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	Department of the Navy


	Benefits Information

For 
New Permanent Employees


Congratulations on your new job.  This information is intended for employees who are eligible for Federal benefits.  Generally, employees hired on, or converted to appointments described as permanent or indefinite, are eligible for Federal benefits.  This information is very important to you personally, as it is your responsibility to understand and manage your Federal benefits.  Benefit elections have firm time limitations.  Opportunities to enroll or change enrollment are infrequent.  It is important to verify your benefits elections on your Leave and Earnings Statement each pay period and notify a Benefits Customer Service Representative (CSR) immediately of any problem.  An error in deductions may result in an indebtedness to the government for which you must repay.

(Note:  Benefits and entitlements as described below may be different for certain groups of employees, such as reemployed annuitants or those on a part-time or intermittent work schedule.)  If you have questions please call The Benefits Line as described below.

	AUTOMATED BENEFITS SYSTEMS


The Department of Navy has two automated benefit systems that are available for making benefits elections.  The Employee Benefits Information System (EBIS) is an Internet-based system and The Benefits Line is an interactive voice response system that uses the telephone.  Both systems are available 24 hours a day.  In order to use the automated systems, your record must be created by the HRSC in the Defense Civilian Personnel System (DCPDS).  If you are ready to make a benefits election before your record is created, please call The Benefits line on 1-888-320-2917 and select option 4 to speak with a CSR.

EBIS.  You can access EBIS at the Department of the Navy homepage at http://www.donhr.navy.mil/.  Click on EBIS to access the application.  In order to access EBIS you must create a PASSWORD and Personnel Identification Number (PIN).  Your Social Security Number (SSN) and password are used to log into EBIS.  Your PIN is needed to authorize a transaction or access personal benefits information.

As a new user, you will need your Service Computation Date for Leave, Pay Plan, Grade and Step from your Standard Form (SF) 50, Notification of Personnel Action, or your leave and earning statement (LES) to create your EBIS password.  Your initial PIN is your month and year of birth (MMYY). 
If you do not have a SF-50, please call The Benefits Line at 1-888-320-2917.  Select option 4 to speak with a CSR.

The Benefits Line. You can also make benefits elections using The Benefits Line.  The number for The Benefits Line is 1-888-320-2917.  To log into The Benefits Line you will use your SSN and PIN.  Your initial PIN is your month and year of birth (MMYY).  If you created a PIN in EBIS, this same PIN is used to access The Benefits Line.  When you use The Benefits Line to make a family health insurance election, you will need the assistance of a Benefits CSR to enter family member names, therefore, you should call The Benefits Line between the hours of 7:30 a.m. and 7:30 p.m. (Eastern Time) Monday through Friday.  You can make life insurance and TSP elections without the assistance of a CSR.
Overseas employees who have access to DSN service can connect to The Benefits Line by dialing the DSN number to Randolph AFB (RAFB), 487-1110.  Once the RAFB operator answers please indicate that you want to make an "official off net call."   The employee must provide The Benefits Line number, 888‑320‑2917.
	
BENEFIT OPTIONS
	ELECTION PERIOD 
(From the effective date of the appointment)
	INFORMATION

To learn more, visit EBIS as well as the following: 
	ENROLLMENT

To make an election, access or contact: 

	Federal Employees Group                               Life Insurance (FEGLI)
	31 days
	http://www.opm.gov/insure/life/
	EBIS or

The Benefits Line

	Federal Employees Health Benefits (FEHB)
	60 days
	http://www.opm.gov/insure/health/
	EBIS or

The Benefits Line

	Thrift Savings Plan (TSP)

(retirement savings plan)
	60 days
	www.tsp.gov
	EBIS or

The Benefits Line

	Long Term Care (LTC) Insurance
	60 days

 (For abbreviated underwriting application)
	www.opm.gov/insure/ltc or 

www.ltcfeds.com

	www.ltcfeds.com
or call

1-877-LTC-FEDS

(1-877-582-3337)

	Flexible Spending Accounts (FSA)

(for health care and dependent care expenses)
	60 days 

(Or by October 1st, whichever occurs first)


	www.opm.gov/insure/pretax/fsa/ or

www.fsafeds.com

	www.fsafeds.com
or call 

1-877-FSAFEDS

(1-877-372-3337)

	Election of FERS 

(CSRS/CSRS Offset only)
	6 months
	www.opm.gov/fers_election/fersh/h_toc.htm
www.opm.gov/fers_election/html/3109.pdf
	The Human Resources Service Center that maintains your Official Personnel Folder (OPF) – if unsure, call The Benefits Line
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