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July 28, 2016 

TO: Certifying Officers  

FROM: Division of Pensions and Benefits 

SUBJECT: Retirement Certifications Required Through EPIC 

Effective September 1, 2016, employers submitting the Certification of Service and Final 
Salary for their employees’ retirements must use the online Retirement Certification 
application in the Employer Pensions and Benefits Information Connection (EPIC) whenever 
possible.  

Online certification is required when an employee first files for retirement through the Member 
Benefits Online System (MBOS) or when an employee’s application is resubmitted for a new 
retirement date or to change the retirement type (see also “Retirement Application Changes” on 
page 2).   

SUBMITTING THE ONLINE CERTIFICATION 

When a new Retirement Certification is required, the Certifying Officer will receive e-mail 
notification from the Division of Pensions and Benefits (a letter request is also mailed from the 
Division and a copy forwarded to the member).   

To complete the certification, log on to EPIC and click the "Retirement Certification" button on 
the EPIC home page. A list of the employees with outstanding Retirement Certification requests 
is presented. Clicking on an employee’s name will open the online Retirement Certification form 
for completion. When all of the requested information is entered, click the “Submit” button to 
forward the certification to the Division. 

Upon successful submittal of a certification, on-screen confirmation is displayed and a follow-up 
e-mail is sent to the employer. 

EPIC APPLICATION ACCESS AND HELP 

The Certifying Officer and Supervisor of the Certifying Officer can assign access to EPIC 
applications to themselves and to other EPIC users registered through the employing location. 

                                                           
Until programming changes can be completed in EPIC, paper Certifications of Service and Final Salary 
will continue to be accepted for employer initiated corrections and updates to a previously submitted 
online certification. Paper certifications will also be accepted for members retiring from the Judicial 
Retirement System (JRS). Employers must answer all questions on paper certifications as incomplete 
forms will be returned and may delay processing of the member’s retirement.   
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For additional information about how to assign access to new applications, see the EPIC 
Security Help Page at: www.state.nj.us/treasury/pensions/epic-security.htm 

A link to the EPIC Security Help Page is also found in the EPIC User’s Guide. 

RETIREMENT APPLICATION CHANGES 

Employers should also be aware of recent programming updates to the online Retirement 
Application that your employees access through MBOS. An employee who has applied for 
retirement and who wishes to change his or her retirement date or retirement type may be 
required to cancel the existing application and file a new Retirement Application through MBOS 
if the changes meet the following criteria: 

 Changing the retirement date for any non-disability retirement (Service, Early, 
Special, Veteran, Deferred); or 

 Changing the retirement type from a non-disability retirement to an Ordinary or 
Accidental Disability retirement; or 

 Changing the retirement type from a disability retirement to a non-disability 
retirement and the Board of Trustees meeting date is more than 30 days from the 
date of the new application or there is no Board of Trustees meeting date scheduled. 

For other changes to a retirement date or type — or for pension option or beneficiary changes 
that do not involve a change of date or retirement type — the employee will be allowed to 
amend the existing retirement application without having to cancel and reapply. 

 For employers, when a new or amended retirement application also requires a new 
Certification of Service and Final Salary, an e-mail notification will be forwarded to 
the employer with a request to complete a new online Retirement Certification in 
EPIC. 

The updated programming within the MBOS Retirement Application automatically guides users 
through a change to indicate when an amended application is allowed or a cancellation and 
resubmittal is required. Your employees should be made aware that when the change requires 
cancellation and a new application, MBOS must clear the prior retirement record and the new 
application cannot be submitted until after 8:00 a.m. the next business day (Monday – Friday).  

APPLICATION HELP AND ONLINE TUTORIALS 

 For more information about EPIC and to find EPIC-related links, go to: 
www.state.nj.us/treasury/pensions/epic-help-index.shtml 

 Information about using the applications in EPIC — including the online certifications — is 
available in the EPIC User’s Guide at: www.state.nj.us/treasury/pensions/epickit.htm    
A link to the User’s Guide can also be found on the EPIC home page. 

 If you experience problems logging onto or using EPIC, contact the EPIC Help Desk at  
(609) 292-7524 or e-mail the EPIC Help Desk at: 
https://www.state.nj.us/treas/pensions/epicmail.shtml  

 


