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Thinking About
Retirement?

If you are plan ning to retire within the next 5 years, this pam phlet is for you. It 
is designed to pro vide you with a gen eral guide to help you through the retire -
ment process. It also dis cusses how your appli ca tion for retire ment is proc essed
at your agency and the U.S. Office of Per son nel Man age ment (OPM).

Retire ment is one of the most impor tant events in your life. A suc cess ful retire -
ment takes care ful plan ning on your part — plan ning that hope fully began early
in your work ing career to help insure that you will have the income you need
when you want to retire.

The retire ment process itself is very sim ple for most peo ple. How ever, if at all
pos si ble, there are sev eral things you should do well in advance of your planned 
retire ment so that there are no sur prises when you do sepa rate. Under stand ing
your role in the retire ment process, and the roles played by your agency and
OPM, is an essen tial part of that plan ning. By work ing closely with your agency,
you can help assure that your retire ment from Fed eral serv ice will be smooth
and worry free.

The infor ma tion in this pam phlet applies pri mar ily to employ ees who are retir ing 
vol un tar ily under the Civil Serv ice Retire ment Sys tem (CSRS) or the Fed eral
Employ ees’ Retire ment Sys tem (FERS). It is intended to give a brief over view of
the most impor tant things that employ ees need to do when plan ning for retire -
ment.

More detailed infor ma tion on a number of top ics is avail able in other pub li ca -
tions of the U.S. Office of Per son nel Man age ment. These pub li ca tions are listed
at the end of this pam phlet, along with sev eral pub li ca tions from the Social
Secu rity Admin istra tion, the Fed eral Retire ment Thrift Invest ment Board, and
the Inter nal Reve nue Serv ice.

While you are still work ing, your agency has your records and is respon si ble for
assist ing you. If you have ques tions, you may call the num bers listed below.

Agency Offi cials: Please fill in the blanks below.

Per son nel Office tele phone number:______________________________

Pay roll Office tele phone number:_________________________________
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Section I:  Preparing to Retire

If at all pos si ble, you should start spe cific plan ning for retire ment about 5 years
bef ore your planned retire ment date. If you can’t start that early, use the time
that is avail able to do what ever advance plan ning you can do.

Your most valu able step in plan ning for retire ment is to con tact your per son nel
office for pre- retirement coun sel ing. This will tell you whether you will be eli gi -
ble to retire on the date you have in mind, whether you will be eli gi ble to keep
your health and life insur ance cov er ages as a retiree, if your agency has records
of all your serv ice, whether there are depos its or rede pos its you may want to
pay to maxi mize your annu ity, and how much you can expect to receive as an
annui tant.

If your retire ment pack age is not com plete when your agency sends it to the
U.S. Office of Per son nel Man age ment, the final proc ess ing of your appli ca tion
for retire ment may be delayed until miss ing infor ma tion is obtained. How ever, if 
you take the steps out lined in this pam phlet, you can help assure that your
retire ment pack age is com plete and able to be proc essed with out prob lems.

The steps out lined below will assist you in pre par ing for retire ment.

Five or More Years Before Your Planned Retirement Date
Con tact your per son nel office and request to attend a pre- retirement coun sel ing
semi nar, if avail able at your agency.

Make sure your records are com plete. Ask your serv ic ing per son nel office for the 
fol low ing:

• A list ing of all pe ri ods of ci vil ian and mili tary serv ice that are veri fied in
your Of fi cial Per son nel Folder (OPF).

The pre ferred way to docu ment your serv ice his tory is for your agency to
com plete an SF 2801-1, “Cer ti fied Sum mary of Fed eral Serv ice”, (or an 
SF 3107-1 for FERS em ploy ees).

Com pare this list ing to your own rec ords, make sure the list is com plete, and
ask that a copy be filed in your per son nel folder for as so cia tion with your 
re tire ment ap pli ca tion when you re tire. If your check re veals that serv ice is
miss ing from the agency list, ask your per son nel of fice for as sis tance in docu -
ment ing the serv ice. If you have had part- time or in ter mit tent serv ice, the list -
ing should show time worked for this kind of serv ice. If you have serv ice that
was not cov ered by re tire ment that can be used in com put ing your an nu ity,
and have not paid a de posit for it, the date and amount of each pay rate and
any ad just ment to the tour of duty needs to be re corded.

