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EMPLOYEE CHECKLIST FOR RETIREMENT
To maximize your retirement benefits and avoid delays in receiving them, refer to the planning tool below early and often.
You can begin taking steps toward retirement as early as five years before your planned retirement date. After you
determine the following milestone dates, consider setting calendar reminders to conduct the associated steps.

Date You Plan to Retire:

Request a retirement estimate from OHCAccess

Maximize your Thrift Savings Plan (TSP) savings

Ensure you have five years of Federal Employee Health Benefits (FEHB) and Federal 
Employee Group Life Insurance (FEGLI)

Attend one of TSA’s Pre-Retirement Information Sessions

Request an updated retirement estimate

Review your Electronic Official Personnel Folder (eOPF) to ensure all of your Federal

Select the best date to retire

Submit your retirement package to OHCAccess

Inform your supervisor and Human Resources (HR) Specialist

Prepare for your exit clearance

Attend a Virtual Pre-Retirement Information Session on the Benefits iShare: TSA > Offices > OHC > Benefits > Retirement

Enter the date that is five years prior to your planned retirement date: __________

Enter the date that is one year prior to your planned retirement date: __________

Enter the date that is 90 days prior to your planned retirement date: __________
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Moving Checklist 

Moving can be a hectic event. There are many things to remember and arrange. According to where you 
move, this checklist provides items to assist you in conducting relevant transactions before or after your 
move. 

EPP – Use your Employee Personal Page (EPP) to conduct the following transactions:
 •  Change of Mailing Address
 •  Change Direct Deposit Information (if you changed your financial institution and/or 
                checking/savings account) 
 •  Change State Tax Withholding (if moving to a state that has withholding and also to discontinue 
                your prior state tax deduction, if applicable)
 •  Change Email Address (if applicable) 

                FEHB – Federal Employees Health Benefits  
 •  Submit new SF 2809 Health Benefits Election form if FEHB is impacted. NOTE: Your current 
                enrollment code for your new health benefit plan may not cover you and/or your family in your 
                new geographical area.  SF 2809s can be faxed to HRAccess Help Desk at 1-877-872-7993.
 •  Compare health benefit plans for your new area at 
                http://www.opm.gov/healthcare-insurance/healthcare/plan-information/ 

BENEFEDS: If your move requires a change to your Federal Employees Dental and/or Vision Insurance Plan 
(FEDVIP) visit BENEFEDS at www.benefeds.com 

If your move involves a change in marital status, you may elect or increase life insurance coverage under 
the Federal Employees Group Life Insurance (FEGLI).  Within 60 days of your change in marital status, 
complete SF-2817 Life Insurance Election form and fax to HRAccess Help Desk at 1-877-872-7993.

At any time, it is always a good idea to review beneficiary forms which are located in your eOPF.  You may 
update beneficiary forms at any time.

If you have any questions, please contact the HRAccess Help Desk at 1–877–872–7990 or 
helpdesk@mailserver-hraccess.tsa.dhs.gov

service is documented

Consider your TSP withdrawal options

Request an online Social Security Statement
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