSES AND uses

The prtmary IU'POMI of the InIonnIIion soIdted .. to IUppOrt llmlIment.
document an electlon nol to emlI. .,01 Il4lPO'1 • present 01 Iuture claim lor
benefits under the Foreign ServIce AeIIrement • ~ Sys4em, the FedenI
Ernployees' Health a-nts Program. erdlOlthe FederalE~'~ Ute
m-ancer~ The information may be shared with aj otiler Feder8i Mnc:ies.
b) N11iona1. Illite. county. municlpaI, 01 other pubIcly eheritabIe 01 social eecurlty
administralol agencies, erd c) private Ins\nnc:e c.riers ptO\'llIng elected bene
flls. It will be shenId oriy to the extent necessary to ~te a benefiI 01
determine enrollment under the programs administered by !UCh egencies.
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AID HANDBOOK
TRANS. MlcMO NO. EFFECTIVE DATE

29, A 7C 29:79 May 31, 1985
JF-31. Application for Death lenefits (Continued)

E, INfORMATION CONCERNING DEPENDENT CHILDREN Of THE DECEASED

, LIST IILOW "LL SURVIVING .........RRIID CHILDRI.. Of THI OlCl4Sl0WHOWlRIUNDIR "GI ....T THI TI"I Of HIS lOR HIRI O[ ..TH INCLUDI L[G"LLY
ADOPTID CHILDRIN, STll'CHllDR[N. AND ILllGITI_U CHILDRIN. AND INDIC4TI AfTER THIIR NA"IS TH"l THlY ..RI AOOPTED. ILLIGITI....TE. OR STE'·
Q4ILDRIN INClUDI ALSO ANY UONARRIID CHILO OYIR 'I _0 IICAIII DISAILID IHORI AGI II A"o WHO, IICALISI 0' THI DISABILITY, IS INC"'AlLI
Of SlLf·Sl-oRl. ATTACH A Sl'ARATEIHUT GIVING fULL 'ARnCULAIIS AlIOUT THI DISAlILlTY, U_ARRIED CHI LORE" enwu.. THI AGIS 0' '1 AND
:n _0 ARI fULL " ..[ STUOINT$ SHOULD ALSO II INCLUOID.

010 CHtlO "ICflvl

.Ul~ ......... 01' C"'l,.O
DI''' 0fI ...., .. lIIIO"1 'HAN ONI "AM( "''10 AOOf'I::' Of ""ION' WHO NOR HA: TlCt CHILC

"""Ia/fDII,/ty-.,
'::.~~:~~:

.....0 HIS IQMlI1I'" III h.'" "ON$Hl' TO lI-tl CMILD

-,

JA~t:~ T. ~/"\' ft\ 1- '+-70 ~ 'r" 0 "" ....ANC~ "0, S," I ni.- o VII 0 NO I'3C N, c..t1-. :'S>t .- ---------.
'0 'r" 0 N" IIr I, (\ Cj n ('\, vA ~(> ~ 1(;,

.._---------_. -- ._--------'---

0"" 0 NO

,----_.
0 VIS 0 ""- o VII 0 NO

1---------
2 ,....Iil" I'IPC"ILO Oft IllIGI'''''. CHilO lliftO ".OVI W-"NOT LIVINa ""T" 'HI OIel"'IO AT ntI '1M' Of' "IS 1(Jllt Hifill otAnt. QIY' ......... ] II , ...... Alli \J'If.cJifll"" CHIlO OF THif:

011 CHilO "'NO ,AIIL"'" ........., ...., 'HI" .."I lIV"'O MIA'" otC'AMOJ

0.,15 ~ NO

.... A OU&"O"''' MAl M'" .....01 .."0 oy THI C()UIIt"OI'l A"" 0' 'MI (:MllOftI"l_"OAeowl. Givi QUA"CNA.. ' ........ A..O AOCNllln Ia tf A QUA"OI.... HAS HOT IE EH
A""OINTIO. trIll OHIIl M
1'01""10'....... _..
0"·· 0 NO

F INFORMATION CONCERNING NON·DEPENDENT CHILDREN AND OTHER RELATIVE Of THE DECEASED

t. LIST IflOW THI NA"I. AGI. nc Of THI OlClASlDl WiDOw OR WIDOWER,
2 If NO WlflOW 011 WIDOWER SURVIVlS. LIST ALL CHILDRIiN Of THI DlCl4SlD NOT NAMIO IN ITE" I. AHo THI OlSCI ..oAHTS Of ANY DEClASIo CHILO OR

CHILDRIH
J, If THIRI AliI NO CHILDRIN DR OlsaNDAHTS Of DIClAIID CHILDIIIN.LIST THI 'AIIINTS. IROTHIRS. ANO SISTlRS. AND DlSClHOANrs Of NOY OlCl4SlD

IIIOTHI"~AHD SlSTIIIS C1HolC4Tl _IiTHIR THI IROTHERS AND SlSTlIIS Alii 0' WHOU OR HALf lLOOD _EN 10TH DlGRlES 0' kINSHIP AliI INVOLVED ..

• If THERI ..RI NO SURVIVORS WITHIN THI OlGRllS INOICATED IN t. 2. AND J. LIST THI HIIRS WHO CAH INHERIT fROM THI i)£Cl4SlD

..-. AQI "ILA'I~TOOIC''''O """"...
-----

G. CERTIFICATION

.AIQlIN<; -M, _11,. , III ............
_ • rill.. _,... __ '0 II • _""" of
.. low ........... .." • "'" of SIOpoo .....
..--,or S,.....• _, (1IU.5'("ool.)

.....by ClII1.')' ~ Ippliatklll .~ co tM bll' of my k.nnoIrlc4lll' .•fOfmlltolt.
MIt ......,.1Dd WI 1M~ ..~ to I .1I.1Nft1 of dYI. dann b .u~_d or _HhM'd

GN..T,,"IO* ..,...~T1

, '50 N . lo til ~t .

VAAdlt19tvl1 )
CITY. 1.,...- ........,". MIG''''''''

....- .,.,............ 1M _ of _. (ftaIES/u:TI.
Drpor_.,orS u.c,mno

INFORMATION FOR THE .....LICANT

MDEMClIlEQUlIlED
~ _, .. _,IN.fA .... --.._. -fIIIo4 _,., ..~__
.......... ., tilt.~ l""" ...._, ..'*~.._~.,-,.,.-
v"" _ .. _d 1/ h ...... _..., to ......, __.. _

If ASSISTANCtil Nltoal
• _._ ....._0I1Ioo", ...

~<f U.s...,_~.• on... ", .._ ....~.
A1D D,C,

., ,,"AL DnUMlN4nONS
Upon """:' ", Dr_, of lull _ ...., _nu.
II "'Y• ... ,.,.- _I of __III....d 10 ..., ... ,.,... , '11110.,.,_, ... 1111_ , of .. 1lotI ••_._,

--~,,..of , "_ fSSN) .......... ,..-l "".._"0" II
.....,orr 10 hI 1ft"ftOn, .....01:1. Of PfO""'DC'I thll )'OU .fC MCb'I. SollltNUOft of
... ISH .." lltalI Drpooo_., 01 S...............,.... """'.~ 01 [UCy·
.... llr..ntl _11.I94'.

'1111_ or ... _I1_ ~Mco_ "'Ihc _.or_n' .... r_
._ .....,.. .... ",,-u ......... "atKaI __ blr1ll .'a. ond _
_ .. -"110"4Ial"-,, Ihc SSf/.

~I
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See PriVICY Act Stetement on WARNINO
revtne of lilt~. DES.GNATION OF BENEFICIARY De ... '11 __ _.you...,. ..... til .....

lAo INFORMATION CONCERNING THE DESIGNATOR
,. NAME (LMtJ (Find (,.IddNJ 2. DATE OF BIRTH 3. SOCIAL SECURITY NUMBER 4. DATE OF THIS DESIGNATION

_ (MtlltIllJ (o.yJ (Y.,J

!X'... E: ~J"'Nt: - i,p;''S 3.~ j.2 3 - 00 • ~ 3 i.. I , a. - 3- 7 - 33
II. POST OF ASSIGNMENT (CJryJ (e-ry)" EMPLOVED IV (Ch«;. _J 7. IF RETIRED. DATE OF RETIREMENT

fM..~J (o.yJ fY_J
"'vtl":iitIN&TCN, Dc. Os_ liUSJA DAJD _

I, the pertk:lput or1_ pv1JclputldeadW abcm.~ &IIY &D4 all p-'ou....tioIu of beaeftdaty Ilerwtolore JUda by me do now dellpete eM beDeDduy or beaendartlls ......
below to r-m llIlY lum;HUJlllMlilellt (oc:lulift of YOl.D'-1 d8p0Cla w1t11 _ulated lAteJelt u prcmdocl IA s.ctIoD l&1(a) 01 til. Foreiln SemCle Act 01 1946. u _Dded) wb1dI _7~
~ pa)'abll uder tile Fcmlp Sef!b Il.tin_t ~I>tabllltys,.... after my deatlt. 1.D4etaWul lIIal thII dc8&MtlOl;i!,f be...flclasy viIfDOl alfOC'! the rl&hla of an,. llll'Itron wllo lila,.q~
IY for &IUllI1tv 1lerleflta efter Diy __ aDd tllet tIIla _lion wlII remalllirl full force Mel Ilf!ect ...UMI untO CMOelotd DY ,.... IrI wrlitn£.

8. INFORMATION CONCERNING THE BENEFICIARY OR BENEflCIAAIES

T"t'':.~''~~':':'~cil'N::C·H ~~~~~M'1I~~AL. TVI'E 0" 1''''NT ADD"'" 01' EACH SENEI"CIA"Y ".LATION.HII' .~~~~~~':M~:~"T~

RC~c.Fl..r' ~. Doe: '73 GUE8EC :;t-. NVV ~AS/lIN~TON, DC,;. ~51ic; rtU~8Ato.II> ONE.-HAt-F

JAtJtT F='. DeE ~;o E:. ZOth Av'E'." DALL.A 5, TE}l..A,:> 4 '30(,0 i)lll)(A'f rE ~ ONE: - HAl.F

lllerey ..~ _1.1 olIove."M. 11_.... _lNMfIcletY I. _ ..... 1fI_ of .., -.e-cllleMfIclOty Of'~ wNlllWl cIIe...,... •,_ boneftt Mo- __- 'y _ ...----.-..c~__NIY 10'"..",_. If _.f .... beneficial.......... _ ...1_-.eft,...- _ ...... "'to

.It.-*' ..... tle,.... ~ I\_~.
.. ."1'..,L;~,

~£i.....DO NOTI'ttnm

IC.WlTNUS
... ".. ....... -"fY __ .........,.u_.,.,.",_~

~.Jrr..d..f(i..' ~ 3 T ~t. ~E" W/+>H)~§roN " DC. ';>3&.410
.,__•DO NOT,,/i,1it1 {MMI6Ir__s-J (CIry. z_ "..,..,__ S_J

)(!I=Jl.(.¥ B~,owl'\) 5.~J. HUR~T st. NW WA~t+ING.rC>t-J, pc .;2~351
~ .,--. DO NOTI'''lItT1 fNwrtll« __s-J (CJry. z- ,."",.,..~J

"INT 0" TVN YOU" N4Ml AND AOOIIII8 TO I"'IV". "null... 0'~Y (If-..d ffN 1f«Mtrittf~ of0,. .,.or '""'W, U.s. ,ftIwo
.-Jott~. M~ frK JII........ OweI.".."rJ

I A.~ J'A - ", - I
I"r~, Nt. .vCe::.

15 QUE BEe.. STR E.E r ) N~'~

I WA".)HiNc,l,::"t-J, DC. JSrJ'SD I
L.- _

li!fiLq,N~t,'!O~~ ~37 ("tv, '2·711 MAIL 10TH COI'IU TO: (l)1_ 01 ,.--. ~tJMat of Slate., Wuhiactoc. D.C. 20520 if emploYed 1I7 tile Lmomc. of PeriOud aDd TraiDlaco U.s. luformaUoD Apacy, WuhlJIatOll. D.c. 20547 If -PioYBd br
(3) 0f1ke 01 Penoeael ......_1, AaerItC'/ (06 la._tloul OewkIpraeDt" Wublqtoa" D.c. 2052$ l1"""ocl
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HOW TO DESIGNATE ONE BENEFICIARY

IMPORTANT. -The Filing of This Form Completefy canc:.as Any Designation You M-V H... Prwiousty Filed. Be Sure To NInM In Thit Form
Ail Pwsons You With To Designate As Bentftcilries,

EXAMPLES OF DESIGNATIONS

......,
~
'"•::r
5'
;;
en.......
CD
b.

~

TY'E Oil ,",,'n FIIIST NAME. MIDOLIINIT'AI.. TY"E Oil ""''-IT ADDRESS OF EACH BENEFICIAllY IIE~TIONIHI" ::.';NoT~A~~
AND LAIT NAME OF EACH IENEFICIARY IENEFICIAIIY

SARAH M. JONES 22 Elm Street, Lima, Ohio Siner All
o..,_ita__10M:_...
..... G.,..L......

»
o
J:»z
o
m
8
,r:

~ N
<.D

HOW TO DESIGNATE A CONnNGENT BENEFICIARY

HOW TO DESIGNATE MORE THAN ONE BENEFICIARY

NOTE: "twMficiMY daigmt«1 i, nor rII.tJId to you, indi"r. "'NONE N uncMr "R".tiofllllip, "

HOW TO CANCEL A DESIGNATION OF BENEFICIARY
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You IMY-we
.. -.I .......
, ..."" 'IOlt IllM
...... 11,..
c1tcu~

.... Nldyoll
_tiM ......
fie..., ..
you -........................... ...,.

IHAI'lI TO II
TY"I Oil '111 NT "liST NAME, MIODLI INITIAL, TY'E Oil ""'NT AOOlll55 Of EACH BENEfiCIAllY IIEI.ATIONIH" 'AID TO EACHAND LAST NAME OF IACH IENE"CIAIIY IENIFICIAIIY

CAnfERINE J. ANDERSON. ifIi" 91 Adanu Place. Syncu.ae. New York Niece All

Otherwile to:
AllJOHN L,JONES 69 HarriI AftIluc, Clneland, Ohio Nephew

TY'I Oil '1'lINT FlItST NAMI. MIDDLIINITIAL.
5HAIII TO II

TYN Oil 'IIINT AOOIII.. OF IACH BINIFICIAIIY II EI.ATlONIH II' 'AID TO IACH
AND LAST NAMI 0' IACI'I IINI'ICIAIIY IINlflCIAI'lY

MARYA. SMITH 4902 Oak Strcet.JuoD. North Dakota Aunt One~

ANNA D. BROWN SO Duke Strcet.J_. North Dalr.ota Couain ODe-four til

HENRY G. BROWN SO DIlke Strcet.J_. Noeth DaIr.ou None ODe-fourth

TY'E OR ""INT "liST NAME, MIOOLIINITIAL. TY'I 01'1 'IIINT AOOIIIII Of IACli IENlflCIAIIY
SHAIIE TO IE

AND LAST NAME OF EACH IINEflCIAIIY ''IlI.ATIONlHII' 'AID TO EACH
IE NI f1C'AIIY

~cclPrior~~tion
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"[J(2)Omc:e of Petlonad ..... 'rrainina. U.s. Inrormalioi "Jeney, 'Nuhin,lon. b.c: 20~47 ir employed by lhe USIA.
(3)OfraclI or PenoMeI "'I\aIICDMnt, "Jene,. ror Inlernalional Dewelopmenl. Washin.1OD. D.C. 20~2S ir employed

by AlD.

iTAT~E . AID '-USIA
50131 t02

0Gro ~ 19110 ... ]61-)26 (711')

See Privacy Act Statement on
DESIGNATION OF BENEFICIARY

WARNINQ

reverse of last page. Do ... fill .11I "'"'-__
you "-,... th.I_......

A. INFORMATION CONCERNING THE DESIGNATOR
t. NAME IL.r) IFltlr) (Middl.) 2. DATE OF BIRTH 3. SOCIAL SECURITY NUMBER ... DATE OF THIS DESIGNATION

IMotIrM lo..,J /'I'..,J

5. POST OF ASSIGNMENT (City) ICountyJ 6. EMPLOYED BY IClte" one) 7.IF RETIRED. DATE OF RETIREMENT
IMOfI~) 10.) fYHr)

05,* OUS/A OAID

I. the participut or former putlc:lpant identified .bove, canceliJl••ny and aU prcvio..s deDanatiOfls of benenclary heretofore made by me, do now desipate the benenclary or benenciulu named
below to noeive ....y Iwnr:::m benenl lndulive of YoJunlal~depoJiIlwith accumulated Ullere" .. provided in Section 881(a) or Ihe Forei.n Setyice Acl or 19"6... amended) which may be-
come p.ya~~ IIJl4cr the oreilll Servlcc Iletinment~~ . Ity Syslem aner my dealh. lundentand thaI thit desiplation or beneficiary wiU nol afTecl Ihe nlhl. or any ...",IYOII who may qualt-
(y for annul benellrl aIler my death and thaI this de lion will renWn UI filII rorce and .rrecl un1cu and untO canceled by me in wrilin•.
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675 CIVIL SERVICE RETIREMENT
SYSTEM
(TL:PER-S'" 2-8-82)
(Unifotm S,.te/AIDIUSIAICommtIt'r;e/AgrlcUture)

675.1 Authority
The original Civil Service retirement law was approved

May 22. 1920. This law and the numerous laws which have
amended or modified It are listed on pages E-1 through E-13
of the Federal Personnel Manual SUpplement 831-1. pu~
Iished as Appendix A (pages 195 through 207) to section
675. The following procedures augment Federal Personnel
Manual Supplement 831-1.

675.2 Applicability
Administrative responsibility and fntemal procedures de

scribed In the following mater1al apply to the Departments of
State. Agriculture. and Commerce. the Agency for Interna
tionaJ Development (AID). and the United States Information
Agency (USIA). Questions not adequately covered in section
675 and Appendix A should be referred to the Retirement Di
vision (PER/ERIRET) for State: the AIDIW Division
(M/PMIW) for AID: Retirement and Insurance Branch
(MGT/PDR) or Office of Personnel (VOA/P). as appropriate.
tor USIA; the Personnel Division. Foreign Agricultural Ser
vice (PD/FAS) for Agriculture; and the Office of Personnel
Administration. Foreign Commercial Service (FCS/OPA) for
Convnerce.

675.3 Employees Covered
SubChapter S-2 of Appendix A (pages 9 through 11) c0n

tains information on coverage for Civil Service personnel.
The following U.S. citizen members of the Foreign ServIce
are covered by the Civil Service Retirement System (see sec
tion 900 for rules on Civil ServIce retirement for Foreign Ser
vice national employees):

a. Chiefs of mission who are not participants in the for
eign Service Retirement and DIsablUty System (see section
671.1-3); and

b. Member'S of the Service serving under a noncareer Ilm
ited appointment for a period In excess of 1 year.

675.4 Employees Excluded
The following U.S. citizen members of the Service are ex

cluded from Civil ServIce retirement coverage unless employ
ment in an excluded category follows employment subject
to the Civil Service Retirement System without a break In
service or after a separation from the Service of 3 days or
less:

a. Members of the Service serving under an appointment
limited to 1 year or less:

b. Consular agents (see section 994.5);
c. Nonfull-time members of the Service without a prear

ranged regular tour of duty; and

(

d. Employees paid on a contract Or fee basis. except em
ployees who are citizens of the United States who are ap
pointed by a contract between the employees and the
Federal employing authority which requires their personaJ
services and who are paid on the basis of units of time.

675.5 Filing Application
675.5-1 Overseas

a. When a member of the Service at a post abroad wish
es to apply for optional retirement. the member must fill out
SF-2801. Application for Retirement. and submit it to the
principal or administrative officer for forwarding to Washing
ton. For State. applications from Foreign Service national
employees are forwarded directly to the Payroll and Retire
ment Accounts Branch (M/COMP/FO/FD/PRA) and from all
others to PER/ER/RET. For AID. applications are forwarded
directly to the Overseas Division (M/PM/OS). For USIA. ap
plications from Foreign Service national employees are for
warded directly to the Foreign Service National Emplovee
Personnel Staff (MGT/PN) or the OffICe of Policy and Ser
vIces (VOA/PS). as appropriate. and for all others to
MGT/PDR or VOAlPS. as appropriate. For Agriculture. appli
cations are forwarded directly to PD/FAS. For Commerce
applications are forwarded directly fo FCS/OPA. •

b: The responsible officer at the post should render every
assistance to the member in completing the application by
explalOing in detail the types of annuities available. helping
to select the type best suited to the member's circum
stances. explaining the effect of making deposit or redeposit.
and obtajni~g a statement from the member to accompany
the application showing any unverified prior service with oth
er agencies. Questions which cannot be answered by the
post should be referred to the appropriate office listed in sec
tion 675.2.

875.5-2 In the United State.

When amember of the Service In the United States wishes
to apply for optional retirement. the member must fill out
SF-2801, ApplIcation for Retirement. for SUbmission through
the administrative or executive officer to PERlERlRET for
State; M/PM/OS for AID; MGT/PDR or VOA/P, as appropri-

~~IA; PD/FAS for Agriculture; and FCS/OPA for

End Unifotm S,.,.,NDIUSW'Cctnnwr:eIAgricuJture RBgUlstions.

676 thtough 678 (Unsssignttd)
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679 SOCIAL SECURITY COVERAGE
(TL:PER-220 3-21-68)
(UnHotm SIIJta'AID/USIA)

679.1 General
Social securtty coverage applies to aU employees not~

ject to the Civil Service Retirement Act or the Foreign Service
Act of 1946, as amended, or to another Federal retirement
system except:

a. NoncitiZens employed outside the boundaries of the
United States, the Virgin Islands, the Commonwealth of
Puerto Rico, and the territories of Guam and American Sa-
moa. and

b. Employees hired on a temporary basis tor emergency
work due to fire, storm, earthquake, flood. or similar emer
gencies. Certain sholNerm employees other than those indi
cated under item b will be subject to social security coverage.
The appointing officer determines whether coverage under
the Social security Act applieS and Indicates coverage if ap
plicable on the appointing doc:um8nt. For answers to ques
tions not available in this regulation, employees should
consult pamphlets such as "Your Social Security" (OASI-35)
or others issued by the SocIal security Administration, or
such questions may be referred directly to the SocIal Security
Administration. P.O. Box 1756, Baltimore, Maryland 21203.

679.2 Legal Basis and Coverage
a. TItle II of the Social Security Act (PUblic Law 271. 74th

Congress), amended by Public Law 724, 81 st Congress. pro
vides social security benefits for most Federal employees
who are not subject to civil service or to any other Federal
retirement system. Public Law 761. 83d Congress. an~ ~Ub
lie Law 97. 89th Congress, further amended the prOVISIOllS
with reference to Federal employees.

b. The Federal Insurance Contributions Act (FICA) pro
vides for withholding taxes from the salaries of employees
SUbject to the Social Security Act for depOsit in the Federal
Old-Age and SurviVors Insurance Trust Fund and the Federal
DisaDility Insurance Trust Fund.

679.3 Social Security Contributions
Federal old age. survivors and disability insurance benefits

are paid for by a contribution (FICA tax) based on the em
ployee's earnings. The employee and the agency pay equal
amounts of taxes to the United States Treasury Department
regardless of the employee's age and even though the em
ployee may be receiving social security benefits. Taxes are
paid through payroll deductions.

Commencing with taxable years ending after 1967, the tax
is figured on the first $7.800 of an employee's grOS$ 8MuaI
salary (including salary plus differential tor overseas employ
ees). Under the 1967 amendments. employer and employee
each pay at the rate of 4.4 percent for 1968; 4.8 percMt tor
1969-70; 5.2 percent for 1971-72; and 5.65 percent tor
1973-75. The increase is necessary to finance the increased
regular benefits and the hospital insurance program (medi
care).

679.4 Eligibility for Social Security
Benefits

To be eligible for social security benefits an employee must
have worked long enough to be "insured" (i.e., eligible for
benefits) under the Social Security Act. Under current legisla
tion. an employee cannot beeome fully insured with less than
six quarters (1-1/2 years) of work and he does not need more
than 40 quarters (10 years) of coverage to be fully Insured.
An employee is currently insured if the employee has at least
six quarters of coverage within 3 years before the employee
dies or becomes eligible for retirement benefits. Exact defini
tions of the number of quarters an employee must work and
how old he must be to be tully insured can be found in the
current edition of OASI·35.

679.5 Social Security Benefits
•• Retirement Peyments (Old Age Inaurance

Peyments)

Upon reaching the age of 62 a tully insu-.-ed employee is
entitled to monthly retirement payments by filing an applica
tion with the Social Security Administration. However. if the
employee elects to receive a benefit before age 65. the bene
fit will be reduced. Monthly payments are also made to de
pendents in accordance with definitions contained in
OASI-35.

b. Survlvora Inaur.nee Peyments

Monthly insurance payments may be made to memberS of
a deceased employee's family if at the time of death the em
ployee was insured. These payments are subject to the same
earnings test as the one for retired employees (section 679.4
and OASI·35). Added eligibility qualifications are defined in
OASI·35.

Survivors insurance payments cannot start until an appli
/ cation has been filed with the nearest district office of the sa-

I
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cial Security AdminiStration by a member of the deceased
employee's family. Persons overseas address inquiries to
P.O. Box 1756, Baltimore, Maryland 21203. The application
should be filled out promptty inasmuch as back payments
cannot be made retroactive for more than 12 months. In addi
tion to monthly payments. a lump-sum payment up to three
times the amount of the monthly retirement benefit but not
to exceed $255.00 is made to the widower or widow of a fully
or currently insured employee if the employee was living with
the employee in the same household. OtherWise the
lump-sum payment is payable toward burial expenses. (See
also 7 FAM 457.1-8.)

Co Disability Insurence BeneflU

To be eligible for disability Insurance benefits. a disabled
person must have sociaJ security aedit for at least 5 years
of wort< In the 1G-year period ending when the person be
comes disabled. However, workers who become disabled in
1971 or later wilt need credit for more than 5 years of wen.
679.6 General Provisions Regarding

Benefits
•• Amount of P.ymenta

The amount of monthly payments to which an employee
and dependents and survivors are entitled depends on the
employee's average earnings in covered employment and
setf~pIoymentup to the time of death, disability or when
the employee reaches retirement age, or up to the time of
actual retirement, whlc:hever Is later. The amounts of these
monthly payments will be determined by the Social SecurIty
Administration fOllowing application for payments.

b. The Effect of Continued Work on Receipt of
Benefits

A beneficiary is required to report to the Social security
Administration when beginning wen and expects to earn
over $1.680 In a year. All earnings from work, whether em
ployment of self-employment. and whether or not covered by
social security. must be considered. Investment Income need
not be considered.

A retired worker. or dependent of a disabled wort<er, or a
survivor. who does not eam more than $1,680 a year, can
get benefit checks for all 12 months of the year. A retired
worker's dependent who does not earn more than $1,680
a year can get benefits for all the months the worker does.
If in any year a beneficiary earns more than $1,680, some
or all of the benefits for months before the beneficiary reach
es age 72 are withheld. The amount withheld depends on
how much year1y earnings exceed $1,680 and in how many
months Wdl1c.ed.

A person living abroad who receives social securtty bene
fits will have them suspended for any month the person is
under 72 years of age, during which engaged in gainful em
ployment (or setf~pIoyment) on more than 6 days during
a calendar month, regardless of the amount earned. See the

revised booklet SSA-e609(10-65). Social Security Benefits
Outside the United States. for a discussion of this and other
reasons for suspension of benefits to pa)'888 outs«2e the
United States.

c. Events Th.t .y Affect Beneflt8

A variety of changes In the person&!, family. or legal status
of a beneficiary may affect benefits. and e81eh beneficiary is
required to notify the Social 5ecurity Admlinlstratlon of the
occurrence of such events. Each beneficiary is furnished in
structions on what events to report and ho,w to make such
reports. The events to be reported are somewhat different
if the beneficiary is outside the United States. (See 7 FAM
457.1-2.)

d. Refunds

No refund of social security taxes may be made except
when payments have exceeded the tax reqluirements. Such
refund is claimed on the employee's income tax return flied
for the year in which the overpayment occurred. Information

:oncerning a refund of FICA tax should be oIbtalned from the
District Director of Internal Revenue.

•• Appe.ls Righta

If a beneficiary Is not satisfled with the Social S8cwtty M
ministration's action on the cIIIm, the benetlcl8ry may re
quest that it be reconsidered; subsequently, the beneficiary
may also request a hear1ng before • hearing eamInIr of the
Bureau of Hearings and Appeala, and • reW!1W of the hearing
examiner's decision by the Appeals CouncIl. Ultimately, the
beneficiary also has the right to bring • ch" action In U.S.
District Court.

679.7 Social security Numbe...
All U.S. dtizen Federal employees I'IMISt have socIII securt

ty numberS whether or not IUbject to lIOCIIt security cover
age. AU non-U.S. CitiZen empoyees perfommg service In the
United States and subject to Income and IOcial securtty tax
es must also have social sec:urtty numbIrI. The number
should be shown on Form W-4, Employee's wtth:1oIdIng ex
emption Certificate, fumlshed the ofIIce maintaining employ
ee accounts. A person not having • IOCI8I :security account
number may obtain one by wrttIng a lett.. or sending Form
55-5. application for sodaJ aecurtty number, to the SocIal
5ecurtty Admlnlstratton, P.O. Box 1756. l~aJtfmore, Mary
land 21203.

679.8 Report of Deduction.
Each employee II furnished • statement of the total

amount of earnings subject to RCA dedul:tlons and of the
RCA deductIonI made. on Form W-2, WIthholdIng Tax
Statement, after the close of the caJendar ~,.,.. In the event
of separation during the calendar yeIf', fcnrn W-2 should be
given the employee not later than 30 days lifter the last pay
ment of saiary II made.
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681 GENERAL PROVISIONS
(TL:PER-146 11-30-89)
(Uniform State/AID/USIA/Commerce/Agriculture)

681.1 Applicability
a. The regulations and procedures prescribed herein are applicable to

all U.S. citizen employees of the Foreign Service and to their eligible
dependents except resident staff employees (for State, see section 122.5; for
AID, Handbook 25, Chapter 34 for USIA, see MOA V-B 520); and, when authorized
by appropriate legislation and 1n keeping with specific administrative
agreements, to those U.S. citizen Federal employees assigned or to be assigned
abroad by other U.S. Government agencies and to their eligible dependents.

b. Applicability is extended to designated U.S. Civil Service
employees who are assigned abroad on temporary duty in accordance with section
685.3. The employee's agency, department or bureau must have elected to
provide such medical benefits and have entered into agreement with the Office
of Medical Services of the Department of State.

c. The following agencies participate by formal agreement in the
Medical and Health Program of the Department of State:

Agency for International Development (AID), includes PASA
Department of State
U.S. Information Agency (USIA)
Peace Corps (excludes volunteers)
Department of Agriculture
Foreign Agricultural Service (FAS)
Federal Grain Inspection Service (FGIS)
Animal/Plant Health Inspection Service (APHIS)
Agricultural Research Service (ARS)
Office of Information, Cooperation and Development (OICD)
Soil Conservation Service (SCS)
Department of Commerce
Foreign Commercial Service (FCS)
Export Development (ED)
Import Administration (IA)
Bureau of Census (Lagos only)
Department of Interior
Bureau of Reclamation (BUREC)
U.S. Geological Survey (USGS)
Office of the Inspector General (OIG)
Department of Transportation
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Federal Aviation Administration (FAA)
Federal Highway Administration (FHA)
U.S. Maritime Administration (USMA)
Department of Justice
Drug Enforcement Administration (DEA)
Immigration and Naturalization Service (INS), Includes Pre-Clearance
Personnel)
U.S. Marshals Service (USMS)
Federal Bureau of Investigation (FBI)
Department of Treasury
U.S. Customs (USC)
U.S. Secret Service (USSS)
Office of International Affairs (OIA)
U.S. Saudi Arabian Joint Commission for Economic Cooperation (JECOR)
Internal Revenue Service (IRS)
Bureau of Alcohol, Tobacco and Firearms
National Aeronautics and Space Administration (NASA)
The Library of Congress
Environmental Protection Agency (EPA)
Department of Veterans Affairs (VA), Staff Employees Only
Office of the U.S. Trade Representative (USTR)
Inter-American Foundation (IAF)
Department of Health and Human Services
Centers for Disease Control (CDC)
National Institutes of Health (NIH)
Office of International Affairs (IAF)
Office of Human Development Services (OHDS)
Social Security Administration (SSA)
U.S. Postal Service (USPS)
African Development Foundation (AFD)
Department of Energy (DOE)
National Science Foundation (NSF)

681.2 POLICY
a. The general policy of the Department of State is to provide where

possible and assist all U.S. citizen employees and their eligible dependents
in obtaining the best possible medical care available in the region to which
they are assigned. This includes personnel of the Department and all agencies
participating in the medical program by agreement. This policy extends to the
most remote parts of the world, but recognizes the limited ability of the U.S.
Government to provide medical care equivalent to that available in major U.S.
medical centers. In the event local and regional medical facilities are
inadequate to provide essential services, evacuation to locations where such
services can be obtained may be authorized.
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b. It is also part of the Department's medical policy to provide an
Environmental Health and Preventive Medicine program which focuses on the
protection of employees and their dependents from environmental conditions
which could endanger their health.

681.3 AUTHORITY

681.3-1 Foreign Service Act of 1980
The authority for the regulations prescribed herein is contained in the

Foreign Service Act of 1980 (as amended by PL 96-465).

681.3-2 Discretionary Authority
The Department of State may authorize or approve payment of medical

expenses and medical travel necessary or expedient in unusual or unforeseen
circumstances, if allowable under existing authority, whether or not
specifically provided for by these regulations.

681.4 Delegation of Authority
Subject to the limitations prescribed herein and the availability of

funds, the Department of State and the participating agencies listed in
section 681.1 have delegated to principal and administrative officers of the
Department of State overseas, and to their designees in writing, authority to:

a. Authorize and approve medical treatment, hospitalization,
immunization, examination, and related expenses of American employees of such
agencies and their dependents (se2 section 685.4). Certifying officers of the
Department of State have been authorized to certify medical expense vouchers
chargeable to funds of participating agencies.

b. Authorize and approve medical travel (except within the United
States) of such employees, their dependents (see section 686.1), and required
attendants (see section 686.2);

c. Contract for nonemployee attendants.
d. Only the Principal Officer may determine other persons to be

temporarily eligible for specific health unit services following consultation
with the regional medical officer or other individual designated by the
Medical Director. Use of the health unit is determined by the following
conditions:

(1) Cases where no other suitable health care is available;
(2) Extension of the care does not detract from the care available to

authorized recipients;
(3) It is in the best interest of the U.S. Government;
(4) An equitable system for reimbursement of health care services is

agreed upon by both post and those receiving health unit services; and
(5) The health care provider determines that the prospective patient's

health condition does not exceed the capabilities of the health unit staff.
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681.5 Funding u
681.5-1 Direct Medical Expenses

Direct medical expenses are those costs clearly identified with a given
patient and charged to the funds of the applicable employee's agency. Except
as noted in section 681.5-2, such expenses, when authorized, include:

a. Hospitalization and related expenses (see section 685.2);
b. Medical travel expenses of employees, their dependents, and

authorized employee attendants;
c. Immunization and examination expenses when obtained from private

physicians or clinics, or at U.S. Government facilities other than the
Department of State Office of Medical Services or post health units;

d. Contractual services of nonemp10yee attendants.

681.5-2 Shared Medical Expenses
Shared medical expenses are those expenses funded under administrative

support agreements. Such expenses include:
a. Operating costs of post health units;
b. Cost of certain medical supplies and equipment; and,
c. All medical costs for shared administrative support personnel

attributable to the support of each agency, including direct medical expenses
incurred for the medical care of such personnel.

681.5-3 Insurance Coverage
Employees are required to complete the insurance statement on Form

FS-569, Authorization for Medical Services for Employees and/or Dependents.
Principal and adnlinistrative officers are responsible for ensuring that
certain medical insurance benefits payable to U.S. citizen employees and their
dependents for medical services at government expense are recovered as
repayments to the respective appropriated funds. (See 4 FAM 437.9.)

681.6 Definitions
The following apply to the regulations contained in section 680:
a. "Medical Clearance,· Form DS-823, issued by the Medical Director of

the Department of State to report that the medical examination of an
individual has been completed and the individual has been found medically
cleared with or without limitations (see section 684.7) or not cleared for
service abroad. It may also report that the final evaluation is pendin'g u....

further examination or treatment or that the previous clearance is annulled.
b. "Administrative waiver" means an administrative decision issued by

the responsible officer of the employing agency to waive the requirement for
medical clearance of an individual employed and/or assigned or stationed
abroad.

c. ·Competent medical authority· means the Medical Director, a Post or
Regional Medical Officer (RHO), Foreign Service Nurse Practitioner, the Post
Medical Adviser, or other local physician(s) with comparable training and
experience.
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681.6 d. "Covered by insurance" means coverage under the Federal Employees
Health Benefits Act of 1959, as amended, and/or any type of private health,
medical, hospital, time-loss or other insurance coverage. The specific
provisions of an insurance policy control the extent and conditions of medical
"coverage" (e.g., some policies exclude coverage for certain medical expenses
paid by the Department and other agencies).

e. "Dependents" include the following members of an employee's family
as indicated in the employee's personnel file maintained by the Department of
State or applicable agency:

(1) "Spouse;" and
(2) "Children" who are unmarried and under 21 years of age or,

regardless of age, who have been determined incapable of self-support,
provided such incapacity existed on or before the 21st birthday of the child.
The term shall include, in addition to natural offspring, stepchildren and
legally adopted children and those under legal guardianship of the employee or
the spouse when such children are expected to be under such legal guardianship
at least until they reach 21 years of age and when dependent upon and normally
residing with the guardian.

f. "Emergency dental care" means any dental condition which is causing
severe pain and/or for which the deferment of proper treatment would cause
permanent and irreparable damage to the teeth or supporting dental
structures. (Note: Orthodontia is not regarded as an emergency dental
condition.)

g. "Immunization" means the administration of a biological
preparation, e.g. a vaccine or antiserum, designed to augment an individual/s
resistance and thus attempt to protect that individual against a disease.

h. "listed Christian Science practitioner" is a Christian Science
practitioner certified by the Mother Church at Boston, Massachusetts, and
currently listed in The Christian Science Journal published by the Christian
Science Publishing Society. Inquiries concerning the eligibility of a
practitioner should be addressed to the Medical Director. Such practitioners
are authorized to treat any U.S. citizen employee or dependents who are
Christian Scientists and who request such services in lieu of a physician and
to recommend their evacuation to a Christian Science sanatorium (see section
685.2a).

i. "located abroad" means physically outside the 50 States and the
District of Columbia while on official travel orders.

j. The "Medical Director" means the Assistant Secretary for Medical
Services, who directs the medical and health program.

k. "ReqUired dental care" means dental treatment which cannot be
postponed until home leave and which, if delayed, can reasonably be expected
to result in a need for emergency dental care. Specifically excluded from the
definition are prophylactic and cosmetic dental care.

1. "Stationed abroad" means ordered on detail or assignment outside
the 50 States and the District of Columbia and includes the period authorized
for an employee and employee's dependents to travel to and return from such
detail or assignment.
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681.6
m. "Serious illness, injury or medical condition" (medical emer~lency

at post) means a state of health which requires hospitalization or similar
treatment, and which could prevent an employee from performing his/her
assigned duties, or could adversely affect the medical clearance of the
employee or eligible dependent (see section 684.7).

n. "Eligible U.S. citizen employees" may include Civil Service
employees designated by their agency, having an agreement with M/MED of the
Department of State, who will be assigned abroad on temporary duty.

682 RESPONSIBILITY FOR MEDICAL ADVICE AND ASSISTANCE

682.1 In the United States
a. The Office of Medical Services of the Department of State is

available to eligible employees and their eligible dependents for consultation
on health and medical issues in the United States and overseas. Physic,i1
examinations can be arranged for personnel within the United States when
indicated. The examination clinic can perform such examinations for those who
will be in the Department of State. Any eligible employee or eligible
dependent with medical or health problems may arrange a consultation while in
Washington or may write to the Office of Medical Services requesting
assistance and medical referral when indicated.

b. The Department of State will maintain a health unit in selected,
major office bUildings to provide medical assistance for medical conditions
that fall within the scope and capabilities of the medical personnel employed
in those facilities. Appropriate referrals for private medical care may also
be made.

682.2 Overseas Posts

682.2-1 Assignment of Foreign Service Medical Officers
.Medica1 officers, including physicians, nurse practitioners and

laboratory technicians, are assigned to positions overseas where it has been
determined that their medical services are needed at post or in the region.
The size of the mission, availability of local medical care, degree of
isolation and special medical conditions are to be considered when determining
the assignments of medical personnel. The qualifications, training and
experience of professionals are considered when making recommendations for
assignments to specific posts.

~hYSi~~~~~c~~~~ meet the following requirements for selection into the ~
Foreign Service:

(1) American citizen;
(2) Completed his/her medical education and graduated from a recognized

school of medicine or osteopathy;
(3) Fulfilled the requirements of an internship and/or residency and

have at least 5 years of practical experience following training;
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682.2-1 (4) Have a current license to practice medicine in at least one of the
United States or the District of Columbia.

(5) Board eligible or board certified in an area of medicine which is
consistent with the goals of the Department in providing clinical care
overseas (such as family practice, internal medicine, emergency medicine,
etc.).

b. Nurse Practitioner
Nurse practitioners must meet the following requirements for selection

into the Foreign Service:
(1) American citizen;
(2) Completed a Bachelor of Science degree in nursing or an associated

field;
(3) Certified as a Nurse Practitioner by the state of licensure or the

American Nursing Association after completion of at least 1 year of
specialized academic training; and

(4) Hold a current license as a registered nurse in at least one of the
United States or the District of Columbia.

c. Laboratory Technologists
Laboratory technologists must meet the following requirements for

selection into the Foreign Services:
(1) American citizen;
(2) Have at least 5 years of clinical laboratory experience in a

medical laboratory; and
(3) Registered with one of the major societies for clinical laboratory

technologists and/or certified by the Department of Health and Human Services.

