Employee Retirement Checklist
The purpose of this checklist is to facilitate the flow of the retirement paperwork and process. Use the checklist as a basic outline of the tasks that must be completed for a successful separation from the State. Check off the tasks as they are completed. It is highly recommended that you take ownership and act proactively to ensure a smooth and successful retirement process. 
	Six Months to a Year Before Retirement

	Action Item
	Check when Completed

	Seek estimate of benefits for: 

· NPERS

· Social Security

· Other investments (Financial advisor, commercial investments) 
· Attend a NPERS over 50 seminar to learn about retirement strategies


	

	Investigate the cost of insurance

· Life

· Health


	

	Read “Things to Consider” handout
	


	Three Months Before Retirement

	Action Item
	Check when Completed

	Apply for Social Security if eligible. Documentation required: 

· Social Security card or record of number

· Proof of birth

· Previous 1-2 years of W2’s

· Marriage license, divorce decree, military discharge, etc.

· Copy of SS benefit estimate statement

 
	

	Apply for Medicare 2-3 months before 65th birthday if applicable. Applying later could cost you money. Employees 65 or older are not eligible to take Retiree options.
	


	Two Months Before Retirement

	Action Items
	Check when completed

	Create retirement notification letter. The letter must contain the items listed below: 

· Current Date

· State the intent to retire

· Date of last day

· Signature


	

	Complete AS separation form. Form is located at: W:\AllShare\CIO Office Management\Forms-Leaving OCIO Employment


	

	Submit letter of intent and AS separation form to immediate supervisor.
	

	Schedule retirement meeting with HR Central. Contact Patti Runge 471-4762. Attend retirement meeting with HR Central. NPERS and Benefits won’t work with you until they receive the forms from HR Central.
	


	One to Two Months Before Retirement

	Action Item
	Check when Completed

	Nebraska Public Employees Retirement System (NPERS) 
· Packets available 90 days before set retirement date (make request)
· Return forms to NPERS

· Minimum 60 day processing period – processing begins on retirement date

· Payouts are retroactive


	

	Employee Benefits – Retiree options (not COBRA options)
If applicable/ eligible return forms to Employee Benefits

Retirement benefits take effect the first pay period after retirement date. 

Employees 65 or older are not eligible to take Retiree options. 
	

	Deferred compensation payout paperwork must be turned in to the HR Payroll person 30 days before set retirement date. 
	

	40 Days before retirement date call HR Central if you have not received HR retirement packet or if deferred compensation paperwork needs to be submitted. 
	


	Last Day

	Acton Item
	Check when Completed

	Turn in DAS / OCIO property:

· Access/ID Badge

· Parking Garage tag

· Equipment


	

	Attend retirement reception – reception is optional
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