
Applying for 
Retirement

Federal Employees’ 
Retirement System (FERS)

Preparing for retirement; how to 
complete forms; common mistakes



Preparing for Retirement
 It’s never too early to start planning for 

retirement to make sure everything goes 
smoothly.

Retire in 5 years

Retire in 1 year

 Less than 1 year to Retirement

Applying for Retirement
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Start Planning for Retirement

Service Credit
Request an annuity estimate
Thrift Savings Plan
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Service Credit
 Service Credit – Request your Benefits Specialist to inform 

you of any periods of service under the Civil Service 
Retirement System (CSRS) or Federal Employee Retirement 
System (FERS) for which you did not make any retirement 
contributions and are eligible for deposit or redeposit.  The 
estimate provided will include an approximate principal 
amount and interest.  The Office of Personnel Management 
will make the final determination and “bill” you for the 
amount.  You choose if you want to pay the 
deposit/redeposit or not.  In most cases payment of the 
service time will help maximize your annuity
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Request an Annuity Estimate 
(FERS Benefits Statement)

 Contact your Benefits Specialist assigned to your 
organization.  You can find this information on the Human 
Capital Website, Contact Us link.

 You will be asked to complete the Estimate Request for so 
that your Benefits Specialist can give you a good estimate.

 OPM makes the final determinations on annuity amounts

 Attend Retirement Seminars
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https://www.usgs.gov/human-capital/human-resources-contacts
https://www.usgs.gov/human-capital/retirement-2022-webinar-schedule


5 years before Retirement
 The five year period before retirement is important 

because you must have insurance coverage for five 
years immediately before retirement to keep it after 
retirement (FEHB and FEGLI). You may also need 
some preliminary information to make decisions 
about when you can afford to retire and whether to 
make any necessary payments to receive credit for 
military or non-contributory service or repay any 
retirement contribution refunds.

 You should attend a Retirement Seminar every 5 
years prior to retirement.
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One year before Retirement
 Planning for Retirement in One Year
OPM Website provides detailed information of what you should be attending to.

 Steps to Take When You Get Within One Year of Retiring

 Check Documentation in Your Official Personnel Folder (OPF)

 Check Additional Records

 Check Your Health Benefits Records

 Check Your Life Insurance Records

 Paying a deposit to receive retirement credit for your military 
service after 1956; or for service where retirement deductions 
that were not withheld from your pay; or service where your 
retirement deductions were refunded to you
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https://www.opm.gov/retirement-services/csrs-information/planning-and-applying/#url=One-Year-Away


Within Months of Retirement
 Choose a retirement date – avoid losing annuity pay

 FERS employees should retire at the end of a month

 It doesn’t matter if it’s at the end of the week or end of the pay 
period, although ideal . . . Check the pay period calendar if this is 
important to you

 Determine Survivor Benefit - review the election opportunities to 
provide benefits after your death to your husband or wife, ex-spouse, or 
another person you designate as having an insurable interest in your 
continuing life. If you do not provide for a monthly benefit after your 
death, your survivor will not be able to continue coverage under the 
Federal Employees Health Benefits (FEHB) program.

 Eligibility for Medicare Coverage - You should contact the Social 
Security Administration at least three months before your 65th birthday 
to apply for benefits (if you choose).
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https://www.ssa.gov/benefits/medicare/


 Waiving Military Retired Pay –
If you are retired military and you have paid your full Military 
Deposit, and you now want/need to waive your military retired 
pay to receive credit for military service in the computation of 
your civilian annuity benefit, you should write the Retired Pay 
Operations Center at least 60 days before your planned 
retirement.

Send your waiver to:

Defense Finance and Accounting Service

U.S. Military Retirement Pay

P.O. Box 7130

London, KY 40742-7130
You can "fax" your request to 1 (888) 469-6559.
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 Suggested wording for your request is as follows:

"I (full name and military serial number) hereby waive my military retired 
pay for Civil Service Retirement System (CSRS) or Federal Employees 
Retirement System (FERS) purposes effective (the day before your annuity 
begins).

