Planning To Retire
Write a letter to your Principal or Supervisor stating that you plan to terminate, due to retirement, with the last day for pay purposes being the last day that you will be working.  You may include a statement that you would like to be paid for any unused sick leave or vacation and any other benefits that you are eligible for, if applicable.

Contact the Human Resource Office to set an appointment with the Director to complete the appropriate retirement forms. You will need to obtain the following information for that meeting:

· A copy of your birth certificate. 


· A copy of your spouse’s birth certificate, if you are married, and plan to choose an option that includes a benefit for your spouse, at the time of your death, for his/her lifetime, specifically Options 3 or 4. 
· A copy of your marriage license, if you are married, and plan to choose an option that includes a benefit for your spouse, at the time of your death, for his/her lifetime, specifically Options 3 or 4. 

· The names, social security numbers, birth dates, addresses and phone numbers of all beneficiaries.

You can name someone other than your spouse as a joint annuitant / beneficiary under certain circumstances.
If you are in DROP, and are planning on exiting DROP, you will not need the above information. You would just need to write a letter stating that you plan to retire, due to DROP termination, with the last day for pay purposes being the last day that you will be working.  

Your name and the date of your retirement will be placed on the Board Agenda for approval.

You will not receive any retirement for a month in which you work even if it is only one day.  For this reason, it is best to retire at the end of a month.  If you retire at the end of May, the earliest that you will receive your first check is at the end of June.
After the Division of Retirement has received your retirement paperwork, they will send you three very important forms.  It is imperative that you complete these forms and submit them to the Division of Retirement in a timely manner. These forms are as delineated below.

· Direct Deposit Authorization – Once retired, employees sign up for Direct Deposit on their account at www.frs.fl.gov/#/login .  Doing so will facilitate direct deposit of your retirement check. Otherwise, paper checks are mailed at the end of each month.
· HIS Form – Completion of this form will entitle you to the health insurance subsidy. The subsidy is $5 per month for each year of creditable service obtained with a FRS employer. The minimum HIS payment is $30 per month and the maximum is $150 per month. This form must be returned within 6 months to receive full retroactive payments.  The HIS is not only for School Board Insurance.
Deferred Retirement Option Program (DROP) – Prior to receiving the above forms, you will receive the forms below.
· [image: image1.wmf]DP-Term – Completion of this form will alert the DROP section of your impending termination. You must bring this form to Personnel, as a section has to be completed by us.
· DP-PAYT – This form must be completed by you and/or a financial institution or tax shelter representative and must be forwarded to the Division of Retirement
Feel free to contact HR staff if you have specific questions or need help.
· Jenine McKenna, Noninstructional Contact - 491-9875 or 1235
· Leanne Peacock, Insurance Contact - 491-9876 or 1236
· Laurie Robert, Instructional Contact - 491-9877 or 1237

 ALWAYS BE SURE TO CALL FOR AN APPOINTMENT 
You may also get information from the Division of Retirement at www.myfrs.com
Or 844-377-1888; Investment Plan – 866-446-9377
P.O. Box 9000 Tallahassee, Florida 32315-2252
