
Duty #1: Meet the practical needs 
of chapter members.

Service Officer Responsibilities
As chapter service officer you play a vital role in

meeting the needs of chapter members and their fami-
lies. Your basic responsibilities are to:

★ Help individual chapter members, their families
and survivors take the proper actions to obtain and
retain their annuities and survivor, health, long
term care, and federal group life insurance benefits;

★ Provide emotional support to members having
serious problems with their benefit arrangements
and particularly to surviving spouses when they
suffer the trauma of a death or serious illness;

★ Make the availability of your services and assis-
tance known to all members of the chapter through
newsletter articles and reports at chapter meetings.

What a Service Officer 
Needs to Know

To carry out the duties of a service officer, you need
to be knowledgeable about the following:

★ Federal procedures governing delivery of annuity
checks and direct deposit

★ Insurance and federal employee health benefits
procedures

★ Survivor benefits under current laws administered
by OPM

★ Change of beneficiary procedures

★ Rights of divorced spouses to survivor benefits

★ Death benefits

★ State and federal income taxes as related to federal
annuities and withholding

★ Social Security referral information

★ Requirements for other government programs 

This information is incorporated in the NARFE
Chapter and Field Service Officer Guide (FH-10)*,
which can be obtained from the Supply Office, NARFE,
606 N. Washington St., Alexandria, VA 22314. 

*Please limit requests to two copies per chapter or
Service Center. The F-18 order form or the NARFE Web site
order form can be used.

Duty #2: Facilitate liaisons between
members and OPM.

Service Officer Role
A major aspect of the service officer function is to

assist chapter members with problems involving pro-
grams managed by OPM and to facilitate communica-
tion between the two. Members, families and survivors
frequently need help in correctly preparing and for-
warding the reports and forms required for their
claims.

Service officers can enhance the service program by
frequently reviewing useful information at chapter
meetings and in chapter newsletters.

Have the following information on hand when
contacting OPM or other agencies:

★ Date of birth

★ CSA or CSF number

★ Social Security number

★ Date and place of marriage to current spouse, if
applicable

★ If no longer married, name of each spouse and how
marriage terminated, such as death or divorce,
with dates

★ Government department where last employed

★ Place of last employment

★ Date of separation

★ NARFE DUTIES & RESPONSIBILITIES ★
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★ If a veteran, date of start of active service, date of
separation, last rank or grade and serial 
number

Our Guide to Annuitant and Survivor Benefits can
help retirees organize this information.

Headquarters Assistance
When specialized information or assistance is

needed, the chapter service officer or the member
involved should feel free to contact a retirement ben-
efits officer at the NARFE National Headquarters
(703) 838-7760, extensions 341, 342 or 371.

Duty #3: Help expedite applications
for benefits.

Death Benefits*
Members should be informed that when an annui-

tant dies, three basic steps must be taken immediately.

★ Notify OPM of annuitant’s death; include annui-
tant’s name, CSA claim number and date of death.
If payments are being sent to a bank or other finan-
cial institutions, they should be notified simultane-
ously. The OPM telephone contact number is (724)
794-2005.

★ Return any uncashed Treasury checks and/or
uncredited payments sent to a financial institution.

★ Obtain several copies of the death certificate.

Benefits such as survivor annuities, lump sum
annuity balances and group life insurance are not auto-
matically paid upon the death of an annuitant; an
application must be completed.

Frequently survivors are distracted at this time.
Thus, the service officer should offer assistance to the
survivor in any way possible. Helping the survivor fill
out the proper forms will minimize possible processing
delays at OPM and thereby expedite the receipt of ben-
efits by the survivor.

Changes in Marital Status
The rules that govern reductions in annuities to

provide survivor protection are complicated. Members
can make serious mistakes in their choices regarding
survivor protection if they don't know the rules in
respect to changes in marital status.

The service officer not only should keep well
informed on how changes in marital status affect sur-
vivor benefits, but should keep chapter members
informed as well, since the rules themselves are
changed from time to time by legislation, with specific
deadlines for action by the interested parties.

Federal Income Tax
OPM is required by law to offer each annuitant

the opportunity to have federal income taxes with-
held from his or her annuity. IRS publication 721, Tax
Guide to U.S. Civil Service Retirement Benefits, can
answer many questions concerning taxation of annu-
ities. To obtain a free copy, call 1-800-829-3676. 

OPM will change the amount of federal tax with-
held based on a telephone call to 1-800-409-6528. After
providing proper identification, the annuitant may
request a specific dollar amount withheld. While OPM
is able to make changes in response to written and ver-
bal requests without needing form W-4PA, we recom-
mend a telephone call. 