I hereby authorize the U.S. Office of Personnel Management to withhold 
from my CSRS or FERS annuity any amount of military retired pay granted 
beyond the effective date of this waiver due to any delay in receiving or 
processing this request.“

 Make sure you sign and date your request

 Provide a copy of the letter and fax receipt to Benefits to include with 
your Retirement Application Package.
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Maximum Annuity Benefit you can Receive

 There is no “maximum” amount under the Federal 
Employees Retirement System (FERS)

Exception:  FERS maxes out at 60% and 40% of high-3 salary 
for FERS Disability Retirement
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Complete your Retirement Application
 Review and complete, retirement forms and submit to your Benefits 

Specialist.  Your Benefits Specialist will email you the package of forms 
you are required to complete.

 You do not need to submit a separate letter of resignation. A completed 
and signed retirement application is equivalent to a letter of 
resignation. 

 If you are eligible for a retirement benefit, you should not resign, 
intending to submit a retirement application later. This is because if you 
die after separating but before filing the application, no life insurance, 
no survivor benefit, and no survivor health insurance coverage would 
be available to your survivor(s). You should, however, complete all the 
other required "exit procedures."
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FERS APPLICATIONS
Your benefits specialist will provide you 

with retirement forms.  You can also 
download forms from the OPM website 

Standard Forms (opm.gov)

10/3/2022 13

https://www.opm.gov/forms/standard-forms/


Open Sample SF-2818
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SF-2818 Continuation of Life Insurance 
Coverage as an Annuitant or Compensationer
 A signed and dated SF 2818 is required for all cases if an 

employee has FEGLI coverage at retirement

 Carefully review the elected coverage on the SF 2818 to 
ensure it is equal to or less than the coverage the employee 
is eligible to continue in retirement

 Review the SF 2818 in detail with employees to discuss the 
coverage options they are eligible for and what each 
election means for them in retirement

 Verify the SF 2818 accurately indicates “not continuing 
coverage” versus “not enrolled”

 Submit only one SF 2818 in a retirement package
10/3/2022 15



Open Sample SF-3107
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SF-3107 Application for Immediate 
Retirement (FERS)
 Section C - PROVIDE A COPY OF YOUR MARRIAGE 

CERTIFICATE

 Section F - Are you receiving Workers’ Compensation?

 Section F - Have you applied for or paid for a deposit or 
redeposit period?

 Section H - Do not attach a copy of a voided check.  Make 
sure you fill in the fields for your financial information

 Section H – Federal Tax – Do you want Federal taxes taken 
out of your annuity?  Either complete the W-4P or request a 
copy of the agency W-4 (current tax exemptions)

 Section I – Sign and Date your application!
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Open Sample SF-3107-1
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SF-3107-1 – Certified Summary of 
Federal Service (CSRS)

 Your Benefits Specialist will complete this form and send it 
to you.  You need to verify and sign and date at the bottom 
of the 2nd page.

 Make sure that all of your service has been documented.

 Question any service that you think may be missing or 
incorrectly annotated.

 If you paid the deposit or re-deposit, make sure it is 
annotated in remarks.
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Open Sample SF-3107-2
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SF-3107-2 Spouse’s Consent to Survivor 
Election (FERS)

 If you elect anything less than the MAXIMUM Survivor 
Benefit for your spouse, you are required to submit this 
form with your application.

 Form must be signed by your spouse in front of a notary.

 NO ELECTRONIC SIGNATURES.

 Make sure that all the dates match (date your spouse 
signed and the date the notary signed).

 OPM requires the ORIGINAL form, no scans or copies.
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Open Sample SF-3107- SCH ABC
Schedule A – Military Information

Schedule B – Retired Military Pay 
Information

Schedule C – Federal Employees’ 
Compensation Information

10/3/2022 22



SF-3107-ABC Schedules A,B,C

 You are required to complete this form if you have Military 
Service; if you are Retired Military; or if you are receiving 
compensation from FECA (OWCP)

 This form is not required if none of the above applies.

 Only complete the schedule that applies to you.

