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 Policy Reference:  N/A 

 To facilitate recruitment and employment of exempt, non-represented personnel, notice 
 of retirement of employees should be given three months prior to the intended date of 
 retirement.  It is the responsibility of the employee to consult with Human Resources to 
 determine the employee’s eligibility for all retirement benefits. 

 Notice of the intent to retire should be submitted in writing to the immediate supervisor 
 with copies to the division head and Director of Human Resources.  Such notice shall 
 contain the intended date of retirement.  An employee who elects to retire may not 
 withdraw the notice of intent to retire. 
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