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Open Season Family Member Eligibility Verification (FMEV) Checklist
Educate. Verify. Report.
Use this checklist to complete tasks for verifying family member eligibility.
Educate
[image: Stop outline]Post FMEV content to intranet and other communication channels
[image: Stop outline]Distribute FMEV educational materials and messages directly to employees
· Provide clear instructions on submitting documents and list of acceptable documents 
· Communicate consequences of providing insufficient evidence or no evidence to prove family member eligibility 
Verify
[image: Stop outline]Pull Open Season enrollment data for Self Plus One and Self and Family elections for review
[image: Stop outline]Send letter requesting proof of family member’s eligibility, if needed
[image: Stop outline]Ensure employees submit eligibility documents 
[image: Stop outline]Review documents to verify eligibility and make a determination
· Is it an eligible family relationship? 
· Spouse: legally married, including in a common law marriage established in a state or other judication that recognizes common law marriage
· Child (under age 26): biological child, recognized natural child, or stepchild. A married child is eligible, but the child's spouse and children are not.
· Adopted child (under age 26): legally adopted by the enrollee 
· Foster child (under age 26): lives with the enrollee in a regular parent-child relationship, the enrollee expects to raise the child to adulthood, and the enrollee is the child’s primary source of financial support
· Child incapable of self-support (age 26 or older): incapable of self-support because of a physical or mental disability that existed before age 26 and is expected to continue for more than one year
· Do the submitted documents prove family relationship? See table for more options.
· Spouse: Government-issued marriage certificate; front page of the most recent federal or state tax return  (if married 12+ months)
· Common law spouse: A court order or judgment from the state or other judication in which the marriage was established recognizing the marriage; signed declaration; front page of the most recent federal or state tax return 
· Child (under age 26): Government-issued birth certificate; Consular Report of Birth Abroad; paternity test or court-ordered parental support document
· Adopted child (under age 26): Final adoption certificate or decree
· Stepchild (under age 26): 
· A copy of any one of the following documents:
· Birth certificate, or final adoption certificate/decree, listing current spouse as parent; or 
· Front page of most recent tax year’s Federal or State tax return with child’s name; or 
·  Court or administrative order (e.g., National Medical Support Notice) 
· The enrollee must also verify a spouse’s eligibility (see above for required documents), even if not enrolling the spouse in an FEHB plan.
· Foster child (under age 26): Certification of foster child status
· Child incapable of self-support (age 26 or older): Medical certification confirming the disability existed before age 26 and that the child is incapable of self-support
[image: Stop outline]Send determination notice to enrollee, family member if separate address is known, and the respective FEHB or PSHB Carrier. For removals, the notice must state the effective date of removal and the right to request reconsideration in writing within 60 days (see BAL 25-203)
[image: Stop outline]Remove any ineligible family members (see BAL 25-203)
· Who is an ineligible family member?
· Family member whose documents don’t meet eligibility criteria
· Family member for whom you don’t receive any or insufficient documents
[image: Stop outline]Note verification decision in remarks section of SF 2809 or electronic system, including at a minimum the type of document(s) examined, the document issue date, the issuing authority, and the date of the QLE (if applicable), and place in permanent side of employee’s official personnel folder 
[image: Stop outline]Place foster child certification, common law marriage declaration, and letters of request and determination in employee’s permanent official personnel folder 
Report
[image: Stop outline]Track verification data collected across the agency
[image: Stop outline]Complete OPM’s FMEV reporting tool to record verification results 
[image: Stop outline]Submit Open Season report to OPM
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