Retiree Planning Checklist
Retiree: First Name, Last Name	Estimated Retirement Date with RCUH: mm/dd/yyyy

The following is a planning guide suggestion to help you have a smooth transition upon retirement.  
INSTRUCTIONS:  Check off/complete each section in order for your record-keeping.
  


	Medicare – Age 65 or older

	___ If retiring BEFORE Age 65, you must remember to apply for Medicare parts A & B.  If you have not already started the enrollment process, please apply online or in person as soon as possible
Website: http://www.medicare.gov/ 
In Person: Visit your local Social Security office. (Call first to make an appointment.)

___ Complete EMPLOYEE section of Medicare application and then send to RCUH to have EMPLOYER section be completed.  

___ Receive completed Medicare application from RCUH and submit to your local Social Security office



1-2 Months prior to your Retirement date

	UNUM - Group Long-Term Care Insurance (GLTCI)

	 
____ OPTION 1 – I am no longer interested in GLTCI.  Active group coverage will end the last day of the month of that last day of employment.

____ OPTION 2 – Port into an Individual Policy

___ Complete the Election to Continue Long Term Care Insurance Coverage form, which will be send separately. The option to port to an individual policy will be sent around the time we would offer COBRA

___ Submit the form to RCUH for Employer verification approval

___ Receive form from RCUH and submit completed application to UNUM



	MetLife Insurance - Group Life Insurance (GLI)

	Your benefit coverage is currently $.  Monthly premium rates will be based on INDIVIDUAL rates, not low GROUP rates.

____ OPTION 1 – I am no longer interested in GLI.  
Active group coverage will end on based on estimated retirement date.

____ OPTION 2 – Port into an Individual Policy: 
You will be contacted by MetLife directly as they will offer you the option to port/covert to an individual policy.





	MetLife Insurance - Group Long-Term Disability Insurance (GLTDI)

	Unable to convert into an individual policy therefore, ACTIVE Group Coverage will end the last day of the month of the last day of employment.



About 2 weeks prior to your Retirement date

	TIAA Annuitant of the RCUH Group Retirement Annuity (GRA)

	In order to become an annuitant with TIAA, you must meet the following eligibility requirements:
· Minimum 59 ½ years of age
· At least 12 consecutive months of service as an Active employee with RCUH
*Please note: An employee can start withdrawing after his/her retirement date has occurred. However, he/she could start the preparation with TIAA prior to the retirement date.

Next Steps:


___ Contact TIAA to inform them of your upcoming retirement
         ***Must be withdrawing funds regularly (monthly, quarterly, annually, etc.) to be eligible in enrolling into
RCUH Retiree Medical and Life Insurance
___ RCUH will be notified by TIAA to verify your date of retirement

___ Either sent from Employee or TIAA, to have RCUH fill employer portion of Annuitant Application at the earliest, the day after you are officially no longer an RCUH employee

___ Receive Annuitant Application from RCUH and submit to TIAA

Consider attending a retirement seminar individual counseling session offered by TIAA
	You can also contact our TIAA Consultant: Cody Ferrell
	Phone: (808) 583-1297
	Email: cody.ferrell@tiaa.org 





RCUH Retiree Group Health & Life Insurance Program Information (if interested) 
***This program does not provide dental coverage.  Retirees may apply for COBRA if interested in continuing for DENTAL

If interested, proceed to the planning guide of enrolling in the RCUH Retiree Group Health & Life Insurance Program.
If NOT interested, proceed to page 5 of this retirement package for optional Medical and Dental Insurance (COBRA).
RCUH Retiree Group Health & Life Insurance Program
To be eligible to enroll in the RCUH Retiree Group Health & Life Insurance program, you must qualify for the respected RCUH retiree benefit. Eligible retirees may also add on their spouse at the time of application:
	RCUH Retiree Medical Insurance Eligibility
	RCUH Retiree Life Insurance Eligibility

