
Retirement Plan Information Package Forms
Overview

The Retirement Plan Information Package includes a combination of forms that best meets each person’s situation.  For example, someone retiring upon entry to the MSERS would not need the GIC Form-1 to purchase long term disability insurance.  So, the GIC form would not be in their Information Package.  However, the DHE would include an application to retire from the MSERS in the “Retiree” package.

Therefore, some of the documents discussed in this overview may not pertain to your circumstances and would not be included in your own Information Package.

Also, due to the complicated nature of the S-60 project, some aspects of the implementation have changed since the first forms were drafted, and their templates loaded on the S60 database.   In these cases, the DHE’s IT group is currently updating the templates. We have  included these changes in the notes about the forms below.
Finally, participants must send all of their completed forms to the Department of Higher Education (DHE).  The DHE will coordinate processing of the forms with the rest of the Section 60 procedure.

Participants who send forms to other departments or agencies for processing or signatures will only delay the Section 60 process further.   The DHE must then allocate time and effort in contacting the participant to ask where the missing forms are, and then wait for the participant to find the originals and have them sent to the DHE.  Occasionally, the original can’t be found…...
1. Cover Letter

The cover letter provides brief comments/instructions on the forms and documents enclosed in the package.

Especially important, the cover letter:

· provides the Retirement Board’s email address for questions about service and cost estimates; and
· includes instructions to mail ALL of the forms to the DHE.

2. Statement of Service
The Statement of Service includes the Retirement Board’s estimates of service and the cost to purchase that service under Section 60.  The Statement is for your own records.
 Once you submit the MSERS Election Form to the DHE, your final cost will be reported in an updated “bill” from the Retirement Board.  This update will include additional service and cost for the period of time between the end date of the estimate calculations and the end date of the pay period during which you make your last contribution to the ORP.

Your cost will increase, during this period, but only by the contributions you make to the ORP.  No actuarial interest is assessed on these funds at this point in the process.

While the current version of the Statement of Service does not include the calculation end date, we are currently working to have that included in future Statements.

3.  MSERS Election Form
The MSERS Election Form reports your decision to transfer your ORP participation to the MSERS.  The form includes these stipulations:
· that you received sufficient information about Section 60 to make an informed decision;

· that your decision is irrevocable;

· that the Commonwealth’s Employer Plan Contributions to your ORP account and the related investment gains and interest will be transferred to the state’s Pension Reserve Fund, and therefore are not available to purchase service for you;

· that your own ORP contributions and the investment gain and interest thereon, to the extent possible, will be transferred to the State Board of Retirement to purchase Qualifying Service under the MSERS for you;
· that you may voluntarily instruct the DHE to utilize assets in the ORP that you transferred from the MSERS and/or that you rolled into the ORP from other retirement accounts.

If you believe that you will need these voluntary assets but are not sure of the amount to use, then mark the questions “Yes”, and leave the amount blank.  The DHE will work with you to transfer only those funds that are needed to purchase service; leaving the un-used portion of your funds in the ORP,t.

4. The MSERS New Member Enrollment Form
Participants electing to join the MSERS must complete this form and send it to the DHE.

Do not send the form to your campus administrator to complete Section B.  The DHE will do this for you; coordinating the flow of paperwork with the rest of the Section 60 process.
5. Standard Insurance Co. Request for Group Life Conversion Materials
Complete and return this form if you want to learn about converting your ORP group term life insurance to a policy that you would own, and for which you would pay the premiums.

This form is not a commitment to purchase the insurance.  It will generate an illustration of the amount of coverage you may convert and the cost to purchase that coverage.

This life insurance has no connection to any insurance you purchase from the Group Insurance Commission.

Converting your ORP group life insurance is purely voluntary.

5. GIC Form-1
Use this form only to report your intent to purchase long term disability insurance from the GIC upon entering the MSERS.  Purchasing this long term disability insurance is purely voluntary.

DO NOT use this form to report any other insurance purchases you may wish to make from the GIC.  You must contact the GIC separately to address any insurance other than the long term disability insurance.

DO NOT use this form if you already purchase the GIC’s long term disability insurance.

· Complete the top section of the form with information about yourself.

· Select “Long Term Disability (LTD)” box
· Report your annual salary (to the right of the LTD box)
· Report the Effective Date of your annual salary
· Sign and date the form at the bottom
· RETURN the form to the DHE.

DO NOT mail this form to anyone other than the DHE. The DHE will sign the form as the “Authorized Official”. The DHE will deliver the form to the GIC on your behalf.

6.  ORP Election form
Use this form only to report your intent to remain a member of the Optional Retirement Program.

Return the form to the DHE.

7. TIAA- CREF Direct Transfer Form
ORP participants holding assets with TIAA-CREF will receive this form.

There are two versions of the form:

1. one for those who have reported their intent to retire prior to January 1, 2016 
(“Retiree”), and

2. one for everyone else.
The forms are identical except that the “Retiree” form includes a statement of the person’s intent to retire.  This helps the DHE identify those participants for whom all of the TIAA Traditional Account will be liquidated upon transferring to the MSERS.

The “Employee Asset Transfer Authorization” section is very much like the “other assets” section of the MSERS Election form: you may indicate your voluntary use of funds either transferred or rolled into the ORP to help purchase your service.

IF you believe that you will need these assets but are not sure of the amount to use, then mark the questions “Yes”, and leave the amount blank.  The DHE will work with you to transfer only those funds that are needed to purchase service; leaving the un-used portion of your funds in the ORP .

8.  MSERS Retirement Information Sheet – S60
This is an application to begin a retirement income from the MSERS.  You would receive this if you reported a target retirement date that is within 2 months of the end of your 180-day election period (eight months from the time the DHE mails your Information Package).
Complete this form to the best of your ability and return it to the DHE with your other forms.

The DHE will forward this form to the Retirement Board after your last contribution has been made to the ORP.  If you have already terminated employment, and made your last ORP contribution, the DHE will send this application to the Retirement Board within two weeks of receiving your MSERS Election Form.

The Retirement Board cannot begin calculating your monthly retirement income until after you complete the purchase of your Qualifying Service under Section 60.

