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Guide to Completing and Sending a
Vacation Application

1 Open your preferred Web Browser.

2 Click "Address and search bar" and type in www.mebaplans.org and hit enter.

http://www.mebaplans.org
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3 Click "I accept"

4 Click "Vacation"
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5 Click "VIEW MORE FORMS & DOCUMENTS "

6 Click " Vacation Plan Forms "
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7 Click "MEBA Vacation Plan Pay Application( fillable)"

8 Click in the application to fill in Name
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9 Click in the application to fill in Social Security Number

10 Click in the application to fill in Birth Date
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11 Click in the application to fill in Address

12 Click in the application to fill in City, State and Zip.
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13 Click in the application to fill in contact number.

14 Click in the application to fill in Mailing Address if it differs from Permanent
Address.
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15 Click in the application to fill in City State and Zip of requested mailing address for
claim if differs from permanent address.

16 Click in the application to fill in email address.
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17 Click in the application to complete signature.

18 Click in application to fill in date signed.
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19 Click in application to fill in city and state that you will be submitting your claim to
for payment.

20 Click in the application to complete signature.
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21 Click in application to fill in Date signed.

22 Click in the application to fill in Name.
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23 Click in the application to fill in last 4 of social security number.

24 Click in the application to fill in date completed.
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25 Click in the application to fill in all shipping details since last vacation application.
Please add separate lines if rating changed or if it changed from FOS or ROS
during same voyage.

26 Click in the application to fill in your request for payment for regular or converted
overtime.
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27 Click in the application to specify days you would like to pay or carryover.

28 Click in the application to select a specific return to work or commencement date.
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29 Click in the application to fill in dates desired for the specific request.

30 Click in the application to fill in all Port Relief jobs worked during last vacation
period.
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31 Click in the application to fill in any training school time since last application.

32 Click in the application to fill in if you have or have not applied for disability
benefits and complete any dates that apply since last vacation application.
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33 Click in the application to fill in any Political Action Fund one time contribution
amount you would like deducted from your claim.

34 Click in the W-4 to fill in First Name, Last Name and Address.
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35 Click in W-4 to fill in full Social Security Number.

36 Click in the W-4 to fill in your withholding status.
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37 Click in the W-4 to complete Step 2 if applicable.

38 Click in the W-4 to fill in Steps 3 if applicable and steps 4a, 4b and 4c if applicable.
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39 Click in the W-4 to sign.

40 Click in the W-4 to date.
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41 Click on the print option and select Print to PDF.

42 Click "Print" to save a PDF copy of you application to your device.
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43 Click "File name:" in your save option and rename it Application Your Last name
and the last 4 of your social security number.

44 Click "Save"
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45 Open preferred email application.

46 Click "New Email" to begin a new email to send.

47 Click "To" and type in the email address of Vacation: vacation@mebaplans.org
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48 Click "Subject" and type your last name and the last 4 of your social security
number.

49 Click "Attach File..." and attach your completed vacation application, all discharges
and payroll vouchers since your last vacation filing, early returns that apply and
any other supporting documentation that apply.
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50 Once you have composed your email fully, click "Send"