682.2-2 Duties of Medical Personnel
Duties of all medical personnel will essentially be to provide services

to eligible employees and their dependents assigned abroad and to advise the
mission with regard to safe health care practices. Duties may vary from post
to post depending on the unique needs of each post and the qualifications of
the health care prOVider.

a. Duties of Regional Medical Officer (RHO)
Regional medical officers at posts within geographic area of

responsibility perform the following duties:
(1) Act as advisors to the principal officers on all foreign policy

questions having medical importance and on all facets of the medical program.
(2) Provide medical care, counsel and examination for American

employees and their dependents within the framework of these regulations and
the capabilities of the physician, considering the facilities and time
avail abl e;

(3) Travel periodically and in emergencies render medical support to
posts within their regional area of responsibility to provide the same
services set forth in paragraphs 1 and 2 above;

(4) Provide supervisory, collaborative and consultative services to the
FS nurse practitioner and laboratory technologists, either in person or by
written/verbal communication;
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682.2-2 (5) Establish and monitor the standard of care provided by all health
care personnel employed in health units under his/her supervision; and

(6) Maintain liaison with local physicians, hospitals, laboratories and
public health officials on matters pertinent to the Department of State
medical program; and

(7) Provide consultation and support to posts within their region on
the recognition and evaluation of environmental and occupational conditions
which may cause impaired health and well being, or life threatening illness.
RMOs shall utilize the services of the M/MED Environmental Health and
Preventive Medicine staff as required.

b. Duties of Foreign Service Nurse Practitioners
Foreign Service nurse practitioners provide primary health care in

accordance with their knowledge base, experience and competence in
collaboration with the regional medical officer. In addition to their role as
primary health care providers, they provide intervention including, but not
limited to the following:

(1) Act as advisor to the principal officer on all foreign policy
questions having medical implications and on all facets of the medical program
in the absence of the RHO;

(2) Provide comprehensive primary care and counseling for American
employees and their dependents within the framework of these regulations and
the capabilities of the nurse practitioner, considering the facilities and
time available;

(3) Collaborate with the RHO, either in person or by written/verbal
communication;

(4) Establish and monitor (in conjunction with the RMO) the standard of
care provided by laboratory technicians and the contract health care prl)viders
employed in the mission; and

(5) Maintain liaison with local physicians, hospitals, laboratories and
public health officials on matters pertinent to the Department of State.

(6) Travel periodically and, in emergencies render medical support to
posts within their regional area.

c. Duties of laboratory Technologists
laboratory technologists perform the following duties:
(1) Establish laboratories to provide support toward diagnosis and

treatment of disease;
(2) Train laboratory personnel employed by U.S. Missions within their

region upon request of the medical director and/or the RMO;
(3) Take routine X-rays and, at posts so equipped, perform selected

diagnostic X-ray studies; and
(4) In conjunction with the RHO or the nurse practitioner, participate

in the post's community health programs.

ll .. · ... j'li1
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~ 682.2-3 Continuing Medical Education (CME)
The level of proficiency of health care professionals must be maintained

through continuing medical education and training programs pertinent to the
health care problems encountered in Foreign Service medical practice. Such
programs will be provided by the Office of Medical Services in conjunction
with the faculty of an accredited school of medicine or nursing. eME programs
for laboratory technologists must be acceptable to the American Society of
Clinical Pathologists.

Educational programs must provide, in part, the education credits
required to maintain state licensure.

682.2-4 Designation of Post Medical Adviser
The Department of State principal or administrative officer at post may

designate one or more medical advisors to provide competent and timely medical
assistance.

a. Guidelines and Procedures for Selection of Post Medical Advisers
(PMA)

(1) Selection of post medical adviser should be made with the
consultation and agreement of the RMO or the medical director. There should
be a clear need for an advisor based upon significant absences of the medical
officer or nurse practitioner from post and lack of reliable communication
links between posts or other medical centers.

(2) Post medical advisers should be selected based upon their medical
training and knowledge of the English language.

(3) The need for the continued services of a PMA should be reevaluated
periodically by the principal or administrative officer with concurrence of
the regional medical officer. The PMA's appointment is not compensable.

b. Duties of Post Medical Adviser
Post medical advisers perform the following duties:
(1) Advise the principal or administrative officer or, a designated

representative, of the need for medical treatment and recommend evacuation in
cases when suitable care is unavailable locally; and

(2) Advise responsible officers at the post of public health problems
which exist or which might arise.

(3) In situations where the PMA is also asked to prOVide direct patient
care within the health unit, he/she may receive payment for patient care
through a professional services contract based on an arranged hourly wage.
The Regional Medical Officer must review these contracts.

682.2-5 Health and Medical Information Report
a. Each post maintains a Health and Medical Information Report,

prepared with the advice and assistance of the regional medical officer (RMO),
Foreign Service nurse practitioner, post medical advisor, local health
agencies, U.S. Government physicians assigned to the country, and other
reliable sources of medical information.

b. All employees serving with any of the agencies covered by the
Department of State Medical Program should be given a copy of this report.
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682.2-5
c. Current copies are kept on file in the Office of Medical Services

(MIMED) for use in the development and administration of the overseas medical
program.

d. The Health and Medical Information Report should be reviewed and
corrected annually for submission to MIMED no later than January 31. If there
is no change, a statement of that fact should be submitted. When a
significant change in medical conditions or facilities arises prior to the
annual reporting date, an off-schedule report should be submitted
immediately. All reports should show the date of review and be transmitted to
MIMED, under cover of memorandum (subject: AMED, making reference to Report
No. F-14, 2 FAM 144.1).

e. Pages should initially be prepared on one side only, dated and
consecutively numbered. When a correction or change is required, only the
revised page, bearing its original number and new issue date, need be prepared.

682.2-6 Contents of Health and Medical Information Reports
Each report contains the following information:
a. The names of the post medical advisers (PMA), where applicable;
b. A representative list of names of reputable physicians and de~ntists

with their addresses, telephone numbers, specialties and proficiency in
English (optional). If included, the report should make it clear that there
are other reputable doctors and that the choice of a physician is a personal
matter. If wide distribution of a panel of names is inappropriate, a list of
available doctors and dentists should be maintained for review by interested
personnel;

c. Names and addresses of available hospitals and clinical facilities,
indicating those with special capabilities such as emergency rooms, cardiac
care, obstetrics, pediatrics, etc .. ;

d. A list of health conditions at post and advice on precautionclry
measures which should be taken. Specific topics which may be covered when
applicable include the following:

(1) Portability of local water;
(2) Sanitary precautions regarding local meats and produce;
(3) Health hazards, including biting andlor venomous insects and

snakes, infected or contaminated bathing areas, sun exposure and dietary
deficiencies; and

(4) Infectious diseases and preventative measures such as vaccinl~s or
malarial suppressives; and

e. Any additional information of a related nature which may be of
value to new personnel coming to the post.

682.2-7 Reports of Illness or Injury
a. The Department of State principal officer, medical officer Oir nurse

will report telegraphically, by "MED CHANNEL" (5 FAM 212.3f), to MIMED leach
serious illness or injury of employees or their dependents (see section
697.1). At posts where no Foreign Service medical officer or Foreign Service

L ... :·j·~
~



3 FAM 680

Trans. Memo. No. Effective Date Page No.
AID HANDBOOK 29 29:80 as indicated 7F -11

682.2-7
nurse practitioner is assigned, the principal officer may designate an officer
with appropriate signing authority to initiate and receive "MED CHANNEL"
messages. It is the responsibility of the Office of Medical Services (M/MED)
to notify the employing agency.

b. Telegrams reporting accidents or injuries not covered by the
Department of State Medical Program must be specifically marked for action by
the employing agency. "MED CHANNEL" should not be used in these cases.

c. Any other medical reports, except as described in sections 684.6-2
and 685.4, are sent by memorandum. When the medical information is so highly
sensitive that it should be seen only by the Medical Director, the report will
be enclosed in double envelopes with the inner envelope marked; "TO BE OPENED
ONLY BY THE MEDICAL DIRECTOR (M/MED)." Such communications should be sent to
the Department by registered mail. Only where security considerations are
involved is a prescribed security classification used.

682.2-8 Provisions of Health Room and Bed Rest Facilities
a. All overseas missions may establish health care units with

facilities consistent with perceived needs. Each post, at a minimum, should
have a suitable place where employees can rest when they feel ill but may not
require sick leave.

b. When planning the construction, renovation and/or development of
overseas health facilities, the Medical Director should be consulted
concerning the size, configuration and medical equipment to be used in the
facil i ty.

683 FAMILY ADVOCACY PROGRAM

683.1 General Provisions

683.1-1 Applicability
These regulations form an integral part of the Medical and Health

Program administered at posts abroad by the Office of Medical Services
(M/MED), Department of state. These regulations apply to all persons included
in that program (see 3 FAM 681.1).

683.1-2 Policy
It is the policy of the Department of State and of other agencies

participating in the Medical and Health Program administered by M/MED to:
a. Encourage the development of programs or activities at posts abroad

that contribute to a healthy family life, and that restore to a healthy state
those families experiencing child abuse or neglect or spouse abuse or neglect
or other dependent family members (hereafter referred to as abuse/neglect).

b. Provide a Family Advocacy Program at posts abroad coordinated by
M/MED to facilitate the prevention, identification, evaluation, treatment, arid
follow-up of cases of abuse/neglect.
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683.1-2
c. Protect the safety and health of children and family members and

provide suitable counseling and treatment while endeavoring to maintain family
integrity.

d. Provide for appropriate disposition of confirmed cases of
abuse/neglect, and take appropriate action in those instances where
intentionally false reports of abuse/neglect are made.

683.1-3 Purpose
The principal purpose of these regulations is to protect and prom1ote the

physical and mental well-being of U.S. citizen employees and their spouses,
children, and families stationed at posts abroad. Of equal importance is the
protection of an employee's career and reputation. To these ends, these
regulations provide guidance and assign responsibility for handling and tJ
disposition of alleged or established cases of abuse/neglect. ~

683.1-4 Authority
These regulations are issued under the authority of sections 206, 207,

and 904 of the Foreign Service Act of 1980 (22 USC 3926, 3927, 4084).

683.1-5 Definitions
a. "Spouse/dependent family member abuse" means direct, physical

injury or trauma intentionally inflicted on a spouse or other adult dependent
family member.

b. "Child abuse" - The term child abuse means mental or physical
injury inflicted on a child (or failure to prevent the infliction of physical \..,t....•.t
or mental injury upon the child), including excessive corporal punishment or . .
an act of sexual abuse or molestation, by a parent, guardian, or custodian
under circumstances which indicate that the child's health or welfare is
harmed or threatened thereby.

c. "Child neglect" means:
(I) The abandonment or abuse of a child by his or her parent, guardian

or custodian; or
(2) The deprivation of proper parental care or control, subsistence,

education as required by law, or other care or control necessary for his or
her physical, mental, or emotional health, and the deprivation is not due to
the lack of financial means of his or her parent, guardian or other custodian;
or

(3) The inability of a parent, guardian or custodian to discharge his ..
or her responsibilities to and for the child because of their incarceraltion, ;" ...
hospitalization, physical or mental incapacity; or ~

(4) The refusal or inability of a parent, guardian or custodian to
assume the responsibility for the child's care, control or subsistence and the
person or institution which is providing for the child states an intention to
discontinue such care; or

(5) The placement of a child in imminent danger of being abused and the
sibling of such child has been abused.
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683.1-5
d. "Inadequate supervision" - A child receiving inadequate supervision

is a child who:
(1) Is subject to compulsory school attendance and habitually truant

from school without justification;
(2) Is habitually disobedient of reasonable and lawful commands of his

parents, guardian, or other custodian; or
(3) Is in need of care or rehabilitation; or
(4) Has committed an offense committable only by children.
e. "Child" means any person under the age of 18 years.
f. "Spouse" means a person who is married to a U.S. citizen employee

or who is the U.S. citizen employee.
g. "Other dependent family member" means any other family member

dependent upon and residing with any U.S. citizen employee and spouse.
h. "Head of overseas establishment" means the officer in charge of any

of the components of the U.S. mission in the country. For USIA this includes
the Country Public Affairs Officer and the manager of the Yoice of America
(YOA) Relay Stations, as appropriate.

683.2 Responsibilities
a. M/MED
This office develops a coordinated approach to the family advocacy

matter, including consultations with the National Center on Child Abuse and
Neglect (NCCAN), the Department of Health and Human Services (HHS) and local
family welfare agencies, and maintains a central Family Advocacy Case File
records system in accordance with section 683.5 below. The office shall also
be responsible for setting up and administering the training programs for
Family Advocacy Officers.

b. Chiefs of Mission
The Chief of Mission ensures that procedures established by these

regulations are followed. The Chief of Mission designates a Family Advocacy
Officer, who is the Deputy Chief of Mission (DCM) or, if a Regional Medical
Officer (RHO) is resident at post, shall be either the OeM or RMO.

c. Family Advocacy Officer (FAO)
The FAO has primary responsibility for implementing and publicizing the

Family Advocacy Program at post; initiating investigations; making
determinations in consultation with the RMO, as appropriate to case
disposition; and maintaining case files in accordance with these regulations.
In carrying out these responsibilities, the FAO is required to request medical
assistance.

d. Regional Medical Officer or Regional Medical Officer Psychiatrist
(RMO/P)

The RHO or RMO/P, subject to the exercise of sound professional
judgment, shall respond promptly to requests by a FAO for assistance in the
investigation of suspected or treatment of established cases of
abuse/neglect. If the RHO or RHO/P are unavailable, the FAO requests guidance
and/or assistance from the Medical Director, M/MED.
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683.3 General Procedures

683.3-1 Signs of Abuse/Neglect
In reporting Abuse/Neglect, the following categories are consider'ed:
Physical assault;
Excessive corporal punishment;
Physical neglect or inadequate supervision of a child;
Sexual exploitation.

683.3-2 Reporting
Every member of the Foreign Service community is encouraged to be~ aware

of the possibility of abuse/neglect. Anyone having information that 1e!ads
them to have substantial concerns that abuse/neglect is occurring is strongly
encouraged to report such information in confidence to the FAO. The F~~O will
take the actions required by section 683.3 and will provide counsel to the
individuals reporting abuse/neglect as to the seriousness of the charge!s '
involved.

683.3-3 Investigation
a. Upon receiving a report or otherwise discovering a suspected case

of abuse/neglect, the FAO opens a Family Advocacy Case File and contacts
medical authorities (see 683.5). The investigation begins with informal1,
confidential inquiries to advise the family of the nature of the investigation
and to obtain their cooperation. At the onset of the investigation, the
Family Advocacy Officer shall inform any individual suspected of abuse/neglect
of the right to have counsel present at any interview conducted with the
individual during the investigation. Employees are advised that the FAO
investigation is a nondiscip1inary procedure whose sole purpose is to
determine whether medical treatment, counseling or other family serViCE!S are
required, and that any information or statements gathered in the COUrSE! of
investigation in connection with the family advocacy program will not be used
for disciplinary purposes.

b. The investigation process begins with an initial review period,
during which the FAO determines whether there is cause for any further
investigation. Inquiries are to be made to teachers and others who may have
information as to the seriousness of the suspected case. Medical examinations
and/or consultations are scheduled promptly with the RMO or other available
medical professiona1(s), as appropriate.

c. The employee is advised that repatriation may be ordered if MEO
determines that required services are not available at post or if the
investigation cannot be completed due to non-cooperation of the individual
involved. The employee is also advised that he/she may request vo1untclry
repatriation. The FAO will give reasonable consideration to any requests for
voluntary repatriation.

no,/i
~
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683.3-4 Recording
Medical examinations and family interviews are promptly and thoroughly

documented and these reports are placed in the Family Advocacy Case File.
Only medical records relevant to an individual's physical or mental health are
to be placed in that individual's medical file and no reference will be made
to the FAO investigation or FAO case file. Careful prompt recording of
medical information, interviews and photographs documenting injuries is highly
important.

683.3-5 Determination
Following the interviews and examinations, the FAO shall consult with

the RMO and appropriate health care professionals concerning disposition of
the case. Apart from special circumstances, the investigation is completed
and a determination made as to the case disposition within 30 days. If a case
is determined to have no basis in fact, it is termed unfounded and the case
file is immediately destroyed. If no services are needed and the initial
report is unsubstantiated, active processing of the case is terminated. A
note is made in the file to the effect that there is no reason to believe that
there is or has been abuse/neglect. If the RMO determines services are
needed, the family is informed and a treatment plan is recommended. If a
determination cannot be made because the individuals decline to cooperate with
the investigation or if MED determines that reqUired treatment is not
available at post, medical evacuation or administrative transfer of the
employee is considered (see 3 FAM 683.4).

683.3-6 Treatment
Treatment is directed toward keeping the family intact whenever possible

and preventing further abuse. This may be accomplished by:
a. Use of resources available within the mission for treatment of the

family, e.g., counseling of parents and children;
b. Where adequate to the problem, culturally compatible, and

politically appropriate, referral to host country's social service and/or
treatment facilities;

c. Emergency medical evacuation of child and/or parent, guardian, or
spouse, if recommended by RHO for emergency medical treatment;

d. Repatriation of the family by transfer of the employee to the
United States under procedures outlined in section 683.4 below, where a
medical emergency does not exist but there is a degree of urgency owing to the
possibility of repeated child or spouse abuse/neglect or because of a need for
American legal or counseling services.

683.4 Case Procedures and Action by Principal Officer
a. The FAO notifies the principal officer of the determination and

recommended treatment, if any, in each case. The FAO notifies the principal
officer and head of overseas establishment of any case in which investigation
was frustrated by refusal of one or more family members to cooperate, or in
which one or more family members has refused or prevented the recommended
treatment.
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683.4 b. If repatriation of the family is recommended (1) because the family
prevents or refuses investigation and/or treatment, or (2) because there!
appears to be serious injury or a threat to life, the principal officer in
consultation with the head of the overseas establishment requests that t.he
employing agency order the employee's immedi ate reassignment and transfe!r to
the United States. Such requests must be supported by a medical
recommendation transmitted by the RHO through the MED channel. Upon rec:eipt,
M/MED will advise the appropriate social welfare agencies in the U.S.
Repatriation may be necessary in some additional cases; for example, when
treatment services are not available at post or when intervention of the! court
system in the U.S. is necessary.

683.5 Maintenance and Disposition of Family Advocacy Case File
a. A family advocacy case file is started by the FAO for each case of

suspected or established abuse/neglect. Such files are held at post in a
separate records system that is co-located with post medical records except
when requ ired for use by the FAO. Such records are subject to the protE!ct ion
of the Privacy Act, 5 USC 552a. Improper disclosure of information contained
in the FAO case file may be grounds for disciplinary action in accordance with
3 FAM 760.

b. If a case is determined to be unfounded, the case file is
immediately destroyed.

c. If a case is determined to be unsubstantiated or if the
investigation cannot be completed because of the noncooperation of the parties
involved, the case file is sent to M/MED where it will be retained for ;! three
year time peri od • If no further informat ion is developed for the case fil e
during this time the file will be destroyed.

d. If a case is substantiated, the file is maintained at post while
the individuals involved remain at post, and upon their departure is forwarded
to M/MED, which maintains a separate Family Advocacy Case File records
system. Medical information pertaining to reported cases of abuse/negl1ect are
transmitted via the MED channel. Disclosure of such information and records
to appropriate local officials in the United States and abroad concerning
repatriated or established cases of abuse/neglect is undertaken by M/MEID as
deemed necessary in the best interest of the child or the family and
constitutes a routine use within the meaning of 5 USC 552a(a)(7).

683.6 Limitation on Use of Family Advocacy Case File In Disciplinary
Action

A supervisor may report instances of abuse/neglect as grounds for
disciplinary action (see 3 FAM 762). Such reports may not be based upon or
supported by information obtained from a Family Case File, but must instead be
supported by an independent investigation conducted in accordance with 3 FAM
763.

u
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683.7 Education and Training of Health Care Providers
Due to the nature of the Foreign Service, the Family Advocacy Program is

implemented principally by individuals who are not child or family welfare
professionals. The Medical Director, however, provides basic training for
Foreign Service physicians, nurses, social workers, and FAOs. They are taught:

a. To recognize and diagnose abuse/neglect;
b. To work as part of a network of resources for the affected family;

and
c. To assist such families in obtaining professional help.

684 MEDICAL EXAMINATIONS AND IMMUNIZATIONS

684.1 General Policy
a. It is mandatory that all Foreign Service applicants and their

eligible dependents undergo a medical examination to determine physical
qualification for entrance into the Foreign Service.

b. Once employed, medical examinations for employees and eligible
dependents are required prior to assignment or upon direct transfer to a post
and upon separation from the service. Dependents who desire may decline
medical examination as prescribed in section 684.7-2b on the grounds of
religious convictions. The principal or administrative officer in each
instance shall forward to the Medical Director signed statements of intent not
to take the medical examination on grounds of religious convictions. If a
dependent of an employee of another agency is involved, a copy is forwarded to
the attention of the appropriate agency.

c. Failure to take the examination for any reason other than religious
conviction disqualifies such dependent under section 685 for medical services
at government expense.

684.2 Medical Examinations Required
In order to comply with the eligibility criteria in section 685 for

medical treatment at government expense, all employees and their eligible
dependents to whom these regulations apply are examined as follows:

684.2-1 When Examination Required
a. Prior to Employment
Each candidate for a position covered by the Medical and Health Program,

and each eligible dependent of the candidate, completes the prescribed medical
examination before appointment action is completed.

b. During Employment (In-Service)
Except as provided in section 684.1, eligible American employees as

defined in section 681.1 and their dependents are required to take the
prescribed medical examination prior to departure for a post, upon direct
transfer to another post if required by appropriate agency authority (section
684.7-2b), and upon return to the United States for assignment, separation.
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684.2-1
If adequate examination facilities are available, employees and their

eligible dependents are encouraged to be examined within 60 to 90 days prior
to departure from the post in accordance with section 684.4-2.

If the examination report cannot be forwarded to the Department at least
30 days before departure from post, the examination should be delayed until
arrival in the United States.

If adequate medical facilities are not available, or the employee and
dependents prefer, the examination must be arranged in the United States in
accordance with section 684.4-1.

c. Newly Acquired Dependents
Dependents newly acquired due to marriage, birth, adoption or 1egia1

guardianship should be examined within 90 days of the event as prescribl~d in
section 685.1 b.

d. Separation
When separation from the Service occurs for reasons of retirement, death

or divorce, the employee and eligible dependents who had ever accompanied the
employee abroad have the option to complete the prescribed medical
examination. The eligible dependents of an employee who dies in the Service,
or the spouse of a member of the Service after dissolution of the marriage, if
they had ever accompanied the employee abroad, has the option to also cl~mp1ete

the examination.
(1) Retirement, Resignation, or Dependent at Age 21
If the employee elects a separation examination, the employee and

eligible dependents must be medically examined prior to their separation date
and the examination should be completed:

(a) If in the United States, at least 30 days prior to the separation
date; or

(b) If abroad, approximately 90 days before the separation date.
The completed examination report should be received in the Office of

Medical Services approximately 30 days before separation date. If unable to
complete the physical examination overseas, employees have 90 days from
separation date to complete the examination.

If the completed medical examination report has not been received by
that time, the employing agency will ask the employee and dependents to
complete the examination immediately or to execute Form DS-1689, Waiver of
Medical Claim, for future medical services. However, failure to receiv,e the
completed medical examination report before the date of separation will not
delay issuance of Notification of Personnel Action (Form SF-50), effecting the
separation. If the completed medical examination report is not received by
the Office of the Medical Director before the separation date, unless the
Medical Director determines that the delay was through no fault of the
individual concerned, all claims for future medical services pursuant to
section 688 will be automatically waived.

(2) Separation of Dependents after Death of Employee
Within 60 days after the death of an employee, the employing agen,cy will

request the eligible dependents who accompanied the employee abroad to
complete the prescribed medical examination and forward the examination report
to the Medical Director.
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684.2-1d(2)
If the examination report is not received within 60 days following death

of the employee, the employing agency will ask the dependent either to
complete the examination immediately or to execute and submit Form OS-1689,
Waiver of Medical Claim. If the examination of dependent/s is not completed
within 90 days following the employee's death, all claims for future medical
services pursuant to section 688 are thereby automatically waived, unless the
Medical Director determines that the delay was through no fault of the
dependent.

When the employee's dependent is hospitalized at the time of separation
or death, a narrative report of the hospitalization may be accepted by the
Medical Director in lieu of a completed medical examination report.

(3) Separation Due to Divorce
Within 60 days following documentation of a legal divorce, the former

spouse and dependent/s of the employee who have accompanied the employee
abroad may elect to have a separation physical examination. If the former
spouse/dependent children do not elect to complete a physical examination, a
waiver of Medical Claim (Form - 1689) should be submitted to the employing
agency. If the physical examination is not completed in 90 days following the
date of recognized divorce, all claims for future medical services pursuant to
section 688 are thereby automatically waived. (see 684.2-1,d 2}

684.2-2 Documentation
When an employee or dependent fails to complete the prescribed medical

examination, the employing agency will forward to the Medical Director Form
OS-1689, Waiver of Medical Claim, executed by the individual concerned. If
the employee neither completes the examination nor executes the Form OS-1689,
the employing agency will submit a statement signed by the responsible
personnel officer advising that the individual did not complete the required
medical examination as instructed and that the employee was fully informed of
the consequences under this section and section 688.

684.2-3 Temporary Assignment Examination
a. To be covered by the Medical Program, a Foreign Service employee

must have a valid medical clearance or waiver prior to proceeding abroad on a
temporary detail or other assignment as described in section 684.1-7.

b. A Foreign Service employee may be assigned abroad on temporary
detail without reexamination if the employee has a valid Class 1 medical
clearance or waiver (see section 684.7-2b).

c. A Civil Service employee assigned abroad on temporary duty for more
than 60 consecutive days must have a current medical clearance. Civil Service
employees of agencies who elect to provide medical benefits for temporary duty
abroad will be eligible for those benefits regardless of length of stay.

684.2-4 Examination Forms
a. Form 05-1843, Medical History and Examination for Foreign Service,

is used for medical examinations of all Foreign Service applicants, employees,
and eligible dependents over 12 years of age.
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b. Form DS-1622, Medical Examination of Dependent Under Twelve, may be

used for eligible dependents under 12 years old.
c. Form DS-1635, Personal Health Certificate (see Exhibit 684.7), is

used for revalidation of a medical clearance.

684.3 Responsibilities for Examinations

684.3-1 Preemployment Examinations
Each agency participating in the Department of State Medical and Health

Program designates the appropriate office administrative authority within that
agency to authorize the taking of preemployment examinations.

684.3-2 Examinations After Appointment
Each employee is responsible for reporting and having eligible

dependents report for required medical examinations. For eligible dependent
exceptions, see section 684.1.

684.3-3 Special Examinations
The Medical Director may order a special examination or a diagnostic

consultation of any employee or eligible dependent whenever such an
examination is warranted. The principal or administrative officer, on the
advice of the regional medical officer or the Medical Director, may take!
similar action for any employee or his/her dependent assigned to that POISt.

684.4 Examination Facilities

684.4-1 Examinations in the United States
Medical examinations in the United States normally will be conducted by

the Department of State medical facilities or other U.S. Government medilcal
facilities, if available. A private physician may be retained for performance
of medical examinations if unable to schedule at a Government facility clr for
dependents under 12 years of age.

684.4-2 Examinations Abroad
The following medical facilities, when adequate, should be used for

conducting examinations abroad:
a. U.S. military hospitals when located reasonably close to a post.

Travel for such examinations is not authorized.
b. United States military, State Department, or other United States

physicians in private practice may be used when available to perform physical
examinations.

c. Local physicians may be used for physical examinations when
approved by the regional medical officer.

~.....~r
~
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684.5 Arrangements for Examinations
a. The principal or administrative officer or designee furnishes

employees at post with a letter of authority authorizing examinations of
employees and their eligible dependents at (1) nongovernment medical
facilities or (2) U.S. Government medical facilities (other than the
Department of State's medical facilities or post Health Unit). The letter of
authorization is issued in original and one copy approximately 90 days prior
to departure from the post in the format illustrated in Exhibit 684.5, as
applicable, with the appropriate agency accounting data reflected thereon. In
each instance a copy of the letter is furnished to the local fiscal office of
the employee's agency.

b. Examinations to be conducted in the Office of Medical Services
should be scheduled in advance, prior to leaving the post, if possible.

684.6 Scope of Examinations

684.6-1 General
Candidates for overseas employment or Civil Service employees on

temporary duty abroad for more than 60 consecutive days are examined in
accordance with the instructions on Form DS 1843.

684.6-2 Submission of medical history and examination for Foreign Service
forms (DS-1843, OS-1622) to the Office of Medical Services

a. Medical Confidentiality
The Principal Officer, designee, or Health Unit personnel where

applicable, are responsible for the proper handling of the medical examination
and associated reports, to ensure that medical confidentiality is maintained.

b. Required Medical History and Examination Form
Form DS-1843 is used for persons age 12 and over; Form OS-1622 is used

for dependents under 12 years of age.
c. Patient Identification of Reports
All reports submitted from overseas locations must be in the English

language. The completed medical report, laboratory reports, x-rays or related
medical documentation should be identified with:

(1) Full name of the examinee (last, first, middle initial); and
(2) Date of birth of the examinee (month, day, year); and
(3) Full name of the employee (last, first, middle initial); and
(4) Social Security Number of the employee.
For submission of x-ray, this information should be typed or printed in

the upper left hand corner of the envelope.
d. Mailing Instructions
All medical examinations and reports related to the medical examinations

should be forwarded as soon as possible after completion.
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684.6-2d
(1) "At overseas posts without health units" the medical examination

report should be returned to the administrative office of the Embassy which
requested the physical examination. All reports relating to the medical
examination should be forwarded unopened in a sealed envelope by registE!red
mail to the Office of Medical Services (M/MED) and marked "Privileged Medical
Information." Examinees or examining physicians should retain duplicatE!
copies of these documents. .

(2) "At overseas posts with health units" all medical examinations
should be reviewed for completeness before forwarding to M/MED. All envE!lopes
should show the name of the examinee and the employee and be sent as
registered mail or registered pouch. A duplicate copy of the documents should
be retained at the post.

(3) "Medical examinations completed in the United States" should be
addressed to the Assistant Medical Director for Clearances, Department ()f
State, Washington, D.C. 20520, and sent as registered mail.

684.7 Medical Clearance Process for Employee or Employee Applicant and
Their Eligible Dependents

The purpose of the medical clearance process is to determine whether an
applicant or employee and his/her eligible dependent(s) have medical
condition(s) which would adversely affect assignment. Worldwide assignment is
required for applicants.

Medical clearance determination for the Foreign Service is based IDn a
careful review of the completed medical examination of the applicant,
employee, and eligible dependent(s). The clearance decision is made by the
Medical Director or designee in the Office of Medical Services.

684.7-1 Medical Clearance Process for Preemployment Applicants and Eligible
Dependents for Foreign Service

a. Purpose
The purpose of the preemployment medical clearance process is to attempt

to determine whether or not a preemployment applicant and eligible
dependent(s) are free of any medical condition(s) which might adversely affect
assignment to any part of the world.

b. Medical History and Examination for Foreign Service
All preemployment applicants and eligible dependent(s) must obtain a

medical examination and be issued a medical clearance or a waiver of the
medical standards.

A preemployment medical examination is valid for two years from the date
of issuance of the medical clearance. If such period expires prior to
entrance on duty, a new medical examination will be required.

The applicant and eligible dependent(s) may be required to complete Form
DS-1635, Personal Health Certificate, prepared in accordance with Exhibit
684.7 (p. 1) during the period of valid medical examination/clearance.

c. Review of Medical Examination

i,)
,.",
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684.7-1c
A review of medical examinations of applicants and eligible dependents

is performed by the Medical Director or designee. If additional medical
tests/consultations are required before a medical clearance may be assigned,
the following ACTION is taken:

Action 7: Pending Action - This action places the examinee in a pending
status, awaiting receipt of medical tests/consultations that are required in
order to make a clearance decision.

The Medical Director notifies the examinee of the additional
tests/consultations, with Form DSl-616 in accordance with Exh'ibit 684.7 (p.
2). The appropriate agency is notified with Form DS-823 that the individual
is in pending action status. Upon receipt of the requested information, the
clearance process will proceed with issuance of a medical clearance
classification.

If the requested medical information is not received within 60 days of
the date of the DSl-616, the applicant will be considered medically
disqualified.

d. Medical Clearance Classification
(1) The Clearance classification is assigned by the Medical Director or

designee based on the preemployment standards of the Department of State.
(2) All applicants and eligible dependents will be assigned either a

Class 1, Unlimited Clearance for Worldwide Assignment, or Class 5,
Disqualified for the Foreign Service.

(3) The appropriate agency is notified by Form DS-823 of applicant's
and eligible dependent's medical clearance classification. The agency
notifies the applicant of the qualification (Class 1) or disqualification
(Class 5). The applicant may contact the Assistant Medical Director for
Medical Clearances for the medical condition(s) which were disqualifying.

An examinee can be reconsidered after the medical condition has been
shown to be resolved.

e. Responsibility of the Applicant
The applicant is responsible for submitting all additional

tests/consultations requested on Form DSl-616 for him/herself or eligible
dependent(s) within 60 days.

f. Waiver of Preemployment Standards
Waiver of the preemployment standards for applicant or eligible

dependent(s) may be initiated by the applicant through the appropriate
agency. The examinee's reason for disqualification will then be reviewed by
an Employment Review Committee for a decision.

Waiver of the preemployment clearance physical examination based on
religious convictions cannot be granted for either applicant or eligible
dependent(s).
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684.7-2 Medican Clearance Process for Assignment of In-Service Employees
and Their Eligible Dependents

a. Purpose
The purpose of the medical clearance process is to attempt to identify

health condition(s) which may require follow-up care and/or may be aggr,avated
by environmental conditions at overseas locations. This entails a careful
review of the in-service medical examination, identification of medical
conditions, clearance classification determination, and ~pprova1 of post
assignment for persons with a limited medical clearance.

b. Medical Examination
The medical history and examination for Foreign Service is requirl:!d for

all employees and eligible dependents. A waiver of medical examination for
reasons of religious convictions is available to eligible dependents on'ly.
Clearance action must also be completed prior to arrival at their next post,
if assigned from post to post overseas or prior to departure from the U.S., if
assigned from a position in the U.S. to one overseas. .

(1) Currently on Assignment in the United States and are Being Assigned
Overseas:

(a) The medical clearance of employees and eligible dependent(s) who
have an unlimited clearance and who are under 40 years of age is valid for two
years from the date of the examination. Upon expiration of the valid period a
new medical examination and medical clearance determination is required prior
to assignment.

(b) The medical clearance of employees and eligible dependent(s) who
have a limited clearance or who are 40 years of age and older is valid for one
year from the date of the exami nat ion. A Personal Health Cert i fi cate FIJrm
DS-1635 is required prior to assignment overseas to extend the c1earancl:! for a
second year. Upon expiration of the valid period a new medical examination
and medical clearance determination is required prior to assignment.

(c) Any employee or eligible dependent whose last unlimited medical
clearance is more than one year from the date of issuance and who will be
assigned abroad or enter into long term language training prior to expilration
of their current two year medical clearance, may have or be required to have a
new physical examination. This examination would normally take place within
that six month period before departure and assignment abroad or entry into
training.

(2) Currently on Overseas Assignment
Employees and eligible dependent(s) currently assigned overseas must

obtain a new medical examination and medical clearance classification at the
end of tour if the current medical clearance was issued more than two Yl~ars

prior to the end of tour, i.e., due to direct transfer to a new post, home
leave and return to same post, or home leave and new post of assignment.

(3) Shortened Tour of Duty
Employees and eligible dependent(s) currently on an overseas assi9nment

whose tour of duty is being shortened (less than two years at post) for
reassignment to another overseas post, and who have a limited clearance, must
submit Personal Health Certificate (OS-1635). The Medical Director or
designee must approve proposed post of assignment.
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(4) Renewal of Medical Clearance
Employees and eligible dependent(s) assigned to the United States must

renew their medical clearance classification every two years, by having a new
medical examination.

c. Processing of Clearance
The Medical Director or designee processes the medical examination

clearance of employees and eligible dependents. If additional medical
tests/consultations are required before a medical clearance can be determined,
the following ACTIONS are taken:

(1) Pending Action - The examinee is placed in pending status, awaiting
receipt of medical tests/consultations required to make a clearance decision
for onward assignment. The Medical Director or designee will notify the
examinee of the additional tests/consultations required with Form DSL-616 (see
Exhibit 684.7 (p. 2). The appropriate agency is notified with Form DSL-823
that the individual is in pending action status (Action 7). Upon receipt of
the required information, a medical clearance determination will be made.

(2) Annulment Action - An annulment action may be initiated by the
Medical Director or designee if an examinee is in a Pending Action status for
60 days from the date of issuance of the DSL-616, and does not submit required
tests/information or does not give a reason for non-submission.

The examinee's current medical clearance is annulled, pending receipt of
the required medical information. The examinee may not proceed with travel
plans for onward assignment until the medical clearance process is completed.

The appropriate agency and the examinee are notified of this annulment
(Action 8) with Form DS-823. After notification, the medical clearance
process will not proceed pending action by the employee.

If the required medical information is received one year but not more
than two years from the date of the medical examination, the examinee must
also submit a Personal Health Certificate (Form DS-1635) prepared in
accordance with Exhibit 684.7 (p. 1) to the Medical Director. A new medical
examination is required if the information is received two years or more after
the date of the medical examination.

d. Medical Clearance Classification for In-Service Employees and
Eligible Dependent(s):

When the review process is completed the clearance classification is
determined by the Medical Director or designee. The medical clearance
classifications are as follows:

(I) Class 1: Unlimited Clearance for Worldwide Assignment - Issued to
examinees who have no current identifiable medical conditions that would limit
overseas assignment.

(2) Class 2: Limited Clearance for Overseas Assignment - Issued to
examinees who have medical condition(s) that require periodic and specialized
medical evaluation and/or treatment, or whose medical condition would be
aggravated by certain environmental conditions. Approval of the proposed post
of assignment by the Medical Director or designee is required.
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(3) Class 5: Not Cleared for any Overseas Assignment - Issued to

examinees found to have medical condition(s) which require specialized medical
care best obtained in the United States. These employees or dependents, may
not travel or be assigned abroad.

e. Approval of Post for Those with a Limited Medical Clearance
For examinees who have a limited medical clearance, The Medical Director

or designee must approve the proposed post of assignment prior to the examinee
proceeding overseas. The Post's medical capability and environmental
conditions are reviewed to determine if the proposed post can prOVide adequate
care for the examinee's medical condition(s). Assignment is not approved if
one or both of the following conditions exist:

(1) Medical condition(s) which could be aggravated by identified
environmental conditions, may affect the well-being of the examinee, and may
result in interruption of duty due to illness of the employee.

(2) Medical condition(s) which require ongoing care not available at
post, and if not adequately monitored could have serious health consequences
for the examinee, e.g., disease progression, medical evacuation and
interruption of duty due to illness.

f. Medical Review of a Clearance Decision
The employee may request review of the clearance decision. The ~Iedical

Director will convene a panel of three physicians to review the decision. If
the review board determines that there would be undue risk to the examinee at
the proposed post, the original clearance decision will stand. An
administrative waiver for proposed post assignment may be requested by the
employee through their geographic bureau or employing agency and/or the!
Director General. Such elements as the potential increased cost to the!
government and whether the assignment is in the best interest of the U.S.
Government are considered at this time.

g. Waiver of Dependent's In-Service Mecical Examination and Clearance
Classification on the Grounds of Religious Convictions

,A dependent may request an administrative waiver of the in-servic:e
medical examination on the grounds of religious convictions. The waivE!r must
be obtained prior to travel overseas from the appropriate agency authority.
An administrative waiver will not affect the dependent's medical benefits
under the Medical Program. The dependent will not be issued a medical
clearance classification, and his/her status will be indicated by ACTION 0
(WAIVER ACTION). In such cases, approval of proposed post is required from the
Medical Director to assure the employing agency that no adverse health risk is
likely to develop.

h. Employee Responsibility
It is the employee's responsibility to:
(1) Begin the medical clearance process for the employee and eligible

dependent(s) by obtaining the medical clearance examination. This proc:ess
should begin 90 days before the date of departure from the United State!s or
post.

J.',.}~
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(2) Ensure that the employee and eligible dependent(s) have been issued

a valid medical clearance before departure for onward assignment.
(3) Ensure that the administrative waiver of the medical clearance

examination for eligible dependent(s) is completed and approved due to
religious convictions.

i. Forfeiture of Medical Benefits
Proceeding overseas without a valid medical clearance for employee and

eligible dependent(s) will result in forfeiture of medical benefits under the
Medical and Health Program set forth in these regulations.

684.7-3 Medical Clearance Process for Dependents Newly Acquired through
Marriage, Birth or Legal Adoption/Guardianship

a. The medical clearance process is the same as stated for onward
assignment of an employee's dependent(s), section 684.2.

b. It is the employee's responsibility to ensure that any newly
acquired dependent, whether through marriage, birth, or legal adoption, obtain
a medical examination and clearance classification within 90 days after the
date of marriage, birth or legal adoption/guardianship. They are covered by
the Department's Medical and Health Program for the first 90 days after
marriage, birth or adoption.

c. Medical and Health program will be forfeited if the medical
clearance process is not completed for newly acquired dependents.

684.7-4 Temporary Medical Clearance Process for Those Not Cleared for
Overseas Assignment

a. The purpose of the temporary medical clearance process is to
determine if an employee or eligible dependent who is currently not cleared
for an overseas assignment (Class 5) may travel overseas on temporary duty
(TOY) or visitation for a defined period of time. If cleared for temporary
assignment overseas, a temporary clearance (Class 6) will be issued.

b. Requests for temporary medical clearance are submitted as follows:
(1) Employees scheduled to travel overseas on temporary duty (TOY) for

60 consecutive days or more submit their request for temporary clearance to
their personnel office, which directs the request to the Assistant Medical
Director for Clearances.

