Administrative Error Request Procedures

The Office of Group Benefits (OGB) would like to inform Group Benefits Coordinators and HR
personnel of a new procedure regarding the submission of administrative error requests.

Effective October 2, 2017 all administrative error letters MUST be signed by the appointing
authority or Dept./Section Head for your agency authorizing the request. These letters must
also contain a detailed explanation of the delay and need for OGB to authorize a late
submission.

NOTE: Administrative Error Letters should ONLY be sent in for true administrative errors. If an
employee failed to get their paperwork to you on time, that is not considered an
administrative error.

Moving forward, if an administrative error letter is received without the required
authorization and explanation, it will not be processed. The agency will be notified of the
denial and will be responsible for submitting a new letter with the required authorization and
documentation.

Thank you for your cooperation with this new process.

Please contact the HR Helpdesk with any questions at (844)-860-0307.



