Employee Retirement Policy

1. Introduction

This comprehensive Employee Retirement Policy outlines the retirement benefits,
procedures, and support provided by our organization to ensure a smooth
transition for employees entering retirement. Our goal is to support our valued
employees throughout their careers and into their retirement years.

11 Purpose

The purpose of this policy is to:
e Provide clear guidelines on retirement procedures and benefits
o Ensure fair and consistent treatment of all retiring employees
e Support employees in their transition to retirement

» Maintain compliance with relevant laws and regulations

1.2 Scope

This policy applies to all full-time and part-time employees who have met the
eligibility requirements for retirement benefits as outlined in this document.

2. Retirement Eligibility

2.1 Age and Service Requirements

Employees become eligible for retirement benefits when they meet the following
criteria:

Minimum Age Years of Service Retirement Type

65 5 Normal Retirement
62 10 Early Retirement
55 20 Early Retirement with Full Benefits
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2.2 Exceptions

Exceptions to these requirements may be considered on a case-by-case basis for
employees with extenuating circumstances. Such exceptions must be approved
by the Human Resources department and senior management.

3. Retirement Benefits

3.1 Pension Plan

Our organization offers a defined benefit pension plan to eligible employees. The
pension benefit is calculated based on the following formula:

Annual Pension = Years of Service x 1.5% x Average of Highest 5

3.2 401(k) Plan

In addition to the pension plan, employees are encouraged to participate in our
401(k) retirement savings plan. Key features include:

e Company match of 100% on the first 3% of employee contributions
e Additional 50% match on the next 2% of employee contributions
o Immediate vesting of employee contributions

e Gradual vesting of company contributions over 5 years

3.3 Retiree Health Benefits

Employees retiring at age 55 or older with at least 10 years of service are eligible
for continued health coverage. The company will subsidize a portion of the
premium based on years of service:

Years of Service Company Subsidy

10-14 25%
15-19 50%
20+ 75%
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3.4 Life Insurance

Retirees are eligible for a reduced life insurance benefit equal to 25% of their final
annual salary, up to a maximum of $50,000.

4. Retirement Planning and Support

4.1 Pre-Retirement Counseling

Employees within five years of retirement eligibility are encouraged to attend our
pre-retirement counseling sessions, which cover:

» Financial planning and budgeting
o Healthcare options and Medicare coordination
e Social Security benefits

e Emotional and psychological aspects of retirement

4.2 Phased Retirement Program

Eligible employees may opt for a phased retirement program, allowing them to
gradually reduce their work hours over a period of 1-3 years before full retirement.
This program is subject to departmental approval and business needs.

4.3 Knowledge Transfer

To ensure smooth transitions, retiring employees are required to participate in a
knowledge transfer process, which may include:

o Documenting key processes and procedures
o Training designated successors

o Creating a transition plan with their manager

5. Retirement Procedure

5.1 Notification
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Employees planning to retire should provide written notice to their immediate
supervisor and the Human Resources department at least six months prior to their
intended retirement date.

5.2 Exit Interview

All retiring employees will participate in an exit interview to:
» Discuss the transition of duties
» Review retirement benefits and options
e Provide feedback on their employment experience

o Address any questions or concerns

5.3 Return of Company Property

Retiring employees must return all company property, including but not limited to:
o Laptops, mobile devices, and other electronics
o Access cards and keys
o Company credit cards

e Uniforms and safety equipment

6. Post-Retirement Engagement

6.1 Alumni Network

Retirees are invited to join our company's alumni network, which offers:
» Networking opportunities
 Invitations to company events

o Updates on company news and developments

6.2 Consulting Opportunities
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Based on business needs and individual expertise, retirees may be offered
consulting or project-based work opportunities.

6.3 Volunteer Programs

Retirees are encouraged to participate in company-sponsored volunteer
programs, allowing them to stay engaged and contribute to the community.

/7. Policy Review and Updates

This Employee Retirement Policy will be reviewed annually by the Human
Resources department and updated as necessary to ensure compliance with
changing laws and best practices in employee retirement benefits.

8. Contact Information

For questions or concerns regarding this policy, please contact:
Human Resources Department
Email: hr@companyname.com

Phone: (555) 123-4567

9. Acknowledgment

All employees are required to acknowledge receipt and understanding of this
Employee Retirement Policy. Please sign and date below:

Employee Name:

Employee Signature:

Date:

This comprehensive Employee Retirement Policy demonstrates our commitment to
supporting our employees throughout their careers and into retirement. We strive
to provide a retirement experience that reflects the value and appreciation we
have for our dedicated workforce.
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