(2) A dependent with a Class 5 medical clearance who intends to travel
overseas to visit the employee/sponsor, must request a temporary medical
clearance. The employee/sponsor initiates the request by cable to the Medical
Director or designee who will review the request.

c. The medical director or designee reviews the request for temporary
clearance or mecical history and examination for Foreign Service

Additional medical information may be required before a temporary
clearance determination is made.

d. The employee or dependent must obtain a temporary clearance before
traveling overseas.
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l
I

Extensions of temporary clearance over the stated time limit must be
requested by cable from the post to M/MED/Clearances with the appropriate
bureau or agency clearances.

e. Failure to obtain approval for a temporary medical clearance or
extension of visit will result in forfeiture of medical benefits under the
Medical and Health Program.

684.7-5 Medical Clearance Review Process for Persons Medically Evacuated
from Post to the United States.

a. The purpose of this process is to determine if return to post. may
be permitted or if a change in clearance status is necessary.

b. The employee or dependent is responsible for ensuring that a
Medical Clearance review has been completed and approval granted before return
overseas.

c. Returning overseas without approval following medical evacuation to
the United States will result in the forfeiture of medical benefits undE!r the
Medical and Health Program.

d. Medical review of the clearance decision for the current post of
assignment may be requested by the employee or eligible dependent. The
Medical Director will convene a panel of three physicians to review the
medical clearance decision and determine if the evacuee will be put at undue
risk. The appropriate authorizing agency will determine if, in light of the
potential for increased costs associated with future medical evacuation for
the condition, it is in the best interest of the U.S. Government.

684.7-6 Medical Processing for Separation
a. The purpose of this process is to identify medical conditions that

may have developed during service overseas by the employee and eligible
dependent(s) who accompanied the employee overseas.

b. All separating employees, eligible dependent(s), and eligibll~

dependent separating from the service at age 21, must obtain a separation
medical examination, or submit Form DS-1689, Waiver of Medical Claim to future
medical services, prepared in accordance with Exhibit 684.2-1(d)(I), pp. 1 and
2.

c. The Medical Director or designee reviews the separation medical
examination. If additional tests/consultations are required, the Medical
Director, or designee will notify the examinee with Form DSl-616 [see e:Khibit
684.7, (p. 2)]. Form DS- (ACTION 9), Separation Action, is used to notify
the appropriate agency that the separation medical examination or waive~r has
been received.

d. It is the employees responsibility to ensure that he/she and
eli gi b1e dependent (s), or a dependent turn ing age 21, beg in and comp1etle a
separation medical examination(s) within 90 days before the employee's
separation date or a dependent's 21st birthday; or submit Form DS-1689, Waiver
of Future Medical Claims, prepared in accordance with Exhibit 684.2-1(d)(1),
pp. 1 and 2.

~.,lll
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e. Failure to complete the separation medical examination within 90

days will result in forfeiture of medical benefits after separation under the
Medical and Health Program.

f. If the employee, eligible dependent, or dependent on his/her 21st
birthday, is separating and elect not to complete the separation medical
examination, Form DS-1689, Waiver of Future Medical Claim must be completed
for each individual and be received by the Office of Medical Services before
the date of separation. Unless the Medical Director determines that the delay
was through no fault of the individual concerned, all claims to future medical
services pursuant to section 688 are thereby automatically waived.

684.7-7 Temporary Medical Clearance for Short-Term Assignment Overseas.
a. The medical clearance process for an employee who has been selected

by an agency for assignment abroad for 60 consecutive days or more is the same
as for in-service employees. (see section 684.2)

b. Medical clearance (Class 6) will be issued for those employees
whose assignment is approved. The appropriate agency is notified of the
clearance classification. If approval of the proposed post cannot be given,
no clearance will be issued.

c. The consequence of proceeding overseas without clearance will
result in cancellation of medical clearance and forfeiture of medical benefits
under the Medical and Health Program set forth in these regulations.

684.7-8 Immunizations
a. General Provisions
U.S. citizen employees and their dependents are provided all necessary

immunizations at government expense.
b. Arranging for Immunizations
U.S. and local Government and private medical facilities may be used in

obtaining immunizations. When necessary, a contract may be made with a local
doctor or clinic with approval of the RMO or FS nurse practitioner in
accordance with prescribed procurement regulations. Competitive bidding is
not required. A copy of the contract is forwarded to the fiscal officer of
each participating agency. When immunizations are authorized under such a
contract, or at a U.S. Government medical facility other than the Post Health
Unit or Department of State Office of Medical Services, principal or
administrative officers or their designees shall furnish employees and their
eligible dependents with a letter of authorization (an original and a copy)
prepared in accordance with Exhibit 684.7 (p. 2). A copy of the letter is
also furnished to the local fiscal office of the applicable agency for
obligation purposes.

Children under 12 years of age may be immunized by their pediatrician or
family physician and the employee may be reimbursed upon submission of a
receipt from the physician.
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c. Employee Responsibility
All employees overseas are responsible for obtaining the required

immunizations for themselves and their eligible dependents in accordanc,e with
locally established post procedures. Personnel within the United States
should obtain immunizations from the Department of State, local health offices
or their personal physician in order to maintain their immunity.

685 MEDICAL TREATMENT OF EMPLOYEES AND DEPENDENTS

u
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(2) The expenses must not be excessive as determined by reasonable and

customary local charges for medical services; and
(3) The type of treatment rendered must be considered suitable by the

principal officer or designee on the advice of competent medical authority, or
by a listed Christian Science practitioner. (See section 681.6.)

b. There is no time limitation on hospital care for either employee or
eligible dependent. Payment for outpatient treatment is limited to a maximum
of 12 months (1 year) from the date an expense was initially incurred by the
government, unless a waiver is granted. MIMED may, as a precondition to
granting waiver, set limits as to cost, frequency, or duration of inpatient or
outpatient treatment including psychotherapy.

c. MIMED may extend a patient's eligible outpatient treatment period
when it is determined by competent medical authority that the illness, injury,
or medical condition was clearly caused or materially aggravated by the fact
that the patient is or was located abroad. The Medical Director may authorize
payment for continued outpatient care until such time that maximum benefit of
treatment has been reached. "Maximum benefit" may be defined as that point in
treatment beyond which definite improvement specifically related to the
treatment itself is unlikely to occur. This is the point in treatment at
which care may be thought of as being general, supportive, or custodial.

d. Payment shall not be made for expenses incurred for the personal
convenience of the patient, such as private room, telephone, television, extra
services, or other accommodations superior to what are normally required for
treatment of the illness, injury or medical condition.

e. Payment for cosmetic or prosthetic care is not authorized, except
in cases where the initial need for cosmetic or prosthetic care results from a
medical condition or medical treatment authorized under this section.

f. Payment for dental care is authorized only in cases where the
employee or eligible dependent is hospitalized on an inpatient basis on the
advice of competent medical authority or when specifically authorized by MIMED.

g. Accounting and vouchering procedures for the payment of medical
expenses are contained in 4 FAM 437 and chapter 10, Handbook 19, for AID.

685.3 Limitations on Medical Coverage
Medical coverage provided eligible U.S. citizen employees and their

dependents overseas does not apply to employees and dependents while they are
in the United States on assignment, home leave, or for any other reason,
unless an illness, injury, or medical condition including obstetrical care is
connected with overseas service and the employee or dependent is otherwise
eligible for treatment in accordance with section 685.1. Personnel should be
advised to provide adequate medical insurance protection for themselves and
their dependents while in the United States.
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Medical benefits for Civil Service employees are provided for medical
conditions occurring while on temporary duty abroad. Benefits cease upon
return to assignment location in the United States. Claims for continuing
medical care in the United States should be processed through private health
insurance. Claims of injury or disability attributable to temporary duty
abroad must be processed through the Office of Worker's Compensation Program
as described in the Employee Benefits Handbook, Chapter 10.

685.4-2 Medical Facilities in the United States
Eligible U.S. citizen employees or dependents who are unable to obtain

suitable medical care abroad as determined by competent medical authority for
an overseas-incurred illness, injury, or medical condition, including
obstetrical care, may be authorized under certain circumstances by the post to
travel to the United States to receive medical care. (See section 686.1.) In
such cases, the post shall telegraph in advance via "MED CHANNEL" (see 5 FAM
212.3f) to give the diagnosis and to request instructions from the Medical
Director (MIMED). In emergency situations where the well-being of the patient
precludes prior consultation with MIMED, the delegated officer at post
(section 681.4) may authorize travel to the United States, but shall as; soon
as possible inform MIMED the reason for the evacuation, give the date alnd mode
of arrival, and request that arrangements for hospitalization be made. All
decisions concerning the treating facility to be used, all arrangements for
admission, and all action relating to the issuance of authorization for'
hospitalization and related treatment shall be made by MIMED.

685.4

685.4-1 Medical Facilities Abroad
When the principal or administrative officer or designee after

consultation with competent medical authority (see section 681.4) determines
that an illness, injury, or medical condition including obstetrical care of an
employee or dependent, meets the conditions of eligibility for medical
treatment, that officer shall arrange for and authorize the treatment on Form
FS-569, Authorization for Medical Services for Employees andlor Dependents.
In emergency cases, formal authorization shall be requested and issued as soon
as possible after hospitalization or treatment is initiated. Form FS-569 is
prepared in accordance with Exhibit 685.4 (pp. 1 and 2) and distributed as
indicated on the form. Whenever an employee or dependent is authorized
hospitalization or medical treatment of any kind at government expense, the
principal officer or designee must assure that the employee indicates whether
or not coverage is also afforded by medical and health insurance and executes
the certificate on Form FS-569.

Questions regarding medical care abroad should be addressed to a
Department of State medical officer or the Office of Medical Services
(MIMED). An opinion should be obtained in all cases where there is doubt as
to the need for the treatment recommended by another physician or by a
Christian Science practitioner.

685.3
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685.4-2
Obstetrical cases should be offered the opportunity of evacuation to the

United States as an alternative to delivering at post or the post's designated
evacuation point.

685.4-3 Psychiatric Care
a. Evaluation
Employees and eligible dependents in need of psychiatric evaluation

should be referred to a U.S. Government medical facility overseas if
reasonably accessible. A psychiatric evaluation may be undertaken at posts
where competent psychiatrists are available who have been approved as
prescribed in section 682.2-4a. In emergency situations of any nature,
however, any available physician may be used to establish an initial
evaluation and to provide interim care pending medical evacuation.

b. Treatment
Continuing psychiatric treatment of employees and their eligible

dependents is best pursued within the United States. There may be situations
abroad when treatment would be advantageous and possible through the use of
foreign psychiatrists. The psychiatrist and patient should share a common
language and have similar cultural and institutional heritage. Employees or
eligible dependents should first be referred to an overseas military medical
facility if possible.

Local psychiatric treatment may be utilized under the following
cond it ions:

(1) A Foreign Service Medical Officer and/or Regional Medical
Officer/Psychiatrist has determined that the treating local psychiatrist is
competent, has had a thorough and western oriented training and experience,
and has an impeccable reputation in the community.

(2) A local security investigation has been completed in accordance
with the acceptable investigation for foreign national employees.

(3) The Medical Director has been notified and approval received of
treatment plans. (Notification and approval for evaluation is not required.)

(4) Treatment of psychiatric disorders by a psychiatrist should not be
entered into where the local psychiatrist owes allegiance to a
communist-controlled country.

c. Return of Patient to the United States
If, after evaluation and/or initial treatment overseas, the principal

officer in consultation with the post medical advisor or Foreign Service
medical officer, consider it to be more desirable to return the patient to the
United States, the Medical Director may authorize return to the United States
for continued evaluation and treatment.

685.5 Medical Reports on Treatment of Employees and Dependents
In each instance where treatment of an illness, injury, or medical

condition including obstetrical care of an employee or eligible dependent is
authorized at U.S. Government expense, the authorizing official shall obtain a
written report in which the attending physician or listed Christian Science
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685.7 Medical Reports on Treatment at Employee's Expense
When an employee or a dependent undergoes treatment or surgery at their

own expense to resolve a significant illness, injury, or medical condition
including obstetrical care, a medical report should be forwarded to the
Medical Director. Illnesses and i~juries so treated would routinely be
reported on Form DS-1843 [Medical History and Examination for Foreign Service
(for persons 12 years and over)] at the time of the next physical examination.

685. 5 6)" t . f' d' 1 b t dpract i t ioner {sect ion 681. summarlZes exam, na , on , n , ngs, a ora ory an
X-ray reports, and indicates the course of treatment followed and any
significant recommendations or prognosis. Medical reports should be fOIr-warded
to the Department in a sealed envelope marked "ATTENTION: Office of Medical
Services (MIMED)." Reports which relate to medically sensitive problems
should be forwarded in a double envelope with the inner envelope marked "TO BE
OPENED ONLY BY THE MEDICAL DIRECTOR, OFFICE OF MEDICAL SERVICES (MIMED)."

Use of Government Medical Facilities Abroad at Employee's Expense

686.1 Authorization for Travel of Employee or Dependent

686.1-1 Authority
Any employee or any of the employee's eligible dependents as defined in

section 681.6e who require medical care for illness, injury, or medical
condition including obstetrical care, while located or stationed abroad in a
locality where there is no adequate medical facility to provide such care, and
except as described in section 684.7-4e, shall be eligible to travel at
government expense to the nearest facility where suitable medical care can be
obtained, whether or not the medical care is at government expense.

Subject to the limitations of section 686.1-2 and section 686.1-5,
travel is authorized for medical and dental treatment which cannot be
postponed until home leave or R &R, and which, if delayed, can reasonably be
expected to result in a worsening of the medical or dental condition. The
employee or eligible dependent should schedule elective medical or dental
treatment to coincide with other official travel. For those elective medical
or dental cases where treatment can be delayed, international or other
official travel orders would eliminate the need to issue medical evacuation
orders.

685.6-1 Eligibility
U.s. citizen employees and their dependents stationed or traveling

outside the United States may use available U.S. Government medical facilities
on either an inpatient or outpatient basis at the employees' personal expense.

685.6-2 Procedure for Arranging Admission
The principal or administrative officer should forward a letter tiD the

officer in charge of the facility, requesting medical care at the employee's
expense.

685.6
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686.1-2 Evacuation Travel
The principal or administrative officer, drawing upon competent medical

advice, shall determine: (1) the medical need for travel, (2) the nearest
locality where suitable medical care can be obtained, and (3) the medical need
for one or more attendants (see section 686.2). The principal or
administrative officer (see section 681.4) shall authorize travel, with the
concurrence of the responsible officer of the respective agency, of any such
employee or eligible dependent to the nearest locality where there can be
provided suitable medical care including specialized examination, special
inoculations, emergency dental care, required dental care, hospitalization, or
obstetrical care.

For obstetrical patients who elect to return to the United States
(section 685.4-2), travel will be authorized to the nearest port of entry in
the contiguous 48 states.

If a patient elects for personal reasons to travel to another overseas
location for delivery rather than return to the United States, travel will be
cost-constructive based on travel costs to the regional MEDEVAC point
currently used by post.

686.1-3 Cost-Constructive Travel
An employee or eligible dependent may elect to travel for medical or

dental care to a locality other than the designated point but will be required
to pay any difference in travel cost and per diem.

686.1-4 Travel for Medical Examinations
Travel will not be authorized for employees or eligible dependents to

take routine medical examinations or to receive routine immunizations.
The Medical Director may request a pre-departure medical examination

under section 684.7-2b(3) or a special examination under section 684.3-3 as
specifically ordered by appropriate officials designated in section 684.3-3.

686.1-5 Travel for Required Dental Care
a. The employee or eligible dependent is limited to one round trip

during a treatment year exclusive of any required dental care done in
conjunction with any other travel. A treatment year begins on the first day
of travel for required dental care and ends one year later.

b. Per diem (see section 686.4-3) is payable for authorized travelers
not to exceed one day per treatment year, exclusive of travel time. However,
in extraordinary cases of required dental care, additional per diem may be
authorized. The provisions of section 686.1-3 also apply to required dental
care.

c. Implementation
(1) Travel expenses incurred for this purpose prior to October 1, 1984

may not be reimbursed.
(2) The regional medical officer (RMO) will decide whether the person's

condition falls within the criteria for required dental care (686.1-1).
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686.1-5c
(3) The RHO will designate the evacuation point (if unavailable at

post) for the required dental care.
(4) There is no provision for dental care at Department of Defense

(military) facilities.
(5) Dental treatment is considered outpatient care. Thus, the patient

is responsible for total payment of treatment expenses. Letters of
authorization or FS-569's may not be issued for required dental care.

(6) The provision for emergency dental care remains unchanged and is
not subject to the restrictions in section 686.1-5.

(7) Travel time is subject to existing travel regulations.
(8) "Dental Prophylaxis" (routine cleaning, superficial scaling, and

fluoridation treatment) is considered elective and therefore, not covered
under required dental care. "Orthodontic" care may be considered required
dental care when necessary for proper occlusion. "Periodontal" disease may be
considered required dental care when necessary to prevent permanent and
irreparable damage to the teeth and supporting structures.

d. Funding. As outlined in 4 FAH 437.5(A), expenses of all medical
evacuation travel are charged to an appropriate post allotment and/or the
respective agency's funds.

686.2 Authorization for Travel of Attendants and Dependents Who Cannot Be
Cared For at Post

The services of an attendant(s) to accompany an employee or dependent to
a locality where suitable medical care can be obtained shall be authorized by
the principal or administrative officer (see section 681.4) when it is
determined on the advice of competent medical authority that the patient is
too ill or too young to travel unattended. Nonconcurrent travel for
attendants may be authorized when an attendant is medically required to be
present during the course of treatment. Approval for these cases rests with
the Medical Director after review of the medical requirement. However, if
need for an attendant to accompany a patient returning to post is known in
advance or if the need arises during treatment, approval for nonconcurrent
travel rests with the authorizing official at post of assignment. When the
Military Air Command (MAC) is used to evacuate a patient, adequate medic:al
attention en route is normally provided by MAC. The reason for evacuation
should be given to the patient and, in every instance, the basic problem and
possible reactions of the patient should be discussed with the attendant.
When in the judgment of the principal or administrative officer the services
of a nonemp10yee medical attendant is warranted, such service may be
contracted for as indicated in section 686.2b.

a. When a nonemp10yee (nonmember of a family) medical attendant is
authorized to accompany a patient, the contracting officer at the post enters
into an agreement (see sample format in Exhibit 686.2) and provides for the
transportation, payment of authorized incidental expenses related to
transportation (exclusive of subsistence), and compensation. The amount of
compensation for nonemp10yee medical attendants may not exceed the prevailing
rate in the locality for the type of service rendered plus the equivalent of
the amount of per diem which would be paid if the medical attendant were an
employee.
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686.2
b. A nonemployee member of family may be authorized to accompany a

patient as an attendant and shall be included in the medical travel order.
c. A family member incapable of caring for self at the post may be

authorized to travel with the patient and be included in the medical travel
order, provided that no suitable arrangement for care can be made at the
post. In these cases, the principal officer or designated representative
shall verify that the conditions are met and that the travel is in the best
interest of the U.S. Government.

686.3 Authorization for Travel of Doctors and Nurses
The Chief of Mission may, when warranted, authorize or approve the

travel of physicians and nurses to provide medical services to an employee or
eligible dependent. The Chief of Mission may authorize or approve similar
travel to a neighboring country when so requested by the Chief of Mission
assigned to that country.

686.4 Performance of Medical Travel

686.4-1 Applicable Regulations
All medical travel, including medical travel of Marine Security Guards

and Naval Support Unit Seabees (DS/OS/NSU), is performed in accordance with
the Uniform Foreign Service Travel Regulations and Procedures and the
provisions prescribed therein. An Official Travel Authorization is utilized
to authorize travel of employees, eligible dependents, and attendants. The
original and one copy of the authorization is furnished to the traveler, one
copy to M/MED, and a copy to the local fiscal office of the agency concerned
for obligation purposes. Additional copies may be prepared to meet specific
agency requirements.

686.4-2 Travel Via Military Air Command (MAC)
Military Air Command (MAC) facilities, which include the services of a

medical attendant, may be used for medical travel when available. Private
airlines or air ambulances may also be used if in the best judgement of
responsible personnel at post that this means of transportation is
preferable. Medical transportation companies experienced in this area may be
solicited for assistance in the movement of patients to the nearest adequate
medical facilities.

686.4-3 Allowable Per Diem for Patients and Attendants
a. Patient Medically Evacuated to Areas Outside the United States
Per diem may be authorized, under the Federal Travel Regulations, to

employees and eligible dependents in full at the locale rate not to exceed 180
days:

(1) During the course of travel to and from the nearest locality where
adequate medical care can be obtained if such travel is authorized under
section 686.I-Sa and b even though the payment for treatment/care is not
authorized at government expense;
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686.4-3a
(2) During necessary delays prior to admission to the facility for

treatment/care, and delays after discharge while awaiting return travel to
post;

(3) During necessary periods of outpatient treatment.
b. Patients Medically Evacuated to the United States
Per diem may be authorized to employees and eligible dependents

medically evacuated to the United States under the circumstances described
above, in full at the U.S. local area rate until the evacuee receives medical
clearance to return to post, or for a period not to exceed 180 days exc"lusive
of any period(s) of hospitalization.

c. Periods of Hospitalization
Per diem shall not be authorized and/or paid to a patient during periods

of hospitalization.
d. Obstetrical Care
Per diem may be authorized only for a period of 90 days. Under normal

circumstances, the patient traveling for obstetrical care will depart post
approximately six weeks prior to the expected date of delivery and assuming
there are no complications, return to post six weeks after delivery. If there
is a clear medical indication (complications) necessitating early departure
from post or delaying return to post, per diem in excess of 90 days may be
authorized, not to exceed a total of 180 days. This authorization of extended
per diem may be granted only by the Office of Medical Services.

e. Emergency Dental Care
Per diem may be authorized for a three day period to resolve the acute

situation, excluding travel time. However, in extraordinary cases of
emergency dental care, additional per diem may be authorized. This
authorization of extended per diem may be granted only by the Office of
Medical Services.

f. Required Dental Care
Per diem may be authorized for only one day, excluding travel time.

However, in extraordinary cases of required dental care, additional per diem
may be authorized. This authorization of extended per diem may be granted
only by the Office of Medical Services.

g. Medical and Non-Medical Attendants
(1) Medical and non-medical attendants accompanying adult patients will

be authorized 3 days per diem following arrival at the selected treatment site
for the purpose of consulting with the treating physician and making necessary
arrangements for return to post.

(2) Family members authorized as non-medical attendants accompanying
adult patients will be authorized 3 days per diem following arrival at the
selected treatment site, as outlined above. However, in extraordinary cases,
per diem in excess of 3 days may be authorized, if it is determined that the
family member's presence is "medically necessary" in connection with the
patient's treatment regime. This authorization of extended per diem may be
granted only by the Office of Medical Services.

~.i
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686.4-3g
(3) Family members authorized as non-medical attendants accompanying

underage patients will be authorized per diem for such periods as the adult's
presence is required to resolve medical/legal problems, to render
psychological support during inpatient confinement, and to provide parental
care during delays awaiting admission to adequate facilities and/or during
periods of pre-hospitalization and post-hospitalization treatment.

h. Per Diem During Cost-Constructive Travel
Total expense of travel including per diem should not exceed the cost

incurred had the traveler proceeded to the designated site for treatment (6
FAM 117g). If a traveler proceeds to an elective site in lieu of the
designated site, the per diem rate may not exceed that of the designated site.

i. Per Diem for Newborns
Newborns are entitled to per diem in addition to the mother under these

prescribed regulations, excluding periods of hospitalization. Per diem will
be authorized for newborns at one-half the applicable locale rate. (6 FAM
ISla.)

686.4-4 Separate Maintenance Allowance (SMA) in Connection with Medical
Travel

a. An employee may be eligible for separate maintenance allowance
(SMA) if it can be assumed or established that an eligible dependent, while
undergoing treatment away from the post of assignment, will be delayed for a
period of 90 consecutive calendar days or more. [See section 260,
Standardized Regulations (Government Civilians, Foreign Areas)]. The gO-day
rule will be reduced to 30 days whan an eligible dependent in the United
States is detained for medical clearance under the provisions of section
262.3a, Standardized Regulations.

b. Separate maintenance allowance and per diem cannot be paid for the
same period.

c. Separate maintenance allowance may not be paid on behalf of a
dependent for any period during which that dependent is hospitalized at
government expense.

686.4-5 Excess Baggage
Excess baggage may be authorized or approved by the principal or

administrative officer when the officer deems it necessary because of the
climate factor, medical necessity, or other adequate reason. For a
nonemployee attendant, specific authorization for the payment of excess
baggage should be contained in the agreement with the attendant.

686.4-6 Notification of Patient's Arrival
a. Notification to Posts Abroad
Upon authorization of Medical Travel, the principal or administrative

officer transmits a MED CHANNEL telegram to the post nearest to the locality
where medical care is to be obtained, giving the name of the patient, agency,
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age if a minor, name of the attendant (if applicable), method of
transportation, nature of illness, destination, and expected time of arrival,
and stating whether treatment will be at government expense. Whenever
possible, the telegram also states whether or not the patient has been
informed regarding the diagnosis and, if not, the reason. If it is necessary
that the patient be met or that ambulance service be provided, the telegrams
should so state. In each instance, the telegram is repeated to the Department
of State, using TAGS: AMED and using MED CHANNEL.

b. Notification to the Department of State
When medical travel to the United States is authorized, the telegram is

addressed to the Department of State, using TAGS: AMED, and includes the same
information required under section 686.4-6a. The Office of Medical Services
has no staff at ports of entry and is not staffed at Washington to meet
patients except in emergencies. When medical assistance is not required on
arrival, arrangements must be made by the travelers; fees for taxis or similar
service are reimbursable. If an ambulance is required, the Office of Medical
Services will make the necessary arrangements if notified in advance.

687 MEDICAL SUPPLIES AND EQUIPMENT

687.1 Responsibilities
At posts with organized Health Units, the medical officer or nurse in

charge originates requests for and dispenses medication, and maintains and
issues medical supplies and equipment. At other posts, the accountable
property officer is responsible for these duties except the dispensing of
medications. In the absence of a medical officer or nurse, limited and
specific medications may be dispensed by the administrative officer (see~

section 687.7-4b) with approval and gUidance provided by the post's regional
medical officer.

687.2 Requisitioning of Medical Supplies and Equipment
For requisitioning procedures, see 6 FAH H-213.4. Guidance should be

sought from the regional medical officer or the Office of Medical Services
concerning the appropriateness and quantity of medical supplies, equipment,
and medications to be requisitioned and stored.

687.3 Record Maintenance
All expendable medical supplies and nonexpendab1e medical equipment

should be subject to the controls prescribed in
6 FAM 220 including periodic verifications of the records. The principai1
officer or designee shall ensure that adequate records regarding supp1iE!s and
dispensing of controlled medication (narcotics, sedatives, tranquilizers)
files are maintained.

L.....i:
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687.4 Storage of Medical Supplies
Medical supplies shall be stored in secure locations and, if necessary,

refrigerated or frozen as required. Only authorized personnel shall have
access to medical supplies.

687.5 First Aid Kits/Safe Haven Supplies
All posts should have an adequate number of small first aid kits for

emergency use. All official vehicles must have a first aid kit. Larger first
aid kits or Safe Haven Program supplies may be secured with seal which is a
tamper proof device so that contents sealed may be protected from loss.

687.6 Disposal of Perishable Items
Perishable items must be disposed of appropriately on date of

expiration, unless an official extension notice is received from the
distributor, or when the item is no longer serviceable. Such action is
charged off the inventory record as an issuance.

687.7 Dispensing of Medications

687.7-1 Eligibility
Medications may be dispensed for the treatment of American employees and

eligible dependents, Foreign Service national employees, contract personnel
and eligible dependents at post where authorized and personnel who are under
administrative supp~rt agreements.

687.7-4 Authority to Dispense Prescription Drugs
Drugs requiring a prescription may be dispensed only by the following

medical personnel:
a. Doctors in Charge of Health Units
Doctors in charge of Health Units may prescribe and dispense any

available medical supplies.
b. Registered Nurses and Nurse Practitioners
Registered Nurses may dispense prescription drugs only upon

instructions, oral or written from a physician.
Nurse Practitioners may prescribe prescription drugs in accordance with

their training and certification.
Controlled substances may be dispensed by Nurse Practitioners in

accordance with oral or written instructions by a physician.

687.8 Procurement of Medical Supplies and Equipment for Non-Americans
Requests for medical supplies and equipment from non-Americans shall be

directed to American commercial outlets or appropriate foreign diplomatic
missions at Washington and not to the Department of State. Posts may,
however, render assistance by obtaining and furnishing non-Americans with the
names and addresses of medical suppliers.
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688 POST-EMPLOYMENT MEDICAL SERVICES
The Medical Director is authorized to approve payment for the cost of

examination and/or treatment otherwise payable under section 685 for an
employee after separation, and for a dependent after the employee's
separation, death, or divorce. Medical services for former employees and
their eligible dependents are limited to the following:

a. Medical treatment for an illness or injury discovered in the course
of examination at the time of separation or upon death of the employee;

b. Treatment for an illness or injury where treatment has begun or is
urgently needed on or before the date of separation or death;

c. Examination and treatment for a latent illness not discovered at
the time of the separation and which in the opinion of the Medical Director
was clearly caused or aggravated by the individual's presence abroad as an
employee or a dependent.

Payment of post-employment expenses wi 11 be made in accordance with
section 685.2.
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689 COMPENSATION FOR INJURY, DISABILITY, OR DEATH
The Office of Workers Compensation Programs of the Department of Labor

has published comprehensive guidelines on the administration of the Federal
Employee's Workers Compensation Program in Chapter 810 of the Federal
Personnel Manual. This FPM chapter has been republished as Chapter 10 of the
Employee Benefits Handbook.

End Uniform STATE/AID/USIA Regulations;
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WAIVER OF MEDICAL CLAIM, FORM 08-1689

U. S. DEPARTMENT OF STATE

WAIVER OF MEDICAL CLAIM

TO:
Medical Director
Medical Division, Department of State

I do not wish to complete the medical examination for separation medical
clearance for the name(s) listed below. I thoroughly understand that I
hereby waive aU claims to future medical services to which I might be enti
tled pursuant to regulations contained in 3 FAM 688 (printed on reverse
side) .

NAME OF ANY DEPENDENTS INCLUDED IN WAIVER:

Joan C. Smith

Claire M. Smith

EMPLOYEE OR AUTHORIZING SPOUSE
SIGNATURE

DATE

11-23-89

DATE

11-23-89

NAME OF EMPLOYING AGENCY

STATE

WITNESS

Waiver of Medical Claim should be provided to the appropriate personnel
officer of the employee's agency for transmittal to the Medical Division.
Department of State.

F~M

12-811 08-18811
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FORM 05-1689 (Reverse Page)

Form 05-1689 12-89

EXTRACT FROM 3 FAM (FOREIGN AFFAIRS MANUAL)

688 POST-EMPLOYMENT MEDICAL SERVICES

The Medical Director is authorized to approve payment for the cost
of examinauon and/or treatment otherwise payable under section 685
for an employee after separation. and for a dependent after the em
ployee's separation. death. or divorce. Medical services for former em
ployees and their eligible dependents are limited to the following:

a. Medical treatment for an illness or injury discovered in the
course of examination at the time of separation or upon death of the
employee;

b. Treatment for an illness or injury where treaunent has begun or
is urgently needed on or before the elate of separation or death;

c. Examination and treaunent for a latent illness not discovered at
the time of the separation and which in the opinion of the Medical Di
rector was clearly caused or aggravated by the individual's presence
abroad as an employee or a dependent.

Payment of post-employment expenses will be made in accor
dance with section 685.2.

Page 2
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AUTHORIZATION FOR MEDICAL EXAMINATION, FORM DSL-820

UNITED STATES DEPARTMENT OF STATE

W...lngton, D. C. 20520

AUTHORIZATION FOR MEDICAL EXAMINATION

Authorization Is granted to render to the named person below, the medical examination for:

NAME (Last. first. middle initial) DATE OF BIRTH

SMITH, JANE J. 2-19-63
EMPLOYEE NAME (Last, first. middle initial) EMPLOYEE SSN EMPLOYEE AGENCY

SMITH, JACK M. 000-00-0000 STATE

1. EXAMINING FACILITY TO BE USED

To obtain the medical examination, the applicant or employee and his/her eligible de
pendents may utilize a V.S. Government Medical Facility (if available) or the services
of a private physician.

2. REIMBURSEMENTIVOUCHER INSTRUCTIONS

When the examination is performed by the V.S. Government Medical Facility,
payment will be handled as a direct reimbursement between agencies. A voucher
should be mailed to the Claims Section, Office of Medical Services, Department of
State, Washington, D. C. 20520.

When the examination is performed by a private physician, the Department of State
will pay the usual, customary and reasonable charge for such service. The physician
may bill the Department of State directly, or the applicant or employee may claim
reimbursement for expenses paid. In either case, an itemized billing and a copy of
this authorization should be mailed to the Claims Section, Office of Medical Services,
Department of State, Washington, D. C. 20520.

3. TRAVEL EXPENSES

Payment of travel expenses for this purpose is not authorized.

4. DISPOSITION OF REPORTS

All reports submitted from overseas locations must be in the English language. The
completed medical report, any laboratory reports, X-rays or related medical docu
mentation should be identified with the full name and date of birth of the ex
aminee, the name and social security number of the employee, and the employee's
agency. All reports should be placed in a sealed envelope and marked .. Privileged
Medical Information." The envelope should also show the name of the examinee
and the employee. If overseas, the report should be returned to the Embassy
which requested the physical examination. If in the V .S., the report should be
addressed to the Medical Clearance Section, Orrice of Medical Services, De
partment of State, Washington, D. C. 20520.

DISTRIBUTION I DSL-820

Original and 1: Addressee
1 Copy: issuing Orrlce
1 Copy: STATE/M/MED/CLAIMS

Authorizing Officer Oris a otrington

Agency Accounting Date_',uO.r.;;-:.;l9t.:-:.I;l8L,;Z9:.-- _
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FORM DSL-820 (Reverse Page)

12~7

SUPPLEMENTAL INSTRUCTIONS
THE MEDICAL HISTORY AND EXAMINATION FORM FOR FOREIGN SERVICE (OS-1843)

FOR HIV TESTING
PERSONS AGE 12 AND OVER

HIV "rESTING

The ELISA test for antibodies to the Human Immunodeficiency Virus (HIV) is required
as part of the physical examination of those age 12 and over. All examinees should be
informed that the test is being done. Medical confidentiality is of paramount importance.
The medical record and information contained therein of aU Office of Medical Services'
patients is only available to health care providers with direct responsibility for the care 0 f
an individual. The record is not released to outside medical or non-medical authorities
unless the patient requests release of information.

MEDICAL EXAMINATIONS PERFORMED OUTSIDE OF THE UNITED STATES

For physical examinations performed outside of the United States, a 4cc serum sam
ple vial with sodium az.ide as a preservative should be forwarded to the Embassy re
questing the test. The tube should be labeled with the name of the examinee. date
of birth of the examinee. date collected. the name of the employee, the employee
social security number, the employee agency, and the name of the requesting Em
bassy (Le. Dakar).

MEDICAL EXAMINATIONS PERFORMED IN THE UNITED STATES

For physical examinations performed in the United States the ELISA may be done at
the laboratory of the examining physician's choice, or a serum sample can be submit
ted to the Office of Medical Services (MIMED) Laboratory. The MIMED Medical
Laboratory will provide on request a kit contaming a vial with sodium azide as a pre
servative and instructions for sample preparation. The tube should be labeled with the
name of the examinee, date of birth of the examinee, date collected. and name of the
employee. the employee social security number, and the employee's agency. If the
initial ELISA is reactive, a repeat ELISA on the same blood sample must be per
formed. If repeat reactive a confirmatory Western Blot test will be obtained on the
same blood sample. If the Western Blot test is positive. a second blood specimen
must be submitted to the Clinical Laboratory, Office of Medical Services. Department
of State, Washington. D. C. 20520, via registered mail, which will be used to confirm
prior results.

Informing an applicant examinee or their dependents of a confirmed positive result and
provision of initial counseling (implications of this infection and precautions) will be the
responsibility of the examining physician. Informing an employee or their dependents of
a confirmed positive result and provision of the initial counseling will be the responsibility
of the Department of State Medical Personnel.
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PERSONAL HEALTH CERTIFICATE, FORM DS-1635

FORM DS-1835 U.S. DEPARTMeNT OF STATE
5-77

PERSONAL HEALTH CERTIFICATE
NAME DATE OF BIRTH

RICHARD R. ROE 7-21-60

DEPENDENT OF AGENCY
STATE

PRESENT MAILING ADDRESS (Include ZIP code) PROPOSED POST (If known)

1234 56TH Avenue, .S.W. LAGOS

Washington, D. C. 20005 DATE PREPARED
11-11-89

Since the date of my medical examination for the Foreign Service on or about 1n-Q-1l7 , I
have had the following illnesses or injuries. I have received professional medical advice or treatment as
described below. If none, so state.

ILLNESSIINJURY: (Snow dat" of tr.atment, by whom, and addr"l)

None

PRIVACY ACT OF 1174: Thl. Information I. r.qu••t.d und.r authority of the For.lgn S.rvlc. Act of 1946,
Tltl. IX, Part E, Public Law 79-724 for the purpo•• of a••I.tlng the phy.lclan to d.t.rmln. your m.dlcal
cl.aranc••tatu•. Fallur. to provld. the Information could r••ult In hamp.rlng the phy.lcal .xamlnatlon
proc•••. Thl. Information I. u••d .oIely by the Otflc. of M.dlcal S.rvlc•• for m.dlcal and admlnlstratlv.
purpo••s. No oth.r ag.ncl•• have ace••• to the r.cord and the Information Is r.l.as.d only upon the
examln•• ' s written authorization.
WARNING: A fal.e or dlahoneat anawer to the above may be grounda for rating you In.llglbl.
for Fed.ral employment, or for dlamlnlng you after appointment (U.S. Code, Title 18. S.c.
1001) •

DATE OF AND MEDICAL REVIEW REPORT (For Medical Division Use Only)

o CLEARANCE STILL VALID.
o Additional Informatlon/.xamlnatlon r.qulr.d:

. . -- ----- ------------ - - --- . - - - ---- ------- - - ----- - - --- - - - - - -
I authorize any of the Doctors, Hospitals or Clinics mentioned above to furnish the Department of State,
Medical Division a complete transcript of my medical records regarding myself or any member of my
family.

NAME OF PATIENT (Or Indicate seif)
SELF

DATE

I
TYPED OR PRINTED NAME~ S~GNATURE

~ ;(~11-11-89
Richard R. Roe I riA~

SEND TO: Department or State, Medical Division
Washington, D. C. 20520
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AUTHORIZATION FOR MEDICAL TESTS/CONSULTATIONS, FORM IlSL-616

lUTED STATES DEPARTMENT OF STATE

AUTHORIZATION FOR MEDICAL TESTS/CONSULTATIONS

NAME OF EXAMINEE

RICHARD ALEX ROE

ADDRESS

1234 56TH STREET, NW.
WASHINGTON, D.C.
20001

L

STATUS

DEMP

[XD/SON

l

J

DATE 01= BIRTH

o D/HUS 0 D/WIFE 3-30-75
o D/DAUGHTER

NAME OF EMPLOYEE

HENRY S. ROE

SSN OF EMPLOYEE

000-00-0000
AGENCY

STATE

TO THE EXAMINEE

o A. The following tests/consultations are REQUIRED to complete your physical examination and issuance of a

medical clearance (READ SECTION "A" ON THE REVERSE OF THIS FORM).

IKl B. The following tests/consultations are RECOMMENDED as part of your physical examination. Your medi
cal clearance has been issued (READ SECTION "B" ON THE REVERSE OF THIS FORM).

LABORATORY TESTS, EXAMINATIONS CONSULTATIONS

- 1. Chest X-Ray Repeat -- 1. Cardiology

- 2. Electrocardiograph -- 2. Dermatology

- 3. Exercise Stress test -- 3. ENT

- 4. Hearing Test -- 4. Gastroenterology

- S. Hematocrit (Hemoglobin) Repeat -- S. Gynecology

- 6. Intraocular Tension -- 6. Hematology

- 7. Mammogram -- 7. Internist

- 8. Physical Exam Form DS-1843. item -- 8. Mental Health
_. 9. Pulmonary Function Test (Spirometry) -- 9. Neurology

- 10. Serology (VDIU.) __ 10. Opthalmology

- 11. Sigmoidoscopy -- 11. Orthopedic

- 12. Blood Chemistry - ___ Repeat __ 12. Pediatric

- 13. Urinalysis. iDe!. micro Repeat __ 13. Pelvic Exam Inc. Pap Smear

-K. 14. Vision Test __ 14. Surgical

- IS. White Blood Count &. DUf.-- Repeat __ IS. Urology

- 16. Other. SpecUy • --16. Other. SpecUy •
(- Indicate reUOD for request or specific test requested)

t.... .·.··.. ,·.·.!if

""
DATE OF AUTHORIZATION

10-10-89

ASSISTANT MEDICAL DIRECTOR MEDICAL CLEARANCE

./ ~ta;
TELEPHONE NUMBER

(202) 647-3595
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FORM DSL-616 (Reverse page)

INSTRUCTIONS

TO WHOM IT MAY CONCERN: This form authorizes payment of medical tests/consul
tations. Treatment of medical conditions is NOT authorized. Kindly have a report of the
findings, sent to: Medical Clearances, Office of Medical Services, Department of State,
Washington. D. C. 20520; and the bill for services sent to Medical Claims, Office of
Medical Services, Department of State, Washington. D. C. 20520.

