HUMAN RESOURCES SERVICE CENTER NORTHEAST
REQUEST FOR COPIES OF BENEFICIARY DESIGNATIONS

To request a copy of a designation of beneficiary from your Official Personnel Folder
(OPF), please complete all of the information below, sign the bottom of the page and
mail the form to the HRSC-NE address below or fax the form to 215-408-5025:

Department of the Navy

Human Resources Service Center Northeast
Attn: Record Service Branch - Code S13
111 South Independence Mall East
Philadelphia, PA 19106-2598

| am requesting a copy of the designation of beneficiary for the following
program/benefit (Check all that apply):

Federal Employees’ Group Life Insurance (FEGLI)
Unpaid Compensation of Deceased Civilian Employee
Federal Employees Retirement System (FERS)

Please note that designations of beneficiary for Civil Service Retirement System
(CSRS) or Thrift Savings Plan (TSP) are not maintained in your OPF. Requests for
copies of these designations should be sent to the following addresses:

For CSRS designations: For TSP designations:
U.S. Office of Personnel Management TSP Service Office
Retirement Operations Center P.O. Box 385021

P.O. Box 45 Birmingham, AL 35238

Boyers, PA 16017-0045

Please complete this information and sign and date the form. Copies of the requested
designations will be mailed to your address of record. If your home address does not
match your address of record, copies will not be mailed until this issue is resolved.

Last Name, First Name, Middle Initial

Social Security Number

Home Address

Daytime telephone number

Signature of Employee Date

If you have any questions about the form or the procedures, please contact the Record
Service Branch supervisor, Catherine Gourdine, at 215-408-5023 or DSN 243-5023.
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