 Make sure you sign and date the bottom of the form.
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W-4P Federal Withholding Certificate for 
Pension or Annuity Payments

 Benefits does not advise on W-4 or Taxes . . . Please 
contact your tax accountant or financial planner

 You can keep the exemptions the same in retirement that 
you have as an employee.  Request your Benefits 
Specialist to include a copy of the Agency W-4 on file.

 If you want it changed, you can complete the W-4P and 
submit it with your retirement forms.
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BENEFITS 
SPECIALISTS

 Helpful Links | U.S. Geological Survey (usgs.gov)

 Human Resources Contacts | U.S. Geological 
Survey (usgs.gov)
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https://www.usgs.gov/human-capital/helpful-links
https://www.usgs.gov/human-capital/human-resources-contacts


QUESTIONS

???
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FERS ANNUITY SUPPLEMENT FORMULA 
 

Here’s the three step formula: 

1. Take your latest Social Security benefit estimate at age 62, which you can get by setting up a 
personal account at https://www.ssa.gov/myaccount/; 
2. Multiply that figure by your total years of FERS service, rounded up to the next higher year; 
3. Divide the product by 40. 

Note: Total years of FERS service means actual years of FERS service. It doesn’t include any 
years of non-FERS civilian service or military service for which you’ve made a deposit to the 
retirement system. 

The SRS ends at age 62, when you first become eligible for a regular Social Security benefit, 
even if you don’t apply for that benefit. 

Also note that it’s generally subject to the Social Security annual earnings limit, which will 
reduce the SRS by $1 for every $2 you earn from wages or self-employment above an annual 
limit which this year (2021) is $18,960. There’s an exception for special category employees: if 
they retire before their MRA, they can earn as much as they want without it having any effect 
on their SRS. When they reach their MRA, they’re treated the same as everyone else. 

 

https://www.ssa.gov/myaccount/


Retirement Estimate Notes 

When you retire you will be placed in what is called the “interim period” for about 4 to 6 months while 
OPM adjudicates your retirement.  During this time, OPM will pay you roughly 85% of the estimated 
annuity and deduct for Federal taxes only. OPM will deduct any FEHB, FEGLI, and survivor benefits 
premiums, if applicable, owed at the end of the interim period once your annuity is finalized.  If you were 
underpaid, then OPM will pay what is owed to you in a lump sum along with your regular annuity check.   

Don’t forget to add the FERS Supplement to your annuity! 

The FERS supplement is a percentage of what your SS benefit is estimated to be at the age of 62. It is paid 
by OPM and does not affect your future SS benefit.  If you are retiring prior to age 62 and eligible for the 
FERS supplement, you can add this amount to your estimated monthly annuity.  OPM will not pay this until 
your retirement is finalized.  You will receive the backpay for the supplement along with any portion of the 
annuity owed to you during the interim period. OPM’s Services Online will provide annuity statements. 
__________________________________________________________________________________________   

Thrift Savings Plan 

Your Thrift Savings Account is the 
third bucket of income that is part 
of the FERS 3-part retirement 
system. TSP is not listed on 
your FERS estimate.  You’ll want 
to visit TSP.gov or call for 

withdrawal options when you’re 
ready.  When you retire, you will be 
able to maintain your TSP account 
and make interfund transfers, but 
you must be taking the minimum 
distribution by age 70½. 

TSP loan balances not paid in full shortly after separation will be declared as taxable distribution to the 
IRS. Be sure to review the TSP loan pamphlet for your options.   This must be settled before any 

additional withdrawal features are allowed.   

FEHB 
Employees may continue health insurance 
coverage in retirement if they are covered for 5 
years immediately prior-to retirement. The 
annual open seasons that occur every fall 
and the costs of insurance premiums 
remain the same for employees and 
retirees. Retirees premiums will be withheld 
post-tax. (most employees’ are withheld pre-tax) 
If eligible, your health insurance coverage will 
transfer to OPM. For any qualifying life event 
changes (marriage, birth, etc.), you will be able to 
coordinate through OPM’s Services Online or 
provide an election form directly to OPM.   