A. REQUIRED TESTS/CONSULTATIONS

The Office of Medical Services has reviewed the physical examination for the ex
aminee. Before a medical clearance can be issued for onward assignment we RE
QUIRE additional information as indicated below. This form is also an authorization
for expenses incurred in connection with the examination.

Present this form to each facility/doctor seen for completion of requested tests/consulta
tions. The examinee is currently WITHOUT A MEDICAL CLEARANCE for onward
assignment and the clearance decision is in a pending action, awaiting receipt of the
requested information. The information requested must be received and a clearance or
waiver issued BEFORE THE EXAMINEE CAN PROCEED TO AN OVERSEAS
POSTS.

IF REQUESTED INFORMAnON IS NOT RECEIVED WITHIN 60 DAYS OF THE
DATE OF AUTHORIZATION B OF THIS FORM, THE EXAMINEE'S MEDICAL
CLEARANCE WILL BE ANNULLED WHICH RESULTS IN FORFEITURE OF
MEDICAL BENEFITS UNDER THE MEDICAL AND HEALTH PROGRAM AT
OVERSEAS LOCATIONS (3 FAM 684.7-4).

If there are questions in this regard. please do not hesitate to contact the Office of
Medical Services. If there will be a delay in submitting these requests, please notify us
by telephone or cable, the reason for delay.

B. RECOMMENDED TESTS/CONSULTATIONS

Your medical clearance for onward assignment has been issued. There are however,
tests/consultations as indicated on the reverse, that M/MED RECOMMENDS as part
of your physical examination. This form is also an authorization for expenses incurred
in connection with these recommended tests. Present this form to each facility/doctor
for completion of these recommended tests/consultations.

If there are any questions in this regard, please do not hesitate to contact the Of
fice of Medical Services.
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AUTHORIZATION FOR MEDICAL SERVICES, FORM FS-569
NOTE: Thl••utr-Iz.llon mull be uHd wllhln 80 d.V- of lhe .utr-Iz.llon d.,. 01 Ihl. documwll (S- II..,., 14). Autr-I-

z.'lon I••utom.llc.lly \/Old 80 d.V- .tt. lhe .utr-Iz.,ion d.,. or if lhe bear. (FS employee, or If • dapanc:lanl,
lhe raapon.ibl. amployaa) I. no longer employed by lhe agency .hown In II..,., 8.

DEPARTMENT OF STATE 1. AUTHORIZING OFFICE OR POST 2. AUTHORIZATION NO.

Office of Medical Service
AUTHORIZATION FOR MEDICAL SERVICES Department of State 0- 000 - 00 """"FOR EMPLOYEES AND/OR DEPENDENTS Washington, D. C. 20520

3. TO: 4. REQUESTED DATE OF ADMITTANCE
George Washington University Hospital 1-11-90
Washington, D. C.

5. TO THE SERVICE OF

John T. Smyth, MD.

8. It I. rllClualled th.t the below-namad ..,.,ployee (or~t) of .n Agency of the Unlled St.,•• Government, be
admitted to lhe Ml'Vlca. rllClualled in Item 10. The .,.t_t. checked below apply 10 thl. rllCluall.

0 U.S. GoY.nment medlc.1 f.cUIII•••hould u.. SF-l080 or SF-l081 for billing the .utr-Izlng office or poIt .hown In
Item I. Such billing•••upported by copy 2 of thl••utr-lzatlon••hould _ only c.... of employee. or dependanll of
••Ingla agency.

!iii SI.t_t. of prlv.t. phy.lclan. or medlc.1 facllltl•• lor Ml'Vlca. rendered, .hould be .upported by copy 2 of Ihl.
.ulr-lzation .nd .ubmitted to lhe office or poIt .hown In il..,., 1. Such .t.,ament••hould _ only c.... of ..,.,ploy-
_. or dapaNjant. 01 ••ingl. agency.

iJ It would be apprecl.ted If. compl.t. medlc.1 report could be .ent under IIPar.,. cover. m.rtced "Medlc.1 Privileged
Inform.'lon", to lhe .utr-Izlng office or poIt .hown In il..,., 1. In the avent of • prolonged IlIne•• in exce•• of 30
d.y., addltion.1 report••hould be .....t ., the and of ••ch month.

0 In the c... of • con.ull.tlon or dl.gno.tlc ex.mln.,ion, If hoIplt.llzatlon or .Imilar tr••tmenl i. Indlc.ted, lhe
patient mu.t obl.ln addltion.1 .utr-lz.'1on before .uch Ml'Vlcaa can be provided ., GoYernmenl expan••.

7. NAME OF PATIENT AND EMPLOYEE NO. (If patlenl I•• dapandant, .110 give narne 8. AGENCY AN:> POST
of employ_ .nd hi. employ_ no. )

JONES, James J. STATE

g. NATURE OF DISABILITY 10. SERVICES REQUESTED

Heart Condition Evaluation and treatment
Follow-up evaluation and consultation
Hospitalization for evaluation and treatment.

11. DOES EMPLOYEE OR HIS DEPENDENT HAVE MEDICAL INSURANCE? IF ·YES·, GIVE NAMe OF COMPANY

l!l YES DNO Government-Wide Idemnity Benefit Plan Code 303

12. I cer1lfy th.t If .Ither myMlf or my dependanl h.ve medlc.1 In.ur.nce, _ will III•• cl.lm for .uch Ilenaflt••• m.y be
p.yabl. under the pl.n, when In.tructed to dO 10, Amounl. r_ived In ..ttl_1 of lhe cl.lm, I... deduction. for .utr--
lzed and dOcumented out-of-j)OClc.t axpan... when appllc.bl., will be forwarded to lhe agency collection offlca •• directed.

Further, I hereby .ulr-lze the Offlca of Medlc.1 Servlcaa of lhe Daparlment of St.t. to obt.ln, for the Department's
fila., the medlc.1 report _Ing the Ml'Vlca .utr-lzed.

12-10- 89 ~~(sj.:ur~v-)(0.,.)

13. I cer1lfy that S35 w•• deposited by lhe ..,.,ploy_ respon.lbl. for thl. dependanl'. medlC.1 tr••tmenl •• prascrlbad In
3 FAM 88O.4g(1).

(0.") (Slgn.tur. of Offloar R_lvlng Depoelt)

14. I cer1Jfy th.t, to lhe be.t of my knowledge, the illnaa. or Injury of the .bova-n.med employee or dapandant nwats the con-
dition. of eligibility for mediC.I sarvtcas .t government expan•• and I hereby .ulr-lze the Ml'VICII rllClUllled In It..,., 10.

12-11-89 ex".,;" 01""0' k ~nn c.:,OV
(D.t. of Autr-tz.tlon) (Slgn.,ur••nd Till. ~utr-IZlngOffloar) (T.lephone Number)

1'5. DIAGNOSIS CODE 1"1. ESTIMATED COST OF I17, ACCOUNTING CLASSIFICATION
A SERVICES $2,200.00 000-0000 000 0000 0000

FORM
FS-68g3/30/70
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FORM FS-569 (Reverse Page)

INSTRUCTIONS FOR PREPARATION

ITEM I - Name and location of Issuing ortice or post.

2 - Authorizing posts enter the fiscal year digit followed by the second, third and rourth digits or the
issuing post code. followed by a two dlgll serial number assigned by the post and beginning each fiscal
year with 01. The Medical Division enter the fiscal year followed by tbe digit 9 and a rour digit serial
number beginning each fiscal year wllb 0001. AIl forms FS-S69 issued as amendments should show
the original authorization numbered followed by lbe leiters A. B, C, etc., as applicable.

3 - Name and address of pbyslclan or medical facility requested to provide the services author
ized.

4 - Approximate date s~rvices sbould begin.

S - Name of physician concerned with lbe case. if known; otberwise, name of specialty service
(surgery, medicine. psychiatry. etc.),

6 - Enter an X in box opposite statements wblch apply to the case.

7 - Enter the surname. first and middle names of the patient. If tbe patient is a dependent, also enter
the same Information for tbe responsible employee. in eitber case show the employee number as sbown
in item 2 on the form SF-SO, Notification of PersoDDel Action.

8 - Enter employee's agency Initials and post of assignment. In the cue of employees (or their
dependenlS) assigned to an AID project. enter tbe parent agency AID and post of assignment,
e.g., FAA/AID/Karachi.

9 - General description of nature of disability.

10 - Specify the medical services desired for lbe pallent.

I I - Enter an X In the appropriate box. If yes. enter name of company (insuror) and plan.

12 - Date and sianalUre of the employ...

13-

14 - Give date of autborizatlon and name and title of officer authortzina services. When an employee
desires medical treatment at a U.S. Government facility. for himself or a dependent, which is not
autborized at Government expense. a letter may be Issued to the facility for purposes of identification
and autborizina the treatment at the expense of the employee,

15 - Enter the appropriate dlaanosis code (see Exhib1l68S.3. p.I).

16 - Enter tbe best possible estimate (in U.S. dollars) of the cosl of services to be rendered without
fall. This is an obligation document. Copy" sbould be forwarded to the responsible agency aUol
ment accountina office Immediately. Copy 7 sbould be forwarded to the Department of State Medical
Division, For Department of State personnel. Foreian Service posts forward copies 4 and 7 to the
Medical Division.

]7 - Enter the accounting classification codlna In the sequence prescribed by tbe Agency sbown in
item 8. For Department of State cues. codes and the coding sequence are prescribed in the FM-]
Handbook, as revised. For other agency cases issuing oUlces should consult with the appropriate
agency officials.

I". .;ai'..,

b...,..1·.'

~
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FORMAT FOR MEDICAL ATIENDANT AGREEMENT

THE UNITED STATES OF AMERICA

To: _

By (Signatur. and Titl. of Contracting Officu)

Date _Date _

American Embassy
New Delhi, India
March 17, 1989

Agency Accounting Data:

MEDICAL ATTENDANT AGREEMENT

Transponation will be furnished by the United States Government.
You will be paid for other authorized incidental expenses related to
transportation (exclusive of subsistence), and will receive compensa-
tion for your services at the rate of per day.

You will be compensated in accordance with the terms of this
agreement upon submission of your claim together with a copy of
this agreement.

If at any time during the life of this contract you should be ap
pointed to a regular position in the service of the United States
Government, this agreement will automatically terminate.

If the terms of this agreement are acceptable to you, kindly indicate
your acceptance by signing and returning the original and all copies
of the agreement to the _

It is understood that your services as an attendant will be available
to the United States Government for a period of approximately
__ days. Accordingly, you are hereby requested to repon on
':"""" to a ccompany _
from to and return.
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692 DEATH GRATUITY
(TL:PER-149 1-22-90)
(Uniform State/AlDIUSIA/Commerce/
Agriculture)

3
EFFECTIVE DATE

as i ndi cated

692.5 Eligibility
Survivors of any Foreign Service employee who

died or dies as a result of injuries sustained in the per
formance of duty outside the United States will be eli
BIble for the payment of this aratuity, provided the
survivor is entitled to elect monthly compensation un
der section 8133 of title 5, U.S. Code, because the
death resulted from an in.:ury (excluding a disease
proximately caused by the employment) sustained in
the performance of duty, without reprd to whether
such survivor elects to waive compensation under such
section 8133. The conditions of entitlement to com
pensation under that section of the U.S. Code are out
lined in Federal Personnel Manual Chapter 810,

b. "Widow" means the wife living with or depend
ent for support on the decedent at the time of his
death, or living apart for reasonable cause or because
of his desertion.

c. "Widower" means the husband living with or de
pendent for support on the decedent at the time of
her death. or livin, apart for reasonable cause, or be
cause of her desertion.

d. -Child" means one who at the time of death of
the employee is under IS years of age or over that age
and incapable of self-support. and includes stepchil
dren. adopted children, and posthumous children, but
does not include married children. "Child" includes a
student under 23 years of age who has not married;
who has not completed 4 years of education beyond
the high school level; and who is regularly pursuing a
full-time course of study or training at a school. col
lege, university, or other Qualifying institution under
the terms of 5 U.S.C. 8101 (17). Such an individual is
deemed not to have ceased to be a student during an
interim between school years if the interim is not more
than 4 months and if the student demonstrates a bona
fide intention of continuing to pursue a full-time
course of study or training during the semester or
other enrollment period immediately after the interim
duration during which the student is prevented by fac
tors beyond the student's control from pursuing such
education. A student whose 23d binhday occurs dur
ing a semester or other enrollment period is deemed a
student until the end of the semester or other enroll
ment period.

e. "Parent" includes stepparents and parents by
adoption..

£. "United States" means all the States and the Dis
trict of Columbia.

TRANS. MUltO NO. .

~9:131

ADDEr!!) I X 7H
9 I\nn 7H

Definitions

AID HANDBOOK

692.4
a. "Foreign Service employ,," means a chief of

mission, an ambassador at large, a member 0/ the
Senior Foreign Service, a Foreign Service officer or
speciaUst, a Foreign Service officer or specialist ca
r"r candidate, a Foreign Service officer or specialist
servin, under a non-career appointment, a consuItJr
agent, a Foreign Service national, or a U.S. r'presen
tative to an international organization or commission.

692.3 Applicability .
These regulations apply to Foreign Service employ

ees of State. AID, USIA, USDA. and Commerce who
die as a result of injuries sustained in the performance
of duty outside the United States. and to their surviv
ing dependents.

692.2 Approval of Payment
The following officials are authorized, subject to

these regulations. to approve payment of a death gra
tuity to the surviving dependents of Foreign Service
employees under their respective jurisdictions:

a. State: A Deputy Assistant Secretary for Person
nel.

b. AID: The Director, Office of Personnel and
Training.

c. USIA: The Director, Office of Personnel (M/P
or VOA/P).

d. l "DA: A Deputy Assistant Secretary for Person
nel. Department of State.

e. USDOC: The Director of Personnel and Civil
JRights.

692.1 Legal Basis
Section 413 0/ the Foreign Service Act 0/1980, (22

USC 3973), authorized the Secretary 0/ State to pro
vide lor payment of a death "atuity to the ,urv/vin,
fjlependents 0/ any Foreign Service employ" who dies
Ls a result of injuries sustained in the per/ormlJllce 0/
duty abroad. Section 202 0/ the Act (22 USC 3922)
authorius the Directors of the U.S. In/ormation
Agency and the United States International Deveiop
ment Cooperation Agency, and the Secretaries of Ag
riculture and Commerce to exercise the funclions
vested in thl! Secrnary of State insofar as they relate
to tlteir respective agencies.

(

~i
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B. Processing of Claim
a. Upon receipt from the t:ligible SurVIVor lIf the ap

plication. a copy of the deuth certificate, and a copy
of an approved claim under section 8133 of title 5,
U.S. Code, the action office prepares an approval
memorandum (see Exhibit 692.8h (p. I) for the signa
ture of the appropriate approving officer (see section
692.2), supported by the following documentation;

(I)Survivor's application for death gratuity. .,
(2) Copy of death certificate. 1.,.)
(3) Copy of approval of compensation under sec- .....

tion 8133 of title 5. U.S. Code.
(4) Certificate of availability of funds with appropri

ate fiscal citation. (See Exhibit 692.:8b (p. 2).)
b. After the approving officer sigJ'ls the approval

memorandum. the action office shall forward the ap
proval memorandum with supporting documentation
for payment to the following appropriate office:

i
11

I,
'1:t,
.~'

W
f

which is reprinted as Chapter 10 of the Employee
Benefits Handbook (3 FAH-l).

692.6 Gratuity Benefit
a. Each payment shall equal 1 year's salary of the

employee at the time of death. Only the basic salary as
defined in 3 FAM 121 will be included, with the ex
ception that charge pay will also be included in those
cUes where the employee was actually receivina
charge pay at the time of death. Authorization for
charge pay is contained in 3 FAM 228.

b. Any death gratuity payment made under this sec
tion shall be held to have been a gift and shall be in
addition to any other benefit payable from any source.

692.7 Order of Payment
A death gratuity payment under this section shall be

made as follows;
a. First. to the widow or widower.
b. Second. to the child, or children in equal shares,

if there is no widow or widower.
c. Third, to the dependent parent. or dependent

parents in equal shares, if there is no widow. widower.
or child.

d. If there is no such survivor entitled to payment,
no payment shall he made.

692.8 Procedures
A. Application for Benefit

a. The appropriate administrative officer for eligible
survivors residing overseas, and the appropriate office
listed in section 692.8Ab for eligible survivors residing
in the L'nited States, ~il1 assist such survivors to make
application for a death gratuity b~r.efit.

b. The eligihl~ survivor of a deceased Foreign Serv
ice employee makes application for the death gratuity
by submitting a written request to one of the following
action offices:

'(1) State: Depanment of State. Office of Employee
Relations. Retirement Division (PERIERIRET). Room
1251. Main State. Washington. D.C. 20520.

(2) AID: Agency for International Development.
Office of Personnel and Training. Personnel Services
Division. Employee Relations (OPT/PS/ER). Wash
ington. D.C. 20523.

(3) USIA: U.S. Information Agency" Office of P~r

sonnel, Retirement and Insurance Section (M/PDSR).
Room 524. 301 4th Street. S.W., Washmgton. D.C.
20547; or Voice of America, Office of Personnel. la
bor and Employee Relations Division (VOA/PL), 330
Independence Avenue. S. W.. Washingtor., D.C.
20547.

(4) USDA: Appropriate agency personnel office.
who win forward request to Depanmern (If State, Of
fice of Employee Relations, Retiremellt Oivision

(PERlERlRET). Room 1251, Main St..h', Washing
ton. D.C. 20510.

(5) USDOC: Office of Foreign Service Personnel
(USFCSIOFSP). Room 38t3H. Department of Com
merce. Washington. D.C. 20230.

c. The eligible survivor should attach to the applica
tion a copy of the death certificate Olr} the deceased
employee and a copy of any written alpproval hy the
Department of Labor of claim for compensation un
der section 8133 oftille 5, U.S. Code. However. if the
eligible survivor has not made applic:ation for such
claim, the survivor should be advised to ask the office
of Workers' Compensation Programs, Department of
Labor. Washington. D.C. 20210. for further informa
tion.

\,j"" .J,. ;
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(1) State and USDA:

- For Americans. Ornce of Financial Operations.
M/COMP/FO.

- For Foreign Service National employees, the ap
propriate payroll center.

(2) AID: Chief, Employee Services Division. FMI
ESD.

(3) USIA: Chief, Financial Operations Division, MI
CF. After certifying payment, the above officials will
promptly advise the appropriate action office.

(4) USDOC:

- I'or Americans, to the appropriate organizational
financial management office.

- For roreign Service Nz.tionals, to the appropriate

pa yroll center.

C. Notification of Payment
The appropriate action office will promptly notify

lhe eligible survivor that payment of a death gratuity

has been approved and that a check (specify amount)

will be processed by the payroll center.

692.9 Advisory Services
The Retirement Division (PER/ER/RET) in State

will provide interpretive and advisory services relating
to policy aspects of death gratuity cases.

End of Uniform StatelAIDIUSIAIUSDAICommerce
Regulations.
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UNEMPLOYMENT
COMPENSATION

(TL:PER-37 9-3-85)
(Uniform StateIAIDIUSIA)

a. The maximum payment and benefit period variesV from State to State.

693.2 Coverage
This regulation applies to U.S. citizen Foreign Serv

ice employees, except Foreign Service officers in
classes 2 through 5 for whom special separation allow
ances are provided by section 609b(1) of the Foreign
Service Act of 1980, as amended.

Notification693.4
a. When an employee separates or enters nonpay

status while abroad, the principal or administrative of
ficer (for State or USIA) or the executive officer (for
AID) is responsible for advising the employee of po
tential eligibility for unemployment compensation at
the time the employee separates or retires and that
forms SF-8 and SF-50 must be brought to the State
unemployment insurance office. The appropriate
headquaners personnel officer has this responsibility
when the employee separates while in the United
States, Pueno Rico. or the Virgin Islands.

b. All personnel who may be eligible for benefits
will be handed or mailed a form SF-8 on or before
the last day of active duty before separation or leave
without pay of 7 consecutive days or more.

c. Form SF-8 is completed by inserting the follow
ing information in the box on the form:

(1) By State employee--Department of State,
PER/MGT/RR/P. Washington, D.C. 20520.

(2) By USIA employees--U .S. Information
Agency. ID Code 620 (M/CFP, Payroll and Leave
Branch), Washington, D.C. 20547.

b. Benefit rights are generally determined by the
law of the State in which the employee had own last
duty station; however, the law of the State of resi
dence will govern benefit rights if the last official sta
tion was outside the United States. "Official station"
means the place designated on the employee's Form
SF-50, Notification of Personnel Action, terminating
the employee's Federal service, as the employee's
"post" or "headquarters." Special care should be
taken in preparing the Request for Personnel Action
(SF-52) to include reason {or separation, employee's
entitlement to severance pay and/or annual leave
lump-sum payment or other special separation allow
ance allowance (specific job offers made to and re
fused by the employee. GS only). This information
also must be included on the Notification of Personnel
Action (SF-50).

Benefits693.3

693.1

693

General
\..Ji a. 5 U.s.c. 8501-8508 provides unemployment

compensation benefits to Federal employees begin
ning January 1. 1955. The United States Department
of Labor is responsible for assuring that the program is
administered in accordance with title XV of the Social
Security Act of 1935. as amended.

b. The program is administered by each State
through its employment security agency, as agent of
the Federal Government. under the terms of its unem
ployment compensation laws.

c. Employees do not contribute for unemployment
protection. The U.S. Department of Labor makes ad
vances to or reimburses each State for additional costs
incurred by the State as the result of compensation
paid in accordance with the Federal-State agreement.

d. Basic information concerning an individual's eli
gibility under the program can be found on the reverse
side of Form SF-8, Notice to Federal Employee
About Unemployment Insurance, which is to be
handed to each separating employee by the appropri
ate personnel office (see Exhibit 693.1d). Further in
formation can be found in the Federal Personnel
Manual (chapter 850), or questions may be referred

Hi.. .I to the Washington personnel office of the appropriate
~ agency.



- ---- ,

(3) 8y AID employees--AlD. ID Code 506 (M!
F\-1/ESD). Washmgton. D.C 20523.

These offices will answer inquiries directed to their
respective agencIes by unemployment compensation
offices on Form ES-931. Request for Wage and Sepa
ration Information-lJCFE, regarding service, wages,
and reasons for separation. Such inquiries must be an
swered within 4 workdays of their receipt.

d. The separating Federal agency Will promptly ad
vise the State agency when it will receive the com
pleted form if the form cannot be returned within the

4 workday requirement. Information concerning rea
sons for separation shall be taken from SF-50, Notifi
cation of Personnel Action forms.

die!'

V

693.5 Eligibility
Before eligibility can be determined. an employee

must:
a. Be present in the United States, Pueno Rico. or

the Virgin Islands;
b. Be unemployed (or be employed less than full

time and earn less than an amount specified in the
State law), able to work, and available for any suitable
work;

c. File a claim and register for work at a local public
employment office and continue to repon to that of
fice as directed; and

d. Have had the employment or wages in a base
period as specified in the State law. All State laws will
disqualify the appiicant for such reasons as the follow
ing:

(1) Quitting a job voluntarily, without good cause,
or being discharged for misconduct connected with
work; or

(2) Refusing. without good cause, an offer of a suit
able job. Because an individual's eligibility for unem
ployment compensation depends on the laws of the
State involved (see section 693.3b). officers at For
eign Service posts cannot make a final determination
of whether a separating employee will be eligible for
benefits.

693.6 Appeal
All State employment security laws provide for ad

ministrative appeals from State agency determinations
by a claimant or an employer; and, in cenain circum
stances, appeals to the courts are provided. Unless
otherwise prohibited by law. each agency may appeal
from a determination it believes incorrect. Each
agency may also panicipate in a claimant appeal.
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694 FEDERAL EMPLOYEES GROUP
LIFE INSURANCE PROGRAM
(FEGLI)

(TL.-PER-121 3-29-89)
(Uniform StQte/AID/USIA/Agriculture/

Commt'fce)

The Feueral Employees' Group Life Insurance
(FEGLI) Program is authorized by title 5. United
Slates Code. Chapter 87 (5 USC. Chapter 87), The

regulations governing the program are found in title 5.
Coue of Federal Regulations, Part 870 (5 CFR, Part
870). The basic U.S, Office of Personnel Manage
ment (OPM) policies. regulations and instructions
f',ovcrning the FEGLI program are found in Federal
Personnel Manual (FPM) Supplement 870-1. The

" "';pM Supplement is republished as Chapter 2 of Vol
~me 3. Foreign Affairs Handbook, The Employee

Benefits Handbook.
The Employee I3enefits Handbook contains: (1)

specific guidance on the FEGLI program; (2) Foreign
r\fLurs agency procedures for processing FEGLI
changes for their employees; and (3) informational
matenal for use of employees covered under the
FFGLJ program.

The provisions of this subchapter and Chapter 1 of
the Beneflls H:mdbook Jre intended to supplement
() P'vl inslruCIHms found in Chapter 2 (FPM Supple

V1WIlt H70-1). Employee Benefits Handbook.

694.2 Applicability

General information on the FEGLI program is
available to employees in Chapter 3, Employee Bene
fits Handbook which contains a reprint of SF 2817A,
FEGLI Booklet.

Responsibilities694.3

694.3-1 Office of Personnel
Management

The U.S. Office of Personnel Management (OPM)
is responsible for the Government-wide administra
tion of the FEGLI program.

694.3-2 Office of Federal Employees'
Group Life Insurance

The Office of Federal Employees' Group Life In
surance (OFEGLI) is the administrative office estab
lished by the insurance companies which underwrite
the FEGLI program. The office. which. among other
things. is responsible for settling claims. is located at 4
East 24th Street. New York. N.Y. 10010.

694.2-2 Type of Insurance
FEGLI is intended as a form of immediate protec

tion against financial hardship or loss in the event of
death. It is not offered as a form of life insurance
with cash value which might be purchased through
non-Government insurance agents. It builds no cash,
loan, paid-up or extended insurance equities, nor can
it be assigned to anyone before a loss occurs. FEGLI
provides accidental death and dismemberment bene
fits under Basic Life and Option A - Standard cover
age. A detailed explanation of the types of coverage
available under FEGLI is found in Chapter 2. Sub
chapter S8, Employee Benefits Handbook.

Administrative Responsibility
and Internal Procedure

Authority

694.2-1

The life insurance officer in each agency's Wash
ington headquarters is responsible for the coordina
tion of the program within the agency and is the OPM
contact for agency-wide insurance matters. Questions
not adequately covered in this subchapter or in Chap
ters 1-3 of the Employee Benefits Handbook should
be referred to:

The adrnlfli'otralive responsibilities and internal pro
ccdure, de~lcnhed in this subchapter apply to all eligi
hie Fur<:lgn Service personnel of the Department of
'-;ule, AI D. USIA, Commerce, and Agriculture, and
lO Civil service employees of the Department of State.

~. :,'liapler 2, Suhchapter 52 of the Employee Benefits
~I;lndbook Cflntains information on eligibdity for in

,1Irance by empl(lyees. MOA V-B 50 I applies to
US/A Forclgn Service personnel and MOA V-A 501
applies to USIA Civil service personnel.

694.3-3 Agency Life Insurance Officer
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AGENCY
State
AID

USfA

Comm~rce

Agriculture (FAS)
Agriculture (APHIS)

OFFICE
PER/ER
PFM/PM/FSP or
PFM/PMICSP
(as appropriate)
Office of Pers(mrlel
(~1/P or VOA/P)

USFCS/OFSP
PD
HRD

Handbook) and maximum basic coverage is limited hy
the amount payahle under Federal Executive pay level
[I ($92,000 in February 1987), as discussed in Chap
ter 2, Subchaptcr S3-lc, Employec fknefns Iland
hook. An employee must elect haslc cover:lge in or
der to have optional insurance \lnder tile 1-'1:(;1.1 pro·
gram.

B. Standard Optional - Option A
Standard Optional - Oplion A is ) IO,!)()!) in (over

age which an employee cm elect in addition to h;I"IC

Iflsurance.

f··.··..····.'.".·.·-··

~

6.94.3-4 Agency Designated Certifying
Personnel Officer

Each agency designated certifying personnel or ad
ministrative, officer, whether at an overseas or domes
tic post. is responsible for:

a. Individual certification of employee's FEGLI in

surance status;
b , Explaining the FEGLI program to employees and

advising them about it; and
c. Performing the certifying office responsibilities

outlined in Chapter 2, Subchapter S 1-4d, Employee
Benefits Handbook.

These functions are performed under 5uidance re
~eived from OPM and instructions issued by the life
insurance officer of the employee's agency.

C. Additional Optional - Option B
Additional optional coverage under Orticn U per

mits an employee to elect an amount of insurance
equal to I, 2, 3, 4, or 5 times his/her annual rate of
pay. If the employee's basic pay is not already an
even thousand dollars. the amount of basic pay is
computed by rounding it to next highest $ 1,000
(maximum amount of pay for multiplication is
590,000, See Chapter 2, Subchapter'S3-5, Employee
Benefits Handbook).

D. Family Optional - Option C
Family optional insurance under Option C permits

an employee to insure his/her spouse for $5,000 and
each eligible dependent child for $2.500 (see Chapter
2, Subchapter S3-7. Employee Benefits Handbook).

694.5-1 Kinds of Coverage,

See Chapter 1, section 4.4. Employee Benefits
Handbook for guidance on forms and ordering in
structions.

694.5 Kinds of Coverage and
Eligibility to Enroll or
Change Enrollment

A. Basic Coverage
All eligible employees automatically have basic cov

erage unless they waive it. The amount of coverage is
based on the employee's annual rate of pay. Nor
mally, basic coverage equals the employee's per an
num salary rounded up to the next even thousand dol
lars; plus $2,000, (plus any applicable age multiplica
tion factor). Minimum basic coverage is $10,000 (see
Chapter 2. Subchapter S3-1 a & b, Employee Benefits ( ... ' ..."•.

""

694.5-2 General Conditions Tel Enroll or
Change Enrollment

Use Chapter 1, section 4.5-2, Employee Benefits
Handbook for guidance on enrollment of new em

ployees and enrollment and changing enrollment dur
ing a FEGLI general open season. Chapter 1, section
4.5-3. Employee Benefits Handbook. contains proce
dures for processing FEGLI forms.

694.5-3 Employees Separated From
Federal Service For At Least
180 Days and Reinstated

See Chapter I, section 4.5-4, and Chapter 2. Sub
chapter 52-4a(3). Employee Benefits Handbook for
guidance when an employee is reinstate:d after being
separated from the Federal service for at least 180
days.

Forms Used For Program.694.4
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694.7

694.7-1

694.9694.5--4 Employee Appeal Process on
Agency Denial of Coverage

The cmr1oYt>e appe;-I! procedure to be used when
an agency denies FEGLl coverage is found in Chapter
2. Subchapter S 1-2h. Employee Benefits Handbook.

694.6 Effective Dates for
Coverage

U Information relating to the effective dates of cover
age 1[\ Illdlvldual cas~s may he lound In Chapter 2,
Sllbc!1;lptcr 52, Employee Benefits Handbook.

Decreases in Optional
Coverage or Waiver of All
Coverage

Right to Decrease or Decline
Coverage at Any Time

t , For information on decreasing or declining cover
'-'" age see Chapter 2, Subchapter S2-3, Employee Bene

fits Handbook.

694.7-2 Cancellation of Family Optional
Insurance When No Family
Members are Eligible for
Coverage

See Chapter I, section 4.7-2, Employee Benefits
Handbook for guidance on the regulatory change
which took effect in October 1986. OPM regulations
permit retroactive cancellation of family optional in-

t .' .': surance when there are no longer eligible family mem
'-' hers to he covered under the option.

Agency Procedures For
Processing Changes

The procedures used by foreign affairs agencies to
process employee's changes in FEGLI coverage are
found in Chapter 1. sections 4.9-1, 4.9-2, and 4.9-3.
Employee Benefits Handbook.

694.10 SF 2823, Designation of
Beneficiary - FEGLI

For guidance on designation of FEGLI beneficiar
ies, use Chapter 2, Subchapter 59, Employee Benefits
Handbook and the instructions printed on the SF
2823. Foreign affairs agency procedures for process
ing the form may be found in Chapter I, section
4.10-6. Employee Benefits Handbook.

694.11 Personnel Action/Pay
Statement Codes for
Employees

Personnel action/pay statement codes for FEGLI
may be found in Chapter I, section 4.11, Employee
Benefits Handbook.

694.12 Coverage While In Nonpay
Status

Guidance on FEGLI coverage of employees in non
pay status may be found in Chapters 1 and 2, Em
ployee Benefits Handbook.

FEGLJ coverage can only be increased at certain
times and under limited conditions. Consult Chapter
2, Subchapters 52-4 and 52-5, and Chapter 1, sec-

tion 4.8, Employee Benefits Handbook to determine
whether an employee is eligible to increase coverage.

694.8 Increases in Coverage
694.13 Employees on Military Duty

Guidance on FEGLI coverage of employees on
military duty may be found in Chapter I, section
4.12-2 and Chapter 2, Subchapters S2-7 and S5-1c,
Employee Benefits Handbook.
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694.14 FEGLI Coverage of D.C.
Government Employees

Information concerning FEGLI coverage of D.C.
Government e.nployees may be found in Chapters 1
and 2 (Subchapter S2-2a (3)), Employee Benefits

Handbook.

694~15 Termination of FEGLI Group
Coverage and Conversion
to a Private Plan

Guidance on employee and family member conver
sion to a private plan when FEGLI group coverage
terminates may be found in Chapter 1, section 4.13
and Chapter 2, Subchapter S5, Employee Bel1efits
Handbook.

694.16 Completion and Processing
of Forms Required to
Convert FEGLI Coverage to
a Private Plan

Instructions on completion and processing of forms:
SF 2819. Notice of Conversion Privilege for Employ
ees; SF 2821, Agency Cenification of Insured Status;
and SF 2818, Continuation of Life Insurance Cover
age may be found in Ch;tpter 1, section 4.13-1 and
Chapter 2, Subchapter S5, Employee Benefits Hand
book.

694.17 Restorati'on of Life
Insurance Coverage for
Restored Disability
Annuitants

Guidance on restoration of FEGLI coverage for re
stored disability annuitants may be found in Chapter
1, .section 4.14, Employee Benefits Handbook. Mate
rial includes the re'visic)Os in coverage effected by the
issuance of FPM Bulletin 810-56..

694.18 Death!!enefits
a. Information concerning the benefits payable l(,

the beneficiaries of deceased employees may be founcj
in Chapter 1, section 4.15 and Chapter 2, Subchapter
S8, Employee BenefitS Handbook.

b. Information concerning the benefits payahle in
the event of the death of a covered depelldent undcr
the Family Optional insurance may be found in Ch;lp
ter I, section 4.15-2 and Chapter 2, Subet1;lptcr SiI,
Employee Benefits Handbook.

c. Information concerning the requirement to suh
mit IRS form W-9, Payer's Request for Taxp;lyer
Identification Number, when processing a dC;lth claim
may be found in Chapter I, section 4.15-3, and ex
hibit 4.15-3, and in Chapter 2, Subchapter S10, Em
ployee Benefits Handbook.

d. Information on OPM claims proc~,ssing changes
for agencies may be found in Chapter

ti·...··.. '; ••~;

""
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696 FEDERAL EMPLOYEES
HEALTH BENEFITS PROGRAM
(FEHB)

(TLPER-451 6-10-77)
(Uniform State/AID/USIA)

Procedures estahlished and responsibilities assigned

~,! to this section apply to health benefits determinations
vand records on all Foreign Service and Civil Service

pasollnel 01 the State Department; all A I0 personnel,
SllhjCCl to modifications stated in AID Handbook 29,

ch;q)[er I F; and to USIA Fureign SerYlce personnel
.,er\ Illg {)VL:rs'.~as.

(hlr rel;lled liscal r..:gulJtions, see also for State, 4

l'AM 55!); for AID, M.O. 76~.5--pending issuance
lJ[ Fil.l Internal manual.)

The Federal Employees Health Benefits (FEHB)
progr3m permits eligible employees of the U.S. Gov
c'lllrlietlt to oi)tain, on a shared-cost lXlsis. fuur lypes

ilf ~:'()IJp he"dth IOS11raIlC::

A. Service B.anefit Plan

A (ioverrlment --wide plan aV<ll!ahle to every em

pl{)Vl~e l'I'f',lble tu participate in the program, no matter
wh..:re the ..:rnr1oyee is located.

B. Indemnity Benefit Plan
A Government-wide plan available to every em

ployee eligible to participate, no matter where the em
ployee is located.

C. Employee Organization Plans
Plans sponsored by employee organizations which

art: avatlable only to employees who are or who be
come members of the sponsoring organization.

D. Comprehensive Medical Plans
Plans available only in certain geographic localities.
Every employee who becomes eligible must register

either to enroll in a plan or not to enroll by completing
SF-2809, Health Benefits Registration Form. within
31 d2ys df <iuJ.l::1ing eligibility.

All references to "days" in this regulation mean cal
endar days.

The following forms and carrier brochures used in
the FEHA program are available from the Health

Ucndlts Officer, PER/E.:> lor State, SER/PM/PS/ER

696.1-2 Applicability
U.S. citizen direct-hire employees of the Foreign

Service (including A I D's participating agency employ
ees), except those serving under appointments limited
to I ye:\f or less, are eligible to participate in the pro
gram. However, employees serving a regular tour of
duty in appointments limited to 1 year or less may
continue to be covered under the program if they en
ter on duty without a ~reak in service of more than 3
calendar days from a position under which they were
covered by this program.

696.1-1 Legal Basis
The legal basis for the Federal Employees Health

Benefits program is chapter 89 of title 5, United States
Code. Chapter 89 is a codification of the Federal
Emplo}ees Health Benefits Act of 1959 (Public Law
86-382, approved September 28, 1959), as amended.
The 1959 act hecame effective generally on the first
day of the first pay period which began on or after
July 1, 1960. The regulations issued by the Civil Serv
ice Commission to carry out the provisions of the Act
3re contained in the Federal Personnel Manual, chap
ter 890 and supplement 890-1,

696.1-3 Responsibility in Washington
The Health Benefits Officer in each agency's Wash

ington headquarters has overall responsibility for the
program. (In State. PER/EX; in AID, SER/PM/PS/
ER; in USIA. 1FT/SR.)

696.1-4 Responsibility at Posts
Each post is designated as an employing office for

purposes of enrolling employees in the FEHB program
and processing changes in enrollments of employees
assigned to the post. The officer principally responsi-

for AID, and through regular supply channels for
USIA:

SF-2809, Health Benefits Registration Form;
SF-2809-A, Federal Employees Health Benefits

Program Booklet;
SF-2810, Notice Of Change In Health Benefits En

rollment;

SF-2811. Transmittal and Summary Report to Car
rier (for use of payroll office only); and

SF-2812, Report of Withholdings and Contribu
tions.

Health Benefits Plans696.1

u
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a. Eligibility for enrollment. as well as for cancella
tion, termination, conversion. etc., is governed by the
rules and regulations of the Civil Service Commission
and is binding on the Department or Agency in Wash
ington and on the posts. Such regulations also cover
medical certificates. employee appeals, and other
rights of employees under the health benefits pro
gram.

b. Identification cards will be issued by the carriers
to all enrolled employees about 60 days after enroll
ment.

ble for p~rsonne! adrr.inistration In e<l::h <:gency repre
sented at the post shall be responsible for assuring

compliance with this regulation.
It is each post's responsibility to:

a. Insure that all eligible Foreign Service employ
ee~, including new employees appointed abroad and,

during "open seasons." those on detail, consultation,
annual or sick leave. or in any travel status. are fully
informed of eligibility. enrollment procedures and
deadlines. available. health plans. and costs.

b. Insure accuracy of registration and enrollment
forms completed by employees and transmittal of
completed forms through prescribed channels and
within prescribed deadlines.

696.1-5 Relationship of FEHB Plans to
Department's Medical Program
and Office of Workers'
Compensation Programs

a. The Department or Agency assumes financial re
sponsibility for only that portion of approved medical
expenses of an employee and dependents which is not
reimbursed by insurance.

b. Under all plans. the carrier is not liable for medi
,calor hospital costs or services resulting from work
connected injury or illness for which the employee is
eligible for compensation from the Office of Workers'
Compensation Programs (OWCP). (See section 689.)
An employee who suffers a work-connected injury or
illness does not have a choice between the FEHB plan
and OWCP benefits. Failure to apply for OWCP bene
fits does not make an employee eligible for benefits
from the FEHB plan.

696.1--8 FEHB Counseling
In keeping with the Civil Service Commission Pol

icy. counseling activities for this program shall be con
fined to:

a. Familiarizing employees with the program in gen
eral, and

b. Answering questions about the application in par
ticular circumstances of specific provisions of the
FEHB Act. Government-wide and agency regulations.
FEHB plan brochures. and the Department's overseas
medical program.

Any person in an official counseling capacity shall
not encourage or advise an employee. or I~ive an opin
ion which may be construed as advice. to select and
enroll in any particular one of the several health plans
that may be available to the employee.

.·i·...•·.·.·.··.'."•.•'.·
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Definition of Family ME~mbers696.1-7
Family members include, and are limited to:
a. An employee's spouse.
b. Unmarried children to age 22 (includIn~ legally

adopted. step. foster, or recognized natural (illegiti
mate) children who live with the employee in :\ re~ular

parent-child relationship). To !)t' consickll'd :\ foster
child for health benefits purposes, the employe(' 1Il1lst
be rearing the child as the employee's own aml must
expect to continue to rear the child to auultltood. Ex
amples: a child, whose parents have died, is living with
and being supported by a grandparent or other close

relative who is an employee; a child living with an em
ployee under a preadoption agreement; a child who is
in legal custody of an employee. A child placed in an
employee's home by a welfare or a social service
agency, wherein the agency retains control and pays
the child's maintenan~e. would not qualify. Similarly.
a child temporarily living with an employel~ as a matter
of convenience would not qualify as a foster child.

c. An unmarried child who. regardless of age. is
incapable of self-support because of physical or men
tal incapacity that existed before the child's 22d birth
day.

