Processing Your Retirement


When you decide on a retirement date, you should contact your servicing personnel office at least three to six months in advance to file your retirement application.  Your personnel office will assist you in completing the necessary forms.  Once completed, the office will certify and ensure that all forms are completed.  The retirement package will be forwarded to your servicing payroll office.  At this point, you will receive your last paycheck, and in the next pay cycle,  payment of your unused annual leave.  Your payroll retirement record will be certified and forwarded with the retirement package to the Office of Personnel Management (OPM).

OPM
1.  Sends acknowledgment of your application 

· With your claim number (CSA  xxxxxx)

2.  Authorizes “Special Payments”

· Approximately 75% to 80% of full annuity
3.  Processes your application

· Computes the amount of your annuity

· Sends election letters

· Determines eligibility for continued Health Benefits and Life Insurance Coverage

4.  Authorizes “initial check” and regular annuity payments

5.  Sends booklet “Your Federal Retirement Benefits”

Average Time Frames For Processing 

Nondisability Annuities At OPM
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* Weeks Since Receipt Of Records At OPM

Interim Pay Authorized




2

Receive CSA # & Acknowledgment
 


Less than 3

Receive Interim Pay Check




3-4

*Payroll has up to two pay periods (30 days) to forward the retirement records to OPM after your separation.  In most cases, you will receive your last paycheck in the regular pay cycle, followed by the payment of your annual leave.  Your annual leave payment will have only Federal, State, Social Security, and Medicare tax deductions taken out.  For your planning purposes, you should allow 8-10 weeks for the receipt of interim pay from OPM from your retirement date.  

Contacting OPM:  Once you receive your CSA number, you may contact OPM by calling their Retirement Information Office at either the nationwide toll-free number, 1-88 US OPM RET (1-888-767-6738) or, for customers within the Washington, DC, calling area, (202) 606-0500, or, for hearing impaired customers, 1-800-878-5707 (TDD).   When you call, you can use the automated phone system, which is available 24 hours a day, seven days a week, or talk to a Customer Service Specialist from 7:30 a.m. to 5:30 p.m. Eastern time, Monday through Friday.  

To use the automated phone system’s features, you will need your CSA number and your Personal Identification Number (PIN).  After OPM completes processing your retirement, they will send you a PIN.  You can also obtain a PIN by calling a Customer Service Specialist, who will arrange to have a PIN mailed to you.  

Some of the things you can do using the automated system include:

-Report a missing payment

-Change your address

-Change Federal and state income tax withholding amounts

-Request verification of your income

-Request the current value of your life insurance

-Request verification of the survivor benefits you are providing

-Request retirement forms and brochures

OPM is continuing to add features to the automated system to permit you to take actions yourself.

(The automated features are not available if you call OPM on a rotary telephone.  You would need to speak to a Customer Service Specialist.)

You can also contact OPM on the Internet at http://www.opm.gov/retire/ to obtain retirement information, forms, and brochures, and to report a missing payment or the death of an annuitant.

If you need to write to OPM, the mailing address for general correspondence is:

U.S. Office of Personnel Management

Retirement Operations Center

Post Office Box 45

Boyers, PA 16017-0045

Addresses for Use After Retirement

Anytime that a person writes to OPM about retirement or survivor benefits, they should include their claim number (CSA or CSF number followed by 7 digits), date of birth and Social Security number in the letter.  They must also include their signature on any correspondence that they send to OPM.

Address general correspondence to:

For specific situations listed in 


U.S. Office of Personnel Management
AND
Box 1 below, write to:

Retirement Operations Center



Boyers, PA 16017


U.S. Office of Personnel Management






P.O. Box (Insert correct box number here)






Washington, DC 20044

For specific situations listed in Box 2 below, write to the address shown.

1.  In the Following Situations
Write to:

To report that a regular monthly payment was lost or not received.  First, the annuitant should contact his/her post office (or bank) to see if delivery might have been delayed.  If the annuitant has not received the payment by the fifth business day after the expected payment date, he/she should write to OPM.  The annuitant must sign the correspondence notifying OPM of the nonreceipt of an annuity payment.  They may also telephone about this by calling (202) 606-0500.
P.O. Box 7815

To obtain Federal Tax Election forms (form W4-P/A) in order to change income tax withheld from annuity payments.
P.O. Box 961

General inquiries about health benefits.  Enrollees are notified about the special mailing address for questions about the annual “Open Season” before each Open Season begins.
P.O. Box 14172

To notify OPM about a dispute over a health benefits claim with an annuitant’s health benefits carrier that he/she wants OPM to review.
P.O. Box 436

General inquiries about Federal tax withholding.  For information about State tax withholding, contact the State revenue service.
P.O. Box 989

Inquiries about garnishment of annuity for alimony or child support; apportionment of annuity awarded by a court; and court ordered survivor benefits.
P.O. Box 17

To respond to an OPM Disability Earnings Survey or Marital Status Survey.
P.O. Box 579

To submit Certification of Continued Entitlement to Adult Student benefits, or to inquire about such benefits.
P.O. Box 956

To send payments for deposits, redeposits, and overpayments (debts).  The annuitant should include his/her claim number on the check and should enclose the OPM statement associated with the payment.
P.O. Box 7125

2.  In the Following Situations:
Write to:

To report a change of mailing address.  (The annuitant must sign the correspondence.)  Annuitants must notify OPM about any change of address, even if they have their annuity payments sent directly to a bank.  OPM needs the correspondence mailing address for the purpose of sending important information (such as FEHBP “Open Season” packages) directly to the annuitant.  Address changes may also be requested by calling (202) 606-0500.
OPM

P.O. Box 440

Boyers, PA

16017-0440

To have monthly annuity payments sent to a bank by “direct deposit.”  The annuitant can ask the bank to complete a form “SF 1199A” and send it to OPM.  These changes may also be requested by calling (202) 606-0500 if the annuitant can provide all the information requested on SF 1199A.  
OPM

P.O. Box 440

Boyers, PA

16017-0440

To report the death of a retiree or survivor write or telephone.  In the letter please include the deceased’s:  full name, claim number, date of death, date of birth, and Social Security number, if known, or call the Retirement Information Office on (202) 606-0500 or report the death and identifying information by calling the special phone number for reports of death (202) 606-0133.  To apply for death benefits, survivors should request an Application for Death Benefits.  If the deceased had FEGLI coverage, survivors should request a Life Insurance Claim for Death Benefits form.
OPM

Retirement &  Operations Center

Boyers, PA

16017

To obtain information about retirement or Life Insurance designations of beneficiary, and to request or file designation forms.  Retirees should furnish their claim number, date of birth and Social Security number.  The annuitant must sign the request for such information from his or her file.
OPM

Retirement & Operations Center

Boyers, PA 

16017
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