
How To Complete An RTD 
Checklist
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Enter REACHABLE Phone Numbers For 
Both You & Your TECHNICIAN SUPERVISOREnter BOTH Your FULL NAME & Your 

TECHNICIAN Supervisor’s FULL NAME
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TYPICALLY YOUR ORDER START DATE

DAY AFTER YOUR ORDERS END

DAY YOU RETURN TO WORK

NJNG-J1HRO-ERS



Initial To Acknowledge That All 
Deductions Suspended By HRO For 
LWOP Will Resume
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• Contact J1-HRO-ERS to review your LWOP Checklist if you do not 
remember your elections from when you entered a non-pay status.

• If you cancelled your FEHB Coverage, you are responsible for enrolling 
in a FEHB plan within 60 days of your Return To Duty.

• If HRO terminated/suspended your coverage for LWOP, HRO will 
reinstate the SAME coverage upon your Return To Duty

• You have 60 days to make any changes to your plan or cancel coverage.

• If you previously had an FEHB plan but you are eligible for TAMP and 
wish to utilize it as your only coverage, you are responsible for 
completely canceling your suspended FEHB Plan.
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Read & Initial To Acknowledge

NJNG-J1HRO-ERS



Initial ONE. Note: HRO is not 
responsible of notifying FSA of your 
RTD
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Initial ONE. Note: HRO is not 
responsible of notifying LTCI 
of your RTD
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Read & Initial To Acknowledge
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Read & Initial To Acknowledge
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USERRA Right To Not Immediately Return To 
Work
• If you wish to exercise your right to not immediately return to work 

please contact J1-HRO-ERS.
• For tracking purposes, a Return To Duty action will be processed effective the 

day after your orders end.
• A Personal LWOP will be processed effective the same day as your Return To 

Duty Not to Exceed 14 or 90 Days non-paid.
• You can elect for HRO to reinstate your benefits upon your RTD, OR upon the expiration 

of your personal LWOP.
• Both an RTD and the Expiration of a Personal LWOP serves as a Qualifying Life Event for 

you to make elections to your benefits.
• Upon the expiration of your Personal LWOP another Return To Duty will be 

Processed to return you to a pay status.
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Initial To Acknowledge That it is the 
Employee’s Responsibility To Monitor Their 
LESs And Notify HRO Of Any Uncertainties 
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-
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Fast Facts About Presidential Leave

• Presidential Leave is a form of Administrative Leave
• Granted to Military Members Returning from Orders “In Support” or 

“On” a Contingency Operation for over 42 Consecutive Days.
• Must be used immediate upon your Physical Return to Work.

• If you are exercising your USERRA Right to not immediately return to duty, 
Presidential Leave may be used upon the expiration of your Personal LWOP.
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SIGN HERE (WET OR DIGITAL) DATE YOU COMPLETED THIS CHECKLIST

PHYSICAL HOME ADDRESS

FULL SOCIAL SECURITY NUMBER TECHNICIAN WORK LOCATION
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SIGN HERE (WET OR DIGITAL) DATE YOU COMPLETED
THIS CHECKLIST

Initial ONE Only If Eligible For TAMP
DO NOT Complete This Section If You Are 
Not Eligible
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