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Deposit and Redeposit Application
Employee Checklist for Your Deposit or Redeposit Application
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If you are a current Federal employee, this checklist is structured to assist you when completing a deposit or redeposit application to receive service credit towards your retirement.

Access the applicable deposit or redeposit application.
· CSRS application (SF-2803) 
· FERS application (SF-3108) 

USE THE GUIDE BELOW TO COMPLETE THE APPLICATION
	PART A

	
	Block #
	INSTRUCTION

	[bookmark: Text4]     
	1 through 8
	Provide all the information requested in these blocks.

	     
	9 through 9b
	 
	If you…
	Then…

	previously took a refund or made another service credit payment (not for military service)
	Check “Yes” in block 9 and indicate the type and claim number in blocks 9a and 9b.

	Have never made a payment to OPM
	Check “No” and move forward to block 10.


  

	     
	10
	Check “Civilian Service” and complete the periods of service to the best of your knowledge. The Benefits Office can assist you with exact dates, if unknown.

	     
	11
	Check “Yes” and proceed to block 13.

	     
	13 through 16
	Sign, date and provide your telephone number and email address.
*See below on acceptable ways to sign the application.

	PART B WILL BE COMPLETED BY THE BENEFITS OFFICE.




HOW TO SUBMIT FORMS AND DOCUMENTS: 
We encourage paperwork to be submitted to your Retirement Specialist electronically. You may digitally sign using your government PIV card or you may print the forms, wet sign, scan, and email. 

If you are unable to submit your documents electronically, you may send them with your original ink signatures to the applicable mailing address found here.


WHAT TO EXPECT AFTER SUBMITTING YOUR APPLICATION:
The Benefits Office will review the application and complete Part B. The application will be submitted to OPM for processing. OPM will calculate the amount due and send you a bill with payment instructions. At that time, you can decide whether you wish to proceed with completing the deposit payment.

If you complete the deposit, please send a copy of your final receipt showing a “zero” balance. OPM will not notify us that you have completed payment, so it is important that you provide this information so we can properly document your service history.
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