• Veri fi ca tion that you will meet the age and serv ice re quire ments (and any
other ap pli ca ble re quire ment) for re tire ment on your pro posed re tire -
ment date.
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• An an nu ity es ti mate so that you can de ter mine whether your an nu ity,
along with any ex pected in come from other sources, will meet your needs 
at the time you plan to re tire.

The es ti mate should take into ac count the sur vi vor elec tions you plan to
make.

In ad di tion, if there are pay ments for ci vil ian or mili tary serv ice that you can
make that will in crease your an nu ity, you need to know how much these pay -
ments are and what your an nu ity will be with and with out the pay ments.

Since the in ter est con tin ues to ac crue on de pos its and re de pos its, if you 
in tend to make pay ment, you may want to com plete it as quickly as pos si ble.
Also, if you owe a sub stan tial amount, you may need time to ac quire the
amount needed. Re mem ber that, while pay ments for ci vil ian serv ice may be
made to the U.S. Of fice of Per son nel Man age ment when you re tire, mili tary
serv ice de pos its must be paid to your agency bef ore you sepa rate.

If you are a mili tary re tiree who must waive mili tary re tired pay to have the
serv ice used in your an nu ity, you also need to de cide whether you want to do 
this if you have not al ready made a de ci sion.

• If you are en rolled in the Fed eral Em ploy ees Health Bene fits (FEHB) 
pro gram, ask for veri fi ca tion that your per son nel file con tains your lat est 
en roll ment form that iden ti fies your pres ent plan, type of en roll ment (self 
only or self and fam ily), and op tion (high or stan dard).

Nor mally, to con tinue cov er age af ter re tire ment, an em ployee must have
been con tinu ously en rolled (or cov ered as a fam ily mem ber) in a plan (not
nec es sar ily the same plan) for the 5 years of serv ice im me di ate ly pre ced ing 
re tire ment. If you want to con tinue your Fed eral health bene fits cov er age 
af ter you re tire, there fore, you must re main cov ered in a plan within the pro -
gram un til you re tire.

If you are not en rolled (or cov ered as a fam ily mem ber) in the pro gram, con -
sid er ac quir ing cov er age now if you are in ter ested in hav ing the cov er age 
af ter you re tire. Ask your agency bene fits of fi cer about op por tu ni ties to 
ac quire cov er age.

• If you are in the Fed eral Em ploy ees Group Life In sur ance (FEGLI) pro -
gram, ask for veri fi ca tion that your pres ent cov er age is docu mented in
your per son nel file.

You will be able to con tinue your pres ent cov er age as long as you have been
cov ered for the 5 years bef ore you re tire. Con sid er what kind of cov er age you 
will want af ter you re tire and whether your cur rent cov er age will meet your
needs.
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• You may want to at tend an other pre- retirement semi nar, if avail able. Many
agen cies en cour age em ploy ees to in vite spouses.

• Re quest an up dated re tire ment es ti mate. Since you are now very close to
your planned re tire ment date, this es ti mate should be very close to your 
ac tual an nu ity amount.

Make an ap point ment with your serv ic ing per son nel of fice to go through eve ry -
thing and ver ify that any needed ac tion to ver ify or docu ment your serv ice and
in sur ance cov er age has been done.

• If you have un paid de pos its or re de pos its, re view the whole topic of pay ing
for serv ice, in clud ing post- 1956 mili tary serv ice.

• If you want to pay de pos its or re de pos its, you should al ready have asked for a 
bill ing.

• If you now need a bill ing, ask your per son nel of fice for as sis tance.

• Re mem ber that a de posit for post- 1956 mili tary serv ice needs to be paid to
your agency bef ore sepa ra tion.

Re view your sur vi vor bene fit op tions -- the types of bene fits that may be
elected, the eli gi bil ity re quire ments for sur vi vor bene fits, their cost, and the 
ne ces sity for your spouse to con sent if you want to pro vide less than full bene fits 
for him or her. Also, re mem ber that if you do not pro vide any an nu ity for your
spouse, he or she will not be able to con tinue Fed eral Em ploy ees Health Bene -
fits (FEHB) cov er age upon your death.

