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The following list of items is produced by the Washington State Department of Retirement Systems (DRS). It is intended to assist you in your retirement planning.  You should contact DRS if you have any questions or want additional information.

Retirement Planning “To Do” List:

· If you are within 10 to 15 years of retiring, plan to attend a retirement planning seminar every five years or so.

· If you have ever withdrawn your contributions, check with DRS to see if you can restore the contributions, and if so, what the benefit would be to you (this must be done in writing).

· Check your beneficiary listed with DRS, and if needed, update (this must be done in writing).

· PERS members who established membership prior to 6-30-95, check on “buying” six-month probation period (this must be done in writing).  

· PERS Plan 1 members, submit a copy of your DD214 at any time to see if your military service is creditable, and if so, submit your DD214.

· Two years prior to retirement, make sure your birth evidence, your spouse’s birth evidence, and (if appropriate) your marriage evidence is in order.

· Within two years of retirement attend a DRS Rights and Benefits presentation.  Check with your employer on setting up a presentation for yourself and your co-workers.

· Within two years of retirement, attend a Washington Health Care Authority seminar regarding your rights and responsibilities for lifetime insurance coverage upon retirement.  Call 1-800-200-1004 for more information.

· At age 61-½, check on your Social Security Benefits.

· During the year before your retirement, visit DRS and consult with a Retirement Benefits Specialist to make sure your file is in order.  Call to make an appointment.

· The last year before your retirement, check on your medical insurance as a retiree.  Those under the Washington Health Care Authority program will get the forms from DRS.  All others should check with their employer for insurance information.

The following checklist was developed by the Bremerton School District Payroll Office.  We hope it will assist you in achieving a smooth transition from active employment into retirement.

Date completed

___________	Enroll in a Retirement workshop 2 years prior to your intended retirement date and notify the Business and Personnel Offices of your intended date, so the cost of cash-outs and rehiring can be factored into the budget process.

___________	Contact the Department of Retirement (DRS) at 1-800-547-6657.  Obtain the Membership Handbook specific to your plan and request a verification of your total years of service credit – this will provide the opportunity to correct any problems well in advance of retirement.

___________	Review your Membership Handbook.  Note:  you may be eligible to trade up to 45 days of your sick leave balance for additional retirement service credit.

___________	Enroll in a Retirement workshop during the year you expect to retire to get updates.

___________	Gather your final six years of W-2’s from your copies of your federal income tax returns.

___________	Notify your supervisor and Personnel, in writing, of your intent to retire.

___________	If you intend to request a lump sum payment (cash-out) from DRS prior to September 15th, you must notify Personnel of the date you are requesting your cash-out.  Please be aware, in order to accommodate a cash-out prior to September 15th, your contract must be paid in full by the last day of the month prior to the month of the cash-out.  Also, you will forfeit your District-paid benefits beginning 30 calendar days after your working contract payoff.

___________	Personnel presents the letter of intent to the School Board.

___________	Contact DRS at 1-800-547-6657 to request retirement.

___________	Retirement packet received from DRS.

___________	Make photocopies of all forms before beginning to fill them out – DRS will not accept any forms that have been corrected by white-out or cross-outs.

___________	Complete the DRS retirement application and send it to DRS NO MORE THAN 90 DAYS OR LESS THAN 30 DAYS PRIOR TO YOUR INTENDED RETIREMENT DATE.

___________	Provide DRS with birth evidence – either a birth certificate or US Passport.

___________	Provide DRS with a W-4P Optional form – if not, DRS is required to calculate benefits based on a status of married with 3 allowances.

___________	Provide DRS with a W-9 – required by the IRS to verify your Social Security Number.

___________	Provide DRS with a Direct Deposit Form (optional – but highly suggested).

___________	Provide DRS with a TRS Plan 1 Application to Transfer Contributions completed by the receiving financial group or bank (applicable to Plan 1 employees only).

___________	Personnel will mail you a copy of the Payroll Authorization (PA) and the Sick Leave Cash-out letter (Payroll receives a copy of the PA at the same time and begins the Retiring Employee check off list).

___________	You will receive a Retiree letter from Payroll – this letter will tell you what your last date of employment is, when you will receive your final payroll warrant, when you will receive your vacation or sick leave cash-outs, if any, when your benefits from the District end, what your estimated sick leave cash-out will be, whether or not your bargaining unit has voted in VEBA enrollment, when your last date to contact the Health Care Authority (HCA) is, what your COBRA rights are and finally, you will be asked to sign and return the letter to Payroll acknowledging that you have received the letter and information.

___________	Complete and return the sick leave cash-out letter to Personnel.

___________	Sign the Retiree letter (note the date you sign and return it on your personal copy) and return the original to Payroll.

___________	If required, return the VEBA enrollment form to Payroll along with the Retiree letter.  If you are required to receive cash for your cash-out, you may want to submit a new W-4 form to change your Federal income tax withholding – if you have access to the internet, go to www.irs.gov and follow the prompts to get the printable W-4 form, which you can fill out, on-line and then print – or you may consider an increase to your Tax Sheltered Annuity salary reduction agreement – Consult a tax or financial advisor, as the District cannot advise you.

___________	Respond to your COBRA enrollment opportunity within 60 days of notification from COBRA Compliance Inc. – this coverage is only good for 18 months.  Use your COBRA coverage, then after 18 months, switch to the PEBB coverage.  However, you MUST notify the Health Care Authority of your intent to defer your right until a later date (as directed in the next step).

___________	Contact the Health Care Authority (HCA) at 1-800-200-1004 within 60 days of your last active day of employment – they will need you to declare your intent, in writing, to refuse, waive/defer your right until a later date or use the PEBB Plan.

___________	Contact the Social Security Administration, if age 62 or older, to access your Social Security benefit. 