FEGLI 
On page 4 of your estimate, you will see a 
breakdown of what life insurance will cost in 
retirement and the amount of coverage.  There 
will be a few choices that you’ll want to consider 
if you have more than the basic coverage.  Most 
employees will elect the 75% reduction for 
the Basic coverage and waive their Option 
B as they enter retirement.  Feel free to 
discuss the options with your retirement 
specialist. 

If you have Basic FEGLI coverage . . . 
The estimate will always have the 75% reduction option for the Basic coverage unless you’ve 

indicated otherwise. This means that you pay a low fixed rate until you turn 65 when the premiums 
will cease, and your insurable amount decreases 2% per month until it reaches 25% of its original 

amount (~3 years). The 50% reduction option and the no reduction option have fixed rates, but you 
continue to pay those premiums after reaching 65. 

Survivor Benefits 
You will also see on page 4 options for the survivor annuity that you may elect to leave a spouse.   If you 
are married, the default will be for your spouse to receive 50% (full/cost you 10%) of your annuity upon 
your death but you may choose the 25% option (half/cost you 5%) or no benefit.   A spouse’s ability to 
carry FEHB upon the retiree’s death is an important reason most choose a survivor benefit. Without any 
benefit elected for the spouse, the FEHB coverage for a spouse will terminate upon a retiree’s death.  An 
election less than the full benefit requires a spouse’s notarized signature.  You’ll need to provide a copy of 
your marriage certificate if you are married; so, start looking for it!  Discuss other survivor elections or 
court ordered benefits with your Retirement Specialist     

5-year Coverage Exception:  If your spouse will be eligible for a Federal retirement, then he/she may
be entitled to continue the FEHB coverage even if you don’t elect survivor benefits.  Please see your

retirement specialist for clarification. 

https://www.opm.gov/retirement-services/fers-information/types-of-retirement/#url=Annuity-Supplement
https://www.ssa.gov/
https://www.ssa.gov/
https://www.servicesonline.opm.gov/
https://www.tsp.gov/index.html
https://www.tsp.gov/index.html
https://www.tsp.gov/PDF/formspubs/tspbk04.pdf
https://www.opm.gov/healthcare-insurance/healthcare/
https://www.opm.gov/healthcare-insurance/life-insurance/
https://www.opm.gov/forms/pdf_fill/sf3107.pdf
https://www.opm.gov/forms/pdf_fill/sf3107.pdf
https://www.opm.gov/forms/pdf_fill/sf3107.pdf


Federal Taxes 

Your estimate shows a deduction for Federal 
taxes based your current payroll record.  Most 
employees maintain the same 
deductions for taxes in retirement until 
they have become acclimated to their 
new income and/or see a tax advisor. 
You will be able to adjust the tax withholdings 

State Taxes 

State taxes will not be deducted until your 
retirement is adjudicated and not until you log 

onto OPM Services Online to add that 
deduction.  However, you may type/write a 
brief memo that states the specific amount to 
deduct from which state, and I’ll add it to 

your retirement package. 
through OPM’s website.  

Additional Deductions 

Dental/Vision 

If you carry the dental/vision coverage through 
Benefeds, the premiums will not be deducted 
until your retirement is adjudicated. You will be 
responsible for the payments in the meantime or 
you will lose coverage.  Benefeds will send you a 
letter after you retire with instructions on how to 
make payments and there are instructions on 
your retirement application.  If you are not 
enrolled in dental/vision, you may still 
participate after retirement by enrolling 
during open season or with a qualifying 
life event, but you must be eligible to carry 

Long Term Care 

Long term care is handled similarly to the 
dental/vision insurance.  You will need to pay your 
provider directly until OPM finalizes your 
retirement.  If you are not carrying LTC as an 
employee, you may still apply through 
www.LTCFEDS.com. 

Flexible Spending Account 

If you have an FSA, you will need to incur expenses 
prior to retirement and any moneys remaining in 
your account will be forfeit.  You will not be able to 
participate in FSA in retirement.

FEHB in retirement.  

Retirement Process 

Please prepare to submit your paperwork about 2 months prior to your anticipated retirement date.  We 
will send your package to IBC (Payroll) who will then generate your Individual Retirement Record (IRR) 
reporting final sick leave balance and your retirement contributions while on this appointment.  The IRR is 
generated after your final salary check and before your lump annual leave is paid.  IBC overnights your 
entire record with your paperwork to OPM the week after the pay period calculates.  

