myHR: Notice of Intent to Retire

Training and Reference Guide

Notice of Intent to Retire

Procedure to Complete NOI eForm

Access the Notice of Intent to Retire page in a web browser by logging into myHR with your university credentials.

1. Onthe myHR: Employee Self Service home page, click the Notice of Intent to Retire tile.

2. The Benefits Self Service landing
page appears.

a. Read the Employee
Instructions.

b. Click the Adda NOI
eForm link in the
lefthand menu.

7 Landing Page

+| Add a NOI eForm

(5] Update a NOI eForm

MPLOYEE INSTRUCTIONS

= Only employees in either the Defined Bene

Who should submit a Notice of Intent To Ret

Plan or Hybrid Plan who will meet

(3] View a NOI eForm

age 60 with at least 5 years of service) are
retirement benefits,

It is recommended that before you submit

Retirement Planning Checklist.

1. Schedule time to meet with your superviso
2. Approximately 60-90 days prior to your pla
1-3 of the Notice of Intent to Retire form.

marital status (document copies must be

copy; this can be obtained from the g

Decree.

death certificate.

minimum retirement eligibility requirements  at least age 55 with at least 10 ye

:quired to submit a Notice of Intent

ur notice, you visit the Pension Bei
an estimate of your retirement pension ben

For more information on how to initiate othe | retirement benefits through Fidelit

Steps to submit your Notice of Intent to Retii : (please read through all steps before proceeding):

review and discuss your retirement plan.
ed retirement date, log into MyHR and complete sections

3. To process your retirement, the plan require | proof of marriage documentation based on your current

1. Married: please provide a copy of you

ecorded marriage certificate (also known as a certified
nty clerk or State Vital Statistics department after the

2 Divorced: and were married during your employment, please provide a copy of your Divorce

3. widowed: and were married during your employment, please provide a copy of your spouse’s

4 You will be able to upload electronic versions of the required documents (as outlined in Step 3) when
you submit the Notice of Intent to Retire form.

5_1If, at the time of your retirement, you or any of your dependents will be Medicare-eligible and covered
on a medical plan in retirement, we recommend you contact your local Social Security office to enroll in
Medicare Part A and Part B approximately 60-90 days prior to your retirement date.™

=Enroliment in Medicare Part A and Part B is required to enroll in the Group Medicare Advantage plans
sponsored by the University of Missouri. Even if you are not eligible to enroll in a University plan, it is
important to know that failure to enroll in Medicare timely, when eligible, may result in lifetime penalties from
Social Security. Visit Medicare.gov for more information.

‘What happens after an employee submits their Notice of Intent to Retire form in MyHR?

UM SYSTEM
G enporesxsnce

Notice of Intent to Retire
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3. The Notice of Intent to Retire screen appears.
| + | Notice of Intent to Retire : Notice of Intent to Retire Form ID 3960423

Steps to submit your Notice of Intent to Retire (please read through all steps before proceeding):
Schedule time to meet with your supervisor to review and discuss your retirement plan.

a. The Employee Instructions from the previous screen are v

2. Approximately 60-90 days prior to your planned retirement date, log into MyHR and complete sections 1-3 of the Notice of Intent to Retire form.
d is played aga in here fOr your conven ience 3. To process your retirement, the plan proof of marriage documentation based on your current marital status (document copies must be legible). If you are:
a. Married: please provide a cop! corded marriage certificate (also known as a certified copy; this can be obtained from the county clerk or State vital
Statistics department after the marriage ce).

b. Divorced: and were married during your employment, please provide a copy of your Divorce Decree.
c. Widowed: and were married during your employment, please provide a copy of your spouse’s death certificate.

H ey 5 H 4. vou will be able to upload electronic versions of the required documents (as outlined in Step 3) when you submit the Notice of Intent to Retire form.
b. Inthe Retirement Eligibility section, read the oL I he tme of vos setrement o o amy of o Supentonts W be Hchennslg e and covered om o el i ecerment, e rocammend you contact
7

your local Social Security office to enroll in Medicare Part A and Part B approximately 60-80 days prior to your retirement date,®

acknowledgement. If you meet the requirements, click the wenrollment in wedicare art & and Pt 5 reied t envoll i the Group Hedicare Aduantage plans sponsared by the Uriversty of Missour. Even fyou sre ot
eligible to enroll in a University plan, it is important to know that failure to enroll in Medicare timely, when eligible, may result in lifetime penalties from Social Security.
Visit Medicare.gov for more information.

toggle button to add a checkmark.

Retirement Eligibility

If you do not meet the requirements, you will not be able to
To be eligible to initiate the retirement process, an employee is required to be at least age 55 with at least 10 years of service, or at least age 60 with
proceed Wlth the form Contact your cam pUS HR genel’ahst at least five years of service credit, at retirement date. At least one year of service credit was achieved after age 54.

| acknowledge | will be

for more information. Stlesat age 55 with at

least 10 years of
service, or at least age

. . . 60 with at least five

The Personal Information section appears if you added a checkmark years o service .
in step 3B to acknowledge the Retirement Eligibility statement. " east one year of
service credit was
achieved after age 54.

c. A Home Telephone is required.

