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than three weeks in 

advance of  
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Enroll in Retirement Plan Services 
online Digital Self‐Service tool. 

(Optional)

Run estimates using Digital Self-Service
Tool.

(Optional)

Call RPS to report your plan to retire 
and schedule an emergency retirement 
appointment (if unable to provide any 

notice, walk-ins are accepted same-day)

Attend scheduled follow-up
appointment with RPS. Once your 
forms are completed during your 

appointment, RPS will file your election 
and enter your information into a final 

processing log

RPS notifies your department head 
regarding your upcoming retirement

Your last day of work (Termination 
Date)

RPS confirms 
retirement 
eligibility

If Eligible

RPS provides an estimated eligibility 
date using current employment 

information and offers an estimate in 
place of initiating the retirement 

process

If Not Eligible

Your Retirement Effective Date, the 
first day of the month immediately 

following a member's termination date 

RPS receives your final payroll data and 
begins calculating your benefit with 

your final earnings and service 

RPS finalizes calculation with final 
payroll data. Adjustments are made to 

the payment option chosen at the 
follow-up appointment

RPS mails a letter informing you of your 
updated pension amount which 

includes your final pay earnings and 
service

Pension payment is issued on the last 
business day of the month. You will 

receive retroactive payments to your 
retirement effective date. 

Attend emergency retirement 
appointment and complete emergency 

retirement application to  preserve 
benefits only available to those who 

retire under an active retirement

RPS completes your calculation using 
current employment information and 
mails retirement packet in advance of 

follow-up appointment

Review the materials included in 
retirement packet and collect necessary 

documentation 
(i.e. Proof of age and Proof of Identity)
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