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Employee 
 

5 Year Planning Prior To 
Retirement 

 
Employee 

12-18 Months Prior to 
Retirement 

 

Employee 

6-9 Months Prior to 
Retirement 

 

Employee 

90-120 Days Prior to 
Retirement 

 

Supervisor 

90-120 Days Prior to 
Retirement 

 

Human Resources Office 
(HRO) 

6-9 Months Prior to 
Retirement or Upon 
Contact Informing of 

Retirement 

 

1) Contact ABC-C for initial retirement estimates 

2) Review individual personnel file, eOPF for completeness and accuracy 

3) Utilize online calculators for income needs, annuity estimates and savings projections. i.e. Federal Ballpark estimator, EBIS, TSP and 
Social Security 

4) Adjust/Maximize TSP or other retirement contributions 

5) Confirm eligibility for maintaining Benefits into retirement. i.e. FEHB and FEGLI 

          

START THE 
PROCESS 

Contact ABC-C through Personal EBIS account 
or by telephone (1-877-276-9287, option #3) for 

updated retirement estimates 

 

Notify supervisor of 
intent to retire 

Contact HRO Technician Benefits 
Retirement Counselor to request/obtain 

forms, information and assistance 

Confirm receipts for all military and 
civilian deposits and/or redeposits 

Schedule a time with HRO Technician Benefits Retirement Counselor 
to meet and review /complete retirement packet for submission 

Submit personnel action to HRO for 
retirement request 

Submit personnel action for backfill 
request if appropriate 

Provide termination notice if 
appropriate 

Provide retirement packet 
documentation to 

employee 

Update tracking 
information 
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Human Resources Office 
(HRO) 

90-120 Days Prior to 
Retirement or Upon 
Contact Informing of 

Retirement 

 

Army Benefits Center – 
Civilian (ABC-C) 

 

Defense Finance and 
Accounting Service (DFAS) 

 

Office of Personnel 
Management (OPM) 

 

 

Schedule time to meet with 
individual for personal 

counseling 

Assist in completion of 
retirement paperwork 

Submit completed packet to 
the Army Benefits Center-

Civilian (ABC-C) 

ABC-C receives 
retirement 

packet; 
Employee 
receives 

“Retirement 
Application 

Received” e-mail 
notification 

Retirement assigned 
to a counselor 

approximately 30-60 
days prior to 
retirement; 

Employee receives 
“Retirement 
Application 

Assigned” e-mail 
notification 

Processes retirement, 
provides final 

retirement counseling 
to retiree prior to 
retirement date & 

creates retirement RPA; 
Employee receives 

“Retirement 
Application Completed” 

e-mail notification 

Retirement package sent by FEDEX to 
DFAS approximately 30 days prior to 
retirement date. Employee receives ABC-C 
retirement letter, retirement estimate, 
Certified Summary of Federal Service, 
Retirement Notification of Personnel 
Action (SF-50), TSP Withdrawal 
Information, Notice to Federal Employee 
About Unemployment Insurance, and 
Agency Certification of Insurance 
Status/Notice of Conversion Privilege (if 
enrolled in FEGLI) approximately 1-2 
weeks after date of retirement via U.S. 
Postal Service 

Receives 
retirement packet 

from ABC-C 

Determines final 
payment/lump sum 
leave payout/VSIP & 
pays out 2-4 weeks 

after date of retirement 

Generates Individual Retirement Record, attaches retirement 
packet and sends to OPM by FEDEX within 30 days after date 
of retirement.  DFAS forwards separation code to TSP so that 

employee can make a TSP withdrawal (employee cannot 
make a TSP withdrawal until 30 days after separation) 

Approximately 8-10 weeks after date of retirement, 
retiree receives 1st interim payment (75-85% of monthly 
annuity via direct deposit unless a waiver is requested) 

& assigns a Civil Service Annuitant (CSA) number 

Final adjudication received 
from OPM 4-6 months after 

date of retirement; final 
retiree annuity begins 

The End! 
Congratulations! 


