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Retirement Checklist


Please contact Benefit Services to confirm your retirement Tier at least 6 to 12 months before you set a retirement date if you think you may qualify for the UI retiree health plan benefits upon retirement.  

You must be enrolled in one of the University’s medical plans to transition to a retiree health plan. More information may be found at http://www.webs.uidaho.edu/fsh/3730.html.

Special Note for Academic Faculty:  When contemplating a retirement date, you will need to take into consideration spread pay issues if the retirement date is not the end of the contract year (June).  For example, if an academic faculty member decides to retire at the end of the fall semester (December or January) notice should be given prior to start of the new fiscal year contract. This allows for adjustment of the biweekly salary to prevent overpayment of salary. Overpayments will result in salary being paid back to the University and loss of creditable service and retirement plan contributions. 

Two months prior to Retirement

1.) An Electronic Personnel Action Form (EPAF) is generated by your department in Banner after you have submitted your notice of retirement to your department (FSH 3940).  The effective date of your retirement is the last working day of the month or the last day of fiscal year (FSH 3730).  If you are a PERSI participant, the EPAF triggers the employer confirmation of retirement (also known as the RS-109) to be generated and sent to PERSI. 
2.) If you have annual leave, please review your leave balance with your supervisor or department head. You may be asked to use all or some of the leave prior to retirement. Unused annual leave at the time of retirement will be paid out and included in your final paycheck.  The final salary paid is on the next regularly scheduled pay date, about two weeks after the last day worked. Unused sick leave is not paid out upon retirement/termination. 
3.) Call the Social Security office (877) 405-9796 or visit www.ssa.gov if you are age 65 or if you wish to inquire whether any additional information is needed in order to promptly process your benefits.  Special Note* Medicare Parts A and B must be accepted when first eligible after or upon retirement. Failure to do so will result in loss of eligibility and participation in the University retiree health plan.  Part D of Medicare (effective 1/1/2006) is NOT required at this time for Tier I retirees unless they have elected the University’s Plan B. Tier II through IV retirees must enroll in Part D when first eligible. Please refer to Benefits by Tier. Coincident with Medicare eligibility the retiree may make an irrevocable election to continue dental coverage on a self pay basis. 
4.) Schedule an appointment with a benefits specialist in Benefits Services (208-885-3608) to review benefits. Spouses are welcomed to attend.  At the time of retirement you must make an irrevocable decision as to which retiree health plan you wish to enroll in. Emeriti and honored staff retirees that meet eligibility criteria must select either a high deductible plan (HDHP) or a traditional PPO health plan. The rates vary by Tier and plan elected. Currently, for the high deductible plan there is no monthly cost for the retiree under Tiers I, II, and III. Both plans are subject to plan design and rate changes each calendar year based upon plan experience. 
5.) Consider reviewing and organizing your personal/professional papers of historic importance for donation to University Archives.  The institutional memory of the University depends on having written records that reflect the accomplishments of both departments and individuals.  For more information contact University Archives at 885-7951, or e-mail at libspec @ uidaho.edu.  Our web page may be found at the following:  http://www.lib.uidaho.edu/special-collections/sc-intro.htm.
Retirement
If you qualify as an honored emeritus or honored staff retiree with continuing health plan benefits, the first of the following month you will automatically move to the retiree health plan.  An enrollment form electing your retiree health plan and dependent list (those currently covered under the active plan) must be completed. Your health plan choice upon retirement is irrevocable.  Monthly invoices are mailed from the Benefits Administrator to the retiree.  Retirees do not have an annual enrollment window. Eligible dependents must be covered under the active plan prior to your retirement to be eligible for retiree dependent coverage. After retirement, dependents may be added ONLY upon marriage, or the adoption or birth of a child.  Loss of other health plan coverage is not a qualifying event to enroll dependents. Please remember to keep your mailing address current with the University. The summary plan descriptions for the health plans contain specific details and are located at http://www.uidaho.edu/benefits/forms. Sick leave conversion and retiree self pay options may be available for other qualifying UI retirees. http://www.webs.uidaho.edu/fsh/3730.html#C 
PERSI members should be in contact with PERSI representatives for retirement estimates, questions, or concerns regarding PERSI benefits. The toll free number to contact PERSI is 1-800-451-8228. Retirement planning workshop schedules, a retirement checklist, and additional PERSI information is available at http://www.persi.idaho.gov/.
Contact Benefit Services at (208) 885-3608 for any questions about UI health or life insurance benefits or other UI retirement benefits.  Tier I retirees - please remember to keep your beneficiary current. Portability options are available, within 30 days of retirement, to continue your life insurance coverage at a level equal to your active life insurance coverage, on a self pay basis.
After Retirement (Honored Emeriti or Honored Staff Retiree only 1 & 2)
1.) Get new I.D. from the Vandal Card Office.
2.) Visit Parking and Transportation Services to return your current parking permit and obtain your gold retiree parking permit. If you enrolled in the permit auto-renewal program you must return your permit in order to relieve you of responsibility for payment and use. The complimentary retiree permit is for the retiree’s use only and is not transferable to another individual. 
3.) All retirees are welcome to join the UI Retiree Association. No membership fees!   http://www.uidaho.edu/alumni/uira/join            
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