









To:		{EMPLOYEE NAME}

From:		{CAMPUS ADMINISTRATOR}

Date:		{DATE}

Subject:		2010 Retirement Incentive Program


This is to advise you that the president has identified your position as being eligible for participation in Part A of the 2010 early retirement incentive program.  If you decide to participate in this program, you must provide the Office of Human Resources with written notification of your intention to retire at least 21 days prior to the effective date of your retirement (e.g., by December 10 if retiring on December 31).  In addition, you must have all of the appropriate paperwork on file with the Teachers’ Retirement System (TRS) no later than 14 days prior to the date you intend to retire (e.g., by December 17th if retiring on December 31).  Please be aware that missing the TRS deadline will mean that you will not receive the incentive.

You may choose to retire any time between {OPEN PERIOD START DATE and OPEN PERIOD END DATE}, provided you meet the years of service requirement with your retirement system.

It is important to keep in mind that you can only be paid for up to 30 days of accumulated annual leave when you retire.  If your current annual leave balance exceeds this number of days, you might want to work with your supervisor to attempt to reduce this balance prior to retiring.

You may convert up to 200 days of sick leave to pay for your health insurance coverage as a retiree.  To estimate your sick leave credits for retirement, please read and follow the steps suggested in the worksheet entitled “How To Estimate Your Sick Leave Credits in Retirement,” prepared by the New York State Department of Civil Service.

For your convenience, we have enclosed the following:

	1.) A sample letter of your intent to retire
	2.) A TRS Request for Estimate form 
	3.) A TRS Application for Retirement
	4.) A worksheet on how to estimate your sick leave credits in retirement

If you have any questions, please contact {CAMPUS ADMINISTRATOR}.


Attachments







M E M O R A N D U M




To:		Office of Human Resources

From:		{EMPLOYEE NAME}

Subject:	Request to Retire With Part A of the 2010 Early Retirement Incentive Program



I hereby file notice with the {CAMPUS} Office of Human Resources of my intention to retire under the provisions of Chapter 105 of the Laws of 2010, with the appropriate retirement incentive under the terms of that statute.  I understand that this declaration of intent must be filed with the Office of Human Resources at least 21 days prior to the effective date of my retirement.  In addition, I must file notice with TRS no later than 14 days prior to the date I intend to retire.



___________________________
Signature

___________________________
Title

___________________________
Retirement Date

___________________________
Date