Ob tain cur rent in for ma tion about ex pected in come from other sources. Con -
sid er your thrift plan with drawal op tions, es ti mate the rela tive mone tary ad van -
tages of dif fer ent ways of with draw ing thrift plan funds, and con sid er the tax
ef fects of each. Also, if you have not al ready done so, ob tain in for ma tion about
Fed eral and, if ap pli ca ble, State taxa tion of your an nu ity and other in come. See
the list of pub li ca tions at the end of this pamph let for items that may be help ful
to you.

If you are en rolled in the Fed eral Em ployee Health Bene fits pro gram, ver ify
that you are eli gi ble to con tinue your cov er age as a re tiree. Ask whether your
per son nel folder con tains docu men ta tion that you have been en rolled in a plan
un der the pro gram for the 5- year pe ri od bef ore your re tire ment. If you will not
meet the 5- year re quire ment as of your planned re tire ment date, you may want
to de lay re tire ment un til you meet it. If your health in sur ance cov er age will not
con tinue into re tire ment, ask about the 31- day ex ten sion of cov er age and Tem -
po rary Con tinua tion of Cov er age.

Note:  If you are a mili tary re tiree, your Ci vil ian Health and Medi cal Pro gram of
the Uni formed Serv ices (CHAM PUS) cov er age counts to ward the 5- year re quire -
ment. How ever, you must be en rolled in the health in sur ance pro gram when
you re tire in or der to have health in sur ance cov er age af ter re tire ment.
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If you are in the Fed eral Em ploy ees Group Life In sur ance (FEGLI) pro gram,
ver ify that you will be able to con tinue your cov er age into re tire ment, and
ask how much the amount of in sur ance you want to keep as a re tiree will
cost you. If you were not en rolled in the pro gram for the 5 years of serv ice 
im me di ate ly pre ced ing re tire ment or for all serv ice since your first op por tu nity
to en roll, you can not con tinue your life in sur ance into re tire ment. This rule 
ap plies to all op tional life in sur ance cov er age, too. If you will not meet the 
5- year re quire ment for some or all of your cov er age as of your planned re tire -
ment date, you may want to de lay your re tire ment. You are en ti tled to con vert
your life in sur ance cov er age to a pri vate pol icy whether or not you are eli gi ble
to con tinue it into re tire ment.

Check any des ig na tions of bene fi ci ary you have on file to be sure that they
re flect your cur rent needs. If you have not filed des ig na tions of bene fi ci ary,
make sure that the nor mal or der of prece dence for pay ments will meet your
needs.

If you have not al ready done so, in form your su per vi sor of your in tended 
re tire ment date.

Six Months Before Retirement
Clear up any in debt ed ness to your agency — for ex am ple, for an out stand ing
travel ad vance or ad vanced leave.

If you are a mili tary re tiree who wants to waive your mili tary re tired pay, you
should no tify the Re tired Pay Op era tions Cen ter from your branch of serv ice in
writ ing at least 90 days, but no later than 60 days, bef ore your planned re tire -
ment date.

Two Months Before Retirement
Choose your ex act re tire ment date, if you have not al ready done so. Re mem ber
that for vol un tary re tire ments, Civil Serv ice Re tire ment Sys tem an nui ties can 
be gin on the first, sec ond, or third day of the month. How ever, in the Fed eral
Em ploy ees Re tire ment Sys tem, vol un tary re tire ments be gin only on the first of a
month.

Ob tain all the nec es sary forms and com plete them. Pay par ticu lar at ten tion to
the in for ma tion in the ap pli ca tion re gard ing Work ers Com pen sa tion and pay -
ments from the U.S. Of fice of Per son nel Man age ment (OPM). Ask your serv ic ing 
per son nel of fice for as sis tance if you have any ques tions. Fail ure to com plete
any form or item of in for ma tion that may be re quired in your case may cause
your per son nel of fice or OPM to de lay the fi nal proc ess ing of your ap pli ca tion
for re tire ment.

