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Notes for Slide 13: Designation of Beneficiary
The purpose of the Designation of Beneficiary form is to have you designate at least one beneficiary who would receive any unpaid compensation that is due to you in the event of your death. 

Unpaid compensation refers to pay, accrued leave, expense reimbursements, and the like. It does not pertain to any retirement benefit or life insurance benefit that applies to your federal service. 

The form is organized into Sections A, B, and C. 

· Section A pertains to you, the employee

· Section B pertains to the beneficiaries you designate

· Section C pertains to the two witnesses who will witness your signature on the form

Under Section A, enter your name, date of birth, and SSN.

· For Department, enter SBA

· For Bureau, enter ODA

· Leave Division and Location blank

Under Section B, you must designate one or more beneficiaries. You can name anyone as a beneficiary; the beneficiary does not have to be related to you.

· For each beneficiary, enter the name, address and relationship to you.

· Also enter the share or percentage to be paid to the beneficiary.

· Add the percentages to be paid each beneficiary and enter the total. The total must equal 100%.

· Sign and date the form before two witnesses. The witnesses cannot be named beneficiaries on the form.

Under Section C, have the two witnesses sign the form.

· Enter the address of each witness

Leave the bottom section "Receiving agency certification" blank.
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