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Preparing to Submit a TCRS 
Retirement Application
A step-by-step guide for TCRS members 



RetireReadyTN, a program of the Tennessee Department of Treasury

• Review the Retirement Checklist: Available on the Forms and Guides Page at RetireReadyTN.gov

• Meet with a RetireReadyTN Plan Advisor: Schedule a counseling appointment and request a benefit estimate by calling 800-

922-7772

• Notify your employer (if currently employed by a TCRS-covered entity)

• Confirm your last paid date of employment with your Agency Benefits Coordinator 

• If planning to “run out” annual leave, your last paid date will be the final day of your annual leave, not the last physical or 

online workday

• Submit your retirement application timely: To avoid processing delays, prepare to submit your retirement application 60-90 

days prior to your intended retirement date. 

• If you've separated from service, submit your TCRS Retirement Application within 150 days of becoming eligible. TCRS can 

only pay benefits retroactively up to 150 days from the application receipt date. Apply as soon as you're eligible to avoid 

losing benefits.

Before getting started
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• Benefit payment selection: An estimate of the monthly benefit amount payable under each option will be detailed on your 

TCRS Benefit Estimate. These amounts are subject to final verification by TCRS.

• Retirement Date: if you are currently working for a TCRS-covered employer, this is the day after your last paid date of 

employment

• Bank account information: for establishing your direct deposit

• Desired tax withholdings

• Identification for you and your beneficiary(s) (e.g. Driver’s License or Birth Certificate)
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Information needed to complete your retirement application
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Log in to TCRS Self-Service at RetireReadyTN.gov

If you have never registered your account, click the 
“Need to register?” link
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• Review and Update Information: From the 
“Account” dropdown menu, you can review and 
update your Contact Information and Beneficiary 
Designation(s) before starting the Online 
Retirement Application

• Contact Information Reminder: Email and Phone 
Number are required fields

• Beneficiary Selection Reminder: If you have 
designated multiple beneficiaries and plan to select 
a Survivorship Option, all designated beneficiaries 
will receive the same percentage of any 
survivorship benefit
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Review Contact and Beneficiary  Information 
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• Once you’ve confirmed your contact information 

and beneficiary designation(s) are up-to-date, you’re 

ready to apply for retirement!
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Online Retirement Application 
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Review your Contact 

Information:

• Once in the Online 

Retirement Application, 

double check once more 

that your contact 

information and beneficiary 

details are correct
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Confirm Contact Information
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Retirement Information – Retirement Date Selection

Select your retirement date:

• First Eligible: Earliest retirement date based on 
retirement eligibility and application date. The 
system will display a default retirement date 
corresponding to the first date of the next month 
until an employer certification is received (if 
required). This option is best for inactive 
members no longer employed by a TCRS-covered 
entity.

• 55th Birthday: Early retirement age for Legacy 
Plan members. 

• 60th Birthday: Service retirement age for Legacy 
Plan members. 

• 65th Birthday: Service retirement age for Hybrid 
Plan members. 

• Other: Allows members meeting service 
requirements to select a specific retirement date. 
This option is preferred for active members. 

If you've separated from service, submit your TCRS Retirement 
Application within 150 days of becoming eligible. TCRS can only pay 
benefits retroactively up to 150 days from the application receipt date. 
Apply as soon as you're eligible to avoid losing benefits.
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Retirement Information – Retirement Option

Select your Retirement Option: 

• Single Life Annuities: TCRS offers two Single Life Annuity 
Options that provide a monthly benefit ceasing at your death. 
With either of these options, any remaining balance of 
accumulated member contributions and interest will be paid to 
the surviving designated beneficiary(s) in a lump sum in the 
event of your death.

• Joint and Survivor Plans: TCRS offers six types of Joint and 
Survivor Plans. The age of the member and the age of his or her 
beneficiary(s) determine the amount received under each 
option.
If you selected a survivorship option and at least one of the 
beneficiaries is not your spouse, the payment options may be 
limited based on the age difference between you and the 
beneficiary.

• A TCRS benefit estimate will provide an estimate of the monthly 
benefit amount payable under each option.

Social Security 
estimate required
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Tell us how you want to receive your monthly payment:

• Enter the account information for the bank or savings account where you would like your monthly benefit payment deposited

• Click to validate the Bank Routing # and Bank Account before proceeding to the next page
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Direct Deposit (EFT) Information
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Enter your tax withholding:

• Select your desired tax 

withholdings from the 3 

options provided

• Your tax withholdings can be 

updated at any time in the 

future via TCRS Self-Service 
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Tax Withholding Information
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Confirm your selections and submit:

• A confirmation screen will display a summary 

of your selections

• Verify the accuracy of the information then 

check the two acknowledgement boxes before 

submitting your retirement application

• After the application has been submitted, you 

have the option to print a copy of the 

retirement application. This will be the only 

opportunity to print a copy of the application 

for your records. 
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Confirmation
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Check  the status of your application anytime:

• You can view your retirement application status and upload 

supporting documents (see next page) at any time by selecting 

Online Retirement Application on the homepage of TCRS Self-

Service

• Retirement applications, received in good order, can take up to 90 

days to process during peak times.

• TCRS benefit payments are issued on the last business of the 

month.
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Application Status
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Document Upload

Upload Supporting Documents:

• Identity verification: Legal documents such as a 
driver’s license or birth certificate must be 
submitted before your retirement application 
can be processed

• Easy document upload: After submitting your 
retirement application online, an "Upload 
Documents" box will appear for convenient 
submission

• Reference list available: A complete list of 
acceptable documents is provided for your 
review

• Mailing documents: If you choose to mail 
documents, please note that they will not be 
returned
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Need help? 

800-922-7772
Monday - Friday from
8 a.m. - 7 p.m. Central time

RetireReadyTN.gov

TCRS.CustomerSupport@tn.gov
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