	· Minimum 59 ½ years of age
· Minimum 10 years of continuous service with RCUH
· Minimum 10 years of total participation in the RCUH GRA plan
A TIAA annuitant of the RCUH Group Retirement Annuity (GRA) plan at the time of application and while receiving these benefits (Please see page 3 on how to become an annuitant)
· Resignation in good standing (i.e., not discharged)
	· All criteria for RCUH Retiree Medical Insurance
· Minimum 10 years of total participation with Life Insurance Contributions
· Note: The retiree’s spouse is not eligible for term life insurance



About 1 weeks prior/after your Retirement date

	RCUH Retiree Medical and Life Insurance

	Review Retiree medical and life insurance materials and consider plan options.  Submit the following to RCUH:

___ Complete the Retiree Group Health & Life Insurance Enrollment Application. Eligible employees who terminate from employment will have an opportunity to apply for these benefits. A terminating employee will have up to sixty (60) calendar days from the effective date of termination to either elect or (irrevocably) waive the retiree medical coverage for self and spouse/civil union partner (if applicable).

___Gather dependent documentation for covered spouse or civil union partner (Marriage certificate or proof of Civil Union/Reciprocal Beneficiary and Medicare Card-if applicable)

___ Please contact RCUH Benefits at rcuh_benefits@rcuh.com or by phone at 808-956-2326 for forms and information in relation to the Medical insurance.

***NOTE: Based on the timing of application submission and eligibility requirements, please allow lead time for processing to the insurance carriers. Therefore, you may EXPERIENCE A LAG for health coverage. If you decide to enroll in COBRA, the period in which you terminate with RCUH to the day you withdraw from your GRA (401a) account will be protected/covered under COBRA.



	RCUH Retiree Medical Premium Payments (HMSA)

	If you decide to enroll in Retiree Medical Insurance, please note that it is an option of continuation of medical coverage, unless the retired employee and/or spouse is Medical eligible. The retiree will pay the full premium due (no RCUH contributions) for self and spouse (if elected). The cost of the medical premiums are subject to change every 6 months.

____ OPTION 1 – Bill Pay Service

Next Steps for Option 1:
· Notify RCUH Human Resource in writing of your election to this Payment Option
· Set up HMSA as a payee with your Financial Institution 
· Checks to be mailed to: HMSA 
			PO Box 29200 
			Honolulu, HI 96820

____ OPTION 2 – Automatic Dues Payment

Next Steps for Option 2:
· Complete the Automatic Payment Application and attach a voided check
(HMSA will automatically pull payment directly from your bank account)





About 1-2 weeks after your Retirement date

___ Check-in with RCUH if there is further action needed from you

___ Confirm your Annuitant Status with TIAA/RCUH (See Page 3 for information of the Annuitant process)

___ Confirm with RCUH benefits that you are enrolled with the Retiree Health and Life Insurance Program

___ Confirm the direct payment to the insurance carrier are set up
________________________________________________________________
Continue here if not interested in enrolling into Health and Life Insurance


Within 1 Month from/after your Retirement date

___ You will receive COBRA notification prior to your termination date if you are currently under the RCUH Active Plan. If you are enrolling in the Retiree Medical Insurance, please note that dependents other than spouse/civil union partners not eligible for Retiree Medical. 

___ Expect 1-2 pay periods following your date of termination for your Sick Leave payout (if eligible)

___ Receive Sick Leave payout packet within 1-2 week after date of termination

___ Complete form and submit back to RCUH. Please see page 6 for the options to payout the sick leave.

___ If eligible, your vacation payout for any unused vacation time accrued will automatically be processed as direct deposit 1-2 pay periods after termination

___ Day after termination, retired employees can become an annuitant and withdrawal from the TIAA GRA account. The paperwork can be done prior to the official termination date. Please see page 3 for further steps.
***Note: In order to receive the RCUH Retiree Health & Life Insurance, you must become an annuitant. 

