
 

Transitional Benefits Program (TBP) 
Enhanced Retirement Benefit Checklist 

 
 
Use this checklist to counsel employees who are involuntarily separated from employment and eligible to retire 
under the Transitional Benefits Program (TBP). Employees must be at least age 50 and have five or more years of 
service credit to elect the enhanced retirement benefit under this program.  
 

 

 Preparing for the TPB Retirement Counseling Session 
 

 
 

 
Review the Transitional Benefits Program. Determine if the employee qualifies for retirement under TBP. If 
the employee is not eligible to retire, even with the additional TBP credit, do not use this checklist. 
Employees not eligible for retirement can still receive a transitional severance benefit.  
 

 Calculate the amount of the employee’s TBP service credit using the Transitional Benefits Calculator.  If you 
are eligible to access member information, use the service credit from the TRB calculator when calculating 
an estimate of the enhanced retirement benefit in myVRS for Employers.  If you do not have access to 
myVRS for Employers, you may contact VRS for a benefit estimate. 
 

 Review coverage of other benefits as applicable: life insurance, the health insurance credit and 
distributions from the 457 Deferred Compensation Plan.  
 

 Determine if the employee is under contract to purchase VRS prior service credit. 
 

 
 

 Conducting the TBP Retirement Counseling Session 
 

 
 

 
Review the Transitional Benefits Program with the employee. Discuss the TBP options available to the 
employee based on your calculations: (1) the additional service credit and/or (2) increase in age toward 
calculating the employee’s benefit  

  
 If the employee has eligible prior service, explain that he or she needs to purchase service while still actively 

employed. 
 
 

http://www.varetire.org/employers/benefits/transitional-benefits-program/index.asp�
http://www.varetire.org/employers/Calculator/Index.asp�
https://www.varetire.org/myVRSEr/�
http://www.varetire.org/members/Benefits/Transitional-Benefits-Program/Index.asp�
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 If the employee is purchasing service on contract, explain that the contract ends upon retirement: 
• If the employee is using an after-tax salary deduction contract, advise that he or she can purchase any 

remaining service in a lump sum.  
• If the employee is using a pre-tax salary reduction contract, advise that he or she may be able to claim a 

hardship as provided by the Internal Revenue Service. Hardship allows the employee to purchase any 
remaining service in a lump sum or suspend the contract until reemployment in a covered position. 

 
 If the employee is covered under enhanced hazardous duty benefits, determine if the additional credit 

qualifies the employee for the hazardous duty supplement and go over the supplement. See Enhanced 
Benefits for Political Subdivision Employees in Hazardous Duty Positions. 
 

 If the employee is covered under the VRS Group Life Insurance Program , review group life insurance 
coverage in retirement: 
• A portion of basic group life insurance coverage continues into retirement and begins to reduce on 

January 1 following one calendar year of retirement.  
• The employee may continue a portion of optional group life insurance coverage into retirement, 

provided he or she has been covered during the 60 months prior to retirement. Employees will pay the 
premiums directly to Minnesota Life.  

 
 If the employee has not enrolled in the Commonwealth of Virginia Voluntary Group Long Term Care 

Program, encourage the employee to consider enrolling as a retiree. 
 

 If the employee participates in the Commonwealth of Virginia 457 Deferred Compensation Plan, discuss the 
employee’s account options upon leaving employment.  
 

 Review the restrictions against returning to employment if the employee retires under the Transitional 
Benefits Program. 
 

 
 

 Completing the TBP Retirement Process 
 
 Complete and sign the Employer Certification of Involuntary Separation Under the Transitional Benefits 

Program (VRS-11B) or a printout from the Transitional Benefits Program calculator. 
 

 Have the employee complete the Application for Service Retirement (VRS-  and submit the form to you so 
that you can complete the employer certification section. Write “TBP” on the front of the form. 

5)

 
 If applicable, have the employee complete Application for Purchase of Prior Service Credit (VRS-26). Write 

“TBP” on the front of the VRS-26. If the employee is purchasing service on a pre-tax salary reduction 
contract and wants to purchase any remaining service in a lump sum or suspend the contract until 
reemployment in a VRS-covered position, assist the employee with writing a hardship letter to VRS. 

 

http://www.varetire.org/Employers/Benefits/DefinedBenefit/LEOS.asp�
http://www.varetire.org/Employers/Benefits/DefinedBenefit/LEOS.asp�
http://www.varetire.org/Employers/Benefits/Life-Insurance/Index.asp�
http://www.varetire.org/WhatsNew/LTC-Enrollment.asp�
http://www.varetire.org/WhatsNew/LTC-Enrollment.asp�
https://vadcp.ingplans.com/csinfo/planinfo.aspx?cl=VIRGNA&pl=650271PU&page=plan_informationintroduction&domain=vadcp.csplans.com�
http://www.varetire.org/Pdf/Forms/vrs-11bfill.pdf�
http://www.varetire.org/Pdf/Forms/vrs-11bfill.pdf�
http://www.varetire.org/Pdf/Forms/vrs-5fill.pdf�
http://www.varetire.org/Pdf/Forms/vrs-26fill.pdf�
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 Have the employee complete the following required forms: 
• Designation of Beneficiary (VRS-2)  
• Request for Income Tax Withholding (VRS-15)  
• Authorization for Direct Deposit of Monthly Benefit (VRS-57)  
 

 Have the employee complete the following forms as applicable: 
• Retiree Optional Life Continuation (VRS-39R)  
• Request for Health Insurance Credit (VRS-45) if the employee is eligible for the health insurance credit 

and VRS will not be deducting a retiree health insurance premium from the employee’s benefit  
 

 Review the entire package to ensure it is complete. Submit it with the signed VRS-11B or printout of the 
enhanced retirement credit calculation to VRS. 
 

 

Questions? Call VRS toll free at 1-888-VARETIR (1-888-827-3847).  
Select menu option 3 to speak with an employer advisor. 

 

http://www.varetire.org/Pdf/Forms/vrs-2fill.pdf�
http://www.varetire.org/Pdf/Forms/vrs-15fill.pdf�
http://www.varetire.org/Pdf/Forms/vrs-57fill.pdf�
https://web1.lifebenefits.com/lbe/grppdforms/VRS009643/56050.pdf�
http://www.varetire.org/Pdf/Forms/vrs-45fill.pdf�
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