Personal Information

d . | n the fleld that aSkS, "DO yOU wa nt your d ppllca ble InSU rance If any information is incorrect, please contact the HR Service Center (hrservicecenter@umsystem.edu) for further instructions.
and pension election forms sent to your work or post Name Empl D2
retirement email address?” expand the field and select Marital Status Date of Birth

. . *H Teleph Work Location UMSYS
either Post Retirement or Work. ome Hepene :.
*Do you want your i il Department .
and pension election forms sent to your \—-
work or post retirement email address?
e. The Post Retirement Email Address is important to ensure D Post Rtirement Email Address g Work Email Address pumsystem edu
continued communication from the University after you Work Telephone 573/832-2146
. . . . “Optin to share comacli_nfonnatinr! H!iﬂl _ o
retire. This email address should be the email address you your retiree association
plan to use in retirement. Keep in mind, retirees do not
retain their university email address except under a few
exceptions. More information is available in the Email Management Policy.

Employee Classification 1 Other Faculty & Staff

f.  Expand the Opt-in to share your contact information with your retiree association field and select Yes or No.
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g.

Enter your expected Retirement Date or click the calendar
icon to select the expected retirement date.

The Spouse Name and Spouse Birth Date fields are auto
populated if you have a spouse. If your spousal information is
incorrect, please contact your HR Generalist.

The Reason code is automatically assigned based on the
Retirement Date entered.

The Age field will display your retirement age based on the
Retirement Date entered.

NOTE: If the information you provide in the Personal Information
section changes during retirement, you may visit myHR to
update.

k.

The Home Address After Retirement section is auto
populated. If you need to change the address, click the link in
the paragraph above the address for instructions.

The Required Questions section asks two questions. The
default answer for each is unchecked, indicating No. If you
add a checkmark to the first question, a Dates of prior service
field appears, and you must enter the appropriate dates.

Read the Retirement Acknowledgement section. To submit
your intent to retire, you must click the Acknowledgement
toggle to display a checkmark.

i yuun isuies
association

T w

Spouse Name
Spouss i e

Home Address After Retirement

Action RET

- u.

If the address below is incorrect, please update your personal information in myHR before maving forward. Instructions can be found here. After retirement, please
remember to update your address in myHR as soon as you move to ensure state taxes are withheld correctly. If you have any questions, please call the HR Service

Center at 573-882-2146.

Address Line 1
Address Line 2
City

State

Postal Code

Required Questions

Columbia
MO
65201-3601

Do you think you may
have prior periods of
UM System
employment of at
least one year or
more?

At any time during
'your employment with
UM System did you
participate under the
Civil Service
Retirement System,
Federal Employee
Retirement System, or
Missouri State
Employee Retirement
system?

(.

I hereby elect io retire in accordance with the terms and conditions of the University of Missouri System Retirement, Disability & Death Benefit Plan or
Employee Retirement Investment Plan (“the Plan”) as siated in the Collected Rules & Regulations of the University o Missour Sysiem. | acknowiedge that |

benefits and

sufficient other information to make this decision to retire, and if applicable am relinquishing any rights to

wn.'m I'am entitled under the academic tenure regufations (Section 310.070 et. seq. of the University of Missouri System Collected Rules & Reguiations)

No Plan participant has the right to receive or retain benefit payments from the Plan prior to the time the Plan permits distribution or benefit
payments that exceed the amounts to which a participant is entitled (each an ’). Subject to laws, the

makes every reasonable effort to recover an impermissible payment plus interest. Upon discovery, the university ceases all future pension beneﬁr
payments under the Plan, and will either collect a lump sum repayment from you or adjust future benefit payments to correct the impermissible
payment. The university is required to take the aforementioned actions to protect the Plan and participants from any adverse tax consequences
reiating to impermissible payments from the Pian.

BY ELECTRONICALLY SUBMITTING THE NOTICE OF INTENT TO RETIRE FORM, | ACKNOWLEDGE THAT | HAVE READ THE FOREGOING NOTICE AND CONSENT TO ANY
CORRECTIVE ACTION TAKEN BY THE UNIVERSITY WITH RESPECT TO ANY IMPERMISSIBLE PAYMENT TO ME UNDER THE PLAN.

Acknowledgement
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n. If youare married and have any of the required documents in
digital format, you can submit them in the File Attachments

File

section. Trow
Status Action Description 11 File Name T4 Delete
. 1 Upload Delete
(You do not have to upload your attachments here. As noted in

the Employee Instructions section, you can submit hard copies
to your Retirement Generalist if preferred.) ¢ .

Select the type of document in the Description field, then click

the Upload button and follow the onscreen instructions. M

Once uploaded, the File Name field will display the file name.

You can click the Delete button if you need to remove an attachment.
Click the Add button if you have more files to attach.
o. Comments are optional.
p. When you are finished completing the form, click the Submit button at the bottom of the page.

(If you are not finished, you can click the Save button and return to finish later by clicking the Update an NOI eForm link in the menu.)
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4. Upon submitting, the Results page appears, confirming that your eForm has been successfully submitted. The next step in the process is performed
by the person whose name appears after “The eForm has been routed to the next approval step.”

The Transaction / Signature Log section displays information about each completed step in the process.

;". = | Notice of Intent to Retire : Results page Form ID 3960423

You have successfully submitted your eForm.
The eForm has been routed to the next approval step.

multiple approvers.

View Approval Route

Transaction / Signature Log 1 row
Current Date Time Step Title  User ID Description Form Action  Time Elapsed
1 05/20/2025 4:16:54PM Initiated . Submit

Refresh Log

5. Your HR Generalist will contact you to schedule a time to review your submission. If you have any additional questions, you can contact your HR
Generalist directly.

End of Training and Reference Guide
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