
Retirement Process



Applying for a Retirement Pension

• Begin the retirement process with the City at least 60 days before you plan to leave active 
service, 30 days prior if electing phase down with a 10-day option period. 

• Just because you leave employment with the City doesn’t mean you are retired with DPFP. It 
is your responsibility to ensure the two events (terminating City employment and DPFP 
retirement) are coordinated. 

• Prior to meeting with DPFP you must: 
1. Pick your last day on payroll
2. Submit Intent to Retire Memo to Department
3. Receive copy of Acceptance Memo from Department
4. Schedule Retirement Appointment with DPFP to fill out the Pension Benefit Application
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Benefit Option

 At the retirement appointment, Counselors will give you a 
benefit estimate with information on your highest benefit 
option based upon your retirement date

 A 100% Joint and Survivor benefit will be calculated and 
offered at your retirement appointment

 If you are an Active DROP member, your DROP account will 
be annuitized

 There is a minimum benefit of $2,200 for some options. The 
minimum benefit is not relevant now for most people but 
theoretically could be in the future if it was ever increased.  
A counselor will tell you if the minimum benefit applies to a 
benefit option eligible for at retirement

 Attached are a Sample Benefit Estimate, and 100% Joint 
and Survivor
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DROP Annuitization
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DROP Annuity 

• DPFP calculates your DROP Annuity based on your life 
expectancy and interest rate when you leave active 
service.

• Life expectancy table is determined by the Actuary 
based on actual experience of DPFP members and 
actuarial practices.

• Interest is calculated on the DROP Balance as of 
09/01/2017 utilizing an interest rate based on the 
published US Department of Commerce Daily Treasury 
Yield Curve Rates (“Treasury Rates”) for durations 
between 5 and 30 years

• Annuity is paid out Monthly or Annually, which is an 
irrevocable decision made at Retirement.

• Attached are a sample DROP Projection Report and 
DROP Annuity
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What Happens 
During your 
Retirement 

Appointment

 Complete retirement application

 If in DROP, establish annuity payment

 Determine qualifying survivors

 Select survivor options

 Name Beneficiaries

 Establish the Direct Deposit instructions for your retirement 
payments

 Select any optional deductions

 Complete tax withholding form

 Complete Information Release Consent Form

 Review and sign up for WMS and eCorrespondence

 Get your questions answered
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What do you 
need to bring to 

your 
Retirement 

Appointment?

• Copy of Departmental Retirement Acceptance 
Memo

• Voided check (for direct deposit)

• *Copy of Birth Certificates for member, spouse, 
any children under 19 and any disabled children

• *Copy of Social Security Card for spouse, any 
children under 19, and any disabled children

• *Copy of Marriage License

• *Certified Copy of any Divorce Decrees 

*May already be on file for DROP participants
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*Elective Deductions

• Burial Fund – available only to the Fire Department if already a participant in 
the program before leaving active service.  It is your responsibility to know if 
you are eligible for this deduction.  

• Various Retiree Association Dues
• Dallas Firefighters Museum
• Dallas Police Department Museum

*We are simply the intermediary between you and the organization to facilitate payment. You 
must contact the organization directly with questions or issues.  
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Health 
Insurance

• You must enroll through the Benefit 
Service Center at (214) 671-6947, 
Option 1 for your health insurance. 
You can also email them at 
hrbenefits@dallascityhall.com

• DPFP can ONLY make the deduction 
based on the file the City sends us.  
We don’t know the information you 
need about the insurance nor can 
we solve your problems. 

• You have 30 days from your last 
active date of service to enroll in 
health insurance. Don’t let your City 
insurance end by accident. You may 
not be able to get back in!
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Benefit 
Payments

• Benefits are paid once a month, on the last business day of 
each month.

• Benefit payments are made by Direct Deposit to one account. 

• Direct Deposit advices (pay stubs) are available monthly on 
Web Member Services.

• Direct Deposit advices are mailed only when the dollar 
amount changes for those who have not elected 
eCorrespondence.

• Payments are subject to federal income tax, you may change 
your withholding at anytime.  

• Any changes received by the 15th of the month will be 
effective for the current month. 
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Police 
Department 

Contact for 
Retirement 

Process

 Dave Barlow
Supervisor – Personnel Operations
O: (214) 671-3446
david.barlow@dallascityhall.com

 Beatriz Pena Alvarez
Manager-DPD Personnel Operations
O: (214) 671-4446
beatriz.alvarez@dallascityhall.com



Fire 
Department 

Contact for 
Retirement 

Process

 Valanda Quaite
HR/EEO Compliance Manager III
O: (214) 670-5108
valanda.quaite@dallascityhall.com

 Carolina DeLeon
Fire Payroll Manager II
O: (214) 671-5769
C: 214-662-1279
carolina.deleon@dallascityhall.com



Fidelity 
Investments 
(401(k)/457)

 Josh George
Fidelity Workplace Financial Consultant
(469) 910-2601
josh.george@fmr.com

 Jeffrey Galvin
Client Service Administrator (Day to Day Contact)
(603) 791-3228
Jeffrey.Galvin@FMR.com



Questions?
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