Civil Service Annuitant Number 

When OPM receives your package, they will assign a Civil Service 
Annuitant (CSA) number that you will need to use when communicating 

with OPM.  They will also send a PIN.  You can track your retirement 
application package progress once it is in OPM.   This is the account 

number you will use to log into the Services Online (EEX equivalent). 

Annual Leave 

If you have unused annual leave when you retire, 
it will be paid out to you 2 pay periods after you 
receive your last pay check.  It will be deposited 
in the same account you had on file when you 
retired. Federal and Medicare taxes are withheld. 
State and Social Security will also be withheld if 
applicable. This is approximately 40%. 

Sick Leave 

As you may already know, any unused sick leave 
you have is converted to days to be included in your 
service which then adds to the amount of your 
annuity.   The number of sick leave hours is based 
on your unused hours at the time the estimate is 
prepared. 

Additional Resources as you Plan to Retire 

The Planning for Retirement has some answers to the most common questions.  You may also want to attend one of 
our quarterly webinars.   Additional information may be found on our Benefits website.  

This is a non-technical summary of the laws and regulations. It should not be used as the sole source of information. 

https://www.benefeds.com/
https://www.benefeds.com/
https://www.opm.gov/forms/pdf_fill/sf3107.pdf
https://www.ltcfeds.com/
https://www.fsafeds.com/
https://www.usgs.gov/about/organization/science-support/human-capital/retirement-forms
https://www.servicesonline.opm.gov/
https://www.usgs.gov/about/organization/science-support/human-capital/planning-retirement
https://www.usgs.gov/about/organization/science-support/human-capital/planning-future
https://www.usgs.gov/about/organization/science-support/human-capital/helpful-links


 

 
 
 

 
  

 
   

 
 

                
              

   
 

                
                  

                 
    

 
   

   
 

 
 
 
 

 
                      
  

Retirement Estimate Request Form 
Complete the questions on the next two pages and email both pages along with your 
Social Security Earnings Record, if applicable. 

You will need to provide your full earnings history if you under age 62 and covered 
under FERS; or if you are any age and covered under CSRS Offset. To get a copy of 
your SSA Earnings Record– Go to: https://www.ssa.gov/myaccount/ 

When you log into your SSA account, click on the link for Review your full earnings 
record now to view a complete list of your earnings history. You will need to print to 
PDF that page or copy and paste into a doc and then send it to your Benefits Specialist 
with this form. 

Benefits Specialists are assigned by Region or Director’s Office.  To find your Benefits 
Specialist, go to the following website and find your center or organization:  

https://www.usgs.gov/about/organization/science-support/human-capital/human-
resources-contacts 

https://www.ssa.gov/myaccount/
https://www.usgs.gov/about/organization/science-support/human-capital/human-resources-contacts
https://www.usgs.gov/about/organization/science-support/human-capital/human-resources-contacts


         

          

   

         
   

  

         

     
         

     

 

  

     

 

   

  

                                                                                            

                                                                            

  

    

  

  

 

 

 

  

            

       
       

        

                
              

 

_________________________________________________________________________________________________________ 

________________________________________________________________________________________________________ 

________________________________________________________________________________________________ 

REQUEST FOR  RETIREMENT ESTIMATE  

Name: ________________________________________________ Date of Birth 

Center: Email: 

Work Phone: Home Phone: Cell Phone: 

Projected Retirement Date(s): 

Retirement: FERS CSRS CSRS Offset Current Work Schedule: Full-time Part-time 

Type of Retirement do you wish to apply for (may check more than one): 

Optional FERS MRA+10 FERS Postponed Deferred 

Disability Early (if approved) Unsure 

Select if you have any of the following  types of special service from previous employment: 

☐ Law Enforcement ☐ Firefighter ☐ Air Traffic Controller ☐ Military Reserve Technician 

NOTE:   THE  CALCULATION THAT WILL BE DERIVED FROM THIS  INFORMATION IS  AN  ESTIMATE. YOUR ACTUAL ANNUITY 
MUST  BE DETERMINED BY THE U.S. OFFICE OF PERSONNEL  MANAGEMENT.  

