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Agenda

Preparing Retirement Forms
• Retirement prep work

• Your retirement application

• Continuation of FEGLI form

• Designation of beneficiaries

• Steps you can take to avoid 

mistakes

Potential HR, Payroll Office and OPM 

Errors, and How to Avoid Them
• Mistakes that may occur in the 

human resources office

• Resolving problems 

• Avoiding problems
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Preparing Retirement Forms
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Preparing Retirement Forms
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Learn

Learn the process

• Attend training

• Talk to recent retirees

• Keep up with changes

• Request counseling

Calculate

Calculate your 
benefits

• Request CSRS/FERS 
estimate for date from 
HR

• My Social Security 

• TSP online calculators

Gather

Gather documents

• Retirement applications

• Marriage certificate

• Divorce decree

• Service history 

• Military records

• OWCP records

Submit

Submit the 
application

• 30–90 days

• Keep copies

• Finish final work

• Notify your office

• Enjoy your final days on 
the job

Retirement prep work



Preparing Retirement Forms 

• Forms for CSRS and FERS retirement 
general guidance
▪ www.opm.gov/forms

▪ Use the fillable forms

▪ Changes to acceptable signature 
requirements

• Original ink signatures

• Electronic signatures submitted by agency

• PIV or CAC 

• DocuSign, HelloSign, Adobe Sign or other 
third-party software

• Spouse’s consent must be notarized and 
signed by spouse (may use remote/electronic 
notary)
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Your Application for Immediate Retirement

http://www.opm.gov/forms


Preparing Retirement Forms 

• CSRS – SF 2801

• FERS – SF 3107
▪ Section A – The same for CSRS and FERS
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Will you be moving?

Will you be traveling?

Make sure OPM can find 

you.

Your Application for Immediate Retirement



Preparing Retirement Forms

• CSRS – SF 2801

• FERS – SF 3107
▪ Section B – The same 

for CSRS and FERS
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You will retire COB this date

SF-50 Notification of Personnel Action 
Your Application for Immediate Retirement



Preparing Retirement Forms

• CSRS – SF 2801
▪ Section E – Marital Information

• FERS – SF 3107
▪ Section C – Marital Information
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➢ No name required for Clergyman or 

Justice of Peace, just a check 
➢ RI 38-86 – “Proof of Marriage for the 

Purpose of Obtaining Retirement 

Benefits”

Your Application for Immediate Retirement



Preparing Retirement Forms

• CSRS – SF 2801 – Section F –

Annuity Election
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▪ Default election if married

▪ 55 percent of $_______ base 

amount receives COLA; need 

spousal consent

▪ Provide for current spouse as if 

former spouse court order doesn’t 

exist

Your Application for Immediate Retirement



Preparing Retirement Forms

• FERS – SF 3107 – Section D –

Annuity Election
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▪ Default election if married

▪ 5 percent reduction/25 percent              

benefit; need spousal consent

▪ Provide for current spouse as if former 

spouse court order doesn’t exist

Your Application for Immediate Retirement



Preparing Retirement Forms

• Insurance information

▪ CSRS – SF 2801 – Section D

▪ FERS – SF 3107 – Section E
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Your Application for Immediate Retirement







Preparing Retirement Forms

• Other claim information
▪ CSRS – SF 2801 – Section C

▪ FERS – SF 3107 – Section F 
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• Have you ever taken a refund of retirement contributions?

• Have you paid a deposit or redeposit of retirement contributions?

• Only CSRS employees may make voluntary contributions.

• Are you a reemployed annuitant?

Your Application for Immediate Retirement



Preparing Retirement Forms

• Direct deposit and tax withholding 
▪ CSRS SF 2801 and FERS SF 3107 – Section H 

• Overseas retirement
▪ OPM will pay by check if funds transfer not 

permitted

▪ Foreign banks may convert amount to local 

currency. Solution: Deposit into U.S. account; 

make ATM withdrawals abroad or wire funds as 

needed

• OPM will not withhold state income tax 

until you call, write or submit request 

online
▪ Use OPM Services Online to start, stop or change 

tax withholding
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Don’t forget to sign!