Enrollment696.1-6
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696.1-9 Post's Activities
The Pl)st is responsihle for the following activities in

connection with the FEB B program:
a. Distribute FEHI3 materials:
(I) FEllS information booklet. SF-2809-A. which

covers all participating plans and eligibility require

ments.
(2) Urochures on Government-wide Indemnity and

Service Plans.
(3) Brochures on Foreign Service Benefit Plan.
If the employee requests a brochure which is not

availahle. the post should request it from the Health
Benefits Officer. PER/ES for State, SER/PM/PS/ER
for AID. and IPT/S. Health Benefits Officer for
USIA.

b. Counsel employees on FEHB matters.
c. Register and enroll eligible employees

(SF-2809) .
d. Complete SF-2809. Health Benefits Registration

Form, for any eligible employee who does not wish to
enroll. and who declines to complete the form.

e. Obtain certificates of incapacity from employees

when appropriate.

£. Process changes in enrollments as needed at the

post.
g. Complete SF-2810. Notice of Change in Health

Benefits Enrollment. as required.
h. Maintain required records and submit required

repons.

i. Refer questions on which information is not avail
able at post to the appropriate bureau of the Depan
ment. the Health Benefits Officer. SER/PM/PS/ER.
for A [D. or the Foreign Service Personnel Division.
for USIA personnel.
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6-96.2

696.2-1

Administration of the Program

opportunities to Enroll or Change Enrollment

Ai Table of Permissible Changes in Enrollment of Employees
Enrollment may be canceled or changed from Self and Family to Self Only at any time.

EVENTS WHICH PERMIT
ENROLLMENT OR CHANGE CHANGES PERMITTED

NO. EVENT FROM NOT

ENROLLED TO

ENROLLED

FROM SELF

ONLY TO

FAMlL'"

FROM ONE

PLAN OR

OPTION TO

ANOTHER

TIME LIMIT IN WHICH

REGISTRATION IFORM

ELECTING CHANGE MUST BE

FILED WITH EMPLOYING

OFFICE

Yes Yes Yes November 15-30 of each year.
Yes Yes Yes From 31 days before to 60

days after change
in family status.

No Yes No Within 60 days after change in

family status.

Q
Does not Yes Yes At any time after move.
apply

I

2

3

4

5

6

Open season.
Change in marital status,
(Marriage, divorce,
annulment, death of spouse.)
Other change in family status.
(For example: binh of a child,
legal separation, discharge from
military service of a spouse or
of a child under age 22.)

Move from an area served by
a group-practice or individual
practice plan (see page 8) in
which enrolled at time
of move.
Termination of enrollment by
employee organization plan
because of termination of
membership in organization.
Employee covered as family
member of another under this
Program loses coverage other
than by cancellation or change
to Self Only at the covering
enrollment; or employee,
covered under the program
for retired Federal employees
or the Uniformed Services
Health Benefits Program,
loses such coverage for any
reason.

Does not
apply

Yes

No

Does not
apply

Yes

Does not
apply

Within 31 days after
termination of enrollment in
plan.

Within 60 days after
termination by death of
person enrolled. Within 31
days after termination for
other reasons.

~"'" ","ii.

"""
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TIME LIMIT IN WHICH

REGISTRATION FORM

ELECTING CHANGE MUST

BE FILED WITH EMPLOY

ING OFFICE

FROM ONE

PLAN OR

OPTION TO

ANOTHER

FROM SELF

ONLY TO

FAMILY

29:81

FROM NOT

ENROLLED TO

ENROLLED

EVENT
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7

Within 31 days after return
to active civilian duty.

Within 60 days after
retirement.

Within 31 days after 19th or
22d binhday.

As set by Civil Service
Commission.
Within 31 days after termi
nation of spouse's enroll
ment.

Within 31 days before or
after move.

Within 31 days after change
of covering enrollment has
been filed.

Yes

Does not
apply

No

Yes

Yes

Yes

Does not
apply

Yes

Does not
apply

Yes

Yes

Yes

Yes

Does not
apply

Does not
apply

Yes

Does not
apply
No

Yes

Yes

Yes, for
Self Only

Employee, covered as a family
member of another under
thIs Program, loses coverage
because of change of the
covering enrollment from
Family to Self Only.
Employee transfers to overseas
post of duty from the United
States, or reverse.
Return to active civilian duty
from military service which was
not limited to 30 days or less.

1() Termination of plan (under this.
Program) in which enrolled

11 Self Only enrollment under this
Program of employee's spouse
terminates as a result of change
in spouse's Federal employment
status or 365 days' nonpay status.

12 Employee who is not enrolled
reaches age t9; or employee,
covered by parent' 5 enrollment
under this Program, reaches
a~e 22.

13 Enrolled employee retires from
overseas post of duty and is

eligible to continue enrollment
as annuitant.

V
8

Enrolled employee reaches age 65. Does not
apply

No From high
to low
option in
same plan

At any time after 65th
binhday.

EFFECTIVE DATES
Enrollment and changes in enrollment (except cancellations and open season changes) become errective on
the first day of the first pay period after the one in which (I) the employing office receives the registration
form (SF-2809), and which (2) follows a pay period during any part of which the employee was in a pay
status. (The pay status requirement does not apply to a change from Self and Family to Self Only.)

Ai. d.. A cancellation becomes effective on the last day of the pay period after the pay period in which the employ
'-/' ing office receives the SF-2809. If the employee is on a monthly or a 4-weekly pay period. and the employ

ing office receives the SF-2809 at least ]5 days before the end of the pay period. the cancellation will

become effective at the end of the pay period in which the form is received.

Open season effective dates are set by the U.S. Civil Service Commission at the time an open season is

announced.
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b. The medical certificate and the SF-2809 (intact)
will be submitted to the health benefits officer of the
Department or AID or to the Foreign Service Person
nel Division of USIA. While the determination of the
employing agency headquarters, as appropriate. will
be final as to the incapacity of dependent children,
the list shown below. is furnished to assist the post in
making its preliminary determination. This list, which
is not all-inclusive. consists of disabilities which are
typical of those which render an afflicted person inca
pable of self-support within the meaning of the Fed
eral Employees Health Benefits Act of 1959, as
amended:

Severe heart disease with decompensatllon.
Severe hypertension with a history of severe stroke.
Severe Buerger's disease--marked hardening of the

arteries of the limbs.
Severe mental illness requiring prolonged hospital

confinement in a mental institution.
Severe paralysis of the Iimbs--with complications.
Severe uncontrolled epilepsy with mental deteriora

tion.
Brain LUmors--(inoperable) with compJlicallons.

696.2-3 Processing Medical Certifiicates
a. Whenever part B, section 2, of SF-2809 reflects

that a child is over 22. and incapable of slelf-suppon
(or when a child reaches 22 and is Incapable of self
support), a medical certificate will be required. That
certificate must reflect:

(1) Name of child.
(2) Nature of incapacity. (The child must not be

capable. because of the incapacity, of working Zit any
job. Thus. total blindness or deafness would !lot, in
itself, be qualifying because although it may preclude
employment in certain occupations. it would not pre
clude employment in all occupations, or necessarily
make a person incapable of self-support.

(3) The period of time the incapacity has existed
(such must have existed before age 22).

(4) Probable duration of incapacity (it must he ex
pected to continue for at least I year from date of
medical certificate).

(5) The name and address of the doctor.

~PA---,;~'K~E__~::::.o_. ~~r_F-.:ra~r~~T_I-'...iv:...:.~..::dD....:.t-"Co.::T::....;t::..::e::..::d=-- __---'L-T_~_A_N-=~~::..:.;=-r'"-,--~~=--=-~NO. ==r A I 0 HANDBOO~_~ J
c. The appropriate payroll office shall complete

part F, sections 4 and 5 as follows:
Section 4 - Enter the identifying payroll office Tlllrn

ber. (This indicates that payroll deductions should be
gin effective with date shown in section 3.)

Section 5 - Enter the appropnate list number which
is the transmittal form used to forward the cJrrier cop
ies of the form to the carrier.

b. The appropriate health benefits official shall
complete part F. sections I, 2, and 3 as follows;

Section 1 - Identify Agency and post, and sign.
Section 2 - Enter date SF-2809 was received from

employee. (This date must be within prescribed time
limits or explanation. given under "Remarks.")

Section 3 - Enter the. first day of the pay period in
which the SF-2809 was received and which follows a
pay period during any part of which the employee was
in a pay status.

(In no case can the effective date be earlier than
the receipt dale.)

NOTE:--Spec~al instructions will be furnished for
effective dates of "open season" changes.

696.2-2 Processing New Enrollments
a. After reviewing SF-2809-A and the brochures,

employee should complete the following sections of
SF-2809:

Part A - Sections 1, 2, 3, 4 (show post address
where payrolled) , and 5.

Part B - Section 1 (make sure enrollment code
number agrees with type of option chosen).

Section 2 - List name and birthday of spouse and
children. (If any name inadvertently left off. individ
ual will still be covered if plan is for self and family;
noneligible family members will not be covered even if
listed.)

Part E - Employee signs and dates form.

B. Late Registration
If an employing office determines that an employee

was\ unable, for cause beyond control, to register, en
roll. or change enrollment within the prescribed time
limits, it may accept the registration within 31 days
after notifying the employee of its determination. The
statement that the employee did not register within
prescribed time limits for reasons beyond employee's
control must be stated under "Remarks" on SF-2809.
An error in judgment or failure to read the material
are not considered to be for cause beyond control.
Some examples of cause beyond control are:

a. Employee on extended leave in another local
ity during time employee would have been able to reg
ister.

b. Employing office failed to give new employee
information about the health benefits program.

c. Employee previously was told by employing of
fice that employee was not eligible to register.

d. Employee. formerly covered under the enroll
ment of another, was belatedly informed of termina
tion of that coverage.



AID HANDBOOK 29
TRANS. MEMO NO.

29:81
EFFECTIVE DATE

as indicated

3 F.nr1 690

696.2-4

Severely crippling deformitIes of bones and joints

~; j due to arthritiS deformans.
'-I Active tuberculosis of the chest, kidney, bones, di-

gestive system, or other organs.
Severe liver disease with signs of decompensation.
Advanced leukemia. severe aplastic anemia.
Hodgkin's disease.
MultIple myeloma.
Cancer of any system (not remediable by surgery}

or with metastatis or spread to other organs.
Addison's disease--severe.
Diabetes mellitus--severe, uncontrolled with diet

and insulin, with complications.
Severe toxic thyroid disease with complications,
Severe pituitary disease with complications--such

as advanced acromegaly, and advanced adenoma of
the pituitary gland.

Advanced syphtlis of the central nervous system-
:IS general paralvsis of the insane, or locomotor ataxia
and advanced syphtlis of the heart and blood vessels
with aortic aneurysm.

Severe disease of the lungs other than tuberculo
sls--such as for advanced emphysema, far advanced
Jsthma with complications and Boeck's sarcoid. Also
severe pulmonary embolism, or severe parasitic lung
III fections.

Severe di<lphragmatic hernia with complications.
Severe progressive muscular atrophy or severe my-

dsthenta gravis.

Advanced Paget's disease of bone.
Osteitis fibrosa cystica with complications.
Severe ;ldva need multiple sclerosis in the active

phase.
Huntington's chorea.
Little's disease (cerebral spastic diplegia).
Severe advanced syringomyelia.
Am yotrophic lateral sc lerosis.
Advanced cerebral atrophy.
Advanced cerebellar disease with ataxia.
Chronic meningitis with complications.
Encephalitis, advanced with complications such as

mental disease or Parkinson's syndrome, advanced.
Severe chronic Bright's disease with complications.
Polycystic kidneys--bilateral with complications.
Multiple kidney stones with involvement of both

kidneys.
Severe chronic amebiasis with complications.
Severe disease of the pancreas with complications.

Severe gouty arthritis with joint and other complica-

tions.
Advanced and incurable disease of the skin with

complications, as for example--severe progressive

type of generalized scleroderma or severe acute dis
seminated lupus erythematosis.

Parasitic or chronic severe infectious disease as lep
rosy, chronic severe malaria, yaws. or severe tropical
sprue.

Severe chemical, metallic, or illuminating gas poi
soning with marked symptoms of incapacity.

Severe mental retardation, mongoloid, idiocy, or
severe cretinism.

Severe cerebral birth palsy with marked mental and
physical impairment.

Severe poliomyeltis with crippling involvement of
three or more limbs or with cerebral or mental impair
ment or complications.

c. If a claim of a child's incapacity is approved, the
Health Benefits Officer of the Department or AID or,
for USIA personnel, the designated official of the
Fcreign Service Personnel Division, will sign the
SF-2809 for the Department or Agency, noting under
"Remarks" the employing office's determination that
the child is incapacitated. In such cases, the employee
will be advised, via the post, by letter from the Depart
ment or Agency Health Benefits Officer that the child
will be covered and whether it is permanent or for a
specified time.

d. If a determination is made that the claim of inca
pacity is approved but the incapacity is not perma
nent, the Health Benefits Officer of the Department
or AID or the USIA Foreign Service Personnel Divi
sion will require that the medical certificate be re
newed at stated intervals. In such cases, the Health
Benefits Officer of the Department or AID or the
USIA Foreign Service Personnel Division is responsi
ble for notifying the employee 30 days before the cer
tificate expires.

e. If the determination is that the child is capable
of self-support, the employee will be advised that the
child will not be covered for that reason.

Table of Changes in Enrollment
or Employment Status
Requiring Preparation of
SF-2810

SF-281O is used to record all health benefits ac
tions except enrollments, changes of coverage within a
plan, and cancellations. It should be completed by the
employing office, in accordance with the instructions
on the back of the form, as soon as the effective date
of the change has been determined. (See Exhibit

696.2-4.)
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FOR STATE EMPLOYEES ONLY: A SF-2810
should not be prepared to cover Part D--Transfer Out

.~

and Pan E--Transfer In. Posts will continue to pre-
pare SF-2810's for other reasons (pans B, C, F, G,
and H).

The officer responsible for the FEHB program

shall:
a. Assure that the change is valid (see table in sec

tion 696.2-1).
b. Use SF-2809 in processing changes.
c. Use old Carrier Control Number as directed on

face of SF-2809 (top), if appropriate.
d. Assure that the form is completed as outlined in

section 696.2-2, except:
Part B - Section 1 - Enter name, option, and code

of NEW plan, or option selected.
Part D - Section 1 - Enter code of old plan.
Section 2 - Enter number of event which permits

change (see reverse of carrier copy of form).
Section 3 - Enter date of event which permits

change.

A. Upon Transfer
When an employee moves from one payrolling of

fice to another, enrollment continues without inter
ruption. provided there is not a break in service of
more than 3 days. This applies to all employees in
cluding those enrolled in comprehensive medical plans
who transfer to locations outside the service area of
the plan. An employee, enrolled in an employee or
ganization plan, who transfers to another agency may
not enroll in another plan on the basis of the transfer.
Enrollment in the employee organization plan contin
ues until the employee either has a regular opponunity
to change plans (open season) or until the plan termi
nates membership because the employee no longer is
a member of the organization.

B. Upon retirement
An employee must meet all of the following require

ments, to continue enrollment after retirement:
a. Must retire under the disability provisions of the

applicable retirement law or must have at l~ast 12
years of creditable service. Creditable service for
health benefits purposes is that service allowable un
der the Civil Service Retirement Act.

Creditable service for health benefits may include
neriods for which reflrnds of retirement c1eductions

696.2-5

696.2-6

Change in Plan or Option
Requiring Preparation of
SF-2809

Continuation of Enrollment

have been made; it also may include periods of mili
tary service but must include at least 5 years olf civilian
service. In addition, in determining creditable service
for health benefits purposes, credit is allowable for
military service even though the employee receives
military retired pay, and for Federal civilian service
covered under social security even though the em
ployee is receiving or entitled to receive social secunty
benefits.

b. Must retire on an immediate annuity (that IS, :Ill

annuity which begins to accrue no later than I month
after the date of final separation).

c. Must have been enrolled (or covered as a family
member) in a plan under the health benefits program
(a) for the 5 years of service immediately preceding
retirement, or (b) for all service since the employee's
first opportunity to enroll, or (c) continuously for the
full period or periods of service beginning with the en
rollment which became effective no later than DeCl'rn
ber 31, 1964. And

d. The employee's annuity must be sufficient to
cover the withholding required as the employee's
share of the cost of enrollment.

When an employee retires and IS eligible to con
tinue enrollment, SF-2810 is completed by the em
ploying office showing a "transfer out" to the Civil
Service Commission, or to the Department in the case
of personnel under the Foreign Service Retirement
and Disability System.

An employee who retires from an overseas post of
duty, and is eligible to continue enrollment as an an
nuitant. may change enrollment with respect to plan
or option and may change from self only to self and
family enrollment within 60 days after retirement.

C. On Death of Employee
Coverage of family members of an employee who

dies in service is automatically continued wh(:n title to
survivor annuity is established.

D. Effect of Nonpay Status

(i) When Enrollment Continues
a, Enrollment continues without salary Willhholding

from the employee or contribution by the Government
for up to 365 days of continuous nonpay status, except
as noted in subparagraph (ii). The 365 days of nonpay
status during which an employee's enrollment contin
ues without cost may be one period of continuous
nonpay status, or it may be nonpay status which is
interrupted by a period (or periods) in pay status of
less than 4 consecutive months. Therefore, Ilf an em
ployee in nonpay status returns to pay $tatus for less
than 4 consecutive months, then returns to nonpay
st:ltllS. the employee does not hCl'.in :l new rerino of

y,,: 'l
~. ;'

l ... '..:...•'...V
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365 days during which the employee is entitled to con
tinue health benefits enrollment. Instead, the second

Vnd any other nonpay period is treated as continu
auon of the first.

b. An employee returning to pay status for at least 4
consecutive months during which the employee is paid
for at least part of each pay period, will be entitled to
begin a new period of up to 365 days' continuation of
enrollment without cost while in nonpay status.

c. An employee who has exhausted 365 days' con
tinuation of coverage must register when returning to
work, if otherwise eligible. If the employee enrolls,
and then works less than 4 months, enrollment must

t ;again be terminated the last day of the employee's last
'-I pay period in pay status.

d. A followup system must be maintained to enable
employing offices to terminate an employee's enroll
ment on the 365th day of nonpay status, using part B
of SF-2ilIO

(ii) When Enrollment Does Not Continue
Enrollment terminates on:
a. The day the employee is separated, furloughed,

or placed on leave of absence for purpose of entering
military service for more than 30 days.

. b. The last day of the pay period in which a reduc-V lion-m-force furlough begins.

E. Compensation Cases
Under certain conditions. enrollment can continue

when an employee receives compensation under the
Federal Employee Compensation Act while in a non
pay status. The Health Benefits Officer of the Depart
ment or AID at Washington or the USIA Foreign
Service Personnel Division will make the determina
tion on the requirement dealing with the employee's
continuous enrollment; the Office of Workers' Com
pensation Programs (formerly the Office of Federal
Employees' Compensation), Department of Labor,
will determine eligibility on all olher requirements.

F. During Employment With an International or
Employee Organization

An employee who transfers to an international or
ganization under 5 U.S.C. 3343 and 3581 through
3584 may elect to retain coverage by paying to the
employing agency on a current basis the employee
withholdings to cover the subscription charge of the
health benehts plan in which enrolled. An employee
who enters on approved leave without pay to serve as
a full-time officer or employee of an employee organi
zation may elect to retain coverage by paying both the
employee withholdings and the Government contribu
tion. Such cases are handled on an individual basis by
the appropriate bureau or office of the Department,

or USIA at Washington, or by the appropriate person
nel orfice for AID.

696.2-7 Termination of Enrollment

A. Cancellation

An employee may cancel enrollment at any time by
completing and submitting to the employing office an
SF-2809 registering to cancel. No one covered by an
enrollment that has been voluntarily canceled is enti
tled to temporary extension of coverage or conversion
to a nongroup health plan.

B. Other Reasons

(i) Employees
An employee's enrollment terminates subject to a

31-day temporary extension of coverage for conver
sion to a nongroup contract on the earliest of the fol
lowing dates:

a. The last day of the pay period in which employee
is furloughed by reason of reduction-in-force;

b. The last day of the pay period in which the em
ployee is separated other than for transfer or retire
ment or because of a compensable disability under
conditions entitling the employee to continue the en
rollment;

c. The last day of the pay period in which employ
ment status changes so as to exclude employee from
coverage;

d. The last day of the pay period in which employee
dies, if a surviving annuitant is not eligible to continue
the enrollment;

e. The 365th day of continuous nonpay status; or
f. The day employee is separated, furloughed, or

placed on leave of absence to perform military service
for a period not limited to 30 days or less.

(Ii) Family Members
The coverage of a member of the family of an em

ployee terminates on the earlier of the following dates:
a. The day on which the enrollment is canceled,

changed to self only, or terminates (unless the em
ployee dies and there is a survivor annuitant eligible to
continue the enrollment); or

b. The day on which the individual ceases to be a
member of the family. (For example, coverage of an
employee's spouse terminates on the day on which a
final divorce decree between the parties is effective;
coverage of an employee'e; child terminates on the day
the child marries or reaches age 22.)

C. Temporary Extension of Coverage
Coverage of an enrolled employee continues tempo

rarily for 31 daye; "fter the enrollment terminates for
any reason except voluntary cancellation. Temporary
extension of coverage is without cost to the employee
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and applies also to any family member who loses cov- after restoration to duty, or (2) have the prior enroll-
erage other than by the employee's voluntary cancel- ment reinstated retroactive to the date of erroneous
latton or by the employee's enrollment change from suspension or removal with appropriate adjustments in
self and family to ~elf only. A change to self only is the withholdings and contributions in any health hene-
considered a cancellation for the family members who fits claims.
were covered under the enrollment and they are not
entitled to temporary extension of coverage or conver-

a. The following action is taken by the employing
office upon receipt of the completed SF-2809. Health
Benefits Registration Form:

(1) For State: Sends form intact to payroll office
having employee's pay card, even if :accepted in
Washington. The payroll office then forwards all cop
ies to the FEHB Control Desk in Washington where
SF-2809's are processed and distributed.

(2) For AID: The original and duplicate are sent
to the payroll office. The employing office sends the
triplicate directly to the appropriate personnel office
for filing in the employee's official personnel folder.

(3) For USIA: Sends form intact to payroll office
having employee's pay card. even if accepted in
Washington:

(a) Original retained by payroll office.
(b) Duplicate is sent to carrier by SF-2811, Trans

mittal and Summary Report to Carrier.
(c) Triplicate is sent to the Foreign Service Per

sonnel Division for filing in employee's official person
nel folder.

The following action is taken by the employing of
fice if an eligible employee docs not regi~tcr within
prescribed time limits:

a. Contacts employee to ascertain why the em
ployee has not registered, and urges the person to
complete SF-2809 electing not to enroll.

b. If employee still refuses. the employmg office
should fill out the SF-2809, completing parts A and
F, and notes in .. Remarks" the following: .. Employee
contacted but declines to register" or, if (:\)Ver~d by
enrollment of a spouse, or parent. so stateS in "R.:
marks."

c. For an employee who cannot be cont..,ct~d within
the prescribed time limit, completes SF-2009 and
notes in .. Remarks: the following: .. Unabic to con
tact. ..

d. For employees payrolled overseas, dt::taches pay
roll copy of the completed SF-2809 and sel'c1" to the
payroll office which has the employee's ;'JJY card.
Sends all other copies to the appropriate bure:lU of the
Department, the appropriate personnel office for
AID. or, for USIA personnel, to the Foreign S,=,rvice
Personnel Division.

sion.

b. Conversion Rights
a. If an employee's enrollment ends for any reason

other than voluntary cancellation or if the coverage of
a family member ends because person ceases to be a
family member, the person whose enrollment or cov
erage is ended has a right to convert (without evidence
of insurability) to a nongroup heailh benefits contract
offered by the carrier of the plan. A family member
who loses coverage because the employee cancels or
changes to a self only enrollment does not have a con
version right.

b. Conversion rights of family members are not ex
pected to be monitored. It is the responsibility of the
employee lOi the person who loses status as a family
member) to timely apply for a conversion contract if
employee wishes to do so.

c. ApplicJtion ior conversion is made by employees
on the re\'erse of SF-2810 (by letter in case of family
members) to the nearest office of the plan. Normally,
the application must be made, and the first premium
paid to the carrier, within 31 days of termination of
the enrollment (in case of family members, after ter
mination of coverage under the 'enrollment) . Because
of the limited time allotted for conversion, employing
offices should, when employee coverage is terminated,
issue Sf-2810 as promptly as possible. If the issuance
of the SF-2810 is delayed, the employee has until 15
days after the date shown in part K of SF-2810 in
which to apply for conversion. In no event should
SF:-2810 be given to an employee later than 75 days
after the effective date of termination of the enroll
ment.

d. A converted contract becomes effective at the
end of the 31-day period of temporary coverage.

e. The benefits and premium rates for the nongroup
contract differ from the Federal employee group
plans. There is no Government contribution.

E.Aeinetatement of Enrollment After
Convel'Sion

Lf an employee who is removed and later restored
to duty with full restitution of back pay had obtained a
conversion contract upon termination of earollment,
the employee may either (1) enroll again in any plan
or option, the same as a new employee, within 31 days

696.2-9 Distribution of Forms
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h. Preparation of SF-2810, Notice of Change in
Health Benefits Enrollment:

( 1) For Sta te:

(a) Original given or sent to employee.

(h) Remaining copies sent to payroll office having

employee's pay card. The payroll office then forwards

all copies to the FEHB Control Desk in Washington

where the SF-2810's are processed and distributed.

(2) For AID and USIA:

(a) Original given or sent to employee.
(h) Duplicate sent to payroll office for forwarding

to carrier by SF-281l.
(c) Triplicate sent to payroll office having employ

ee's pay card.

(d) Quadruplicate sent to IPT/S for USIA and to

t he appropriate personnel office for AI D, for filing in
tile employee's official personnel folder.

696.3 Employee Appeals
An employee may appeal a refusal of an employing

office to permit the employee to register. enroll, or to
ch;1nge enrollment. The appeal shall be made in WTit

109, within 30 days of the refusal, to the Bureau of
Retlrl:rnent and Insurance, U.S. Civil Service Com
mission. WashmglOn, D.C. The employing office may
rna ke. and the CommiSSIOn may order, prospective

correction of administrative errors as to enrollment at
any time.

:'\'eirher the Commission nor the Department or
Agency JdJudicates indiVidual claims for payment or
service under health benefits plans. However. the
CommIssion will review, at an enrollee's request. any
claim denied by the carrier. If the Commission deter
mines, a fter a review of all evidence. that the enrollee
is entitled to payment or service under the terms of
the contract, the carrier will make such payment or
provide such service.
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(TL:PER-178 7-17-9/)
(Uniform StatelAlDlUSIA/Commercel
Agriculture)

698.4 Charge to Leave
(TL:PER-178 7-17-91)

(Uniform StatelAlDlUSIAICommercel
Agriculture)

The employee's absence from post for rest and recu
peration and necessary tral'eltime is charged to annual
leave, sick leave, earned compensatory time, or leave
without pay. as appropriate. However, an employee is
not entitled to any local holidays which OCCur after de
parture from post on R&R travel orders.

698.5 Designation Procedures
(TL:PER-178 7-17-9/)

(Uniform StatelAlDIUSIA/Commercel
Agriculture)

A. Recommending DesIgnation

The chief of the diplomatic mission, in consultation
with the responsible representatives of the Agency for
International Development (AID), the United S,ates
Information Agency (USIA), the Department of Com
merce (USDOC) , or the Department of Agriculture
(USDA:FASIAPHIS), in the country, may recommend
to the Department the designations of posts for R&R
and their relief areas. The chief of the mission malces
the recommendation, based on criteria in section 698.
58, by joint telegram, subject: APER, Rest and Recu
peration Travel, to the appropriate regional bureau Ex
ecutive Office in the Department, with information co
pies to AID:PM, USIA:MIP, USDA:FASIAPHlS, and
USDOC:OFSP. The supporting justification called for
in 698.58 must address each of the factors to establish
eligibility for the travel benefit. The principal officer at
consular posts exercises this function in those countries
where a diplomatic mission does not exist.

698.3 Applicability
(TL:PER-178 7-17-.9l)
(Uniform StatelAlDlUSIA/Commercel
Agriculture)

These regulations apply to all U.S. citizen Foreign
Sen'ice employees (and their eligible dependents) sta
tioned at posts abroad that have been specifically iden
tified as eligible rest and recuperation (R&R) posts
(Exhibit 698.7), including employees of participating
agencies assigned to AID missions, hut excluding cer
tain resident employees (see section 698.9-2). Imple
mentation of these regulations should be consistent
with the Uniform Tral'el Regulations.

REST AND RECUPERATION

698.1 Purpose
The purpose and intent of the legislation establishing

R&R travel is to provide a measure of relief from oner
ous environmental conditions at existing posts of as
signment. The duration of an employee's assignment is
determined by the interaction of a variety of factors.
Important among them is the recognition that through
continuity of service at a post, it is possible to benefit
from acquired knowledge and understanding of the
post, country. and area. At certain posts, however, the
benefits of continuity may be significantly diminished
by the progressive loss of efficiency due to conditions of
life at the POSt. At most such posts, it is impractical.
because of the high cost of transportation. to expect
that an employee and the employee's family will be able
to travel at their own expense to the closest place that
offers beneficial change of environment.

Legal Basis
(TL:PER-178 7-17-9/)
(Uniform StatelAlDlUSIA/Commercel
Agriculture)

In order to alleviate such conditions and make it pos
sible, in some instances, for an employee to remain at
post for longer periods of time, and in other instances,
to assist the employee to maintain efficiency, section
901(6) of the Foreign Service Act of 1980 provides for
the payment of:

.. rest and recuperation travel of members of the Ser
vice who are United States citizens, and members of
their families, while serving at locations abroad specifi
cally designated by the Secretary for purposes of this
paragraph, to--

(A) other locations abroad having different social,
climatic, or other environmental conditions than those
at the post at which the member of the Service is serv
ing,or

(B) locations in the United States; except that. un
less the Secretary otherwise specifies in extraordinary
circumstances, travel expenses under this paragraph
shall be limited to the cost for a member of the Service.
and for each member of the family of the member, of
one round trip during any continuous 2-year tour un
broken by home leave and of two round trips during
any continuous 3-year tour unbroken by home
leave; .....

V
698

U 698.2
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D. Redeslgnatlon of ELigibility
Effective September 1991. all posts which are cur- J,--~!l

rently approved for R &. R travel are rE'quired to submit ...
documentation to the appropriate regional bureau ex
ecutive office to justify continued eUgibility for this
benefit. Requests for change in the primary reliefpoint
may also be proposed. (Reports will be required bien-
nially after September 1991.) Each post must fully ad-
dress each of the eleren R&R eligibillty factors which
are listed in 698.5B, and may include additional infor
mation on factors not covered in 698..5B which are be-
lieved to be relevant to the post's submission. Requests

will be considered based.so~eIYon the .infor"!a~ion con- \.,J..';!
tained in the post submiSSions. Post submiSSions may,:
be reviewed and approvid by the regional bureau ex-
ecutive director or under the procedures established in
section 698.5C. To avoid imposing an unnecessary ad
ministrative burden. regional bureau executive direc-
tors may waive submission requirements and recertify
eligibility for Special Embassy Program posts where
there has been no change in conditions at post since the
time of the last certification. A report listing the deci-
sions on post submissions should be provided 10 PERI
ER.

(1) The name of the post and its proposed desig-U
nated relief area; and

(2) The names of the other foreign affairs agencies'
officials. if necessary. concurring in thle proposed desig
nation.

b. Upon receipt of a reply from PER/ER. the regional
bureau executive director advises the post of the deci
sion on the designation request. and sets a current ef
fective date, if the decision is to approve.

698.6 Change In Designated
Posts and Relief )~reas

(TL:PER-178 7-17-91)

(Uniform StatelAlDIUSIAICommercel
Agriculture)

The procedures used for changes in designated posts
and relief areas are the same as those for designating
posts and relief areas.

698.7 Designated Posts and
Relief Areas

(TL:PER-178 7-17-91)

(Uniform StatelAlDIUSIAICommercel
Agriculture)
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B. Criteria
(I) For R&R Travel Designation " '

Conditions of life at the post present distinct and Sl~

nificant difficulties for an employee and employe~ s
family of sufficient severity to justify temporary relle!
therefrom during a period of assignment ~ These condi
tions include but are not limited to such factors as: (,I)
unfavorable climatic conditions, (2) isolation, (3) m
adequate transportation within the coun~ry, (4) lac~ of
adequate recreation facilities. (5) unsuitable hou~mg.

(6) sanitary conditions, (7) lack of essential serVices,
(8) lack ofadequate medical or dental care, (9) preva
lence of communicable diseases. (/0) unusual personal
hazards, and (11) the cost of transportation from th~

post to a suitable relief area is so great as to ~ake It

unreasonable to expect that the employee couldfmance

the family's travel.

(Ii) For Designation of Relief Area .
To be suitable as a relief area, a location must ~ave

a climate, altitude, or environment sufficiently ~iffer

ent from that at post to contribute to the restora~lOn of
efficiency. In selecting a suitable relief area. an "mpor
tant factor is the cost of tral'el to the neareJt pOint that
will provide that neceSJary change. For reWiOns of

economy or other controlling considerations, the ~e

partment, in accordance with the procedures ofsection
698.5C, may in lieu of the area recommended by the
chief of mission, designate another area that affords
the necessary physical and psychological change.

C. Decision Process
a. The appropriate State regional bureau executive

director establishes a committee, including members
from outside the regional bureau, to revifw all inco~
ing R&.R requests. This committee uses an evalu~~lOn

and scoring system to rank and review the conditions
which may establish eligibility for R&R including, but
not limited to, the eleven R&R design(Jtion factors
which are specified in 3 FAM 698.5B. After completing
their review, the committee makes a recommendation
for approval or denial of the R&R request to the region
al bureau executive director who in tur" approves or
denies the request for R&.R, after clearing with
AID:PM, USIA:MIP, USDOC:OFSP, amI USDA:FASI
APHIS (when those agencies' personnel are stationed
at the post). The approving regional bureau sends co
pies of the decision document to PERIER to ensu~e

prompt change to the list of designated Po.sts and relief
areas (Exhibit 698.7). As a minimum, t/le memoran
dum to PERIER should include:



Trans. Memo . No. Effective Date Page No.

AID HANDBOOK 29 •" 29: 83 October 1, 1991 7L-3

A. Designated Posts and Primary Relief Points
Exhibit 698.7 lists the posts and the primary relief
points for rest and recuperation travel. This JiSt
changes from time to time to reflect changing circum
stances. If a post is designated for both rest and recu
peration travel and family visitation travel. see section
699.4-5.

8. Travel to an Overseas Location
( /) Employees and family members are authorized

to travel to the primary overseas reliefpoint for the post
listed in Exhibit 698.7, or they may travel on a cost
constructive basis to any other ol'erseas point approved
under Section 698. /0-3. Reimbursement to an alter
nate overseas point is limited to actual travel costs in
curred and cannot exceed the round-trip travel costs
from the post to the primary relief point. The travel
authorization must specify the alternate overseas point,
if travel is not to the primary relief point. For example,
the designated relief area for Cairo is London, and
round-trip transportation costs can be paid for the em
ployee and eligible family members from Cairo to Lon
don. If Rome were selected as an alternate overseas
point. transportation costs would be limited to the di
reet round-trip travel expenses between Cairo and
Rome. An employee who chooses the Rome option is
not entitled to a sum of money equal to the Cairo-Lon
don-Cairo travel routing because an optional R&R
overseas point was chosen (Rome) which is less costly
than the designated relief area (London). Should
Sydney be chosen as the alternate R & R point. travel

costs exceeding the Cairo-Landon-Cairo routing would
be the responsibility of the employee.

(2) Employees andfamily members also have the op
tion of traveling to the United States on R&R (see sec
tiun 698. 7C). Travel costs to the primary overseas re
liefpoint may not be used to travel on a cost construc
til'e basis to locations beyond the nearest point of entry
in the contiguous 48 states. However, travel to other
points in the United States (including Alaska and Ha
waii) may be approved on a cost constructive basis us
ing travel costs to the nearest port of entry of the con
tiguous 48 states.

C. Optional R&R to the United States
For all R&R posts for which travel costs to the United

States exceed travel costs to the primary relief area
overseas, the nearest port of entry in the contiguous 48
states is designated as an optional rest and recupera
tion point. The port ofentry point must be designated in
the travel orders issued by the post. Travel to other
points in the United States (including Alaska and Ha
waii) may also be approved on a cost constructive basis

lIsing travel costs to the nearest port of entry of the con
tiguous 48 states. So that such leave in the United
States wiJ/ not be incidental to leave spent elsewhere,
the employee and family members. as a general rule,
are required to spend over half the IOtal scheduled
leave time--exclusive of leave time spent in travel sta
tus calculated on the basis of the most direct route from
post to the U.S. port of entry and return--in the United
States. Employees and family members who fail to ful
fill this requirement may be liable for repayment of the
difference in cost of travel between the primary desig
ntlted overseas point and the nearest U.S. port of entry.
The travel authorization issued must indicate the near
est port of entry to which R&.R travel to the United
States is authorized.

D. Change ot a Post's R&R Designation
If a post's designation is changed from an R&.R pm't

to a non-R&R post, members who have begun tours of
duty at that post before the change and who meet the
basic eligibility requirements in section 698.9- / will
continue their eligibility for rest and recuperation tral'
el for the first rest and recuperation trip for which they
qualify after the change.

698.8 Scheduling Rest and
Recuperation Travel

(TL: PER-I 78 7- I 7-91)
(Uniform StatelAlDIUSIAICommercel
Agriculture)

The respective overseas establishme nts of eac h
agency are responsible for scheduling employees and
families to take rest and recuperation at Government
expense.

698.9 Eligibility for Rest and
Recuperation Travel* (TL:PER-/78 7-/7-9l) *10-1-91

(Uniform StatelAJDIUSIAICommercel
Agriculture) * AID Only Change Per State

Tel 329373 ~
698.9-1 Employees

A. Intent
The intent of the law is to provide a measure of relief

from environmental conditions existing at posts of as
signment. To qualify for rest and recuperation travel,
an employee must be assigned to one or more of the
posts so designated for a total period at such posts ofat
least 2 years unbroken by home leave.

8. Transportation Costs
Authorized transportation costs will be limited to one

round trip during any continuous 2-year period of ser-
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vice. and two round trips during any continuous 3-year
period oj service unbroken by home leave. To al'oid re
payment oj travel costs, completion oj the jull 24 or
36-month tour is required unless a transjer or curtail
ment prior to completion oj the scheduled tour meets
the criteria oj section 698.9-ld. and an exception was
granted by the joreign ajjairs agency responsible jor is
suing orders jor the employee concerned. Short curtail
ments oj a tour jor the needs oj the service to accom
modate training or adjustments in reporting dates be
tween gaining and losing post are acceptable provided
they are approved by the appropriate joreign ajjairs
Washington ojjice. Keeping in mind the basic purpose
oj rest and recuperation travel, posts generally should
not grant such travel to be taken within 6 months oj the
beginning or end oj the employee's tour oj duty, or
within 6 months (or 3 monthsjor danger pay posts) oja
previously authorized R&R or jamily visitation trip.

C. Special R & R In Extraordinary Circumstances
In extraordinary circumstances the Director Gener

al. acting on behalj oj the .Secretary, may authorize
during a tour oj duty one additional rest and recupera
tion trip to the nearest port oj entry in the contiguous
United States, or presently designated reliej area, jor
posts designated jor R&.R or danger pay. Furthermore.
one or more R&.R trips may be authorizedjor any post,
including a post not normally eligible jor R&.R, when
the Director General, ajter consultation with the aj
jected agencies. determinh thatc.ft is in the best inter
ests oj the Service. Requests jor an approl'al oj an R&.R
under this authority jor employees and jamily mem
bers at post should be initiated by the appropriate re
gional bureau executive director via memorandum to
the Director General (through PERIER). with clear
ances jrom other joreign ajjairs agencies when such
agencies have personnel at post.

D. Transfer or Curtailment Prior to Completion of
Scheduled Tour

(I) Ij. ajter an employee takes rest and recupera
tion, but prior to the completion oj the employee's
scheduled tour oj duty. the Department, AID, USIA.
USDA, or Commerce (/) transjers the employee at the
option oj and jor the benejit oj the employing agency,
(2) transjers the employee jor compassionate reasons,
or (3) separates the employee involuntarily, the em
ployee is not required to rejund the costs oj rest and
recuperation travel.

(2) Except jor compassionate reasons, repayment oj
rest and recuperation costs will not be waived when a
tour is shortened jor the convenience oj the employee.

3 FAM 690
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"""Therejore, a request jor approl'al oj a: shortened tour
must state whether the employee has "r has not taken
rest and recuperation travel and the dates oj such trav
el. and state the basis jor waiving the R&R travel costs
if appropriate. Curtailment requests will not be consid
ered ij this injormation is not supplied.

E. R & R In Con/unction With a Direct Transfer
There may be exceptional circumsta:nces, when due

to curtailment and direct transjer, workload, stajj
shortages or other situations, it may be in the agency's
best interest jor an employee to take R &. R between
assignments in conjunction with a direct transjer rather
than during the course oj an assignment. Normally,
both the gaining and losing post would be certified jor
R&R. The designated reliej area oj the losing post will
be used as the basis jor travel to an overseas point.
PrOI'ided that all R&R eligibility jactor.s are met, each
request jor approval will be jorwarded' to Washington
jor consideration on a case by case basis by the appro
priate joreign ajjairs agency responsibl,~ jor issuing as
signment orders jor the employee concuned. Requesls
should be made jar enough in advance ,oj travel to per
mit a timely resolution oj any dijjiculti~~s so that travel
will not be delayed. Should such travE'1 be approved.
the losing post normally would be expected to pay jor
the R&.R travel costs. However, there m,clY be situations
where it would be appropriate jor the gaining and losing
posts to negotiate a sharing oj these costs or jor the
gaining post to cover the julI costs. The R&.R tral'el
costs are those which exceed the authorized direct
transjer costs. For example, bjter ser~ing one year in
Taipei jor language training, an employu is assigned to
Beijing jor a two-year tour. Ij R&R travel is approved
in connection with the direct transfer. the post assiRn

ment orders (TMFOUR jor State) would cover only the
cost oj travel jrom Taipei to Beijing. The R&R travel
orders would cover any dijjerence in traw!1 costs to the
designated R&R point or to the nearest port oj entry in
the contiguous U.S.

