Retirement Checklist 
4 – 6 Months Before Retirement

□
Contact PERS at 888-320-7377 or visit their Website as soon as possible to enroll in a Special Retirement Planning Session. The Office is located at 11410 SW 68th Parkway, Tigard, OR  97223. Their mailing address is:  PO Box 23700, Tigard, OR  97281.  PERS asks that you submit your application for retirement at least 90 days before your effective retirement date.  Calculating your retirement benefit can also be done at this site.
□
When you attend the planning session, PERS will review your estimate and give you the paperwork that needs to be completed to file for your PERS benefits.  Please make sure you have proof of birth for you and your beneficiary. See the list of acceptable documents Forms and Publications  The PERS retirement forms are not available at the Office of Human Resources.  You can print a copy of the Service Retirement Application with Instructions and Pre-Retirement Guide if you are unable to attend a session from the PERS website.
□ 
As soon as you schedule your PERS session, also contact the Office of Human Resources at 541-383-7216, to set up an appointment with the Director of Human Resources.  You can discuss questions or concerns you may have on other retirement issues. You will also want to set up an appointment to discuss retiree insurance options.
□
If you participated in the tax sheltered annuity plan(s) 403-b or the Oregon Savings Growth Plan offered by the College, you will need to contact them directly for retirement information and the necessary forms to apply for retirement benefits.
□
Contact the Office of Human Resources, 541-383-7216, if you would like to discuss conversion information and/or changing beneficiaries on your life insurance, voluntary life insurance, or Long-Term Care Insurance.
□
PERS Health Insurance may be an option for you.  See hotlink HERE.

□
If you are eligible, and plan to start drawing Social Security, you should apply for benefits in person, at your local Social Security Office. 
Social Security prefers that you make an appointment by calling toll free 1-800-772-1213. You can apply by telephone or on-line, but we recommend that you visit the local office.  File for Social Security at least three months before you plan to start drawing benefits.  Please review the Social Security website, www.ssa.gov, for a list of documents you must provide when you apply for benefits.  If you are planning to apply for Social Security Benefits and Medicare, please review the Medicare Website and refer any questions to your social security representative. 
1 - 3 Months Before Retirement

□
Insurance and Retiree Benefits – All information can be reviewed at the HR website, http://hr.cocc.edu.  Please refer to the COCC General Procedures Manual, HR-11-0, “Staff Retirement”.   
□
Notify your department (with a copy to Human Resources) in writing about your intention to retire and your retirement date.  Please indicate, regardless of your employee classification, if you are willing to continue working beyond your retirement date in a “reduced capacity.” 
□
Contact the Senior Payroll Specialist, Fiscal Services, 541-383-7221, to discuss PERS retirement forms, taxes, accruals, and continuation of your health insurance, etc.

Retiree

· Establish a file for yourself.

· Keep copies of all forms, transactions, letters, etc.

· Verify all information concerning dates, account balances
· Accountant – Discuss financial plans and choices.

· Attorney – Discuss your plans and their legal aspects.  Be sure that wills, title documents, property deeds, beneficiaries, etc. are up-to-date.
· Deferred Compensation – IRA’s, TSA’s, etc. should be reviewed for ways you can benefit from your past contributions.

· Bank, Credit Union or other Financial Institutions – Explore banking services available for senior citizens.  Review any trust arrangements.

· Physician – Your health can be a major factor in many of your planning decisions. 
