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Human Resources

Retirement Preparation Checklist


One Year Before You Retire

· Discuss retirement plans with your spouse
· Prepare a realistic retirement budget
· Contact current and former employers for pension and retirement benefits information
· Determine what additional health care or long-term care coverage you’ll need
· Assess the adequacy of your investment portfolio; increase your retirement plan contributions and your savings in taxable accounts if necessary and determine if you can still retire in one year
· Review your preparations once a year and adjust them as necessary
· Meet with your financial adviser and/or attend a retirement planning seminar
· [bookmark: _GoBack]Review personal and major medical leave balances and begin using days as not to lose left over days

Three - Six Months Before You Retire

· Meet with a financial advisor or attend a retirement workshop to help determine your financial situation and potential income sources and update your retirement budget. Schedule an appointment with Human Resources to complete the Pre-Application for Service Retirement Benefits form.
· Confirm beneficiary designations are up-to-date with PERS and/or investment vendors.
· Provide your retirement date to your department and write a resignation letter
· Attend a Retirement Orientation workshop
· Apply for Social Security three months before you want payments to begin
· If you are 65 or older, sign up for Medicare parts A& B three months before you retire and enroll in a Medicare Part D plan.

One - Two Months Before You Retire
· Return all PERS forms 
· Contact your department to confirm your retirement process
· Review/update your contact information and print out prior paystubs and tax forms from Employee Self Service located through myDSU. Your access will be suspended on the date of your retirement.
· Schedule an appointment with Human Resources to finalized health, life and ancillary benefit enrollment. You must return your enrollment forms within 30 days. 
· 403(b) participants should contact their retirement vendors for distribution paperwork 10 days after receiving their final paycheck. 
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