Sub mit all your forms to your su per vi sor or serv ic ing per son nel of fice. Keep a
copy for your own rec ords.
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Notes:

 1. If you have a Thrift Sav ings Plan (TSP) ac count, your agency will pro vide you
with a TSP with drawal pack age af ter you re tire. The pack age con tains in for -
ma tion and forms you will need to with draw your ac count. When you are
ready to make a with drawal elec tion — but not bef ore you sepa rate from
serv ice — sub mit the With drawal Re quest (Form TSP- 70) to the TSP Serv ice
Of fice in New Or leans, Lou isi ana.

2. If you are within 3 months of age 62 or older, you must con tact the So cial 
Se cu rity Ad min istra tion di rectly to ap ply for any So cial Se cu rity re tire ment
bene fit you are eli gi ble for. You can ap ply for bene fits by go ing to any So cial
Se cu rity of fice or by call ing (800) 772- 1213.

3. If you are within 3 months of age 65 or older, you should con tact the So cial
Se cu rity Ad min istra tion to ap ply for Medi care, in ad di tion to the So cial Se cu -
rity re tire ment bene fit.

4. If you have a vol un tary con tri bu tions (VC) ac count, you should be aware that
in ter est stops ac cru ing when you sepa rate for re tire ment. If you plan to 
re quest a re fund of your ac count, you should com plete form RI 38- 124, Vol -
un tary Con tri bu tions Elec tion, and send it to OPM now so that you avoid hav -
ing a gap be tween the date in ter est stops ac cru ing and the date you re ceive a 
re fund of the money in the ac count.

Section II: How Your Agency Processes Your Application for Retirement 

Your Personnel Office
The proc ess ing of your re tire ment ap pli ca tion be gins at your per son nel of fice.
The ap pro pri ate of fi cial in your per son nel of fice will check your per son nel folder 
to en sure that you meet the age and serv ice re quire ments for re tire ment and for
con tinu ing any in sur ance cov er ages you may have. He or she will also pre pare a 
Cer ti fied Sum mary of Fed eral Serv ice which lists your veri fied Fed eral ci vil ian and 
mili tary serv ice. You will then be given an op por tu nity to re view and sign the
Cer ti fied Sum mary for com plete ness and ac cu racy. Your per son nel of fice will
also take the fol low ing ac tions, if ap pli ca ble in your case:

• Cer tify your Fed eral Em ploy ees’ Group Life In sur ance cov er age to OPM, if
you ap pear eli gi ble to con tinue this cov er age into re tire ment.

• For ward any cur rent des ig na tions of bene fi ci ary that are in your per son nel
folder.

• Proc ess the Per son nel Ac tion nec es sary to sepa rate you from the Fed eral serv -
ice for re tire ment.

• Com plete and cer tify the per son nel of fice por tion of your re tire ment ap pli ca -
tion and the Agency Check list of Im me di ate Re tire ment Pro ce dures.

6





Un der OP M’s cur rent stan dards, your agency is ex pected to com plete its per -
son nel of fice and pay roll of fice proc ess ing ac tions and for ward your re tire ment
pack age to OPM so that it is re ceived within 30 days af ter you sepa rate. How -
ever, this proc ess ing stan dard is not met in all cases.

Note: Ap pli ca tions for dis abil ity re tire ment are not proc essed as de scribed
above. If you are ap ply ing to re tire on dis abil ity, your agency will nor mally send
your re tire ment ap pli ca tion, evi dence sup port ing your dis abil ity claims and pre -
limi nary retire- ment rec ords to OPM. OPM will re view the rec ords and de ter -
mine if you qual ify for dis abil ity re tire ment. If you are eli gi ble, OPM will no tify
your agency to sepa rate you from their rolls. The fi nal rec ords show ing your
sepa ra tion for dis abil ity re tire ment will then be sent to OPM.

Section III: How OPM Processes Your Application For Retirement

Shortly af ter it re ceives your ap pli ca tion for re tire ment, the U.S. Of fice of Per -
son nel Man age ment’s (OPM) Re tire ment Op era tions Cen ter, Of fice of Re tire -
ment Pro grams, will send you an ac knowl edg ment and your re tire ment claim
number. Your claim number will be gin with the let ters “CSA" (Civil Serv ice 
An nu ity). This number is very im por tant be cause you will need to ref er to it any
time you call or write OPM about your claim. [Note: If you are re tir ing on dis -
abil ity, the fact that OPM sends you a CSA claim number does not mean that
you have been found eli gi ble for dis abil ity re tire ment.]