F. Length of #f&R travel
There are no prescribed minimum or maximum peri

ods oj time that employees (or their depe'ndents) must
spend on R&.R travel. However, to meet the intent and
purpose oj this travel benejit, sujjicient time must be
allowed to gain a measure oj reliejjrom O,rlerous condi
tions at post. Normally, a period oj seven to jourteen
days would be deemed adequate to meet the intent oj
the regulations, but workload and other conditions at
post will gover" the actual amount oj time that em
ployees can be ~pared jor travel. Heads oj individual
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agencies at post may develop standardized R&R proce
dures to addre$s such issues as setting the minimum
and mcuimum l,ngth of time for travel. to take advan
tage of the most economical airfares.

G. Taking Home Leave at Mid-Tour
An employee assigned at an R&.R post for four years

with mid-tour "ome leave (HLRT) may take R&.R be
fore and after home leave. provided that the home
leave travel splits the tour into two equal parts of two
years each. If, after taking R&.R, an employee takes
home leave befare completing two years or a four-year
HLRT tour ofd~ty. that employee is obligated to refund
the cost of the R&.R travel. unless the timing of the
home leave was required by the needs of the service or
for compassionate reasons (see section 698.9-ld).
Similarly, R&R ~an be authorized following home leave
travel only if the employee has extended the tour to pro
vide for a mini"lum period of 24 months at post follow
ing completion of home leave. unless the timing of
home leave was required by the needs of the service or
for compassionate reasons. and an exception was
granted by the fpreign affairs agency office responsible
for issuing orders for the employee concerned. Heads
of individual agencies at post are authorized to adjust
the HLRT up to 45 days on either side of the 24-month
home leave anniversary date if required for service
need or compa$sionate reasons. Adjustments of more
than 45 days require the approval of the appropriate
agency headquqrters office as indicated above.

698.9-2 R~sident Employees
Resident U. S. citizen employees are not eligible for

rest and recuperation travel except as dependents of
employees who are eligible for such travel in their own
right. In such cases, the costs of travel wiII be charged
to the agency by which the head of the household is
employed.

698.9-3 Members of the Family

A. Eligibility
Eligibility for rest and recuperation travel of family

members is directly contingent on the eligibility of the
employee. Normally family members are expected to
spend the entire tour at post to qualify for the travel
benefit. Members of the family authorized rest and re
cuperation travel must meet the definition of family as
established in 6 FAM JJ7. Children are not authorized
to depart on R&.R travel at an; time on or after their
21st birthday (see 6 FAM 126.3). Family members
may travel separately from the employee, provided
thei~ travel conforms to sections 698.9-1 and 698.10.

B. Children on Educational Travel or Educational
Allowance

Children (below age 2 I) who are away from post on
authorized educational travel or educational allowance
in the United States or another country and would nor
mally reside with the employee were it not for the edu
cation benefits provided. are eligible for rest and recu
peration travel. To qualify for this travel benefit, chil
dren are required to spend minimum periods of time at
post (e.g., school vacation or holiday periods) unless

they are on R&R travel with members of their family.
R&.R travel should not normally be used in lieu of or to
supplement educational allowance or education travel
specifically for the purpose of transporting the child to
or from educational facilities, but post has the author
ity to approve such travel if it is determined to meet the
intent of the regulations. Although R&R travel must be
gin and end at the post of assignment (see section
698.10-3). an exception can be made where R&R trav
el is combined with educational travel or some other
form of official travel and such combined travel is fi
nancially advantageous to the Government (see section
698.1O-2d). For example. an employee is assigned to
Cairo, which has a designated relief area of London.
The employee and family members elect R&R travel to
London. One of the employee's children is on educa
tional travel in the United States and may combine, on
a cost constructive basis, educational travel with R&R
to join the family members in London because such
combined travel would be less costly than using return
education travel to Cairo and departing from that point
on R&.R travel to London.

C. Dual Entitlements
Employees or family members may not receive dual

entitlements. Therefore. the spouse of an employee of
the foreign affairs agencies who is serving at post as a
member of the uniformed services or as an employee of
the same or another USG agency is eligible for R &. R

travel as the employee's family member provided: (I)
the other agency or uniformed service does not accord
comparable benefits; and (2) the spouse is included on
the employee's Residence and Dependency Report
(OF-126).



3 FAM 690

Page No. Effective Date Trans. Hemo. No.,- '. . ..
7L-6 October 1, 1991 29:83 AID HANDBOOK 29

698.10-1 Authorization

698.10 Rest and Recuperation
Travel* (TL:PER-178 7-17-91) *10-1-91

(Uniform State/AlD/USIAICommerce/
Agriculture) * AID Only Change Per State

Tel 329373 ic

Heads of individual agencies at a post delegated au
thority by 6 FAM /2/ may authorize or approve round
trip transportation for an employee and/or family
members to the designated relief area. In scheduling
trips, the authorizing officer should seek to make them
at the least possible cost to the Government at the time
of actual travel. Except as stated below, 6 FAM 100
will apply.

698.10-2 Government Transportation and
Other Accommodations

In scheduling trips, the authorizing officer should
sed to make them at the least possible cost to the Gov
ernment. For example, timing of trips should be ar
ranged to take advantage of:

a. Other Government charter or contract /lights;
b. Special excursion rates or seasonal reductions in

fares;
c. Surface transportation where rates are less than

the lowest cost airfare available at the time of travel; or
d. Other official travel by the employee or members

offamily.

698.10-3 Elective Alternatives
Actual travel may be performed by employee and de

pendents by other classes or modes of travel (including
by automobile), or from the post of assignment to a
place other than the designated relief area (see section
698.78), provided that the purpose of rest and recu
peration travel is met. The authorizing officer deter
mines in advance that such travel meets the objectives
of the program.

If an employee enrcises the option of travel under
section 698. 7C to a point in the United States, its pos
sessions, or the Commonwealth of Puerto Rico, the
granting of leave is subject to section 432./ and home
leave eligibility is deferred in accordance with sectiolt
452.2-2. For AID, see AID' Handbook 27.

All R&R travel must begin and end at the employee's
post of assignment except under the provisions of

". Revised

698.1O.2d. The cost to the Government of such travel
to any elective point may not e:rceed the transportation
expenses that would have been incurred firJr direct trav
el between the point of origin and the de~;ignated relief
area by the applicable mode and class of travel pro
vided in sections 698.10-/ and 698./0-2, and may not
exceed allowable transportation expenSf'S actually in
curred.

698.10-4 Nonallowable Expenses
The following expenses will not be aUowed for rest

and recuperation travel:
a. Per diem including rest stops,'
b. Miscellaneous expenses (as enumerlrJted in 6 FAM

/4/), except for transportation to and from the airport
and airport fees that are or would be incurred for direct
travel to the designated overseas R&.R point, or in the
case of R&R taken in the U.S. to the m'arest point of
entry in the U.S.; and

c. Unaccompanied or excess baggage!.

, -...;..'.:..1.
V
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UNIFORM STATE/AID/USIA/COMMERCE/AGRICULTURE REGULATIONS

REST AND RECUPERATION TRAVEL

V'.,
1. African Countries Ivory Coast

Post Designated Designated Relief
(All posts) Paris. France

for R & R Area

Angola
Kenya

Luanda Rome. Italy Mombasa Frankfurt. FRG
Nairobi London. UK (11-86 I

Benin
Cotonou Paris. France Lesotho

Botswana
Maseru Rome. Italy

(All posts) Rome. Italy liberia

\.;' Burkina Fasso
(All posts) Paris. France

(All posts) Paris. France

Burundi Madagascar

(All posts) Brussels. Belgium Antananarivo Paris. France
Malawi

Cameroon (All posts) Paris. France

(All posts) Marseille. France Mali

Cape Verde (All posts) Paris. France

Praia Paris. France Mauritania

Central African Republic (All posts) Paris. France

(All posts) Rome. Italy Mauritius

Chad (All posts) Vienna. Austria

V (All posts) Madrid. Spain Mozambique

Comoros Maputo Athens. Greece

(All posts) Paris. France
Congo, Republic of Paris. France Niger

Brazzaville (All posts) Paris. France

Nigeria

Djibouti. Republic of (All posts) Rome. Italy

(All posts) Paris. France
Rwanda

Equatorial Guinea (All posts) Paris. France

Malabo Madrid. Spain

Ethiopia Senegal

V
(All posts) Frankfurt. FRG (All posts) Paris. France

Seychelles. Mahe Islands

Gabon Victoria Frankfurt. FRG

Libreville Paris. France Sierra Leone

Gambia, The Freetown London. UK

(All posts) London. UK

Ghana Somalia

(All posts) London, UK (All posts) London, UK (9-861

Guinea South Africa

(All posts) Paris, France Pretoria London. UK

Guinea-Bissau Johannesburg London. UK

Bissau Paris. France Durban London, UK

~)
Capetown London, UK

Volume 3 - Personnel
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Sudan
(All posts)

Swaziland
Mbabane

Tanzania
(All posts)

Togo
(All posts)

London. UK

Rome. Italy

Zurich. Switzerland

?aris. France

.', --~.'''-

Dominican Republic
(All posts)

Ecuador
Quito
Guayaquil

EI Salvador
San Salvador

Mexico, D. F. ,Mexico

Nassau" Bahamas
Buenos Aires.
Argentina (9-87)

Nassau, Bahamas

2. Latin American Countries

Uganda
Kampala

Zaire
(All posts)

Zambia
(All posts)

Zimbabwe
Harare

Post Designated
for R & R

Antigua
St. Johns

Barbados
Bridgetown

Belize
(All posts)

Bolivia
(All posts)

Brazil
Selem. Para
Belo Horizonte
Brasilia
Porto Alegre
Recife
Salvador da Bahia

Chile
Santiago

Colombia
Barranquilla
Bogota
Cartagena

Cuba
Havana

Rome, Italy

Paris. France

London. UK

London. UK

Designated Relief
Area

Mexico. D. F..Mexico

Mexico. D.F ..Mexico

Mexico. D.F .•Mexico

Panama. Panama

Montevideo.Uruguay
Panama. Panama
Panama. Panama
Panama. Panama
Panama. Panama
Panama. Panama

Rio de Janeiro. Brazil
(11-86)

Mexico. D.F.. Mexico
Nassau. Bahamas
·Mexico. D.F .• Mexico

Mexico. D.F .. Mexico

French West Indies
Fort-de-France. Martinique Mexico. D.F..Mexico

Guatemala
(All posts) Panam~l. Panama WGrenada
St. George' s Mexico. D. F. ,Mexico

Guyana
(All posts) Mexico, D.F. ,Mexico

Haiti
Port-au-Prince Mexico, D.F .. Mexlco

Honduras
Tegucigalpa Nassau. Bahamas

Jamaica
Kingston Mexico, D.F. ,Mexico VI

Mexico
Merida . Mexico, D.F .. Mexico
Tuxla-Gutierrez Nassau, Bahamas

Netherlands Antilles
Curacao Mexico" D. F.. Mexico

Nicaragua
Managua Nassau. Bahamas

Paraguay
Asuncion Nassau. Bahamas

QPeru
Lima Mexico, D.F.,Mexico
Cuzco Panam:t, Panama
Arequipa Curacao.

Netherlands Antilles
Suriname

Paramaribo Mexico. D.F ..Mexico

Trinidad and Tobago
Port-of-Spain Mexico. D.F .. Mexico

Venezuela
Caracas Nassau. Bahamas

~Maracaibo Nassau, Bahamas "

Volume 3 - Personnel
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3. East Asian and Pacific Countries 4. European Countries

Federated States of Micronesia
Kolonia Sydney. Australia

Fiji
Suva Sydney. Australia

Indonesia
(All posts) Sydney. Australia

Japan
Naha. Okinawa Hong Kong

Korea
(All posts) Tokyo. Japan

Laos

~
Vientiane Sydney. Australia

Marshall Islands
Majuro Sydney. Australia

Papua New Guinea
Port Moresby Sydney. Australia

Palau
Koror Sydney. Australia

Philippines
Cebu Sydney. Australia
Davao Sydney. Australia

(3/87)

Solomon Islands
Honiara Sydney. Australia

Thailand
(All posts) Sydney. Australia

Western Samoa Sydney. Australia

Democratic Republic of Germany
(USIA only)

East Berlin Frankfun. FRG

Great Britain & Nonhern Ireland
Belfast Paris. France

Greece

Kavala Munich. FRG

Rome. Italy

Rome. Italy

Frankfurt. FRG

London. UK

Rome. Italy

Frankfurt, FRG

Frankfun, FRG

Rome. Italy

Paris. France

Frankfurt. FRG

London. UK

Frankfurt. FRG

Designated Relief
Area

Azores

Ponta Delgada

Cyprus
Nicosia

Czechoslovakia (USIA only)

Prague

Turkey
All posts)

Malta

Valletta

Bulgaria

Sofia

Hungary (USIA only)

Budapest

Post Designated
for R , B

Norway
Tromso

Iceland

(All posts)

Soviet Union
(All posts)

Poland
(All posts)

Romania
Bucharest

Sydney, Australia

Sydney, Australia

Kuala Lumpur.
Malaysia

Designated Belief

Ar"

China
(All posts)

Bandar Seri 8egawan
Brunei

Burma
Rangoon

Post Designated
for B , B

Volume 3 - Personnel
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Near East and South Asian
..

Lebanbn5.
Countries

Beirut London, UK y
Post Designated Designated aelief

" ,:t

Morocco (USIA only)
for a " B Area Marrakech Madrid.Spain

Afghanistan
(All posts) London. UK (1/86) Nepal

Algeria (All posts) Hong Ko,'g
A/giers Frankfurt, FRG

Oran Madrid. Spain Oman
Muscat London, UK

Bahrain
Manama London, UK

Pakistan
Bangladesh (All posts) London, UK

(All posts) Sydney, Australia \,jQatar
' ''".'

Egypt
(All posts) London, UK Doha London, UK

India
Saudi Arabia

(All posts) London, UK (All posts) London, UK

IraQ
Sri Lanka

Baghdad London. UK (1/86) Colombo Hong Kong

Israel Syria

Tel Aviv London, UK Damascus London, UK

Jerusalem Tunisia yJerusalem London, UK Tunis London, UK (8/86)

Jordan
(All posts) London. UK (11/86) United Arab Emirates

(AJ/ posts) London, UK

Kuwait
(All posts) London, UK Yemen Arab Republic

Sanaa London, UK

Volume 3 - Personnel



Danger from hostile activity at times makes it im
! )ssible to allow the family of a member of the For
Vgn Service to reside at the employee's post of assign

ment. In such cases it is recognized that personal
hardships are imposed and that it is desirable to allow
family visitation travel for the member to make peri
odic trips out of the danger area to visit the member's
family. See section 699.4.

Visitation travel is also for the purpose of allowing a
member stationed abroad or the member's family lo
cated abroad to travel to the United States or other
locations in situations of family emergency. See sec
'ion 699.5.

V
699.2 Legal Authority

Section 901(8) of the Foreign Service Act of 1980
provides for: "Trips by a member of the Service for
purposes of family visitation in situations where the
family of the member is prevented by official order
from accompanying the member to, or has been or
dered from the assigned post of the member because
of imminent danger due to the prevalence of disturbed
conditions. except that--

(A) with respect to any such member whose family

U·.is located in the United States, the Secretary may pay
the costs and expenses for not to exceed two round
trips in a 12-month period; and

(B) with respect to any such member whose family
is located abroad, the Secretary may pay such costs
and expenses for trips in a 12-month period as do not
exceed the cost of 2 round trips (at less than first
class) to the District of Columbia;"

Section 901(9) of the Foreign Service Act of 1980
provides for:

"round trip travel from a location abroad for pur-
. poses of family visitation in emergency situations in-
VOlVing personal hardship .....

699 VISITATION TRAVEL
(TL:PER-570 11-29-83)
(Effective date: 11-2-83)
(Uniform State/AID/USIA/Commerce/

Agriculture)

EFFECTIVE DATE

as indicated

699.4-1 Designation of Imminent Danger
Areas From Which Travel May
Be Authorized

Imminem danger areas at which family members
are not authorized to reside, and from which family
visitation travel may be authorized, are designated by
the Director General of the Foreign Service (M/
DGP). Designations may change from time to time to
reflect changing circumstances. Posts designated for
family visitation travel will be notified by joint State/
AID/USIA/Commerce/Agriculture message. Should
the member be away from post on family visitation
travel at the time post is redesignated as an accompa
nied post, the member will be authorized to return to
post at Government expense.

699.4 Family Visitation Travel
From Imminent Danger
Areas

29:81
I\DpnmIX n1

699.3 Applicability and
Responsibilities

These regulations apply to all u.s. citizen members
(except contract employees) of the Foreign Service of
State, AID (including employees of participating agen
cies and all other personnel serving under the FC sal
ary schedule assigned to AID), USIA, Comnlerce,
and Agriculture, at posts abroad.

a. In Washington, the interpretation of these uni
form regulations is the responsibility of the Office of
Employee Relations (PER/ER) in State; th~ Office of
Personnel Management (PM) in AID; ! .Ie Office of
Personnel (M/P) in USIA; the Office of the Director
General, Foreign Commercial Service in Commerce;
and the FAS Personnel Division in Agriculture.

b. In the field, these regulations are to be admini
stered uniformly: (See 2 FAM 120.) Inquiries from
the field are to be joint messages directed to one of
the above-named Washington offices.

TRANS. MEMO NO.

Purpose

AID HANDBOOK 29

699.1

( )

'--'



3 F.\:1 690

Q'.' .,'i ""

I"~ ,,1

29

a. Visits to family members located outside the
United States may be permitted 4 weeks after family
members have been evacuated from the post, or 4
weeks after the Foreign Service membt:r's arrival on
assignment at a post at which family members cannot
reside.

b. Visits to family members located outside the
United States are not permitted within the final 4
weeks prior to completion of tour, transfer (other than
unanticipated break in assignment), departure on

round-trip home leave orders, or voluntary separa

tion.
c. There will be a minimum interv,al of 4 w~ek5

between family visitation trips to areas abroad.

{ill To Dependents Located Abroad
More than two visits to family members located

abroad may be permitted during a I-year period not
to exceed the cost of two round trips of less than first
class air travel to the District of Columbia. (A year is
defined as starting from the date of evacuation of the
member's family, .the date of member's arrival on as
signment, or the date of return from home leave.)
The following limitations are applicable to such travel:

b. Family visitation trips to family members in the
United States may be authorized 3 months after family
members have been evacuated from the: post, or 3
months after the Foreign Service member's arrival on
assignment at a designated post at which family mem

bers cannot reside because of hostile activity, or 3

months after family members located abroad have re
turned to the United States, provided that total costs
for visitation travel during a year's period as defined
in section 699.4-3B(i)a do not exceed the cost of two
round trips of less than first-class air travel to the
documented place of residence of family members.

c. Family visitation trips to the Unite:d States are
not permitted within the final 3 months prior to sched
uled transfer (other than unanticipated break in as

signment), departure on round-trip home leave or
ders, or voluntary separation.

d. There will be an interval of at least 3 months
between family visitation trips to the United States.

e. A Foreign Service member's absence from the
country of assignment may not exceed il total of 48
calendar days in 1 year, including travel time. A
member's absence from country of assignment for
each visit to the United States shall normally not ex
ceed 24 calendar days, including travel time. A mem
ber will normally be expected to spend a minimum of
7 days in the United States.

General Procedures

A. Charge to Leave
Time away from post on family visitation, including

travel time, is charged to annual leave. sick leave,
earned compensatory time off, or leave without pay,
as appropriate. Time spent in the United States delays
date of home leave eligibility only if the member has
not accumulated 18 months of continuous service
abroad. (See section 452.2 for computation and sec
tion 452.3 for reporting requirement. For AID, see
Handbook 27, chapter 3, section 3C.)

B. Scheduling Family Visitation Travel From
Imminent Danger Areas

The respective overseas establishments are respon
sible for scheduling trips so as to ensure the orderly
performance of official duties at all times.

The chief of the diplomatic mission, in consultation
with the representatives of AID, USIA, Commerce.
and Agriculture will develop uniform rules within the
limitations below. (To the maximum extent possible,
family visitation travel is to be combined with travel
required for official purposes.)

Exceptions to the limitations in sections
69,9.4-3B(i) through 699.4-3B(ii)e may be made by
principal officers and heads of overseas AID, USIA,
Commerce, and Agriculture establishments. or their
designees. for valid and cogent reasons, and if post
workload and scheduling considerations permit.

(i) To the United States
'a. Not more than two round trips to the United

States may be authorized during each I-year period.
(A year is defined as starting from the date of evacu
ation of the member's family, the date of member's
arrival at overseas post on assignment, or the date of
return from home leave.) For a fractional part of a
year, one trip may be permitted for each full 6-month
period of service in an imminent danger area.

699.4-3

United States citizen members of the Foreign Serv
ice assigned to a post or country which has been desig
nated an imminent danger area as described in section.
699.4-1 are eligible for family visitation travel. This
travel permits a member to visit that member's family
which would reside at post with the member if the
post were not within a hostile area at which family
members cannot reside. For the purpose of this sec
tion, family is defined in 6 FAM 1 L7k.

I _PA_G...:..:..E:-N~O:..' --'L-.I._~_ff..::C:..::T:..'_V;..:E.:.;D:..A.:....=.TE::"":;';::':: .....L....._
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699.4-2 Eligibility for Family Visitation
Travel From Imminent Danger
Areas
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d. Time away from country of assignment to visit
family members abroad, including travel time, is not·
to exceed 48 calendar days during a I-year period.

e. For a period of less than I year, a Foreign Serv
ice member's absence is not to exceed 48 calendar
days divided by the fractional part of I year. The al
lowable cost for visitation travel during such a period
may not exceed the cost of two round trips of less than
first-class air travel to the District of Columbia, di
vided by the fractional part of I year which is based

..., j on the planned period of service at post rather than
~ actual service at the time such visitation would com

mence. Exceptions to these limitations may be made
by principal officers and heads of overseas AID,
USIA, Commerce, and Agriculture establishments, or
their designees, for valid and cogent reasons.

C. Travel by Commercial Facilities
a. Travel by commercial facilities, when required,

must be by the most expeditious mode of transporta
tion on a direct route between post of assignment and
documented place of residence of family members\.i (SF-1190, Foreign Allowances Application, Grant,
and Report) or, if at a lesser cost, other place where
family members are located. Indirect travel may be
performed only when necessitated by official duties to
be performed en route; when advantageous to the
Government to purchase the ticket in foreign currency
at an intermediate point.

b. Travel normally must be by less than first-class
commercial air service (exceptions are subject to the
specific approval of the Medical Director) or, when
air service is not available, minimum available first
class rail or bus service. Special far~s such as.excur-V' sion fares and round-trip fares are to be used to the
maximum extent possible.

c. American-nag carriers are to be used under the
conditions described in 6 FAM 130. (AID Handbook
22, Appendix 9A. section 134.)

D. Other Expenses
No per diem, excess baggage charges. or other ex

penses are authorized.

69~.4-4 Funding Family Visitation Travel
Washington headquarters of State, AID. USIA,

Commerce, and Agriculture will allot family visitation
travel grant funds to designated posts. Individual
grants for each trip, up to the legal maximum, are is
sued by the representatives at post of each agency.
The individual grants constitute authority to issue Gov
ernment Transportation Requests (GTR's) or other
procurement documents. Official travel orders are not
used for family visitation travel, and hence the provi
sions of section 532(a) of the Standardized Regula
tions (Government Civilians, Foreign Areas) do not
apply.

699.4-5 Posts Designated for Both
Family Visitation Travel and
Rest and Recuperation Travel

If a post is designated for both family visitation
travel and rest and recuperation travel (section 698),

)a member. otherwise eligible. may:

A. When family visitation travel is to the United
State.:

a. Elect two family visitation trips and no rest and
recuperation travel; or

b. Elect one family visitation trip and a rest and
recuperation trip, if eligible. However, in exceptional
circumstances involving unusual personal hardship. an
individual may be authorized two family visitation trips
and a rest and recuperation trip, if eligible. Requests
for exceptions will be submitted to M/DGP for State;
M/PM/FSP for AID; M/P for USIA; ITA/FCS for

·Commerco; and FAS Personnel Division for Agricul
ture.

B. When family visitation travel is to family
members located abroad:

Elect both family visitation and a rest and recupera
tion trip (if eligible). Cost of family visitation trips are
not to exceed the equivalent cost of two round trips by
less than first-class air travel to the District of Colum
bia.
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699.5 Emergency Visitation Travel
From Anywhere Abroad

(TL:PER-43 10-23-85)
(Effective date: 10-17-85)
(Uniform State /AID/USIA/Commerce /
Agriculture)

699.5-1 General Provisions

e. Ordinarily, the member or the spouse will per
form travel authorized in paragraph a or b only when
the circumstances involve a member of the immediate
family. However, in exceptional circumstances. such
as the critical illness or injury of the re~gular traveler.
the principal officer or head of the overseas AID,
USIA, Agriculture, or Commerce establishment may
authorize the spouse to perform the emergency visita
tion travel.

J,' 'TT~...•

W

Emergency visitation travel becausl~ of serious ill
ness or injury of an immediate family member is sub
ject to the following provisions:

a. A Foreign Service member or eligible dependent
is limited to one round trip for each serious illness or
injury of each immediate family member.

a. "Eligible dependent" for the purpose of this sec
tion is defined as the spouse or childre:n (see 6 FAM
117k(2» of the Foreign Service member and/or
spouse.

b. "Immediate family" for the purpose of this sec
tion is defined as the mother or father of the member
including stepparents or adoptive parents; brothers
and sisters. including stepbrothers and stepsisters.of
the member (in case of death); the spouse of the
member; or children of the member including step
children. adopted children. and those who are or were
under legal guardianship regardless of age; and like
relatives of the spouse. For exception for sole surviv
ing family member. see section 699.6.

c. "Serious illness or injury" for the purpose of this
section is defined as one in which de~lth is imminent
or likely to occur as based on competent medical
opinion; or one in which the absence of the member
or eligible dependent would result in great personal
hardship.

d. "United States" for the purpose of this section is
defined as including the several Statel; of the United
States. the District of Columbia. the Commonwealth
of Pueno Rico. and the territories and possessions of
the United States.

a. Except as provided in section 699.6, emergency
visitation travel by a member of the Foreign Service
stationed abroad or by an eligible dependent located
abroad, either at post or away from post, is authorized
only in instances of serious illness, injury, or death of
a member of a Foreign Service member's immediate
family, or the eligible dependent's immediate family,
as defined in these regulations (see limitation in sec
tion 699.5-5Cb).

b. Emergency visitation travel is also authorized to
enable a member of the Foreign Service or eligible
dependent to accompany to the place of interment in
the United States or abroad the remains of a family
member who dies abroad. For purposes of this para
graph "family member" is defined in accordance with
6 FAM 117 as one who normally resides with the For
eign Service member and is included in that member's
residence and dependency report. (See limitation in
section 699.5-5Cb.)

c. Ordinarily, only one member of a family may
travel at Government expense on emergency visitation
travel. However, there may be exceptional circum
stances, such as critical injury to a dependent child
attending school away from post, which would require
the presence of the Foreign Service member andlor
eligible dependent(s), or the death of a dependent at
post which for compassionate reasons may require the
member and dependent(s) to accompany the remains
to the interment in the United States or abroad. In
such cases, the limitations prescribed in these regula
tions apply to each traveler.

d. In cases involving children, where both parents
are employees of a foreign affairs agency, both parents
shall be authorized emergency visitation travel, re
gardless of which parent lists the child as dependent in
the residence and dependency report.

699.5-2

699.5-3

Definitions

Serious Illness or Injury

i; ,;~.
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~. .1 After execution of the above repayment agreement.
Vthe post may procure transponation through official

channels (GTR. cash payments. etc.).

REPAYMENT AGREEMENT
(Emergency Visitation Travel)

I. (Name) , certify that I have read and
understand 3 FAM 699, and I hereby agree to repay
(the Department of State. AID. USIA. AgriCulture. or
Commerce) for expenditures made by (the Depart
ment of State. AID. USIA. Agrjculture. or Com
merce) in connection with my emergency visitation

~,travel (or emergency visitation travel of my eligible de
,-"Ipendent (relationship). (name) • in the event

such travel is not approved under the provisions stated
in 3 FAM 699.5 or 699.6, as appropriate. In the
event of my failure to make such repayment when re
quired, I hereby authorize the deduction of such re
payment from my current salary. allowances. lump
sum leave payment, or other payment which rpay be
or become due me from the U.S. Government.

(Signature)

Death

EFFECTIVE DATE

as indicated

Emergency visitation travel in case of death of an
immediate family member, as defined by section
699.5-2c. is approved by the post. and is subject to
the following provisions:

a. A round trip is allowable in case of death of any
immediate family member.

b. In case of death of a member stationed abroad
(whether death occurs at post of assignment or else
where). one round trip to the place of interment is
allowable for eligible dependents at post. Eligible de
pendents serving as medivac attendants of the mem
ber are considered to be at post for the purpose of this
section.

c. The member or eligible dependent will prepare a
statement not more than 30 days after completion of
the travel providing the name and relationship of the
deceased (to the member or eligible dependent). The
post promptly submits the statement via air pouch to
the Office of Employee Relations (PER/ER) for State;
the Employee Relations and Services Division (PMI
ERS) for AID; the Operations Branch (M/PFO) for
USIA; the F AS Personnel Division for Agriculture; or
ITA/FCS for Commerce.

d. In the event the member or eligible dependent
travels at own expense to visit an ill or injured sibling.
and the visited siblir.g dies during the 'lisit, or within
45 days of the member's depanure from post to make
that visit the member is eligible for. and may elect.
either

(1) Reimbursement for the complete round trip
travel already undertake" at own expense. or

699.5-4

e. In each case. where emergency visitation travel
Jor serious illness or injury of an immediate family
member was performed without prior recommenda
tion of State's Medical Director, the member or eligi
ble dependent will prepare a statement not more than
30 days after completion of travel describing the cir
cumstances for which travel was performed. The state
ment will include the name. address. and relationship
of the ailing family member. and a report from the
attending physician or hospital describing the nature
of the illness.

The post promptly submits the statement by air
pouch for consideration at Washington by the appro
priate agency (section 699.5-4c) and State's Medical
Director. The appropriate agency will notify the post
of approval or disapproval.

29:81
TRANS. MEMO NO.

29

ITv.oed Name)

AID HANDBOOK

Coate)

'-'b. Recommendation to authorize travel is to be re
quested immediately from the Medical Director (MI
MED) of the Department of State. The message will
include the name and address of the ailing family
member and the attending physician 0'" hospital (if
known) and the name, address, and relationship of
the person in the United States to be communicated
with in connection with the emergency. For members
of AID, USIA, Agriculture. and Commerce. the mes
sage wilJ be repeated to the appropriate agency. If the

,~iling family member resides outside the United States
~here a post is located. an information copy to the

post may elicit medical status of a family member for
whom emergency visitation travel is requested.

c. Upon receipt of the request for emergency visita
tion travel, MIMED will make appropriate inquiries
on a priority basis to detennine the seriousness of an
illness. If the recommendation to authorize travel is
not received quickly enough, the member or eligible
dependent may travel at personal expense and the ap
proval of travel for reimbursement purposes wilJ be
considered after the fact (see paragraph e).

~. d. As an alternative to paragraph c, the member
may execute a repayment agreement as follows:
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(2) Subsequent EVf roundtrip travel for the inter
ment of that sibling, but not both .

A. Documentation
A copy of all documents relating to emergency visi

tation travel by a member and eligible dependents is
forwarded to Washington for inclusion in the mem
ber's official personnel folder.

B. Charge to Leave
a .. Except as noted in paragraph b below, time away

from post on emergency visitation is charged to annual
leave. sick leave, compensatory time off. or leave
without pay, as appropriate.

b. Notwithstanding paragraph a above, time in
travel status shall be counted as follows: Travel time to
and from the place of emergency shall be counted as
administrative leave. Administrative leave shall be cal
culated up to a maximum amount of time which would
equate to the most direct and usually traveled route
from post of assignment to the place of emergency

and return.
c. Time spent in the United States delays date of

home leave eligibility only if the member has not accu
mulated 18 months 0 f continuous service abroad (see
section 452.2 for computation and section 452.3 for
reporting requirement). (AID Handbook 27, Attach
ment A, paragraph 452.2 and 452.3.)

C. Authorization
a. Posts delegated authority under 6 FAM 121 may

authorize round-trip travel under the provisions of
these regulations for the member stationed abroad or
an eligible dependent located abroad. Travel from the
post of assignment (place of temporary abode in the
case of an eligible dependent not at post or place
where the member is located because of official or
ders) to location in the United States of the seriously
ill. injured, or deceased immediate family member will
be by the most direct. usually traveled, and inexpen
sive route. Indirect travel may be performed only
when necessitated by official duties to be performed
en route; or when advantageous to the Government to
purchase the ticket in foreign currency at an interme
diate point. Excess and near-excess foreign currencies
are to be used to the maximum extent feasible.

b. In the event the seriously ill, injured or deceased
immediate family member is outside the United States
or the remains of an immediate family member who
has died abroad are to be accompanied to a place out
side the United States, the cost of the travel by the
member or eligible dependent may not exceed the
transportation expenses that would have been in-

699.6

t .... 'j.'.•,W

Funding Emergency Visitation
Travel

Transportation costs are paid by the member's
agency from post funds, except for USIA. USIA
transportation costs will be funded by USIA Washing
ton.

699.5-7

699.5-6

Authorization Based on
Unusual Personal Hardship

Emergency family visitation in exceptional situations
involving unusual personal hardship other than those

Emergency Visitation Travel
Followed by Family Visitation
Travel

If a member eligible for family visitation travel also
travels on emergency visitation to the place where the
member normally travels for family visitation, there
will be a waiting period of at least 3 months following
return to post before departing on family visitation
travel. Exception to the waiting requirement may be
made for valid reasons by principal officers and heads
of overseas AID, USIA. Agriculture, and Commerce
establishments or their designees, if post workload and
scheduling considerations permit.

D. Other Expenses
Transportation expenses such as mandatory airport

taxes and transportation between airports are author
ized. Other expenses such as transportation to and
from the airport, per diem, and excess baggage or un
accompanied baggage charges are not authorized.

curred for travel between the place where VlSltation
travel begins and the member's separation residence
of record. unless the presence outside the United
States of the person to be visited is incident to the
member's assignment overseas. Reimbursement may
not exceed allowable transportation eXJPenses actually
incurred.

c. Travel normally must be by less than first-class
commercial air service (exceptions are subject to the
specific approval of the Medical Director). or. when
air service is not available. minimum available first
class rail or bus service. Special fares. such as excur
sion fares and round-trip fares, are to be used to the
maximum extent possible.

d. American-flag carriers are to be used under the
conditions described in 6 FAM 130. (For AID. see
Handbook 22. Appendix 9A. section 134.) Excep
tions may be authorized as appropriate: under 6 FAM
134.

Other Procedures699.5-5
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V0vided for in section 699.5 may on occasion be war

ranted.
Requests for approval under this section must be

fully documented and will be submitted to Washington
in only the most compelling circumstances by the chief
of mission or the head of the agency establishment at
the member's post of assignment.

Requests will be limited to instances in which (1)
the traveler would travel to attend funeral services of a
deceased person who has stood in the place of a par
ent. or to visit a seriously ill or injured person who

t. }ands in the place of a parent; or (2) th r traveler is
~he sole surviving member of the family ,)f a seriously

ill, injured, or deceased person.
Cases of this type will be submitted to PERIER for

State; PM/ERS for AID; M/P for USIA; FAS Person
nel Division for Agriculture; and ITA/FCS for Com
merce.

All travel performed under this section at Govern
ment expense must be covered by a repayment agree
ment prepared in accordance with section 699.5-3e
and the member must be fully apprised of liability if
the travel is not approved.

~699.7 Refund of Travel Expenses
Repayment of the expenses of authorized or ap

proved visitation travel will be required when visitation
travel is used as a substitute for travel for which the
member is not eligible; for example, return to the
United States and resignation. Repayment of visitation
travel expenses which may be required by these regu
lations may be waived by Washington headquarters
when a requirement for such repayment would result
in extreme personal hardship.

\...)699.8 Travel of Children of
Separated Parents

(TL:PER-540 11-4-82)
(Uniform StatelAlDIUSIAICommercel
Agriculture)

699.8-1 Purpose
This section provides the legal and regulatory basis

for payment of 1 round-trip per year to enable each
child below age 21 of a member of the Foreign Serv
ice stationed abroad to visit either of the child's sepa-V rated parents.

699.8-2 Authority
Section 901(15) of the Foreign Service Act of 1980

provides for:
" 1 round-trip per year for each child below age 21

of a member of the Service assigned abroad--

EFFECTIVE DATE

as indicated
.. (A) To visit the member abroad if the child does

not regularly reside with the member and the member
is not receiving an education allowance or educational
travel allowance for the child under section 5924(4)
of title 5, United States Code; or

"(B) To visit the other parent of the child if the
other parent resides in a country other than the coun
try to which the member is assigned and the child
regularly resides with the member and does not regu
larly attend school in the country in which the other
parent resides,

"except that a payment under this paragraph may
not exceed the cost of round-trip travel between the
post to which the member is assigned and the port of
entry in the contiguous 48 States which is nearest to
that post."

699.8-3 Requesting Travel
The member of the Service who wishes to initiate

travel under this section must provide the post. in writ
ing, the following information:

a. The name, date of birth, and addressees) of the
child(ren) for whom the travel is requested;

b. The name and addressees) of the other parent;
c. A signed statement by the member that the

travel is not inconsistent with any applicable court or
der and/or separation agreement if the separation of
the parents is the result of a divorce or legal separa
tion;

d. In the case of a child who would travel under the
authority in section 699.8-2 citing Section
901(15)(A) of the Foreign Service Act of 1980. a
signed statement that the member is not receiving an
education allowance, educational travel allowance, or
separate maintenance allowance (when requested by
the member for special needs or hardship) for the
child whose travel is requested: or

e. In the case of a child who would travel under the
authority in section 699.8-2 citing Section 901 (15)(B)
of the Foreign Service Act of 1980, a signed statement
that the child does not regularly attend school in the
country where the other parent resides.

699.8-4 Application for Passport
a. A visiting child who is a U.S. citizen is entitled to

apply for the type of passport (diplomatic or official)
held by the member parent assigned abroad.

b. A member parent who wishes the member's
child to travel on a diplomatic or official passport in

I lieu of a regular passport should submit a copy of the
orders prepared at post for the child's travel to the
appropriate agency office as follows:.-
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699.8-8 Repayment of Travel
The member shall repay the travel and transporta

tion expenses of a child's trip. if it is subsequently de
termined that the child was ineligible to travel under
the provisions of this section.

699.8-7 Post PriVileges
While at post under this section, visiting children

will be accorded access to recreational and other post
facilities normally available to dependl~nts, including.
upon authorization by the principal officer. post medi
cal facilities and services of the medlical staff. The
granting of diplomatic privileges and immunities will
be subject to conditions imposed by the host govern
ment.

699.8-6 Travel Umltatlon
Travel under this section shall:
a. Be at less than first-class travel;
b. Except when there is an unexpec1ted curtailment

of tour or advance of travel of the employee at the
request of the agency concerned, travel will not be
authorized within 30 days of the parent member's an
ticipated transfer or home leave or wilhin 30 days of
arrival at post or return from home leave; and

c. Be performed under official travel orders pre
pared at post.

Authorizing Officer
Responsibilities

a. Officials designated as post authorizing officers
shall assure through a review of the member's signed
statement and review of previous records of Govern
ment-funded travel by the child that the travel does
not exceed 1 round-trip each 12-molilth period and
that the applicable criteria of the authorities in section
699.8-2 are met.

b. The official authorizing an unaccompanied child
to visit a separated parent will. for children 16 and
under, formulate a routing utilizing such reduced U.S.
air carrier service as necessary when the authorizing
official determines that the routing otherwise appro
priate under applicable Fly America requirements
would constitute a serious risk to the h.~alth or welfare
of the unaccompanied child. Routings regarded as in
volving a serious risk to the health Ot welfare of an
unaccompanied child include those that require over
night lodgings, a change of airport tetminals, or un
usually short or long stopovers at an interchange
point. Such alternative routings will be, recorded,
signed, and dated by the authorizing official and will
be kept on file at the post for a 3-yeu period.

