TEES Personnel

Retirement Processing Checklist - (ORP)
Name: ______________________________   Retirement Date: __________

Information to Employee:  Date:__________________
_______  A Look Ahead (A guide to retiring from the A&M System)
_______  University Retiree Benefits and Privileges

_______  Medicare Coordination

_______  Life/AD&D Insurance Conversion

_______  HR15 Information

_______  Copy of completed forms
Forms to Department:  Date:__________________
_______  Sick Leave Pool Donation Form & attachments (if applicable)

Forms to Payroll:  Date:__________________
_______  HR15 – ORP Notification of Change in Employment Status

_______  HR18 – TDA Notification of Change in Employment Status

Forms to System Office: Date:__________________
_______  HR 107 – Retiree Benefit Form

_______  HR 101 – Dependent Enrollment Form/Certification (if applicable)

_______  HR 106 – Medicare Coordination Acknowledgement Form
Forms to Personnel File: Date:__________________
_______  Bank Draft Authorization Form

_______  Copy of Retirement Counseling Acknowledgement Form

_______  Copy of Sick Leave Pool Donation Form & attachments (if applicable)

Action items:

_______ Code insurance changes

_______ Create first month invoice (if bills already processed)
_______ Send retiree follow-up letter

_______ Update 118 screen with bank draft information

_______ Update address

_______ Sick leave pool donation in LeaveTraq

Retirement Paperwork Completed by:_____________________  Date: ______________
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