The following questions will ensure that your service history is fully captured. Please answer to the best of your ability: 

1. Did you transfer from CSRS to FERS? NO (skip to #2) YES 

Est. Date of Transfer: Est sick leave balance at time of transfer: 

2. Do you have part-time Federal civilian service after 4/1/1986? NO (skip to #3) YES 

Please estimate dates: 

3. Do you have any Congressional service? NO (skip to #4) YES Est. yrs & mos: 

4. Have you ever separated from Federal service? NO (skip to #5) YES 

Did you withdraw your retirement contributions? NO (skip to #5) YES 

Approximately what year? 

Have you applied to pay that refund back with OPM?  YES  NO 

5. Do you have temporary Federal civilian service? NO (skip to #6) YES 

a. Have you applied to make a deposit on that service? NO (skip to #6) YES 

b. Estimate the amount you owe today: 

6. Do you have any Military service time?  NO (skip to #8) YES 

a. Are you retired? NO (skip to #7)  YES 

b. Will you be waiving your military retirement pay? NO (skip to #8)  YES 

7. Have you paid the military deposit in full? NO YES 

Post 1956 military deposit MUST be PAID IN FULL BEFORE retirement if you want to use this service towards 
your annuity computation. You will NOT be given the opportunity to make this payment after retirement. 



       

      
                        

     

            
                  

                  
           

 
 

 

      

   

  
 

 

          
     

                      

              

  
 

        
   

   

___________________________________________________________________________________________ 

_______________________________________________________________________________________________ 

_______________________________________________________________________________________________ 

________________________________________________________________________________________________ 

8. Are you married? NO (skip to #9) YES Spouse's Name & DOB: 

a. CSRS: Do you plan to elect the full 55% of your annuity? YES (skip to #7) NO 

If no, what base amount will you use? 

b. FERS: Select one of the following: 

)Full Surviving Spouse Annuity (50% Reduced (25%) None (0%) 

If you are unsure at this time, the estimate will show the maximum allowed with other examples. 
NOTE: You do not need to provide a marriage certificate for the estimate but you will need a copy at retirement. 

The next few questions address what benefits you would like to carry into retirement: 

9. To continue health benefits into retirement, you must have been covered under any FEHB plan, Tricare, or a 
combination of both, for the 5 years immediately preceding your retirement, or from your first opportunity 
to enroll.  Do you meet this requirement? YES NO 

10. Do you plan to continue FEDVIP Vision/Dental insurance into retirement? YES NO 
(FEDVIP does not need the 5-year requirement but you do need to be eligible for FEHB) 

11. To continue life insurance coverage into retirement, you must have had coverage for the 5 years 
immediately preceding your retirement.  Do you meet this requirement? YES NO 

a. At retirement, you will be required to select whether or not you would like your life insurance to be 
reduced at the age of 65. Each type of coverage provides different options. The default for estimates is 
to retain Basic but with a 75% reduction. 

Would you like to retain Basic FEGLI? NO YES (select reduction option) 
75% 50% no reduction 

b. If you have any of the optional FEGLI insurance, please indicate whether you would like to continue 
this coverage or have it dropped at age 65: 
Option A (Standard coverage will decrease 75% automatically at age 65) NO YES 

Option B (Additional) NO YES # of multiples to drop at age 65:

 Option C (Family) NO YES              # of multiples to drop at age 65: 

12. Would you like Federal Taxes withheld at the current rate as reflected on your pay statements?  YES
 NO Please indicate the rate: 

NOTE: State taxes can not be deducted in the estimates. OPM will not deduct for state taxes until your retirement is 
finalized. 

If you are covered under either CSRS Offset or FERS, please submit a copy of your most recent Social Security Benefits 
to aid in the computation of your FERS Annuity Supplement (under age 62), or your CSRS Pension Offset (at age 62).  

You may do so by visiting https://www.ssa.gov/myaccount/ 

Additional Comments: 

https://www.ssa.gov/myaccount
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