Parks Agency Manual - Payroll Section
How to complete the Retirement Status Form
This form must be completed by all job applicants.
1. Where do I get this form?
· New employee packet
· Payroll
Instructions:
Employee fills in “Employee Information” section
· Employee Name
· Social Security Number
· Yes or No for questions under “Employee Response”.
· Employee Signature
· Date
· Return the completed form to Payroll.

The “Employer” sections should remain blank for Payroll to fill out.
Payroll will look up prior retirement membership using MRV (Membership Reporting Verification).

Reminder – ONLY RETURN FORM ONCE & keep a copy for yourself
Pick ONE method – paperwork received by any of these methods is considered an original:
1. Scan and email to payroll @parks.wa.gov (preferred) 	–or-
2. Fax to 800-497-9906 (or 360-586-6627) 	–or-
3. Mail to:	Parks Attn: Payroll
PO Box 42650
[bookmark: _GoBack]Olympia, WA  98504-2650

Returning forms by more than one method creates confusion, wastes time and resources, and can cause errors.



