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Open Season Family Member Eligibility Verification (FMEV) To-Do List
This To-Do list is to assist Agency Benefits Officers (ABOs) in preparing for 100% verification of eligibility of added family members to Federal Employees Health Benefits (FEHB) Program and Postal Service Health Benefits (PSHB) Program elections.
	FMEV To Do List
	Yes
	No or N/A

	Agency FMEV Standard Operating Procedure (SOP) – Develop a standard method suitable to your agency’s election process to conduct FMEV. 

	Process all SF 2809 elections within 30 days of receipt and/or prior to open season
	
	

	Establish standard overall timelines (consistent with OPM’s timeframes) from election receipt, to review of FMEV documents, to issuance of written notice to unverified or ineligible family members, and to reporting to OPM, tailored to the needs of the agency.
	
	

	Establish procedures for every election channel the agency accepts (in-person, hardcopy, or electronic system elections). 
	
	

	Preparation and Recordkeeping – Establish methods

	Identify methods to securely store verification documentation upon submission and prior to verification, such as a group email inbox, electronic enrollment system (EES) capabilities, or hardcopy methods. Because these documents contain personally identifiable information (PII), the storage method must comply with the Privacy Act of 1974 and agency information security requirements
	
	

	Identify methods to retain verification documents for the required retention period (e.g., the electronic Official Personnel Folder (eOPF); see Guide to Processing Personnel Actions (GPPA), Chapter 3-D: Benefits). Retention and disposition must follow the agency’s records schedule and applicable NARA General Records Schedules.
	
	

	Election Instructions – Identify how FMEV will change the employee election process and update agency instructions to employees. This should be done prior to the start of Open Season as well as during Open Season with any Open Season communication.

	Instruct employees to locate their FMEV documentation while they’re researching FEHB plans. *Provide a list of acceptable documents*
	
	

	Instruct employees of where to make their FEHB elections and where to upload, email, mail, or fax their FMEV documents.
	
	

	Identify a method to advise employees who did not have, or have provided insufficient, FMEV documentation at the time of their election in accordance with 5 CFR 890.308
	
	

	Further identify a method to advise the employee of 60 days to do so otherwise any unverified family member will not be added in accordance with Benefits Administration Letter (BAL) BAL 25-203.
	
	

	Communication and Outreach – Incorporate FMEV guidance into your employee facing communications such as briefings, packets, materials, and instructions. Inform the employees what documentation they need to provide, where and/or how to submit it, and how long they have to submit before an unverified family member is not added to their coverage.

	Print and Post Flyer around Agency prior to Open Season.
	
	

	Send FMEV Email to All Agency Employees NLT one week prior to the start of Open Season. Attach the current OPM list of acceptable documents to email.
	
	

	Final Notice Email – attach the current OPM list of acceptable documents to email (send one week before open season closes).
	
	

	FMEV Briefing Slides for Open Season to be used for All Hands, Lunch and Learns, etc. (can be done anytime before or during Open Season).
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