Your Application for Immediate Retirement



Preparing Retirement Forms 

• Schedules A, B and C – same 

for CSRS and FERS
▪ Schedule A - Military Service 

Information

▪ Schedule B - Military Retired Pay

▪ Schedule C - Federal Employees 

Compensation Information

▪ Attach documentation as noted on 

form

▪ You cannot pay military deposit to 

OPM after retirement
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Your Application for Immediate Retirement



Preparing Retirement Forms

• SF 2818 – “Continuation of Life 

Insurance Coverage”

• Basic Life
▪ 75 percent reduction

▪ 50 percent reduction

▪ No reduction

• Option A – yes or no

• Option B and Option C
▪ No reduction or full reduction 

▪ Mix and match multiples
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Continuation of FEGLI

If you continue FEGLI, you will pay premiums until age 65 and retired, then election will begin.



Preparing Retirement Forms

• FEGLI – SF 2823

• CSRS – SF 2808

• FERS – SF 3102

• TSP – TSP-3

Be sure to keep these forms 

updated as life happens. 
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Designation of Beneficiaries

https://www.opm.gov/forms/pdf_fill/sf2823.pdf
https://www.opm.gov/forms/pdf_fill/sf2808.pdf
https://www.opm.gov/forms/pdf_fill/sf3102.pdf
https://www.tsp.gov/forms/tsp-3.pdf


Preparing Retirement Forms

Steps you can take to avoid 

mistakes

• Know the rules

• Read carefully

• Have someone else edit/double 

check for errors and omissions

• Make a copy of your completed 

application

• Request a review by HR

• When in doubt, find out
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Remember: Scratch-outs, white-outs, 

lineouts or any other type of corrective 

actions are generally not acceptable.



Potential HR, Payroll Office and OPM Errors, 

and How to Avoid Them
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Potential HR, Payroll Office and OPM Errors, and 
How to Avoid Them

Mistakes that may occur in the human resources office
• Agency’s failure to fully document whether an employee meets the 

requirements to continue FEHB coverage into retirement

• Incomplete SF 2801 (CSRS) or SF 3107 (FERS)
▪ Survivor election missing

▪ Spousal consent missing when less than full spousal election chosen

▪ Court order question in marital section unanswered

• Certified Summary of Federal Service (SF 2801-1 or SF 3107-1)
▪ All service must be listed

▪ Indicate military deposit paid in full
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Potential HR, Payroll Office and OPM Errors, and 
How to Avoid Them

Mistakes that may occur in the human resources office
• Spousal Consent Form

▪ Check notary not expired

▪ Spouse signs, not retiree

• VERA authority must be listed (if applicable)

• DSR claims must include written employee notice

• Agency certification letter for special groups 

(e.g., LEO, ATC, FF)

• FEGLI changes must be documented during last five years

• Using obsolete forms
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Potential HR, Payroll Office and OPM Errors and 
How to Avoid Them

Mistakes that occur in the 

payroll office
• Some common areas to check

▪ Service history must be 

complete 

▪ Part-time tours of duty and/or 

hours worked, intermittent and/or 

WAE time worked, and any 

LWOP must be documented 

▪ Unused sick leave balance must 

be posted
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Potential HR, Payroll Office and OPM Errors, and 
How to Avoid Them
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Agency Audit Monthly 

Report
• Percentage of cases with 

errors (agencies who 

submit at least 15 

cases/month)

• Low: 4 percent, Joint 

Payroll Office; 5 percent 

DOL; 6 percent, US 

Courts; 5 percent, GSA

• High: (At or above 30 

percent) DOC; DHS; DOJ; 

Dept. of State; DC

Average: 17 percent



Potential HR, Payroll Office and OPM Errors, and 
How to Avoid Them

Office of Personnel Management
• OPM carries a backlog of retirement claims and processing 

delays are common
▪ Have up to six months of living expenses on hand at retirement

▪ 2019 GAO report recommends improving data collection, assessing 

strategic vision for modernizing paper-based applications, addressing 

staffing capacity and minimizing the number of incomplete applications

• Before computing the benefit, the OPM adjudicator determines 
▪ If all necessary information is included in retirement package

▪ If the eligibility requirements are met for 
• Annuity 

• Health and life insurance

23



Potential HR, Payroll Office and OPM Errors, and 
How to Avoid Them

Office of Personnel Management

• OPM stores the paper retirement file until all benefits have 

been applied for and paid to all eligible heirs, and 115 years 

have passed from the date of birth (or 30 years after the date 

of death, whichever is sooner)

• Audit of OPM improper payments “Do Not Pay” Initiative

▪ Retirement Services paid three deceased annuitants out of 197 

sampled, a total of $421,040 in potential improper payments
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Thank you!

A NARFE Federal Benefits Institute Webinar

Presented by Tammy Flanagan

Email fedbenefits@narfe.org

Closed Captioning (CC) is available on the recorded version of this webinar.
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