If you need to con tact OPM bef ore you re ceive your CSA number, be sure to
pro vide them with the fol low ing in for ma tion about the Reg is ter on which your
re tire ment pack age was sent: the Reg is ter number, its trans mit tal and mail ing
dates, and the pay roll of fice number. This in for ma tion is avail able at your pay roll 
of fice as dis cussed in Sec tion II.

The Re tire ment Op era tions Cen ter will re view your ap pli ca tion pack age (and
any re tire ment rec ords OPM has on file from serv ice at a pre vious agency) and
as sem ble them into a re tire ment file. If your en ti tle ment to an nu ity is clear,
OPM will author ize re cur ring in terim an nu ity pay ments to pro vide you with an
in come un til your claim is com pleted. If nec es sary, OPM will re quest ad di tional
in for ma tion to de velop any in com plete serv ice his tory or in sur ance docu men ta -
tion that was not pro vided by your agency which may be needed to pro cess
your claim.

In terim an nu ity pay ments are usu ally be tween 85% and 95% of your regu lar
monthly pay ment af ter de duc tions — such as for health in sur ance. The OPM
goal is to author ize the De part ment of the Treas ury to make pay ment within 5
work days af ter re ceiv ing your re tire ment rec ords. The time frame within which
you can ex pect to re ceive your first in terim pay ment can vary from about 5 days 
to 2 to 3 weeks.
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The length of time it takes for your pay ment to come de pends on whether your
agency trans fers re tire ment in for ma tion via elec tronic me dium or only on pa per. 
If your re tire ment in for ma tion comes to OPM elec troni cally, OPM would usu ally 
de posit your first pay ment to your ac count in your fi nan cial or gani za tion within
5 work days af ter re ceiv ing your re tire ment in for ma tion. Please note that by law
OPM must de posit your pay ment di rectly, un less you qual ify for an ex cep tion to 
this re quire ment.

If your agency is sub mit ting only pa per rec ords and you qual ify for pay ment by
check, it may take as long as 3 weeks for the first check to come. This amount of 
time is needed for some one at OPM to re view your in for ma tion and com pute
the amount of the in terim pay ment, for the De part ment of the Treas ury to print
and mail a check, and for the Postal Serv ice to de liver the check to you.

OPM will send you a no tice in form ing you of the amount of your in terim pay -
ments. If Fed eral in come tax is with held, the no tice will show the amount. If you 
are en rolled in the health bene fits or life in sur ance pro grams, the no tice will not
show the cost of your en roll ment. In stead, the gross in terim pay ment amount
will be re duced to cover the in sur ance cost.

An nu ity bene fits ac crue through the end of the month and are pay able on the
first busi ness day of the fol low ing month. Once in terim pay ments are author -
ized, they con tinue un til fi nal ad ju di ca tion of your ap pli ca tion for re tire ment is
com plete.

Af ter the Re tire ment Op era tions Cen ter com pletes ini tial ac tions, it for wards
your re tire ment file to a claims ad ju di ca tion of fice. Your case will then be 
as signed to a re tire ment bene fits spe cial ist for the fi nal ad ju di ca tion of your 
ap pli ca tion for re tire ment. The bene fits spe cial ist will re view your en ti tle ment to
bene fits and will fol low up to ob tain any out stand ing docu men ta tion needed to
pro cess the ap pli ca tion for re tire ment.

When your re tire ment file is de ter mined to be com plete and ac cu rate, the
bene fits spe cial ist will de ter mine the amount of your monthly an nu ity bene fit
and will author ize pay ment of your regu lar an nu ity bene fit.

The proc ess ing time to com plete the fi nal ad ju di ca tion of claims will vary, of
course, ac cord ing to whether the re tire ment pack age your agency sub mits is
fully docu mented and ac cu rate. You can help with this pro cess by ac tively par -
tici pat ing in the docu men ta tion of your re tire ment pack age. The vol ume of work 
on hand at OPM also af fects the length of time it takes to com plete fi nal ad ju di -
ca tion.