PAGE NO. EFFECTIVE DATE TRANS: MEMO NO. ~
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699.8-5For State: The appropriate regional division in the
Office of Foreign Service Career Development and
Assignments (PERlFCA);

For AID: Office of Management Operation. Travel
and Transportation Management Division M/SERI
MOfITM;

For USIA: Domestic Support Division. Travel and
Transportation Branch (MIADT);

For Commerce: Office of Personnel Administra
tion. Foreign Commercial Service; and

For Agriculture: Assistant Administrator. Foreign
Agricultural Service.

c. A Passport Application Form DSP-l! is exe
cuted in accordance with normal procedures and spe
cific instructions contained on the reverse side of the
application form. That form can be obtained from
and. for diplomatic and official passports. executed at
the Employee Service Center at the Department of
State, any U.S. Passport Agency, most local court
houses and larger post offices throughout the United
States, and at U.S. consular offices abroad. For regu
lar passports, the application form can be obtained
from all those offices, which, except for the Employee
Service Center in the Depanment of State, will also
execute the application form.

d. For diplomatic or official passports, the applica
tion form must be submitted to the appropriate agency
office as noted in section 699.8-4b, except that for
Commerce, the form must be submitted to the Office
of Administrative Services, International Trade Ad
ministration. On the basis of a copy of the child's or
ders and executed passport application, the appropri
ate agency office will obtain the diplomatic or official
passport and visa services as required. Applicants
should allow 1 month for processing of diplomatic and
official passport requests and, in addition, up to 1
month for any diplomatic or official visas, as required.
Questions regarding these procedures should be di
rected to the appropriate agency office noted in sec
tion 699.8-4b, except that for State, questions should
be directed to the Family Liaison Office (M/FLO).

e. Holders of regular passports must obtain any vi
sas required directly from the embassy or consulate of
the country to be visited.

f. Parents of children traveling on regular, diplo
matic, or official passports should note that minors age
13 and over must execute their passport applications
in person. A child under the age of 13 need not ap
pear when the parent executes the application.
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u

APPROVAL OF PAYMENT OF DEATH GRATUITY
Under Section 413 of the Foreign Service Act of 1980

as Amended (22 U.S.C. 3973)

Having determined from the attached documentation that:

1. Mary C. Doe, a Foreign Service member (SS# 000-00-000), died on July 1, 1989, as a
result of injuries sustained in the performance of duty outside the United States;

2. Her widower, Mr. Frank M. Doe is her surviving dependent, for the purposes of the approval;

3. Mr. Frank M. Doe is entitled to elect monthly compensation under section 8133 of title 5,
United States Code, because the death of his wife, Mary C. Doe resulted from injury sustained
in the performance of duty;

4. This case meets the requirements of section 413 of the Foreign Service Act of 1980, as
amended (22 U.S.C. 3973);

I hereby authorize the payment of a death gratuity to Mr. Frank M. Doe in the amount of $ _
Mrs. Doe's annual salary at time of death.

Attachments:
1. Dependent's Application.
2. Copy of Death Certificate.
3. Copy of Approval of Compensation under section 8133
of title 5, U.S.C.
4. Cenificate of Availability of Funds.

u

U,·,.<.. '.

Date D. L. White
Deputy Assistant Secretary

for Personnel
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t=oRMATFOR CERTIFICATE OF
AVAILABILITY OF FUNDS

CEFmFlCATE OF AVAILABILITY OF FuNDS

nus is to certify that funds are available in the amountofS to pay a death
eratuity to Mr. Frank M. Doe. dependent of Mrs. Mary A. Doe. in 'accordanct with
section 413 of the ForeignSerYice Act of 1980 as amended (22 U.S;C. 3973)

FmcaJJ)ata: -""' -'- ......""--""--_

,L··.·· :]".'~

V

Date B. F. Brown
Fiscal Officer
(Orgtlllitotit1h)
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CHAPTER 8

ALCOHOL AND DRUG ABUSE ASSISTANCE PROGRAM

8A. Purpose

8B.

This chapter provides the policies and procedures for handling
alcoholism and drug abuse cases, and provides employees information on
the availability of related services, i.e., educational material,
assistance and professional and medical counseling. The chapter
includes 3 FAM 695 (Appendix 8A), uniform State/AID/USIA regulations.

App1 icabi 1ity

This chapter applies to all U.S. citizen direct-hire employees.

8C. Authorities and References

1. 5 U.S.C. 7352,8102
2. CFR 792, Federal Employees' Health and Counseling Programs
3. FPM 792, Federal Employees' Health and Counseling Programs

~ 80. Sources of Assistance

Employees are encouraged to seek information and/or assistance from the
following sources:

1. Employee Assistance Staff (PFM/PM/CSP/EAS)

2. Career Deve10pnent Branch (PFM/PM/FSP/CD)

3. Medical Services, Department of State

4. A1 cohol Awareness Program, Employee Consul tation Service,
Department of State

The service, for Civil and Foreign Service employees and families, deals
with problems that affect an employee's personal well-being and job
performance. A professional staff of clinical social workers provide
problem assessment, brief counseling, crisis intervention and referral
services. Employees, supervisors or family members may initiate
contact. Telephone inquiries are welcome. There is no fee and the
service is strictly confidential.

~i

"
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695.2-2 Regulations
These regulations are based on the policy and guid

ance of the Civil Service Commission, the agency re
sponsible for developing and maintaining alcoholism
and drug abuse programs for Federal employees.

695.3-1 Objective
The Department of State, AID, and USIA are con

cerned with the accomplishment of their missions and
the requisite need to maintain employee productivity.
The objective of the alcohol and drug abuse policy is
to provide humanitarian consideration of cases of al
coholism aJ:1d drug abuse in a manner which protects
both the interests of the U.S. Government and the
rights of the employee or patient involved.

sion, the Department of Health, Education, and Wel
fare (for alcoholism), and the Special Action Office
for Drug Abuse Prevention in the Executive Office of
the President (for drug use). The Special Action Of
fice has issued regulations, 38 FR 33744 (December
6, 1973), interpreting section 408 of Public Law
92-255 on confidentiality of patient records. These
regulations are an integral part of th~ program. The
Civil Service Commission, in FPM Letter No. 792-7,
dated June 17, 1974, combined the alcohol and drug
abuse programs.

695.3-2 Procedures
When an employee's use of alcohol or drugs inter

feres with the efficient and safe performance of the
employee's assigned duties, reduces dependability, or
reflects discredit on the agency, the employing agency
will take action in the form of:

a. Nondisciplinary procedures, under which em
ployees and eligible dependents with alcoholism and
drug abuse problems are offered rehabilitative assis
tance;

b. Disciplinary procedures if an employee does not
respond to rehabilitative assistance with acceptable
work performance or creditable conduct; or

c. Reporting to appropriate security authority the
circumstances surrounding an employee's alcoholism
or drug abuse problem, if the conduct poses a hazard
to national security interests or to the safety of the
employee or others and therefore requires a limitation
on duties or assignments dealing with national security
information.

Policy695.3

695 ALCOHOLISM AND DRUG
ABUSE PROGRAM

(TL:PER-401 6-30-75)
(Uniform StateIAIDIUSIA)

695,2-1 Legislation
Authority to develop and maintain appropriate

counseling and assistance programs and services for
alcohol abuse among employees is provided in section
201 of the Comprehensive Alcohol Abuse and Alco
holism Prevention, Treatment, and Rehabilitation Act
of 1970 (Public Law 91-616 approved December 31.
1970; 42 U.S.C. 4561); for drug abusers, authority is

U" 'provided in section 413 of the Drug Abuse Office and
Treatment Act of 1972 (Public Law 92-255 approved
March 21. 1972; 21 U.S.C. 1180).

These programs for Federal employees are admini
stered in cooperation with the Civil Service Commis-

695.1 Purpose
An alcoholism and drug abuse program has been

established within the foreian affairs agencies. The
',iPurpose is to educate personnel on alcoholism and
'-'drug abuse, to encourage employees with these prob

lems to avail themselves of the counseling and assis
tance provided on ;l confidential basis by management
and the medical staff, and to define policies and pro
cedures for handling alcoholism and drug abuse cases.

Alcoholism and drug abuse seriously impair the
health and well-being of the individual and of society.
In recognition of a national need for effective treat
ment programs to rehabilitate victims of these abuses
and for effective law enforcement, Public Law

, 91-513, Comprehensive Drug Abuse Prevention and
UControl Act of 1970, was approved on October 27,

1970, (21 U.S.C. 801; 42 U.S.C. 242, 257, 2688),
but Federal civilian employees were exempted. In rec
ognition of Federal civilian employee needs, subse
quent laws (see section 695.2) were passed to provide
for Fede.al prug.ams and services for Federal employ
ees who have alcohol or drug abuse problems.

The foreign affairs agencies in dealing with alc:ohol
ism and drug abuse take into account the fact that
education, treatment, rehabilitation, research, train
ing, and law enforcement are not separate approaches

, ,to the problem but are closely interrelated.

U 695.2 Authority
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695.4 Applicability
The Alcoholism and Drug Abuse Program provides

counseling and assistance to Americclin Foreign Serv- 4t,. ';1l
ice personnel and their eligible dependents and to ....
Civil Service personnel.

The following definitions apply for the purposes of
this regulation:

A. Alcohol or Drug Counselor
A person who has special education, experience, or

on-the-job training to provide alcohol or drug coun
seling.

h. Grant sick leave or other leave for the purpose of~'~
treatment or rehabilitation as in any other healthW
problem;

i. Assure that ~mployees' job security or promotion
opportunities will not be jeopardized solely by a re
quest for counseling or referral assistance, unless em
ployees are serving in critical-sensitive positions;

j. Emphasize that this program in no way jeopard
izes employees' rights to disability retirement, if ,war
ranted;

k. Provide training for supervisors to develop skills
in identifying deteriorating performance in employees•.
in carrying out counseling responsibilities on the basis
of job performance. and in applying firm anel consis
tent corrective procedures. or, when necessary, .ec
ommending disciplinary action;

l. Assure that if disciplinary action becomes neces
sary because of failwe of treatment or refusal of coun
seling or rehabilitation, any such action against em
ployees will be taken because of deficient work per"
forttlance or conduct of the employele which has not
met the standards of the foreign affairs agencies (see
section 695.7);

m. Assure that if criminal conduct directed toward t,!~

or potentially harmful to national security interests or V
to the person or property of others is involved. action
is taken to protect these interests, persons, or proper-
ties; and

n. Preserve the confidential nature of medical
counseling records on an employee or eligible depend
ent with an alcohol or drug abuse problem. in accor
dance with these regulations (see section 695.8).

d. Reporting to law enforcement and/or security
agencies authorities if an employee's or eligible d~

pendent's alcoholism or drug abu~e pr?blem results. 10

documentation of sustained impaued Judgment or 10-

volves criminal conduct directed toward, or potentially
harmful to, the persons or property of others. such as
driving a car under the influence of alcohol, selling
drugs, or stealing to support a drug habit. Manage
ment's first obligation in such cases is to those persons
or properties, and then to the employee involved.

Law enforcement reports are made in State through
the Director General of the Foreign Service (M/DG);
in AID by the Office of the General Counsel; and in
USIA by the Office of the Assistant Director (Secu
rity) .

695.3-3 Obligations
The management of State, AID, and USIA and all

of their supervisory personnel have an obligation to:
a. Give this program total and sympathetic support;
b. Recognize that alcoholism and drug abuse for the

purposes of this policy are treatable health problems
which may affect the employee's job performance, or
cast discredit on the employing agency and the U.S.
Government. and the employee may require medical
assistance, treatment, or rehabilitation;

c. Consider for employment any person who has
been rehabilitated from a prior alcohol or drug abuse
problem, except for employment in critical sensitive
positions (see section 695.5D for definition of critical
sensitive positions);

d. Evaluate for employment applicants with current
alcohol or drug abuse problems on the same basis as
ppplicants with other health problems in the light of
the medical requirements for employment in the for
eign affairs agencies (see section 695.8-7);

e. Provide continuing education and counseling to
alert employees and their dependents to the dangers
of alcoholism and drug abuse;

f. Encourage voluntary disclosure of alcoholism or
drug abuse to supervisors or alcoholism or drug abuse
program administrators, coordinators, counselors, or
to Foreign Service medical officers or nurses, so that
counseling and/or medical assistance may be given
promptly and discreetly;

g. Give employees having an alcohol or drug abuse
problem the same careful consideration and offer of
assistance that is presently extended to employees
having any other health problem;

695.5 Definitions
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H. Drug Dependency
The repetitively compulsive use of any drug. The

term refers to the degree to which drug use pervades
the life activity of the user. The drug dependent per
son may be physically or psychologically dependent,
or both.

I. Drug Experimenter
A person who improperly or illegally uses any drug

a few times because of curiosity, peer pressures, or
other reasons. The exact number of usages is less im
portant in determining the category of user than the
person's intent, the circumstances of use, and the per
son's psychological makeup.

J. Drugs
Controlled substances prescribed for general use by

section 812 of title 21, United States Code, and the
implementing regulations set forth by the Attorney
General. (See section 695, Appendixes A and B.)
This includes such classes of drugs as the ampheta
mines, barbiturates, opiates, cocaine, the hallucino
gens, and alcohol.

K. Governmental Personnel
Persons who are employed by the U.S. Govern

ment, by State governments, or by any agency or po
litical subdivision· of either.

L. Medical Personnel
Physicians, nurses, psychologists, alcoholism" or

drug abuse program administrators or coordinators,
counselors, social workers, and supporting administra
tive, financial, clerical, and technical personnel.

M. Patient
Any person who is or has been interviewed, exam

ined, diagnosed, treated, or rehabilitated in connec
tion with any alcohol or drug abuse prevention func
tion, including any person who, after arrest on a
criminal charge, is interviewed and/or tested in con
nection with alcohol or drug abuse preliminary to a
determination as to eligibility to panicipate in an alco
hol or drug abuse prevention program with the ap
proval of the coun.

N. Physical Dependency
The presence of withdrawal symptoms when a per

son stops taking a drug. Not all drugs produce physical
dependency. Psychological dependency may occur
without, as well as with, physical dependency.

AID HANDBOOK

Alcoholic
A person who has the illness of alcoholism. The

person's drinking is out of control and is self
destructive.

~.

C. Alcoholism
A chronic disease characterized by repeated exces

sive drinking which interferes with a person's health.
interpersonal relations, economic functioning, or so
cietal standing. If untreated. alcoholism becomes
more severe and may be fatal. It may take several

Ii: rars to reach the chronic state.

'-'b. Critical-Sensitive Positions
a. Those positions designated as such by State,

AID. and USIA. The foUowing criteria are applied in
designating a position as critical-sensitive:

(1) Access to t0l> secret defense information;
(2) Development or approval of war plans, plans or

particulars of future, or major, or special operations of
the war, or critical and extremely important items of
war;

(3) Development or approval of plans, policies, or
programs which affect the over-all operations of an

Ugency; that is, a policymaking or policy determining
position;

(4) Investigative duties, the issuance of personnel
security clearances, or duty on personnel Security
Boards; or

(5) Fiduciary. public contact, or other duties de
manding the highest degree of public trust.

b. All other sensitive positions which do not meet
this criteria are designated as "noncritical sensitive."

E. Deliver or Supply
The actual or attempted transfer of a controlled

{. . isubstance, whether or not there exists an agency rela
'-"tionship. except by authorized personnel, such as phy

sicians or persons authorized by physicians.

F. Drug Abuse
A health problem characterized by the use of a drug

in a manner or to a degree which interferes with the
person's health, interpersonal relations, work, or
standing in society.

G. Drug Abuse Prevention Function
Any program or activity relating to drug abuse edu

cation. training, treatment, rehabilitation, or research,
~..1 including any such function or program when per
'--' formed by an organization whose primary mission may

or may not be in the field of drug traffic prevention
functions.
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O. Problem Drinker
To management. a problem drinker is any em

ployee whose work. dependability. or behaYior is fre
quently affected by the use of alcohol.

P. Psychological Dependency
A craving for the pleasurable psychological effects

of a drug. A strong feeling that drug taking is neces
sary to mental well-being.

Q. Records
Includes communications and other information.

whether recorded or not. relating to the identity. diag
nosis. prognosis. or treatment of a patient (see para
graph M of this subsection for the definition of a pa
tient). This applies to any records of a patient gener
ated after March 21, 1972. and to all records of a
patient generated before March 21. 1972. provided
the patient was an active participant in a treatment
program on that date and such panicipation repre
sented a single, continuous program.

R. Recovered Alcoholic
A person who has undergone rehabilitation and

whose disease has been arrested through abstinence.

695.6-1 Program Administrators
The Secretary of State. the Administrator of AID.

and the Director of USIA have designated Alcoholism
and Drug Abuse Program Administrators in their re
spective agencies. The Program Administrators are lo
cated at Washington, D.C.: For State. the Office of
Medical Services (DG/MED); for AID. the Personnel
Services Division. Employees Relations Branch (SERf
PM/PS/ER); and for USIA. the Employee Manage
ment Relations Division (lPT/E).

The Program AdministratOrs are responsible for:
a. Developing an over-all coordinated Alcoholism

and Drug Abuse Program which meets the require
ments and guidelines of the Federal program and is
responsive to the needs of the agency.

b. Providing continuing leadership and guidance to
Alcoholism and Drug Abuse Coordinators and
Boards. and to supervisors in implementing guidelines
and instructions for counseling and assisting employ
ees and eligible dependents with alcoholism or drug
abuse problems.

c. Educating employees on the' Alcoholism and
Drug Abuse Program. and arranging or conducting su
pervisory training.

695.6-2

695.6 Responsibilities

d. Establishing and maintaining liaison through the, ... ,
Special Assistant for Em~loyee Management Relati~ni£,:!:l
(DG/EM) with labor unions and employee orgamza"'!tJI
tions to assure maximum understanding and panicipa-
tion in the program.

e. Working closely with the Civil Service Commis
sion to assure adherence to Federal program objec
tives and guidelines.

f. Establishing cooperative working relationships
with the Office of Medical Services (DG/MED) (see
section 695.6-3). and referring case:; for medical di
agnosis and assistance.

g. Identifying and establishing relationships with ac.1.'''!.
ceptable nonmedical community resources to provid;tftl
or supplement rehabilitation facilities. and maintaining
current information on these resourc,es for those who
are counseling employees. (The us,e of established
nonmedical community resources and facilities is en
couraged for rehabilitation care in the United States.
and also abroad. if security considemtions permit.)

h. Maintaining statistical records to evaluate the ef
fectiveness of the program and to furnish required sta
tistical repons. Records are limited to (1) the number
of employees and eligible dependents counseled by .,
medical and other counseling specia,lists in problem .;,,~
drinking or drug abuse cases. and (2) the number of""
employees and eligible dependents hellped through the
Alcoholism and Drug Abuse Program. Such records
are purely statistical and do not idenltify individuals.

i. Continually evaluating the program arid recom
mending changes to improve its oper:iltions.

j. Periodically reponing to management on the re
sults and effectiveness of the program. and annually to
the Civil Service Commission.

k. Counseling and guiding employee:s and the super-
visors of employees who may have an alcoholism or .... ,
drug abuse problem and (1) do not wish to go to the ~:."
Office of Medical Services (DG/MED) or (2) are re- ...,
ferred by DG/MED.

1. Keeping informed on the progress of employees
who are receiving counseling and assistance in order
to recommend their reassignment. or other action
when appropriate.

Program Coordinators and
Boards

a. Each chief of mission. after cons1Llltation with the
AID Mission Director and the USIA Public Affairs lie'.
Officer. designates one or more Alcoholism or Dmg '"
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Ahuse Program Coordinators. or at larger posts. Alco
holism or Drug Abuse Boards. The chief of mission
notifies the appropriate agency of these designations
or changes thereto. The chief of mission designates
additional Program Coordinators at constituent posts.
and other overseas establishments if the size of the
staff warrants it.

b. The Program Coordinators or Boards are respon
sible for:

(1) Implementing policy guidelines and instructions
~,J of the Alcoholism and Drug Abuse Program for the
'-I post. area. or unit. by maintaining close liaison with

Program Administrators. taking into account host
country laws and the local situation regarding alcohol
ism and drug abuse.

(2) Counseling and assisting supervisors. employ
ees. and eligible dependents regarding alcoholism and
drug abuse problems.

(3) Recommending to the chief of mission. after
consultation with the post or regional medical officer.
the action to be taken in 'cases of alcoholism or drug
abuse to protect the interests of the U.$. GovernmentV and the rights of the employees or patient involved.

(4) Evaluating and reporting to their respective
agency Program Administrators on the results and ef
fectiveness of the program. and recommending
changes to improve its operation.

(5) Carrying out informational activities to assure
understanding and acceptance of the program by em
ployees.

(6) Advising Program Administrators of nonmedical
community resources. and working closely with such
resources acceptable to State. AID. and USIA to pro

~,. ,i vide or supplement rehabilitation facilities.
......., (7) Working closely with the post or regional medi-

cal officer on cases requiring medical diagnosis and
consideration.

(8) Maintaining required statistical records. and re
porting annually by July 15 to the Program Adminis
trator in DG/MED. The reports by agency are limited
to (a) the number of employees counseled by medical
or other counseling specialists when the counselor
concluded that problem drinking or drug abuse was an
issue; and (b) the number of employees or eligible de
pendents helped through the program.

\.)

695.6-3 Office of Medical Services
The Office of Medical Services (DG/MED) is re

sponsible for:
a. Diagnosing alcoholism and drug abuse cases re

ferred by Program Administrators. Program Coordina
tors. or Boards. or by post or regional medical officers
or supervisors.

b. Determining need for medical counseling and as
sistance.

c. Offering guidance to the supervisor. and when
requested. counseling to the employee or eligible de
pendent based on the supervisor~sdocumentation and
knowledge of the employee's declining work perform
ance, attendance problems. or disruptive behavior.

d. Providing supervision and guidance to the Ad
ministrators. Coordinators. Boards. or regional medi
cal officers on alcoholism and drug abuse cases re
ferred for medical diagnosis and consideration.

e. Informing Program Administrators, Coordina
tors, and Boards counseling and guidance provided,
and the status of employee's or eligible dependent's
progress.

£. Identifying Federal or other medical facilities to
be utilized in alcoholism or drug abuse cases overseas
or at domestic locations outside of Washington, D.C.

g. Assuring that personnel are available to provide
counseling and that they have sufficient training or ex
perience in alcoholism or drug abuse to perform diag
nostic and emergency treatment, to provide medical
advice to an employee or eligible dependent, and to
counsel management.

h. Reviewing an applicant's medical history where
use or abuse of alcohol or drugs is indicated by the

applicant or eligible dependent, and recommending
action to be taken.

i. Advising the appropriate personnel concerning
medical clearances relating to assignments. (see sec
tions 695.3-2c and 695.8-7.)

j. Protecting the confidential nature of the file of
all alcoholism or drug abuse cases in accordance with
these regulations (see section 695.8).
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C. Discussing the Problem With the Employee
Supervisors should not discuss the possibility of an

alcohol or drug problem with an employee except in

the following circumstances:

A. Critical Role
Supervisors have a critical role in this program.

They have legitimate and explicit expectations of their
employees in terms of job performance and behavior.
When employees fail to fulfill these expectations, su
pervisors have both the right and the duty to confront
them with the deficiencies, and to provide them with
opponunities to correct the problem, regardless of its
origin. Dealing with poor performance is a basic su
pervisory responsibility. Timely intervention may lead
to early, even life-saving, identification and treatment
of the health problem, and will generally help to re
turn employees to productivity.

B. Action to Take
Supervisors should take the following actions:
a. Be alent through continuing observation. to

changes in the work or behavior of assigned employ

ees;
b. Document specific instances when an employee's

work performance, behavior', or attendance fails to
meet minimum standards, or when the employee's
pattern of performance and behavior seems to be de
.teriorating;

c. Advise medical or counseling staff of the em
ployee's problem. Include in this the degree of access
the employee has to national security information, and
any aspect of the employee's duties which might in
volve dangerous activities. Describe the behavior, but
never try to diagnose the problem ;

d. Interview the employee concerning poor work
performance and inform the employee of available
counseling services; and

e. Give to the employee who refuses help, and
whose performance or behavior continues to be unsat
isfactory, a firm choice between--

_ Accepting agency or outside professional assis
tance through counseling or professional diagnosis,
and cooperating if treatment is indicated, or

_ Becoming subject to regular disciplinary action
based on unsatisfactory performance or unsatisfactory

behavior.

695.6-4 Supervisors a. If an employee is not in full control of self. th(,J
supervisor should inquire immediately a bout the em
ployee's physical condition, always being aware that
symptoms related to alcohol or drug use may also ap-
ply to other health problems. Refer the employee to
medical personnel for diagnosis, emergency treat
ment, and referral for counseling. In the event such
cases ultimately are determined to have stemmed from
abuse of alcohol or drugs, supervisors should discuss
the facts of the situation with the employee and refer
the person for counseling.

b. If an employee is involved in illegal activities re~, •J~

lated to drugs -- "'"
(1) Directed solely toward self, inform the em

ployee of the known facts, inform the counselor. and
refer the employee for counseling. Supervisors should
not allow the employee to tell them any of the details
of the illegal activity or conduct involved.

(2) Directed toward or potentially harmful to the
person or property of others , such CIS selling drugs or
stealing to support a drug habit. r,eport the known
facts to the Director General of the Foreign Service in
State; the Director, Office of Personnel and Man't,'"
power and the Director, Office of Security. in AID'!IiI
and the Assistant Director (Security) in USIA (see
section 695.9-3). Then inform the employee of the
known facts. inform the counselor. and refer the em
ployee for counseling.

695.6-5 Counselors in Other Programs
Counselors in other programs, such as Equal Em

ployment Opportunity or Counseliing and Assign
ments, if advised by an employee of a personal alco-

hol or drug problem, or a dependent's program, mustu~.)
take the following action: ..

a. Refer the employee immediatell' to Program Ad
ministrators, DG/MED, Program Coordinators, or
Foreign Service doctors or nurses for counseling;

b. Adhere to the confidentiality requirements of
section 695.8 on confidentiality of the record; and

c. Release alcohol and drug related information on
the employee only with the employee's written permis
sion, and only in accordance with thtl provision of the
laws and regular.ions) (see section 695.8).

AU counselors are subject to the penalties under the .....
law for violation (see section 695.8-8). \J
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Disclosure With Patient's
Written Consent

Confidentiality of the
Record

695.8-1

Confidentiality of patient information is crucial to
the success of any prevention or treatment program
which depends on voluntary participation. The privacy
of patients' records also minimizes the diverse social
effects of alcoholism or of drug abuse. The prohibi
tions which follow apply to records of any person who
has ever been a patient, whether or not the person has
ceased to be a patient. (See section 695.5M for defi
nition of "patient. ")

Records on patients concerning identity, diagnosis.
prognosis, or treatment for alcoholism or drug abuse
are confidential and may not be disclosed except for
the purposes and under the circumstances described
below, and may not otherwise be divulged in any civil,
criminal, administrative, or legislative proceeding con
ducted by any Federal, State, or local authority,
whether such proceeding is commenced before or af
ter March 21, 1972.

The purposes and circumstances controlling disclo
sure are as follows:

A. Nature of Consent
a. The patient may give written consent to disclo

sure of own alcohol or drug record, but the consent
must state the following:

(1) The name of the person or organization to

whom disclosure is to be made;
(2) The specific type of information to be dis

closed; and
(3) The purpose or need for such disclosure.
b. Similarly, the alcohol or drug record of an in

competent patient may be released to authorized re
cipients listed in paragraph c of this subsection upon
the written consent of the patient's guardian, conser
vator. or other court-appointed designee.

c. The records of a deceased patient may be re
leased to authorized recipients upon the written con
sent of the patient's executor, administrator, or other
personal representative.

B. Extent of Disclosure
Any disclosure under this part, whether with or

without the patient's consent, must be limited to infor
mation necessary in the light of the need, or purpose,
for the disclosure.

C. Authorized Recipients
Under the circumstances in paragraphs A and B,

the record may be disclosed to the following persons:

695.8
29:81

Release of Information

Disciplinary Policies and
Practices

695.7-2

695.7-3 Dismissal From Employment
Dismissal from employment of a Federal civilian

employee who cannot properly function in employ
ment is provided for in section 413 of Public Law
92-255. Dismissal of such an employee whose em
ployment is not consistent with the intp.rests of na
tional security is provided for in Executive Order
10450 of April 27, 1953.

Relation of the Alcoholism and
Drug Abuse Program to
Disciplinary Policies and
Practices

a. The alcoholism and drug abuse program is car
ried out as a nondisciplinary procedure aimed at reha
bilitation of those who suffer from the disease. How
ever. failure of the employee to accept the assistance
offered through the program, or to otherwise correct
performance, is dealt with through disciplinary or
other corrective procedures.

b. If an employee with an alcohol or drug abuse
problem refuses to seek counseling, or if there is no
improvement in performance or behavior after efforts
at counseling, assistance, or treatment, appropriate
disciplinary action is taken based on unsatisfactory job
performance or unsatisfactory behavior. Shielding an
alcohol or drug abuser by tolerating poor performance
contributes to the progression of the employee's illness
by delaying the person's entry into a rehabilitative
program.

In a disciplinary situation, the alcohol and drug
abuse function may release information on an em
ployee only in summary form and only with the em
ployee's written consent (see section 695.8-1).

695.7-1

695.6-7 Medical Expenses for
Rehabilitation

See section 681.5.

, AID HANDBOOk 29

U 695.6-6 Heads of Domestic Field
Offices

Heads of domestic field offices designate officers to
coordinate the alcoholism and drug abuse program for
their offices, and notify agency Program Administra
tors at Washington of their choices.

V 695.7

u
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695.8-2

a. Medical personnel for the purpose of diagnosis
or treatment of the patient. The consent must be in
writing in the form specified in paragraph A of this
subsection. All medical personnel to whom disclosure
is made are subject to all of the rules and penalties
regarding confidentiality set forth in this section. (See
section 695 .5L for definition of "medical personnel.")

b. Government personnel for the purpose oi ob
taining benefits to which the patient is entitled.

For the purpose of this section, benefits include,
but are not limited to, any welfare, medicare, or other
public financial assistance authorized by Federal,
State, or local law, the suspension of prosecution, the
granting of probation or parole, public pension or re
tirement benefits, and any other benefit conferred by
lawful authority.

Benefits also include payment or reimbursement
under a health or other insurance program carried by
or in behalf of the patient and under which such pa
tient is a beneficiary or a participant. Any such disclo
sure must be limited to information which is directly
relevant to, and necessary in support of, a claim for
payment or reimbursement under such health or in
surance program for the benefit of the patient, and
any information so disclosed remains subject to all of
the restrictions of this part with respect to further dis
closure.

c. An attorney for the patient upon the written ap
plication of the patient endorsed by the attorney.

d. Parents of a Minor. Information limited to a gen
eral evaluation of a patient's present or past status in a
treatment program may be furnished to members of a
minor patient's family if, in the judgment of a quali
fied physician or counselor, such information would
be helpful in treatment or rehabilitation of the patient,
and the patient makes a written request for such infor
mation to be furnished.

Whether a minor has the authority to consent to
disclosure depends upon law in the United States. If
the minor is considered incompetent under local law,
consent can then be rendered by a guardian or, if de
ceased, by the alcoholic's or drug abuser's personal
representative. If the minor is overseas, local law is
determined by the legal residence of the minor's par
ents or guardian.

e. A Potential Employer. Whenever a patient or
former patient has been employed, or is seeking em
ployment, and such employment is conditioned upon
the person's status or progress in a treatment program,
an evaluation of such status or progress by qualified
medical personnel may be furnished to responsible
employment agencies, services, or employers which
have demonstrated their willingness to employ, or as-

sist in the employment of, present or former alcoholics
or drug abusers in an alcoholic or dlrug abuse treat'i\j~

ment or rehabilitation program. The request for such"'"
an evaluation must be in writing and signed by the
patient. The information given must be limited to that
reasonably necessary in view of the type of employ-
ment involved.

No information may be furnished by a treatment
organization unless the organization is satisfied on the
basis of past experience or other credible information
(which may in appropriate cases consist of a written
statement by the employer) that such information will
be used for the purpose of assisting in the rehabilita-, ','(;
tion of the patient, and not for the purpose of identi-U
fying the individual in order to deny the person em
ployment or advancement because of a history of drug
abuse.

r. The Patient's Family. Information in the nature
of general evaluation of a patient's present or past
status in 3 treatment program may be furnished to
members 01 the patient's family if, in the judgment of
a qualified physician or counselor, such information
would be helpful in treatment or rehabilitation of the
patient, and the patient makes a written request for
such information to be furnished.

Disclosure Without Patient's
Consent

Disclosure of a patient's record may be made with
,_'ut the consent of the patient and without authority of
a COUrt order as follows:

a. To Medical Personnel to Meet a Medical Emer-
gency

A bon:> tide emergency exists when competent
meditai authority determines that thle life or health of
the patient involved may be impaired, and medical
treatment without the record could be detrimental toJ! J.
the patient's health. V

b. To Qualified Personnel for Purposes of Research,
Audit, or Program Evaluation

Qualified personnel, however, may not identify, di
rectly or indirectly, any individual patient in any re
port of such research, audit, or evaluation, or other
wise disclose patient identities in any manner. "Quali
fied personnel" means persons whosl~ training and ex
perience are appropriate to the nature of the work in
which they are engaged, and who are: performing such
work with adequate safeguards against unauthorized
disclosures. W
695.8-3 Disclosure by Cour1 Order

Disclosure may be made. if authonized by an appro
priate order of a court of ClJ;llpetent jurisdiction. after
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A. Alcohol and Drug Use at Posts Abroad

695.9 Records and Reports

695.9-1 Employees With Drinking
Problems

The files of employees with drinking problems must
be accorded the same confidentiality as all other
medical records and other classified material.

Reporting to Washington695.9-3

Criminal Penalties for
Unauthorized Disclosure

Any person who discloses the contents of any re
cord referred to in section 695.8 shall be fined not
more than $500 in the case of a first offense and not
more than $5.000 for each subsequent offense.

695.8-8

695.9-2 Employees With Drug Abuse
Problems

The files of employees with drug abuse problems
should be marked "Confidential Patient Information."
as should any record identifying a person as a drug
abuse patient. including photographs. fingerprints. re
ports of skin abrasions. indicating drug use or other
documentation of patient information.

File cabinets or other containers in which such files
are kept should be conspicuously labeled with a cau
tionary statement. such as:

"Confidential Patient Information
Any unauthorized disclosure is a Federal offense."

79-658 of August 8. 1946 (5 U.S.C. 7901). or of Of
fice of Management and Budget Circular A-72 of
June 18. 1965. which established the policy that the
health fitness of Federal employees for efficient per
formance of their as'signed work is an important ele
ment in effective administration. Any alcohol or drug
related information developed in such examinations is
accorded the same confidentiality provided under ex
isting guidelines for other information developed in
these types of examinations.

In making fitness for duty determinations. medical
officers will consider the extent to which the employ
ee's pattern of behavior could have a detrimental ef
fect upon either national security interests or the
safety of the individual or to others. and recommend
appropriate restrictions on duties or assignments. 001
MED will also furnish the appropriate Security Office
a written statement of such findings.

695.8-6 Disclosure in Disciplinary
Actions

In a disciplinary situation. an alcohol or drug abuse
prevention function may release information on an
employee or eligible dependent only in summary form
and only with the employee's or dependent's written
consent.

695.8-7 Fitness for Duty and
Preemployment Examinations

These are two mechanisms available to manage
ment for insuring the health fitness of employees. The
conducting of such examinations and subsequent re
lease of information are not subject to the require
ments of either Public Law 92-255 or of Public Law

695.8-4 Prohibition Against Criminal
Charges or Investigation

Except as authorize d by a court order (see section
695.8-3). no record (as defined in section 695.50)
may be used to initiate or substantiate any criminal
charges against a patient or to conduct any investiga
tion of a patient.

695.8-5 Discussion of Illegal Activities
The counseling of persons who have alcohol or drug

problems may sometimes involve discussion of their
illegal activities. Personnel performing an alcohol or
drug abuse prevention function (see section 695.50)
shall not disclose such information to law enforcement
authorities. and should not seek to elicit information
relating to crimes or criminal conduct from these per
sons. (Note that management. however. does have an
obligation to report illegal activities to law enforce
ment authorities (section 695.3-2d).)

However. no counselor (see section 695.5A) is
bound to accept for counseling a person who persists
in discussing illegal activities. Therefore, if informa
tion is disclosed on (a) planned illegal activity against
others, or (b) specificity and detail of past illegal activ
i,y against others, the counselor consults legal counsel.
where available. regarding own duty. and responsibil
ity, and advises the employee that continued disclo
sure will result in termination of counseling services. If
termination of services occurs. the counselor, if the
employee or eligible dependent was referred by man
agement. advises management of the termination of
services.

application showing good cause for it. In assessing
good cause. the court must weigh the public interest
and the need for disclosure against the injury to the
patient, to the physician-patient relationship. and to
the treatment services.

Ii.;V;'
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Officers in charge at posts repon promptly, first by
medically coded (ICDA-International Clessification
of .Disease, Adopted--) telegram followed by a de
tailed pouch' communication, any case of alcoholism
or drug abuse involving a U.S. citizen employee or an
eligible dependent of any agency under the officer's
jurisdiction. Since alcoholism and drug abuse are
medical problems. the caption "MED CHANNEL" is
used on telegrams when alcoholism or drug abuse is
the sole reason for reponing. Direct all reports involv
ing employees of State, AID, and USIA or their de
pendents to the Deputy Assistant Secretary for Medi
cal Services. These reports, when based upon infor
mation obtained from a patient, are subject to section
695.8-1.

B. Possession, Trafficking. or Sale of Drugs
Abroad

Repons of the illegal possession. trafficking, or sale
of drugs by a U.S. citizen employee or the dependent
of an U.S. citizen employee of any agency under the
jurisdiction of the officer in charge (except for AID
and USIA) is reponed in the "DIRGEN CHANNEL."
When an employee is in an agency other than State, a
copy of the message is forwarded by the Depanment
to the headquarters personnel office of the employing
agency, and a copy is forwarded to the Department's
Office of Security.

Submit messages or repons on USIA employees or
dependents to the agency's Office of Security.

Submit messages or reports on USAID employees
or dependents to the Director, Personnel and Man
power, AIDIW, and the Office of Security.

C. Action Recommended by Post
All reports are to include the planned or recom

mended action of the officer in charge.

D. Alcoholism or Drug Abuse in U.S. Offices or
Installations

Officers in charge of bureaus, offices, or field instal
lations in the United States submit reports concerning
alcoholism or drug use to the Office of Medical Serv
ices. Submit reports concerning illegal possession, traf
ficking, or sale of drugs, or criminal conduct directed
toward or potentially harmful to the person or prop
eny of others to the offices indicated in paragraph B
of this subsection.

695.9-4 Reporting to the Civil Service
Commission

The Office of Medical Services submits annual re
pons to the Civil Service Commission or to other
authorized Federal agencies. as required, based on

statistical information provided by the Program Ad
ministrators in State. AID, and USIA.

sc;,:~u~~ ::~~:~' ::;.:~~~.15, follow the pattern de- '.j
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Action participants
medical and health programs

Access to records by grievance staff

Access to records by grievant

Acknowledgement of suggestions

Administrative officers
drugs dispensing

29:App.1F#681.1

29:App.4A#663.5-2

29:App.4A#563.5-1

29:Att.5A3#642.6d(1)

29:App.1F#687.7-4b
29:App.1F#687.7-3

Administrative support agreements
medical expenses 29:App.1F#681.5-2

Administrative waiver
medical clearance

Administrator
Alcohol and Drug Abuse Programs

AFGA health benefit plan

AID Awards Co~oittee

79:App.1F#684.8-3

17:5; 25:8Gl
29:App.1G#695.6-1

29:App.1F#685.4-1

29:5G

AID personnel
counseling services
fringe benefits
health and accident insurance
1He insurance
medical clearance

see also Civil Service personnel

29:App.1J
29: 1
19:10M; 27:7C; 29:1F; 29:App.lr.
29:1E; 29:App.1B
25:Att.5E; 25:11E5; 29:1J9

Alcohol and drug abuse cases 29:App.1G#695.3-3h

Alcohol and drug abuse nrograms 29:1J2; 29:App.1G; 29:App.1G#695
Assi stant secretary/Security 29 :App. 1G#695 .3-2d
confidentiality of records 29:App.1G#695.7-2
definitions 29:App.1G#695.5
dependents 29:App.1G#695.6-lb
disciplinary policies and practices 29:App.1G#695.6-7
penalties for unauthorized disclosure 29:App.1G#695.8-8
policy 29:App.1G#695.3
procedures 29:App.1G#695.3-2
program coordinators 29:App.1G#695.6-2
purpose 29:App.1G#695.1
records and reports 29:App.1G#695.9
rehabil itation facil ities 29:App.1G#695.6-2b
responsibilities of program administrators 29:App.1G#695.6-1
role of counselors in other programs 29:App.1G#695.6-5
role of heads of domestic field offices 29:~pp.1G#695.6-6

role of office of medical services 29:App.1G#695.6-3
Secretary of State 29:App.1G#695.6-1
supervisory employees 29:App.1G#695.3-3; 29:App.1G#695.6-4

Alcohol and drug abuse program hoards

Alcohol and drug abuse program coordinator

Alcohol and drug counselor

29:App. 1(;#695.6-1 b; 29: App. 1(;#695 .6·:~

29:App.1G#695.6-lb; 29:App.1Gf695.6-2

29:App.1G#695.5a

---------------------~- ...."
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Alcohol and drug use

Alcoholic, definition

Alcoholism, definition

Allotment of salary
insurance premiums
social security reporting

x Deductions
x Salary deduction

Ambulance service for patients on
medical travel

American citizens employed abroad
eligibility for medical programs

Appeals
grievance decisions
health benefit coverage
injury compensation cases

Approval
hospitalization
ilnnunization
medical examination
medical treatment

Areas outside U.S.
evaluation (medical cases)

Arrangements
in1l1unization

Assignment
nurses (overseas posts)

Attendants (medical)
contracts
contractual services
direct medical expense

Attending Physician's Report
(Form CA-20)

Authorization
emergency family visitation travel

office of Employee Relations
ilnni nent danger areas
medical attendants
medical expenses
medical travel innoculations
medical treatment
nurses

Award for Administrative Achievement

Awards certificates

Awards list

Awards schedule

79:App.1G#695.9-3

79:App.1G#695.5b

29:App.1G#695.5c

19: 1Q6; 26: 7
29: 1E5; 29: 1F8
29:App.A#679.8

29:App.1F#686.4-6a

29 :App.l F#6Al .1

29:App.4A#666.5
29:App.1C#696.3
29:App.1F#689.9

29:App.1F#681.4a
29:App.1F#681.4a
29:App.1F#6fl4.4a
29:App.1F#681.4a

29:App.1F#686.4-3a
29:App.1F#682.2-5a

79:App.1F#683.2

29:App.1F#682.2-1

7.9:App.1F#681.4c.
29:App.1F#681.5-1
29:App.1F#681.5-1

29:App.1F#689.3

29:App.1H#699.5-4d
29:App.1H#699.4-1
29:App.1F#686.2
29:App.1F#681.3-2
29:App.1F#686.1~

29:App.1F#685.4
29:App.1F#686.3

29:Att.5A3#642.4c

29:Att.5A3#642.7d(3)

29:Att.5A5

7.9:Cir.5; 29:Att.5E
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Beneficiaries

Benefits
unemployment compensation

Bureau of Retirement Insurance
health benefits coverage

Center For Communicable Diseases omS)
medical and health pr09rams

Children of employees

Christian science practitioner

Civil Service Commission
employees health benefits program

Civil Service grievance system
exceptions
formal grievance procedures
grievance decisions
grievance examiner
grievance procedures
hearing procedures
i nfonnal 9ri evance procedures

Civil Service personnel
grievance procedures

x General Schedule
Civil service retirement

beneficiaries

Claims for burial expenses
(Fonn CA-tl2)

Claims for compensation on account
of death (Form CA-5)

Claims officer

Clearance, medical see medical clearance

Clinic, private
domestic medical examinations

Compensation
disabil ity
medical adviser
medical attendants
work related injury

-C-

29:2C3; 29:App.2A; 29:App.2B; 30:312;
30:App.3A#671.7; 30:4BR; 31:#924.2d

29:App.1E#693.3
29:1H; 29:App.1E

29:App.1C#696.3

29: App. 1F#681 . 1

29:App.1H#699.8-7

29:App.1F#685.1c; 29:App.1F#6R5.4-1;
29:J1.pp.1F#685.5

29:App.1C#696.1-6

25:16P; 29:3
29:38?
29:30
29:3G5
29:3E
29:3
29:3G3
29:3C

1'9:3

30:4
29:App.2A

1'9:App.1F#6iJ9.3

29:App.1F#689.3; 29:App.1F#6R9.4-4

29:App.1F#689.6-5a

29:App.1F#684.4-lc

29:App.1F#639.43; 29:1G; 31 :#972.1'
29:App.1F#6R2.2-4b
29:App.1F#686.2a
29:App.1F#689.5-3
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Compcnsation cases, health benefit plan

Compensation claims

Composition of Forcign Service
Gricvance Board

Comprehensive medical plans

Consideration of qrievances
Foreign Service Grievance Board

Consular Scrvice Award

Continuation of family's health coveraqe

Contracts
attendants (medical)

Contractual services
attendants (medical)

Cosmetic care (medical)

Counseling services
x Mental health services

Coverage
unemployment compensation

Creditable service
hea lth benefits

Criminal penalties for unauthorized
disclosures

Critical sensitive position

Cytological examination

Cytology request (Form DS-1661)

-0-

Death benefits
emergency visitation travel
family's health coverage

Death of a family member

Death of an AID employee

Dcci sions
Foreign Service Grievance Board

Deductions see Allotments of salary

29:App.1C696.2-6e

29:App.1F'689.5-3

25:lOK; 29:Apr.IIA#665; 29:App.4A#665.1

29:App.1C696.1d

29:App.4A'666
25:10K; 29:App.4A'665

29:Att.5A3'642.4f

29:App.lc'696.2-6c

29:App.1F,681.4c

29:App.1F'681.5-1

29:App.1F'685.2a(4)

10:24; 29:App.1J; 29:App.1G,695.6-5

29:App.1E#693.?
29:1H; 29:App.1E

29:App.1C696.2-6b

29:App.1G'695.8-8

29:App.1G'695.5d

29:App.1F'684.6-2h

29:App.1F'684.6-2b

29:2C; 29:App.2D; 30:4A12; 31 :'91'2.5
29:App.1H'699.5-1.4
29:App.1C'696.2-6c

22:App.9A'126.5-5; 29:App.1H'699.5-4;
29:2C5

22: App. 9A#182. 2; 22: App. 9A#126. 5;;
29:2C; 31:'974.2-9

29:ApP.4A'666.6
25:10K; 29:App.4A'665

r ... <'.f!:.

