June 28, 2012

Member refund forms redesigned
Who should read this notice
Human resources professionals and anyone processing employee refund forms
Note:

Outdated forms
Note:
received after Aug. 31,
2012 will be marked
invalid and returned.
A refund application is
a member-driven
event. Employers
should refrain from
stocking memberrelated retirement
forms and instead
refer employees to
access their accounts
online at
www.opers.org.

Situation overview
The retirement system has been working to redesign forms so they are easier for members
to read, understand and complete. Use of the updated forms improves accuracy and
reduces processing time. Previously there were separate refund forms for each of the
three retirement plans. The re-engineered refund form has resulted in a single form for
members to use regardless of their retirement plan choice.
What employers need to do
There are important steps employers can take to ensure they are compliant and
employees are receiving their requested benefit timely:








Direct employees to access their accounts online to complete refund applications.
Remind employees refunds will be processed three months after their last date of
public service.
Discard outdated refund forms. The old forms will not be accepted if received by
the retirement system after Aug. 31, 2012.
Refrain from stocking any member-related retirement forms. Many of the member
forms can be completed by employees by accessing their accounts online. Selfservice provides the best possibility forms will be completed correctly and benefits
or account updates processed timely.
Refer employees to their accounts online for the many self-service options
available for applications, such as refunds, and individual account maintenance.
Continue to use Pay Period End (PPE) Codes to identify an employee’s final day
of service.

Why this is important
Use of an incorrect or outdated form will lengthen the time to complete an employee’s
request for refund. By completing the refund application online, employees will have the
highest probability of an error free, streamlined process resulting in decreased processing
time.
Whom to contact for more information
After reviewing this Employer Notice, contact Employer Outreach with questions at
888-400-0965, or by e-mail at employeroutreach@opers.org.
For a current listing of OPERS Board members, please visit www.opers.org
It is your responsibility to be certain that OPERS has your current physical and e-mail address on file. If OPERS is
not made aware of address changes, we cannot guarantee that you will receive important information pertaining
to OPERS public employers .This Employer Notice is written in plain language for use by public employers who
are subject to coverage under the Ohio Public Employees Retirement System. It is not intended as a substitute for
the federal or state law, namely the Ohio Revised Code, the Ohio Administrative Code, or the Internal Revenue
Code, nor will its interpretation prevail should a conflict arise between it and the Ohio Revised Code, Ohio
Administrative Code, or Internal Revenue Code. Rules governing the retirement system are subject to change
periodically either by statute of the Ohio General Assembly, regulation of the Ohio Public Employees Retirement
Board, or regulation of the Internal Revenue Code. If you have questions about this material, please contact our
office or seek legal advice from your attorney.