	Medical Insurance 
COBRA - Continuation of Current Group Medical Insurance 

	Your ACTIVE Group Coverage will end the last day of the month of the last day of employment. 
If you choose to elect COBRA coverage:
-COBRA Active Start Date:  
Steps: 

___ Complete the COBRA Continuation Coverage Election Form. This COBRA packet will be sent closer to your official retirement date.
___ Submit the form to RCUH
      To be COBRA ACTIVE, submit your initial payment to the insurance carrier within 45 days from the date signed on your COBRA Election Form.



	Hawaii Dental Service - Dental
COBRA - Continuation of Current Group Dental Insurance

	Your ACTIVE Group Coverage will end the last day of the month of the last day of employment. 
If you choose to elect COBRA coverage:
-COBRA Active Start Date:  
Steps: 

___ Complete the COBRA Continuation Coverage Election Form. This COBRA packet will be sent closer to your official retirement date.
___ Submit the form to RCUH
___ To be COBRA ACTIVE, submit your initial payment to the insurance carrier within 45 days from the date signed on your COBRA Election Form.










Additional Information:
1) Vacation Leave Payout
a. Allow 1-2 pay periods after termination date for vacation payout to occur.
* Vacation payout amount is dependent upon your hourly rate and last day worked. Refer to 3.620 RCUH Vacation Leave Policy for more information.
2) Partial Sick Leave Payout
a. Eligibility:
i. Termination after 10 years or more of service;
ii. An accumulation of 60 or more days of unused sick leave at termination;
iii. Age 45.33 years or older.
*Partial Sick Leave payout amount is dependent upon your hourly rate and last day worked. Refer to 3.650 RCUH Sick Leave Policy for more information.

b. Options:
i. Full payment via direct deposit of your partial sick leave benefit.
ii. Apply your partial sick leave benefit to a Supplemental Retirement Annuity (if already elected or may elect to enroll now) up to the extent permitted by law of the IRS Maximum Contribution Limits.
iii. If eligible, you will receive an email from RCUH Human Resources regarding your payout options. Allow 1-2 pay periods after termination date for the partial sick leave payout to occur.

3) Future Employment With RCUH
a. Leave Benefits: Upon termination of employment, your sick leave balance will be paid out (partial payout only for sick leave per policy, if eligible). If you were to be rehired as a Regular employee (50% FTE or greater) at a later date with the RCUH, your sick balances will start off at 0 hours.
b. TIAA-CREF Group Retirement Annuity (GRA): If you are already vested in our TIAA-CREF GRA plan, your contributions will re-start immediately if your employment status is a Regular employee. You will also be eligible to participate in our group health insurance.
c. Eligibility for Rehire with the RCUH: If you, as a retiree, consider on being reemployed by the RCUH, please refer to our Addendum to the 3.210B Rehiring RCUH Retirees policy at the following link for further information:
[image: ]


				Re: Retirement Information Package page 8

3.210B Addendum: Hiring Options through RCUH (Rehiring RCUH Retiree
1601 East-West Road	Tel:	(808) 956-3100	Equal Opportunities Employer
Burns Hall 4th Floor, Makai Wing	Fax: 	(808) 956-9423	Minorities/Women/Disability/Veterans
Honolulu, HI 96848	www.rcuh.com












Policy References:
To access RCUH’s policies referenced here, please click on the links provided below:
· 3.285 RCUH Termination of Employment Policy
· 3.540 RCUH Group Life Insurance Policy
· 3.545 RCUH Long-Term Care Insurance Policy
· 3.550 RCUH Retiree Health and Life Insurance Program Policy  
· 3.560 RCUH Retirement Plans Policy
· 3.570 RCUH Long-Term Disability Insurance Policy
· 3.620 RCUH Vacation Leave Policy
· 3.650 RCUH Sick Leave Policy
· Addendum to the 3.210B Rehiring RCUH Retirees Policy




Please ensure that all copies of your form(s) be submitted to RCUH Human Resources via:
Email: rcuh_benefits@rcuh.com
Mail: to the below mailing address PRIOR to your retirement:
RCUH Human Resources
John A. Burns Hall, 4th Floor Makai Wing 1601 East-West Road
Honolulu, HI 96848
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