OP M’s goal is to com plete the fi nal ad ju di ca tion of fully docu mented claims
within 45 days from the date of re ceipt from the pay roll of fices. In com plete 
re tire ment claims can take much longer be cause OPM will have to write or call
the agency that has the needed in for ma tion and then wait for a re sponse.
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• Re tire ment Facts #4 - Dis abil ity Re tire ment Un der the Civil Serv ice Re tire -
ment Sys tem (RI 83-4)

• Re tire ment Facts #5 - Sur vi vor Bene fits Un der the Civil Serv ice Re tire ment
Sys tem (RI 83-5)

• Re tire ment Facts #6 - Early Re tire ment Un der the Civil Serv ice Re tire ment
Sys tem (RI 83-6)

• Re tire ment Facts #7 - Com put ing Re tire ment Bene fits Un der the Civil Serv -
ice Re tire ment Sys tem (RI 83-7)

• Re tire ment Facts #8 - Credit for Un used Sick Leave Un der the Civil Serv ice
Re tire ment Sys tem (RI 83-8)

• Re tire ment Facts #9 - Re funds Un der the Civil Serv ice Re tire ment Sys tem
(RI 83-9)

• Re tire ment Facts #10 - Vol un tary Con tri bu tions Un der the Civil Serv ice 
Re tire ment Sys tem (RI 83- 10)

• Re tire ment Facts #11 - In for ma tion for Sepa rat ing CSRS Em ploy ees Who
Are Not Eli gi ble for an Im me di ate An nu ity (RI 83- 11)

• Re tire ment Facts #12 - In for ma tion About Re em ploy ment for CSRS An nui -
tants (RI 83- 18)

• Re tire ment Facts #13 - CSRS Off set Re tire ment (RI 83- 19)

• Re tire ment Facts #14 - Law En force ment and Fire fighter CSRS Re tire ment
(RI 83- 20)

Pam phlets ap pli ca ble to em ploy ees in either the Civil Serv ice Re tire ment
Sys tem or the Fed eral Em ploy ees Re tire ment Sys tem are:

• Court- Ordered Bene fits for For mer Spouses (RI 84-1)

• Work- Related In ju ries and Fa tali ties — What You and Your Fam ily Need to
Know About Your Bene fits (RI 84-2)

• Life Events and Your Re tire ment and In sur ance Bene fits (For Em ploy ees) 
(RI 84-3)

• Think ing About Re tire ment? (RI 83- 11)

Pub li ca tions for em ploy ees who are un der the Fed eral Em ploy ees Re tire -
ment Sys tem (FERS) are:

• FERS Bro chure (An Over view of Your Bene fits) (RI 90-1)

• FERS Facts #1 - In for ma tion for Sepa rat ing FERS Em ploy ees Who Are Not Eli -
gi ble for an Im me di ate An nu ity (RI 90- 11)
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• FERS Facts #2 - In for ma tion About Re em ploy ment for FERS An nui tants 
(RI 90- 18)

For em ploy ees who are eli gi ble to trans fer to the FERS:

• FERS Trans fer Hand book (A Guide to Mak ing Your De ci sion) (RI 90-3)

Pam phlets on the Fed eral Em ploy ees Health Benefits and Life In sur ance Pro -
grams are:

• Fed eral Em ploy ees Health Bene fits Guide (RI 70-1)

• Tem po rary Con tinua tion of Cov er age (TCC) un der the Fed eral Em ploy ees
Health Bene fits Pro gram (RI 79- 27)

• Fed eral Em ploy ees Group Life In sur ance Pro gram (FEGLI) Book let (RI 76- 21)

Available from the Internal Revenue Service by calling (800) 829-1040

• “Tax Guide to U.S. Civil Serv ice Re tire ment Bene fits” IRS Pub li ca tion 721

Note:
Most of the pub li ca tions listed above can be down loaded from OPM ONLINE
(OPM’s elec tronic bul le tin board) at (202) 606- 4800. To access OPM ONLINE,
your com mu ni ca tions soft ware should be set to the fol low ing:

Baud: Up to 28,800 Par ity: None
Data bits: 8 Stop bit: 1
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