
Three-steps To Retire

Retire in three easy steps!
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Presentation Notes
As an ERS member, there are only three steps you need to take to retire. That’s right! There are only three easy steps. In this video we’ll talk about the three steps you need to take to apply for ERS retirement.

Keep in mind that your agency may have other things they need you to do, such as turn in your badge and attend your retirement party! 



Three-steps To Retire

Step 1: Create retirement estimate

www.ers.texas.gov
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Your first step is creating your online retirement annuity estimate. Creating an estimate will give you a good idea about how much your annuity will be each month. 

Start by going to the ERS website and logging into your ERS OnLine account. 

Click “My Account login” and “Proceed to login.” Then, enter your username and password. If you don’t remember what those are, click on “Forgot Username” or “Forgot Password.” If you do not have an account set up, you can hit the ‘Register Now’ button in the green box and follow the instructions to register your account. 

Once you are signed into your account, click “Retirement estimate” in the “My retirement information” section.




Three-steps To Retire

Step 1: Create retirement estimates

Call ERS to speak with a retirement counselor if you :

• have a Qualified Domestic Relations Order (QDRO),
• have service from another retirement system, or 
• need an estimate including service not yet 

purchased.
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Then, click “Start estimate.”  

Once you start the estimate, you will be asked to: 
Select the month and year of your projected retirement date, which is always the last day of the month. The system will show a projected first retirement date based on the latest service credit in the system, not including other system service.
Enter your last day working for the state. This should be the last day of the month that you plan to retire so any applicable annual leave and sick leave can be included.
Enter the beneficiary's information that you would like to use to create an estimate. This will not officially designate a beneficiary. It is only used for the purposes of the estimate.
Select your retirement annuity option.
Determine if you want a partial lump sum payment and how much you want that payment to be. (You can have up to 36 months worth of annuity payments paid to you in one lump sum payment.)
Enter your federal tax withholding.

It’s important to “Save” your estimate. You may create and save up to 5 estimates. Estimates can be viewed for up to six months from the date created.

Important: You must call ERS to speak with a retirement counselor if you:
have a Qualified Domestic Relations Order (QDRO,)
have service from another retirement system, or 
need an estimate including service not yet purchased.



Three-steps To Retire

Step 2: Apply for retirement 

• Call ERS one to two months 
before your retirement date 
at (877) 275-4377, Monday –
Friday, 8 a.m. – 5 p.m. CT.

• ERS will email your 
retirement documents or 
send via U.S. mail, if an 
email address is not on file.
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Once you create an estimate and decide on a retirement date, call ERS to start the application process. You can call ERS toll-free at (877) 275-4377 (TTY:711), Monday through Friday from 8 a.m. to 5 p.m., CT. Be sure to call ERS within a month or two before your planned retirement date. 

Remember, you must call ERS prior to the date of retirement since we cannot back date the retirement. 

Your personalized ERS retirement packet will be emailed or sent by U.S. mail, if there is no email address on file. 





Three-steps To Retire

Things you need to know

• Retirement date  
• Beneficiary information 
• Annuity option
• Partial lump sum option 
• Federal tax withholding 
• Direct deposit information 
• Medicare information, if 

possible
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Once you call ERS, make sure you have all of the necessary information handy. You will need to know and need to be prepared to provide to a retirement counselor: 

Your retirement date, which is the last day of the month that you plan to retire. 
Your beneficiary(ies) information for the retirement option (name, date of birth, and social security number). 
The monthly annuity option you would like to retire with.
How many months would you like to take in a partial lump sum payment, if applicable. 
How you would like your taxes withheld from your annuity payment.  
Your routing number and account number to setup your direct deposit. 
Your Medicare number and the effective dates for Part A and B from your Medicare card, if applicable. 

If you are transferring service from the Teachers Retirement System of Texas (TRS), ERS will send you a Transfer Request form that you must complete and return to ERS with your other retirement documents. 
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Step 3: Return documents to ERS

Don’t forget to send:
• Your original retirement acceptance 

letter signed by a notary public
• Copy of your proof of age 

documents
• Copy of your beneficiary’s proof 

of age documents, if applicable 
• If you are transferring TRS service 

credit to ERS, complete the TRS 
Service Credit Transfer Request 
form.  

Remember: Documents must be post-mark no later than your retirement date
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The last step of the retirement process is to return the proper documents to ERS. 

Don’t forget to send:

The original retirement acceptance letter signed by you in front of a notary. Please note, your spouse may also need to sign your acceptance letter. The retirement acceptance letter has to be the original but the other documents can be copies. 
ERS will need a copy of your proof of age document like your REAL-ID compliant state-issued driver license or identification card with the REAL-ID compliant seal in the upper right corner. We will need the same type of ID for your beneficiary if you chose a survivor option. A complete list of proof-of-age documents can be found on the ERS website under the retirement information.
If you are transferring service from the Teachers Retirement System of Texas (TRS), ERS will send you a Transfer Request form that you must complete and return to ERS with your other retirement documents. 


Remember, all documents must be mailed with a post-mark date no later than your retirement date. 

Please Note: You are responsible for notifying your agency of your retirement so that they can take you off of the agency payroll by your retirement date. If they do not remove you from the payroll, your retirement will be canceled. 



Resources 

Visit www.ers.texas.gov to access:
• Your ERS online account
• Planning Your Retirement booklet
• ERS Events calendar
• Am I Eligible to Retire flier
• Other benefits information

Call (877) 275-4377
Monday – Friday 
8 a.m. – 5 p.m. CT

We appreciate the opportunity to share this information with you.
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Those are the three steps to retire. 

If you have questions as you go through the process, remember that you can find many answers on the ERS website. Visit us at www.ers.texas.gov for general retirement information, including the Planning Your Retirement booklet and the ‘Am I Eligible to Retire’ flier. You can also view the ERS Events calendar for upcoming webinars and access recorded benefits presentations, find links to all of our plan administrators, subscribe to our retiree newsletter, and find links to our YouTube channel and Facebook page.

From the ERS website you can also log in to your ERS OnLine account to update your contact information, create retirement estimates, update your beneficiaries or review your annual statement of retirement benefits.

You may also call ERS toll-free at (877) 275-4377 (TTY:711), Monday through Friday from 8 a.m. to 5 p.m., Central Time.

We hope this video was helpful. Feel free to share the link with your coworkers.
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