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1. PURPOSE

The purpose of this instruction is to docunent the
procedures followed by the Human Resources Departnent in
processing retirenment applications.

2. APPLI CABI LI TY

The procedure applies to the processing of all MSFC
enpl oyee retirenent applications.

3. APPLI CABLE DOCUMENTS

The Civil Service Retirenment System (CSRS) and Feder al
Enmpl oyees Retirenment System (FERS) Handbook for Personne
and

Payroll Offices.

NPG 1441.1 NASA Records Retention Schedul es
4. DEFI NI TI ONS AND ACRONYMS
OPF — Official Personnel Fol der

OPM — Office of Personnel Management; Federal Agency with
responsibility for regulating all aspects of Federal
personnel prograns

5. I NSTRUCTI ONS

The gui delines established in the referenced “Applicable
Docunents” (above) will be adhered to in all matters
related to Retirenent Operations.

The Enpl oyee Rel ati ons Specialist (Retirenent Coordi nator)
obtains the Annuity Estimate from either the Retirenent
Annuity System or the GRB, Inc. program

The information is relayed to the requesting enpl oyee
al ong with explanations, if necessary. |If counseling
session is requested, an appointnment tinme is designated
and the Retirement Coordi nator counsels the potenti al
retiring enployee with information regarding his
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retirement system insurance, taxes, paynent schedul e, as
wel | as advise regarding the recei pt schedul e for any
correspondence fromthe Ofice of Personnel Managenent.
Retirement packages which contain the SF2801 or SF3107 are
furni shed the enployee upon notification of intent to
retire.

The conpleted retirenment forns are then submtted to the
Retirement Coordinator. The Retirement Coordi nator
reviews the package for accuracy and conpl et eness and
requi red docunmentation. The Retirement Coordi nator
prepares the SF52, routing sheet, and the annuity
estimate, and routes the package to the Adm nistrative
Services Ofice within the Human Resources Departnment for
processi ng.

When the Utility Copy of the Notification of Personnel
Action (SF50) is received by the Retirenment Coordi nator
fromthe Adm nistrative Services Ofice, it is attached to
the retirement package copy and fil ed.

6. NOTES
None

7. SAFETY PRECAUTI ONS AND WARNI NG NOTES
None

8. APPENDI CES, DATA, REPORTS, AND FORMS

SF2801
SF3107
SF50
SF52

9. RECORDS

Record Type: Official Personnel Fol der (OPF)
Responsi bl e Party: Retirenment Coordi nator
Locati on: Human Resources Depart nent
Bui | di ng 4200
Room 334
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Records Retention Schedule: Once the retirenment is
conpl ete and the enpl oyee separated fromcivilian federal
service, his/her personnel records are forwarded to OPM
for maintenance.

10. TOOLS, EQUI PMENT, AND MATERI ALS
None

11. PERSONNEL TRAI NI NG CERTI FI CATI ON
None

12. FLOW DI AGRAM

None
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