State Income Tax
OPM has invited all states to make arrangements for
OPM to withhold state income tax from the annuities
paid to their residents. All states that have income tax
are now participating in the program. It is not neces-
sary to contact your state revenue office. In order to
start, stop or change state income tax withholding,
call OPM at 1-800-409-6528. You will need your CSA
or CSF claim number, your Social Security number
and the two letter address abbreviation for your state
of residence (VA for Virginia, etc.)

* The F-100, Be Prepared For Life’s Events, will provide useful information to members concerning death benefits. A supply can be obtained from
the NARFE National Headquarters using the F-18, and distributed to annuitants.
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FEHBP
A retiring federal employee is permitted to retain

federal health benefits coverage after retirement if:

★ He or she retires on an immediate annuity, and

★ He or she was enrolled in the FEHBP from the date
of his or her first opportunity to enroll, or for
the five years of service immediately preceding
retirement.

At retirement the annuitant is provided written
notice as to whether the health coverage will continue
after retirement. If so, the retiree receives periodic
information about the Open Season for switching plans
and changes in costs and benefits.

OPM pamphlet RI 79-2, titled Information for Civil
Service Retirees and Survivor Annuitants About the Federal
Employees Health Benefits Program, contains important
information about changes in enrollment and persons
eligible for coverage. The Web site to see is
www.opm.gov. Click on Employment and Benefits,
then on Health and Life Insurance Benefits. There is
also a section on Retirement.

Long Term Care
The Federal Long Term Care Insurance Program

offers long term care insurance to federal retirees.
OPM and Long Term Care Partners (the participating
insurance companies) provide extensive information
about this benefit. Be sure that all members are aware
of this benefit and help them by answering their ques-
tions based on the information that is available. The
members can call 1-800-582-3337 for information.

Medicare
Your Medicare Handbook, Social Security

Administration publication SSA 0510050, is a good
source of information on the program.

When a member annuitant becomes eligible for

Medicare coverage, he or she should be advised to seek
advice as to whether a change in the level or type of
federal health plan he or she is enrolled in would be
economically beneficial.

Also, NARFE Magazine has periodic articles on
Medicare, and www.medicare.gov is a useful Web site.

Duty #5: Help members obtain
information about programs of
other agencies.

A service officer cannot provide significant liaison
with benefit programs administered by agencies other
than OPM because such functions are decentralized
throughout the country.

You can provide minimal or routine information
such as names and addresses, but take care not to give
erroneous or incomplete advice. Generally, the best
help is a referral to the appropriate office.

Social Security
The service officer should maintain a list of local

Social Security offices, their locations and telephone
numbers. It would also be helpful to obtain instruc-
tional material prepared by the SSA regarding apply-
ing for benefits. The Web site to see is www.ssa.gov.

Tricare for Life
Tricare for Life is a Medicare supplemental pay-

ment system for retired military members, their
spouses and survivors, and some former spouses.
The TFL program is administered by the Department
of Defense.  TFL coverage requires enrollment in
Medicare Part A and Part B.  Service officers need to
know that retirees and survivor annuitants who are
covered by the FEHBP and eligible for Tricare for Life,
can suspend their FEHBP enrollments to sign up for
Tricare for Life.  This preserves their right to re-enroll
in the FEHBP in the future. 

Veterans Benefits
Many NARFE members who are military veterans

may meet requirements for benefits such as medical
treatment at a Veterans Affairs (VA) facility, a service or
non-service connected disability pension, GI life insur-
ance and military burial allowance.
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Duty #4: Help members obtain
information about the Federal
Employees Health Benefits
Program (FEHBP) and Medicare.



National Association of Retired Federal Employees
606 North Washington Street

Alexandria, Virginia  22314-1914
(703) 838-7760 • FAX (703) 838-7785

Web site: www.narfe.org
E-mail: fedretben@narfe.org

Service officers should keep a list of local offices
and contacts. Also, obtain the VA pamphlet, Federal
Benefits for Veterans and Dependents, which lists VA
offices and hospitals throughout the country.

You may want to consider a chapter seminar on VA
benefits if there is a sufficient number of chapter mem-
bers who are veterans.

Unemployment Compensation
For specific information regarding eligibility for

unemployment compensation, refer the individual to
the local state unemployment compensation office.

Other Services for Senior
Citizens

There are a variety of state and local government
benefits and programs available to NARFE members

who are senior citizens. These are described in publi-
cations obtainable from government and civic sources.

As service officer, get on the mailing lists of service
organizations to learn of their programs and arrange
for NARFE members’ participation as needed.
Publicize such services to your chapter. Booklets and
directories describing county and municipal services
are generally available without charge from consumer
services committees, county departments of adult
health and welfare services, and senior citizen coun-
cils.

Web sites may prove valuable to an increasing
number of our members. Especially www.opm.gov
with a section on retirement, and www.opm.gov/asd.
Scroll down and see CSRS and FERS Handbook for
Personnel and Payroll Offices.


