Faculty Retirement Checklist

	What to do
	When

	Call HR to verify eligibility for Annuitant Health Plan.  (Allow 10 business days for calculation.)

	At least 3 months prior to projected retirement date

	Call HR to schedule a pre-retirement meeting.   
HR will review topics such as:
· Medical Benefits
· Dental/Vision/Hearing
· Life Insurance 
· LTD
· Sick Leave Payout

	At least 3 months prior to retirement

	Determine your retirement date and submit letter to President. 
	Per CBA, notice should be given as soon as possible, but “no later than March 31 of then current year.”



	Call Retirement Plan Counselor for meeting to discuss income options.  (Receipt of monthly pension/annuity is required for enrollment in the Annuitant Health Plan.)

	3 months prior to retirement 

	Contact Social Security to enroll in Medicare Part A and Part B. (If you and/or spouse is age 65 or over)

	3 months prior to retirement

	If Deferring Sick Leave Payout to Great West Deferred Compensation Account:
· Call Great West Representative to discuss opening account, investment options, tax implications and maximum deferral amount.
· Submit enrollment forms and salary reduction agreement to Great West with copies to HR.
· Submit salary reduction agreement for sick leave payout to Great West with a copy to HR.

	At least 2 months prior to retirement

At least 2 months prior to retirement

At least 1 month prior to retirement

	Complete Annuitant Health Plan enrollment form (or Waiver) and submit to HR

	By the 15th of the month prior to retirement

	Submit confirmation of annuity payment to HR (only for Faculty in Alternative Retirement Plan)
	No later than 1 month following retirement date




