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RETIREMENT CHECKLIST 

 

1. Request a TRS Retirement Packet by one of two methods: 

a. Contact TRS at 1-800-223-8778; or 
b. Visit the TRS website at www.trs.texas.gov. 

Select:  Active Members > Forms > Service Retirement Packet. Print and complete the Packet and mail to 
TRS at: 
 

Teacher Retirement System of Texas 
1000 Red River Street 
Austin, TX 78701-2698 
 

2. Notice of Retirement 
Submit notice of retirement stating that you are retiring, what your last day of work will be, your location, and 
your position to Barbara Eubank <<email Barbara>>, Rick Tice <<email Rick Tice>>, and your principal or 
supervisor. Please pay close attention to deadlines for submitting notice of retirement as reflected in the 
employee handbook (Leaves & Absences section). These deadlines must be met in order to receive payment for 
any unused leave days for which you may qualify. <<access Employee Handbook>>  
 

3. Complete and submit TRS Retirement packet. 
Schedule an appointment with TRS in Austin or mail your packet to TRS at address listed above. TRS must have 
your completed packet at least 60 days prior to retirement date to ensure proper issuing of first TRS Retirement 
check. The TRS 7 form is completed and sent to TRS by the Payroll Department electronically after you have 
received your final check from Birdville ISD. Questions regarding this form will need to be directed to the Payroll 
Department at: payroll2@birdvilleschools.net or (817) 547-5640. 
 

4. BISD Retirement Packet 
Upon acceptance of your retirement, you will receive a BISD retirement packet via email. This will need to be 
completed and returned to Barbara Eubank in HR by appointment, campus mail, or by dropping it off with the 
receptionist in the Administration Building.  
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