
2016 Employee Notice Schedule

NASA Employee Notices
Timeline 

Requirement
Distribution Method

Weingarten Rights Jan Web, E-mail & Portal

Income Tax Changes Jan Web & Portal-only

Flexible Spending Acct (FSAFEDS) Use or 

Lose Deadline
Feb Web & Portal-only

Work from Anywhere Mar Web & Portal-only

FEGLI General Information and NEBA 

Availability
Apr Web & Portal-only

Prohibited Personnel Practices & Merit 

System Principles
May Web, E-mail & Portal

Whistleblower Disclosures May Web, E-mail & Portal

Family and Medical Leave Act 

(FMLA):Notification of Entitlements
June Web & Portal-only

Leave Program Procedures June Web & Portal-only

USERRA June Web & Portal-only

Federal Long-Term Care Insurance 

Program (FLTCIP) 
July Web & Portal-only

Competitive Placement Plan (CPP) July Web & Portal-only

Designation of Beneficiary Forms Aug Web & Portal-only

Combined Federal Campaign (CFC) Aug/Sep* Web & Portal-only

Emergency Contact Information & ENS Sep Web, E-mail & Portal

NEBA Open Season Sep Web, E-mail & Portal

RELEASED - Printed documents may be obsolete; validate prior to use.RELEASED - Printed documents may be obsolete; validate prior to use.



VLBP Open Season Oct Web & Portal-only

Annual Leave Forfeiture Nov (1st week) Web, E-mail & Portal

Thrift Savings Plan (TSP) Program Nov Web & Portal-only

Annual Payroll Reminders Dec Web, E-mail & Portal

Pay Comparability Adjustment Dec/Jan Web & Portal-only

FEB Open Season- FEHB, FSA, and 

FEDVIP  
Oct/Nov

Individual Web Site posts 

with one combined E-mail 

& Portal message
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Regulation/ Directive

5 USC 7114(a)(3)(B)

Issued by DOI/IBC- updated 

throughout year

Not Required

NPR 3600.2

FEHB Handbook NPR 

3800.1A

EO 13197, 5 USC 2301 & 

2302

5 USC 1221(g)(1)(A)(1)

FMLA

5CFR 630, NPR 3600.1A

Public Law 103-353 5 CFR

NPR 3800.1

5CFR 335.103(b)(1)

Not Required

EO 12353 & 12404, 5CFR 

950.102(a)

OHCM

Metlife
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5CFR 630, NPR 3600.1A

5CFR 630.308, NPR 3600.1A

NPR 3800.1A

Issued by DOI/IBC

Executive Order

FEHB Handbook, NPR 

3800.1A, OPM
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