Guidelines for faculty/staff contemplating retirement …

--what to do and when—

	Time before

retirement
	Things to consider

	60 Days
	· Consult with Human Resources to determine the best date to choose for the effective date of your retirement.  

· Get all vision and dental needs taken care of for yourself and eligible dependents while still under full coverage as these benefits will be reduced or unavailable once you retire depending on choices you make at that time.

· If you expect to draw Social Security at age 62 or over, contact the Social Security Administration during their normal business hours to advise them of your retirement intentions and to schedule a telephone interview.  

· Medicare – Medicare is automatic if you sign up for Social Security before age 65.  If you are 65 or older when you retire you must sign up for part A and Part B coverage starting in first month of retiree health coverage. *Will be determined by your HBA

· If you are in the Optional Retirement Program (AIG, ING, MetLife, TIAA-CREF), contact your carrier for information about the retirement pay out options available.  

	Within 21 Days
	· Submit a letter of retirement to your supervisor/chair and send a copy to The Office of Human Resources.


	Within 14 Days 
	· If a member of ERS or TRS, submit your retirement application.  

	Prior to Sep.
	· Schedule a benefits exit interview with the Office of Human Resources


M/C retirees participating in the M/C life insurance program should consult with Human Resources regarding the costs and reductions in benefits relating to continuance in retirement.

Employees who have participated in tax deferred savings plans (TDA, SRA, deferred comp) should contact their carriers.[image: image1.png]