""
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Definitions
alcohol and drug counselor
alcoholic
alcoholism
critical sensitive position

Department of Agriculture
medical and health programs

Dependent chil d
visitation travel

Dependent detained for medical clearance

Dependent travel
death of a family member

Dependents
alcohol and drug abuse cases
definition
eligibility for medical programs
handi capped
health benefits
medical travel
report of medical examination

Dependents involved in alcohol and drug
abuse cases

Dependents of foreign service employees
medical examinations

Designation and compensation
post medical adviser

Diplomati~ Courier Award

Direct medical expenses

Director General's Award for Reporting

Di sabi 1i ti es
dependents
health benefits applications

Disability
compensation
termi na ti on

Disability annuity

Disability compensation

Disabilities (dependents)

Disciplinary action
alcohol and drug abuse cases

Disciplinary policies and practices
alcohol and drug abuse cases

14:#702
29:App.1G#695.5a
29:App.1G#695.5h
29:App.1G#695.5c
29:App.1G#695.5d

29 :App. 1F#681 .1

29:App.1H#699.5-1

29:App.1F#686.4-4

22:App.9ACir.; 27:5£
22:App.9A#126.5-5; 29:App.1H#699.5-4

29:App.1G#695.6-lb
29:App.1F#681.6e
29: App. 1F#681 .1
29:App.1F#682.2-7c
29:App.1C696.2-3d
29:App.1F#681.5-1
29:App.1F#684.8-1

29:App.1G#695.6-lb

29:App.1F#686.4-3c
29:App.l F#684.1

29:App.1F#682.2-4
29:App.1F#6Rl.6c; 29:App.1F#6R?.2-2

29:Att.5A3#642.4j

29:App.1F#681.5-1

29:Att.5A3#642.4b

29:App.1F#682.2-7c
29:App.1C#696.2-3a(5)

29:App.1F#689.43; 29:1G; 31:#972.2
29:App.1F#689.6-2

29:App.1F#689.8a

29:1G; 31:#972.2

29:App.1F#6R2.2-7c

30:5; 30:6; 31:#973
29:App.1G#695.3-31

29:#695.7

Disciplinary procedures (alcohol/drug abuse) 29:App.1G#695.3-2b
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Disclosure of information (alcohol and drug
abuse cases) 29:App.1G#695.8-l

Dismissal from employment (alcohol and
drug abuse cases) 29:App.1G#695.7-3

Dispensing of drugs by nurses 29:App.1F#687. 7-4b

Dispensing of medical supplies and
equipment 29:App.1F#687.7

u···

··'········'/.(

"

29:App.1F#687.7-4a

29:App.1F#684.4-2a,c

29:App.1F#686.3

29:App.1F#684.2c(J)

29:App.1F#684.4-lc

29:App.1G#695.9-l

29:App.1G#695.5f

29:App.1G#695.9-3a

29:App.1G#695.5g

29:App.1G#695.9-2

29:App.1G#695.7.2; ?9:#App.1G695.8

29:App.1G#695.8-8
29:App.1G#695.7
29:App.1G#695.3-J; 29:App.1G#695.6-4
29:App.1G#695.3
29:App.1G#695.3-2
29:App.1G#695.6-2
29:App.1G#695.l
29:App.1G#695.9
29:App.1G#695.6-l
29:App.1G#695.6-5
29:App.1G#695.6-6
29:App.1G#695.6-3

29:App.1G#695.5h

29:App.1G#695.5i

Disposal of medical supplies and
equipment 29:App.1F#687.6

Doctors (health unit heads)
dispensing drugs

Drinking problems

Doctors, authorization of travel

Doc tors (l oca1)
medical examination abroad

Domestic medical examinations

Documentation of medical examination

Drug abuse at posts abroad

Drug abuse, definition

Drug abuse prevention function

Drug abuse problems

Drug abuse program
confidentiality of records
criminal penalties for unauthorized
disclosures
disciplinary policies and practices
medical rehabilitation
policy
procedures
program coordinators and boards
purpose
records and reports
responsibilities of program administrator
role of counselors in other programs
role of heads of domestic field offices
role of offices of medical services

Drug dependency, definition

Drug expp.rimenter, definition

Drug possession, traffic, sale abroad,
reports

Drug selling

Drugs, definition

29:App.1G#695.9-Jb

29:App.1G#695.6-4c

29:App.1G#695.5j
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Drugs dispensing
administrative officers
health unit heads

Duties
medical adviser
nurses (overseas posts)
post medical adviser

Eligibility
awards
fringe benefits
imminent danger areas
medications

Eligibility for medical programs
American citizens employed abroad

Eligibility for treatment of illness

Eligibility for treatment of injury

-£-

29:App.1F#687.7-3
29:App.1F#687.7-4b
29:App.1F#687.7-4a

29:App.1F#682.2-?
29:App.1F#682.2-5
29:App.1F#682.2-3
29:App.1F#681.6c; 29:App.1F#682.2-2

29:5D
29: 1B
29:App.1H#699.4-2
29:App.1F#687.7-1

29:App.1F#681.1

29:App.1F#685.1c

29:App.1F#685.1C

Vi

Eligibility to use medical facilities of
U.S. Government

Employees expense on medical facilities

Emergency dental care

Emergency first aid treatment

Emergency locator cards

Emergency travel

Emergency use of lI1edications

Emergency visitation travel
funding
relationship to family visitation travel
repayment of funds

Employees health benefits program

Employee locator records/services
Civil Service Commission

Employee responsibility

Employee services overseas
medical services overseas

Employee suggestion program
Joint country awards committee

Equal Employment Opportunity Award

29:App.1F#685.4-2

29:App.1F#685.6

29:App.1F#681.6f

29:App.1F#689.4-lb

29:20; 29:2E; 29:App.2F

22:9K; 22:App.9A#128.6; 29:1L;
29:App.1H#699.5

29:App.1F#687.7-2

29:App.1H#699.5
29:App.1H#699.5-6
29:App.1H#699.5-7
29:App.1H#699.7

29:App.1C#696.1-6

29:2; 32:1G10

29:App.1F#684.7-3

12:1£; 23:App.8A
3B:IApp.C3; 29:App.1F#682.2-1

29:5L; 29:Att.5A4
29:Att.5A3#642.6d

29:Att.5A3#642.4g
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Equal employment opportunity counselors
alcohol and drug abuse programs
Foreign Service Grievance Board

Eval uati on
direct medical expense
medical adviser
medical cases in areas outside U.S.
psYchiatric patient

Exceptions
Civil service grievance system

Facilities and staff support
Foreign Service Grievance Board

Family emergency. visitation travel

Family Liaison Office
travel by dependent children

Family visitation posts

Family visitation travel
imminent danger areas
relationship to emergency visitation
travel

Family visitation trips
United States

Family physician
medical examination for dependents

Federal Aviation Administration
eligibility for medical pro~ram

Federal Disability Insurance Trust Fund

Federal Oldage and Survivors Insurance
Trust Fund

Federal Employees Group Life Insurance
x FEGLI

FEGLI see
Federar-Employees Group Life Insurance

Federal Employees Health Benefits
Program (FEHB)

Federal Highway Administration
eligibility for medical program

First aid kits

Fitness-for-duty (alchol and drug
abuse cases)

-F-

29:App.1G#695.6-5
25:10K; 29:App.4A#665

29:App.1F#682.2-5a
29:App.1F#681.5-1
29:App.1F#682.2-4a(3)
29:App.1F#686.4-3a
29:App.1F#684.4-3e

29:3ALL

29:App.4A#665.5
25:10K; 29:App.4A#665

29:App. lH#699. 1

29:App.1H#699.8-4d

29:App.1H#699.4-5

29:App.1H#699.3
29:App.1H#699.4

29:App.1H#699.5-7

29:App.1H#699.4-3b

29:App.1F#684.4-lb

29:App.1F#681.1

29:App.A#679.2b

29:App.A#679.2b

29:1E; 29:App.1R#558; 29:App.2C;

29:App.1C#696

29:App.l F#681 .1

29:App.1F#687.5

29:App.1G#695.8-7
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Foreign Agriculture Service
authorization of emergency family
visitation travel
family visitation travel

Foreign Commercial Service (ITA/Commerce)
authorization of emergency family
visitation travel

Foreign service emp10ye~s

Foreign Service Grievance Board
compensation
composition
consideration of grievances
decisions
establishment
facilities and staff support
personnel records
procedures

Foreign Service grievance system
Foreign Service Grievance Board
grievance decisions
grievance procedures
purpose

Foreign Service medical/health program

Foreign Service Medical Officer (FSMO)
evaluation of psychiatric patient

Foreign Service retirement
beneficiaries

Form CA-1 (employee's notice of injury
and claim for compensation and medical
treatment)

Form CA-2 (official supervisor's report
of injury)

Form CA-3 (supervisor's report of death
and termination of disability)

Form CA-4 (employees claim for compensation
on account of injury)

Form CA-5 (claim for compensation on
account of death)

Form CA-8 (claim for continuance of
compensation)

Form CA-20 (attending physician's report)

Form CA-42 (claim for burial expenses)

Form OS-823 (medical clearance)

Form OS-1622 (medical examination of
dependents under 12)

29:App.1H#699.5-4d
29:App.1H#699.3

29:App.1H#699.5-4d

29:App.1F#686.4-3c

25:10K; 29:App.4A#665
29:App.4A#665.2
29:App.4A#665.1
29:App.4A#666
29:App.4A#666.6
29:App.4A#665.1
29:App.4A#665.5
29:App.4A#663.4d
29:App.4A#665.4

25:10; 29:4; 29:App.4A#660
25:l0K; 29:App.4A#665
29:App.4A#666.5
29:App.4A#664
29:App.4A#663.1

29:1J; 29:App.1F

29:App.1F#685.4-3b
29:App.1F#684.4-3e

25:Cir.83g; 30:3
29:App.2B; 30:312; 30:App.3A#671.7

29:App.1F#689.3; 29:App.1F#689.5-?

29:App.1F#689.3; 29:App.1F#689.4-ld;
29:App.1F#689.6-l

29:App.1F#689.3; 29:App.1F#689.6-2

29:App.1F#689.3; 29:App.1F#689.5-3;
29:App.1F#689.6-3

29:App.1F#689.3; 29:App.1F#689.4-4

29:App.1F#689.3

29:App.1F#689.3

29:App.1F#689.3

29:App.1F#684.2a,b

29:App.1F#684.2g
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Form OS-1635 (personal health certificate)

Form OS-1661 (cytology request)

Form OS-1686 (medical history and
examination for foreign service)

Form OS-1689 (waiver of medical claim)

Form OSP-11 (Passport Application)

Form FS-569 (authorization for medical
services for employees and/or dependents

Form FS-436 (guidelines for the examining
phys ici an)

Form FS-569 (authorization for medical
services for employment and/or dependents)

Form SS-5 (application for social security
number)

Form W-2 (withholding tax statement)

Form W-4 (employees withholding exemption
certifi cate)

Formal grievance procedures
grievance decisions
grievance examiner

Freedom of action

Fringe benefits

Funding
emergency visitation travel

-G-

General medical policy

General practitioner
post medical adviser

General Schedule (GS) personnel see
Civil Service personnel

Government liability for future claims

Government personnel, definition

Government transfer requests

Government transportation requests
family visitation travel)

Government-wide application
suggestion(s)

29:App.1F#684.2g; 29:App.1F#684. 7-?,~.b

29:App.1F#684.6-2b

29:App.1F#684.2g; 29:App.1F#684.8-1;
29: App.1 F#685-7

29:App.1F#684.2c(2).(3)

29:App.1H#699.5-4d

29:App.1F#681.5-3; 29:App.1F#685.4

29:App.1F#684.6-1

29:App.1F#681.5-3; 29:App.1F#685.4-1

29:App.A#679.7

29:App.A#679.B

29:App.A#679.7

29:30
29:3G5
29:3E

29:App.4A#663.4a

29:1

29:App.1H#699.5-6
29:App.1H#699.5

29:App.1F#681.2

29:App.1F#682.2-4a(1 )

29:Att.5A3#642.6d(6)

29:App.1G#695.5K

29:App.1H#699.4-4

29:App.1H#699.4-4

29:Att.5A3#642.6d(9)
29:Att.5A3#642.6



AID HANDBOOK 29
T RANS_ MEMO NO.

29:76
EFFECTIVE DATE

August 30. 1986

Grievance decisions
appeals
grievance examiner
grievance review
hearing procedures

Grievance examiner

Grievance procedures
Civil Service grievance system
Foreign Service grievance system

Grievance records

Grievance review

Grievant
definition
freedom of action
right to access board records
right to a representative

29:3G5; 29:App.4A#666.5
29:App.4A#668
29:3E
29:3G7; 29:App.4A#668
29:3G3; 29:App.4A#666.5

29:3E

25:16P; 29:3ALL
25:10J; 29:4

29:3F; 29:App.4A#664.5

29:3G7; 29:App.4A#668

29:App.4A#662b
29:App.4A#663.4a
29:App.4A#663.5-1
29:App.4A#663.4b

Group Health Association 29:App.1F#685.4-1

Guidance 29:App.4A#663.3

Guidelines for selection of medical adviser 29:App.1F#682.2-4a(2)

-H-

~.. !..

~

Handicapped dependents

Hazardous health conditions (at post
location)

Health and accident insurance
AID personnel

Health and medical information report

Health benefits
app1 ications

Health benefit coverage
appeal s

Health Benefits Registration Form
(FOrni SF-2809)

Health unit heads
drug dispensing

Hearing procedures
Civil service grievance system

Herbert Salzman Award

Honor awards

Hospital bills (unpaid)

29:App.1F#682.2-7c

29:App.1F#681.2

27:7C; 29:1F; 29:App.1C

29:App.1F#682.2-6

29:App.1C696.2-3d
29:App.1C#696.2-3a(5)

29:App.1C#696.3

29:App.1C696.1d; 29:App.1C696.1-a;
29:App.1C696.2-5; 29:App.1C696.2-8a

29:App.1F#687.7-4a
29:App.1F#687.7-3

29:3G3

29:Att.5A3#642.4h

29:Att.5A3#642.2

29:App.1F#685.6-4
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Hospitalization
approval
direct medical expense

Hospitals. local to overseas posts

-1-

Illness
eligibility for treatment
reports

Illness or injury incurred, definition

Immediate family, definition

Imminent danger areas
authorization
eligibility
family visitation
1eave charges
scheduling

Immunities (diplomatic)
children of employees

Immunization
approva1
arrangements
definition
direct medical expense
employee responsibility

Incentive awards (definition)

Incentive awards officer, duties

Incentive awards program
applicability
AID awards cOllmittee
authority
awards list
awards schedule
policy
purpose

Incentive awards program, administrative
responsibilities

area awards committee
department awards committee (overseas)

chiefs of missions
government liability for future claims
joint country awards committee

Incentive Awards Program Annual Report
(OPM Form 1465)

Income tax obligations (cash awards)

29:App.1F#681.4a
29:App.1F#681.5-1

29:App.1F#682.2-2

29:App.1F#685.1c
29:App.1F#682.2-R

29:App.1F#681.6g

29:App.1H#699.5-2b

29:App.1H#699.4-1
29:App.1H#699.4-2
29:App.1H#699. 4
29:App.1H#699.4-3a
?9:App.1H#699.4-3b

29:App.1H#699.8-7

29:App.1F#683.2
29:App.1F#681.4a
29:App.1 F#683.2
29:App.1F#681.6L
29:App.1F#681.5-1
29 :App.1 F#683. 3

29:Att.5A3#641.5c

29:Att.5A3#643.1d(3)

29:5ALL
29:Att.5A3#641.3
29 :5G1
29:Att.5A3#641.1
29:Att.5A5
29:Cir.5; 29:Att.5E
29:Att.5A3#641.4
29:Att.5A3#641.2

29:Att.5A3#643.1d
29:Att.5A3#643.1c; 29:Att.5A3#643.1b
29:Att.5A3#643.1b(1)
29:Att.5A3#642.6d(6)
29:Att.5A3#643.1b(2);
29:Att.5A3#643.1a

29:Att.5A3#643.2a;
29:Att.5A3#643.6d(1)

29:Att.5A3#643.4d
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Indemnity benefit plan, health

Informal grievance procedures

Information release, confidentiality
Alcohol and drug abuse programs

Injury
eligibility for treatment
emergency visitation travel
justification of emergency visitation
travel report

Injury caused by a third party
compensation cases

Injury compensation cases
appeal s

Injury on duty

Innoculations
authorization of medical travel

Insurance
1i fe insurance
worker compensation insurance

Insurance premiums

International classification of disease

International organizations
temporary employees health benefits

Internist, as post medical adviser

Investigation and evaluation
suggestion

-J-

James Clement Dunn Award for Excellence

Job-incurred illness or injury
reporting responsibility

Joint country awards committee
employee suggestions
program responsibilities overseas
reporting requirements

Justification
emerg~ncy visitation travel

-L-

Late registration, FEBH Plan

Latent illness, post employment
medical services

29:App.1C#696.1b

29:3C; 29:App.4A#666

29:App.1G#695.7-2

29:App.1F#685.1C
29:App.1H#699.5-3
29:App.1H#699.5-1
29:App.1F#682.2-8

29:App.1F#689.8b

29:App.l F#689. 9

27:6#465.3d; 29:1G

29:App.1F#686.1b

29:1E; 29:App.1B
11:2.2.11.5; 14:728.3; 14:FAR28.3;
29:1G; 29:App.ln

29:1E5; 29:1FB

29:App.1G#695.9-3

29:App.1C#696.2b

29:App.1F#682.2-4a

29:Att.5A3#642.6d(2)
29:Att.5A3#642.6

29:Att.5A3#642.41

29:App.1F#689.5-1

29:Att.5A3#642.6d
29: Att. 5A3#643. 'I b( 2)
29:Att.5A3#643.6d(1)

29:App.1H#699.5-3

29:App.1C#696.1-9B

29:App.1F#68B(3)
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Law enforcement agencies, drug and alcohol
abuse cases

Leave charges
imminent danger areas

Length of service awards
awards certificates
procedures

FSN employees, AID
FSN employees, State
FSN employees, USIA
U.S. government employees, AID
U.S. government employees, State

purpose
responsibility of chief of mission
responsibility of incentive award officer
types of awards

Life insurance
AID personnel

Limitations on cash awards

Luther I. Replogle Award

-M-

Maintenance allowance
medical travel

Marine insurance

Med channel

Medals, procurement of

Medals, procurement overseas

Medical adviser
compensati on
duties
evaluation
guidelines for selection

Medical and health program

Medical attendant agreement

Medical attendants
authorization of travel
compensation
dependents
foreign service employees
non-employee

29:App.1G#695.3-2d

29:App.1H#699.4-3a

29:Att.5A3#642.7
29:Att.5A3#642.7d(3}
29:Att.5A3#642.7d
29:Att.5A3#642.7d(2}(b}
29:Att.5A3#642.7d(2}(a}
29:Att.5A3#642.7d(2}(c}
29:Att.5A3#642-7d(l}(b}
29:Att.5A3#642.7d(l}(a}
29:Att.5A3#642.7a
29:Att.5A3#642.7b(l}
29:Att.5A3#642.7b(2}
29:Att.5A3#642.7c

29:1E; 29:App.1B
25:Att.5E; 25:11E5; 25:E7; 29:1J9

29:Att.5A3#643.4c(2};
29:Att.5A3#643.4c(l}

29:Att.5A3#642.4a

10:22
29:App.1F#686.4-4

lB:llA; 11:2.2.S.6d;
13:App.4C16(c}(3}; 15:2G3; 15:8

29 :App.l F#682. 2-8; 29 :App.lF#68S.4-'~

29:Att.5A3#643.2b(2}

29:Att.SA3#643.2b(l}

29:App.1F#682.2-4b
29:App.1F#682.2-S
29:App.1F#682.2-4a(3}
29:App.1F#682.2-4a(2}

29:App.1F#684.7-4

29:App.1F#Exh.686.2

29:App.1F#686.2
29:App.1F#686.2a
29 App.1H#699.5-4
29 App.1F#686.4-3c
29 App.1F#686.4-3c

i ...··.. .•.•.......,
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EFFECTIVE DATE

August 3D, 1986

Medical clearance
AID personnel
annulled
defi niti on
dependent detained for
employee responsibility
penalty for failure to obtain
val i dity
waiver for applicants
waiver for dependents
waiver of dependents

Medical condition, eligibility for
treatment

Medical counseling (alcohol and drug
abuse) confidentiality of

Medical coverage, limitations on

Medical director
authorizing emergency visitation travel

Form OS-1689 (Waiver of Medical Claim)

Medical division

Medical emergency
disclosure of information in alcohol
and drug abuse cases
psychiatric patient

Medical examination
approval
documentation
domestic
overseils
pre-employment
dependents under twelve (Form OS-1622)
dependents of Foreign Service employees

Medical Examination for Foreign Service
(Form DS-1686)

Medical expenses
authorization of payment
shared

Medical facilities abroad

Medical facilities (U.S. Government)
eligibility to use
employees expense

25:Att.5E; 25:11E5; 25:E7; 29:1J9
29:App.1F#684.7-2
29:App.1F#681.6K
29:App.1F#686.4-4
29:App.1F#684.7-3
29:App.1F#684.7-4
29:App.1F#684.7-5c
29:App.1F#684.7-5c
29:App.1F#684.7-5b,c
29:App.1F#684.7-5

29:App.1F#685.1c

29:App.1G#695.3h

29:App.1F685.3

29:App.1F#681.6;
29:App.1H#699.5-3c
29:App.1F#682.2-4(2)a,b;
29:App.1F#684.1; 29:App.1F#684.3;
29:App.1F#684.7-1;
29:App.1F#684.7-5a;
29:App.1F#685.2a(4);
29:App.1F#685-4-1; 29:App.1F#685.4-t;
29:App.1F#686.1d
29:App.1H#699.5-3c
29:App.1F#684.2c(2);
29:App.1F#684.2e(3)

29:App.1F#684.6-2a

29:App.1F#684

29:App.1G#695.8-2a
29:App.1F#684.4-3e

29:App.1F#684
29:App.1F#684.4a
29:App.1F#684.2c(3)
29:App.1F#684.4
29:App.1F#684.4-2
29:App.1F#684.2a
29:App.1F#684.2g
29:App.1F#686.4-3c

29:App.1F#684.2g; 29:App.1F#684.8-1;
29:App.1F#685.7

29:App.1F#681.3-2
29:App.1F#681.5-2

29:App.1F#685.4-1

29:App.1F#685.4-2
29:App.1F#685.6



, ".("E NO. EFFECTIVE DATE
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TRANS. MEllO NO.
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Med i ca1 1ega1 problems

Medical officers (overseas posts)

Medi cal program

overseas posts

Medical records

Medical rehabilitation, obligations of
supervisory employees

Medical requirements for employment
alcohol and drug abuse cases

Medical services overseas
unheal thy posts

Medical services, post employment
1atent i 11 ness

Med i ca1 standards, (l oca1 employees)

Medical supplies and equipment
dispensing of
disposal of
record maintenance
requisition
responsibility
storage

MedicaI travel
approval
authorization
authori zati on for paYIPent
dependents
per diem
performance

Medical travel order

Medical treatment
approval
authorization
christian science practitioner

el igibil ity

Medical treatment (dependents)

Medications
dispensing
eligibility

Medical services overseas

29:App.1F#686.4-3d

29 :App. 1F682. 2-1

29:App.1F#680; 29:App.1F#682.2~6;

29:App.1F#682.2-8
29:App.IF#682.2-2

29:App.IF#681.1; 32:IGI

29:App.1G#695.3-3; 29:App.1G#695.6-4

29:App.IG#G95.3-3d

3B:IApp.C3; 29:App.IF
26:13F8

29:App.IF#688
29:App.IF#688(3)

29:App.IF#682.2-5

29:App.1F#681.5-?
29:App.1F#687.7
29:App.1F#6fl7.6
29:App.1F#687.3
29:App.l F#687.2
29 :App.l F#687.1
29:App.IF#687.4

22:9l; 29:App.IF#686
29:App.1F#6fll.4b
29:App.1F#686.1
29:App.1F#681.3-2
29:App.1F#681.5-1
29:App.1F#686.4-3
29:App.1F#686.4

29:App.1F#686.2b

29:App.1F#685
29:App.1F#681.4a
29:App.IF#685.4
29:App.IF#6fl5.1c; 29:App.IF#685.4-1;:
29:App.IF#685.5
29:App.1 F#G85.1

29:App.1F#685.5

29:App.IF#687.7
29:App.1F#687.7-1

3B:IApp.C3; 29:App.1F

~ ...• "

""

ji.· .... ".•.

'WI

~'.".'•."~..'."~.i...,
23:App.6A

Mental health services see Counseling services

Motor vehicles
insurance
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Narcotics

29
TRANS. MEMO NO.

29:76

-N-

EFFECTIVE O~TE

August 30, 1986

1:III-C7; 29:App.1GA

Non-disciplinary procedures (alcohol and
drug abuse)

Non-emp1oyee

Non-group health benefits contract

Non-government award, definition

Notification of eligibility
unemployment compensation

Nurses
authorization of travel
dispensing drugs

Nurses (overseas posts)
assignment
duties

Nursing care (overseas posts)

-0-

Obligations of supervisory employees
Alcohol and Drug Abuse Programs

Obstetrical care

Office of Employee Relations
authroization of emergency family
visitation travel

29:App.1G,695.3-2a

29:App.1F'686.4-3c

29:App.1C'696.2-7d

29:Att.5A3#64l.59

29:App.1E#693.4
29:1H; 29:App.1F

29:App.l F#686.3
29:App.1F#687.7-4b

29:App.1F'682.2-l
29:App.1F#682.2-3

29:App.1F#682.2-3

29:App.1G'695.3-3; 29:App.1G'695.6-4

29 :App.l F#685. 1

29:App.1H#699.5-4d

Office of Foreign service Career Development
and Assignment

travel arrangements for children of
separated parents (employees) 29:App.1H'699.8-4

Office of Management Operations, Travel
and Transportation Division (AID)

travel arrangements for children of
separated parents (employees)

Office of Medical Services
role in alcohol and drug abuse programs

Office of Medical Services (MIMED)

claims officer
illll1unizations
requisition of medical services
review of medical examinations

Office of Personnel Management (AID)
family visitation travel

29:App.1H#699.8-4

29:App.1G'695.6-l; 29:App.1G,695.6-3

29:App.1F#68l.5-1; 29:App.1FI682.l;
29:App.1F'682.2-6, 29:App.1F'684:
29:App.1F,685; 29:App.1F,686
29:App.1F#689.6-5a
29:App.1F#6R3.2
29:App.1F#687.2
29:App.1F#684.8-2

29:App.1H#699.3
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Office of the Assistant Secretary/Security
(USIA)

alcohol and drug abuse

Office of the Director General, Foreign
Commercial Service

family visitation travel

Office of the General Counsel (AID)
alcohol and drug abuse cases

Office of Worker's Compensation
Programs (Labor)

Office of Worker's Compensation
Program (OWCP)

Old age insurance payments (social
security benefits)

Orthodontia

Occupational safety and health

Old age insurance payments (social
security benefits)

Overseas posts
medical program

Overseas awards for AID

payment of awards (cash)
presentation of awards

Overseas awards for State and USIA
payment of awards (cash)

Overseas, multi-agency benefits
payment of awards (cash)

-P-

Parental care

PASA agreements (government agencies)

Patient, definition

Patient's consent (disclosure of information
in alcohol and drug abuse cases)

Payment of awards (cash)
income tax obligations
limitations for State (Washington)
limitations (overseas)
overseas awards for AID
overseas awards for State and USIA
overseas, mUlti-agency benefits

29:App.lG#695.3-2d

29:App.lH#699.3

29:App.lG#695.3-2d

29:App.lF#689.1c

29:App.lF#685.7; 29:App.lC#696.1-5a

29:App.A#679.5a

29:App. IF#681 .6f

14:FAR22.3; 14:FAR23; 20:3;
23:Sup.7A; 29:1J

29:App.A#679.5a

29:App.lF#682.2-2
29:App.lF#680; 29:App.lF#682.2-6;
29:App.lF#682.2-8

29:Att.5A3#643.4a(2);
29:Att.5A3#643.5a
29:Att.5A3#643.4
29:Att.5A3#643.5

29:Att.5A3#643.4a(1)
29:Att.5A3#643.4

29:Att.5A3#643.4a(3)
29:Att.5A3#643.4

29:App.lF#686.4-3d

29:App. 1F#68l.1

29:App.lG#695.5m

29:App.lG#695.8-1; 29:App.lG#695.8-2

29:Att.5A3#643.4
29:Att.5A3#643.4d
29:Att.5A3#643.4c(2)
29:Att.5A3#643.4c(1)
29:Att.5A3#643.4a(2)
29:Att.5A3#643.4a(1)
29:Att.5A3#643.4a(3)
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Pediatrician

29
TRANS. MEMO NO.

29: 76
E"FFECTIVE DATE

August 30, 1986

29:App.1F#683.2

Penalty for failure to obtain 11edical
cl earance

Penalties for unauthorized disclosure
Alcohol and drug abuse programs

Performance awards, for State
Consular service Award
Diplomatic Courier Award
Director General's Award for Reporting
Equal Employment Opportunity Award
James Clement Dunn Award for Excellence
Thomas Morrison Communicator Award
Secretary of the Year Award

Performance Awards, for State, AID, and USIA
Award for Administrative Achievement
Ilerbert Salzman Award
Luther I. Replogle Award

Perishable medical supplies

Personal Health Certificate
(Form DS-1635)

29:App.1F#684.7-4

29:App.1G#695.8-8

29:Att.5A3#642.4
29:Att.5A3#642.4f
29:Att.5A3#642.4j
29:Att.5A3#642.4b
29:Att.5A3#642.4g
29:Att.5A3#642.41
29:Att.5A3#642.4d
29:Att.5A3#642.4c

29:Att.5A3#642.4c
29:Att.5A3#fi42.4h
29:Att.5A3#642.4a

29:App.1F#687.6

?9:App.1F#684.2g;
29:App.1F#684.7-2a,b;
29:App.1F#Exh.684.7-2a

Policy
Alcohol and drug abuse programs 29:App.1G#695.3
separation for unsatisfactory performance 29:App.1G#695

Post employment examination (medical)

Post health and medical information
report

Post health units
immunizations

Post medical adviser
designation and compensation
duties

Post nurses

Post privileges
children of employees

Pre-employment examination (medical)
personnel records
Foreign service Grievance Board

Pre-employment medical examination

Procedures
Foreian Service Grievance Board

Presentation of awards
overseas

29:App.1F#684.3-2

29:App.1F#681.6c

29:App.1F#681.5-2
29:App.1F#683.2

29:App.1F#681.6c; 29:App.1F#682.2-2
29:App.1F#682.2-4
29:App.1F#682.2-2

29:App.1F#682.2-3

29:App.1H#699.8-7

29:App.1F#684.3-1
29:App.4A#663.4d
25:10K; 29:App.4A#665

29:App.1F#684.2a

29:App.4A#665.4
25:10K; 29:App.4A#665

29:Att.5A3#643.5
79:Att.5A3#643.5a
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Procedures
alcohol and drug abuse programs

Program coordinators
alcohol and drug abuse program
drug abuse program

Prosthetic care

Psychiatric care

Psychiatric patient levaluation)

Psychiatrist

Psychological dependency, definition

Public Affairs Officer
alcohol and drug abuse program

Purpose
alcohol and drug abuse program
length of service awards

Rand R travel
rel ief areas

x Rest and recuperation

Recommendation of approval
suggesti on

Record maintenance
medical supplies and equipment

Records
grievances

Records and reports
alcohol and drug abuse program

Regional medical officer

Regional nurses

29:App.1G#695.3-2

29:App.1G#695.6-2
29:App.1G#695.6-2

29:App.1FH685.2a(4)

29:App.1F#685.4-3

29:App.1F#685.4-3c

29:App.1F,682.2-4all)

29:App.1G#695.5P

29:App.1G#69S.6-2a

29:App.1G#695-1
29:App.lG#695.6-2a
29:Att.5A3'642.7a

-R-

22:91; 29:1M
29:App. II

29:Att.5A3'642.6d(4)
29:Att.5A3#642.6

29:App.lF'687.3
29:App.1F'681.5-2

29:App.4A'664.5

29: Apr>. lG,695-9

29:App.1F'682.2-2b; 29:App.1F'681.6c;
29:App.1F'682.2-6

29:App.lF'682.2-3

.i"',"'C, '," 'Il,'·'

V

Rehabilitation facilities
alcohol and drug abuse program

Reimbursement for medical examination costs

Religious convictions and medical
examinati ons

Religious convictions in waiver
of medical clearance

Repayment of funds
annua1 report
emergency visitation travel
Form OPM-1465; incentive awards program

joi nt country awards cOlllllittee

29:App.lG#695.6-?b

29:App.lF#684.4-4-lc

29: App.l F#684.1

29:App.1F#684.7-1

29:App.1H#699.7
29:Att.5A3#643.6dll)
29 :App.l H#699. 5

29:Att.5A3#643.6dll)
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Reporting responsibility
Job-incurred illness or injury
reporting requirements

Reports
health and medical information
medical examinations
ill ness

Requisition
medical services
medical supplies and equipment

Responsibil ity
medical supplies and equipment

Responsibilities of chiefs of missions

Responsibility of incentive awards officer

Respons i bi 1i ti es of program admi ni strators
alcohol and drug abuse program

Rest and recuperation see Rand R travel

Retention of suggestion
sugge$tion

Review of medical examinations

Right to access board records

Right to a representative

Role of counselors in other programs
alcohol and drug abuse program

Ro1e of heads of domes ti c field offi ces
alcohol and drug abuse program

Role of office of medical services
alcohol and drug abuse program

-s-
Safe driving awards

Salary deductions see Allotment of salary;
Payroll deductions---

Secretary of the Year Award

Schedul i I1g
imminent danger areas

Secretary of State
alcohol and drug abuse program

Secretary's Award

Separation for unsatisfactory performance
date
policy

29:App.1F#689.5-1
29:Att.5A3#643.6d(ll

29:App.1F#682.2-6
29:App.1F#684.8
29:App.1F#682.2-8
29 :App. 1F#687. 2
29:App.1F#687.2
29:App.1F#681.5-2

29:App.1F#687.1
29:App.1F#681.5-2

29:Att.5A3#642.7b(1 l

29:Att.5A3#642.7b(2l

29:App.1G#695.6-1

29:Att.5A3'642.6d(5l
29:Att.5A3#642.6

29:App.1F#684.8-2

29:App.4A#663.5-1

29:App.4A#663.4b

29:App.1G#695.6-5

29:App.1G#695.6-6

29:App.1G#695.6-3

79:Att.5A3#642.5

29:Att.5A3#642.4c

29:App.1H#699.4-3b

79:App.1G#695.6-1

29:Att.5A3#642.2a(ll

29:App.1G#695
29:App.1G#695.3
29:App.1G#695.1
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Serious illness or injury

Shared medical expenses

TRANS. MEllO NO.

29:76 AID HANDBOOK

29:App.1H#699.5-2d

29:App.1F#681.5-2

29

, ..". -....• "!!~,

'WI
Si ck leave

alcohol and drug abuse cases

Social security reporting

Special examination (medical)

Suggestion
ael< nowl edgement
gover/llllent-wide applications
investigation and evaluation
recommendation of approval
retention of suggestion
value of other agencies

Supervisor
alcohol and drug abuse program

Separation from the service
separation services

Separation services

Social Security (FICA) tax

Special examination (medical)

Storage
medical supplies and equipment

Suggestions, definition

Supervi sor
alcohol and drug abuse program

Temporary employees health benefits
international organizations

Thomas Morrison Communicator Award

Transfer
factors related to health benefits

Travel by dependent children

Travel arrangements for children of
separated parents (employees)

Travel purpose
emergency travel

Rand R travel
visitation travel

-T-

29:App.1G#695.3-3h

29:App.A#679.8

29:App.1F#684.3-3

29:Att.5A3#642.6
29:Att.5A3#642.6d(1)
29:Att.5A3#642.6d(9)
29:Att.5A3#642.6d(2)
29:Att.5A3#642.6d(4)
29:Att.5A3#642.6d(5)
29:Att.5A3#642.6d(8)

29:App.1G#695.6-4

30:All
29:2B; 30:ALl

29:2B

26:7H9; 29:10; 29:App.A#679

29:App.1F#684.3-3

29:App.1F#687.4
29:App.1F#681.5-2

29:Att.5A3#641.5h

29:App.1G#695.6-4

29:App.1C#696.2b

29:Att.5A3#642.4d

29:App.1C#696.2-6a

29:App. IH#699.B-4d ~

29:App.1H#699.8-4

22:9
22:9K; 22:App.9A#128.6; 29:1L;
29:App.1H#699.5
29:91; 29:1M; 29:App.1I
22:9J; 29:1K; 29:App.1H
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Types of awards
honor awards
length of service awards
performance awards
safe driving awards

-U-

Unemployment compensation
benefi ts
coverage
notification of eligibility

Uni ted States
family visitation trips

United States Information Agency
eligibility for medical programs

United States Public Health Supply
Service Center

-V-

Validity
Form OF-163
Medical clearance

Value of other agencies
suggesti on

Veterans Administration

Visitation travel

Voting

-w-
Waiver of Medical Claim
(Form OS-1689)

Waiver of Medical Clearance
applicants
dependents

Worker's Compensation Program, FEHB plans

Work related injury

29:Att.5A3#642.8
29:Att.5A3#642.2
29:Att.5A3#642.7
29:Att.5A3#642.4
29:Att.5A3#642.5

29:1H; 29:App.1E
29:App.1E#693.3
29:App.1E#693.1'
29:App.l E#693.4

29:App.1H#699.4-3b

29:App.1F#681.1

29:App.1F#684.6-2a

29:Att.5A3#642.6b
29:Att.5A3#642.6c
29:App.1F#684.7-5c

29:Att.5A3#642.6d(8)
29:Att.5A3#642.6

29:App.1F#689.4-4; 29:App.1F#689.8a

29:App.1H; 29:1K; 22:9J

27:6#465.3k; 29:2F; 29:App.I'H

?9:App.1F#684.2c

29:App.1F#684.7-2
29:App.1F#684.7-5c
29:App.1F#684.7-5b,c

29:App.1C#696.1-3

29:App.1F#689.5-3




