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| SECTION II - -~ HHAT IS BEING DONE NOY -

(A) BY- THE DEPARTMENT: ‘ :
- The following is a brlef descrlptlon of hov ‘the procedures

,operate within’ the Department when its- employees- reach retlrement
(or vhen ‘an employee’ announces his decision to retire before
reaching 65) In fact,’ thls is the onlv action now belng taken
‘under what mlght .be called- "Preparatlon for Retirement®; i
' l.' . Superannuation Section (APR) keeps lists of all employees
 approaching their 65th birthday, and some six months before -
‘that date alerts the pay section (APRE) and Personnel Oper-
ations. (APO). ' '
2, .+ -APO sends out a letter to the employee along the follovlng
~ lines about six months before retirement:

-1 have been informed that you will reach your- 65th
-Jblrthday on (date) 'so that, as provided in the Public’
Service Superannuatlon Act, you should now plan on retire-
ment from the public.service on that date. I am bringing
thic to your attention at this early date because it may
take several months to complete the administrative processes
-reloting to your retirement and you would not u1sh to have g
pen=1on and other arrangements delayed. 5
Our Staff Relztions ‘and Compensation D1v151on is :
now preparing-the necessary forms, CT-400, T-1l, and other
documents end will be sending them to you soon. In this
connection, ue note that your home address is .se.s -YoOUu
will ‘undoubtedly be.aware that all your vacation leave -
‘credits should be. liquidated prior to-your 65th birthday and
T would suggest that it would ‘not ‘be 100 early now to discuss
the question of your leave.and of your last day on duty -
with (superfluor) and inform us in due course,
© " 'The USSEA will, of course, be informed of your
impending retirement and will undoubtedly be writing to
wvou at a date nearer to the event.

Signed  Associate Director L .
: Personnel Operations Dlvzslon o

Thic letter may also include a paragraph-

e rely on you not to divulge any information of an
official nature that may have come to your knowledge as a :
. result of your cnoloyment in the Department. In this - T L R

connection you zre reminded that you continue to be bound R . r
by the terms of the Oath of Office and Secrecy.




