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	The information in this booklet is intended to provide an overview of how you apply for benefits under the City of Hartford Municipal Employees’ Retirement Fund (MERF) and whom you can call if you have questions. It is not intended to give you complete details on all of the administrative provisions or practices, but will provide guidance on where to find this information. 

The Pension Commission has the responsibility and authority to administer the MERF in accordance with the plan provisions set forth in the Plan documents. For details on the plan provisions that apply to you, please refer to the Summary of Plan Provisions for your employment group.
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	Applying for benefits
	In order to receive the benefits for which you or your beneficiaries are eligible, you must apply for them. This section tells you how to apply for your benefits.



	
	

	Contribution Refunds
	If you are eligible for a contribution refund when your employment with the City terminates, the Pension Administration Unit will send you a Contribution Withdrawal Request Form along with instructions on how to complete the form.

Once you complete the form and return it, the Plan Administrator will present your request to the Pension Commission and ask it to authorize the withdrawal from the MERF. After approval is granted, and at least 30 days have passed since your final paycheck from the City, your account will be closed and the contributions and interest, if any, distributed to you according to your instructions.



	Vested Benefits
	If you are eligible for a vested benefit (refer to the Summary of Plan Provisions booklet) when your employment with the City terminates, the Pension Administration Unit will send you a statement of your vested benefit, including the earliest date you can begin receiving it and whom to notify at that time. 

You will be given a choice whether to:

· vest your rights to this benefit and leave your contributions plus credited interest in the MERF until you are eligible to retire, or

· withdraw your contributions, and any credited interest in your account, and forfeit your rights to any future benefits from the MERF.

If you decide to vest your rights, it will be your responsibility to notify the Plan Administrator when it is time for you to begin receiving your monthly pension.

If you decide that you want to withdraw your contributions, you should complete the Contribution Withdrawal Request Form as described in the Contribution Refund section of this Summary.



	Early or Normal Retirement Benefits
	

	How to Apply
	If you are actively working at the time of your retirement:

You must complete an Application For Retirement and have your Department Head sign it. Either you or your Department Head can then send the Application to the Plan Administrator for processing.

Once the Plan Administrator receives notification that you have been removed from the City’s records as an active employee, your Application will be processed and presented to the Pension Commission for approval.

If you are a terminated employee with a vested benefit:
You must request an Application for Retirement from the Plan Administrator at least 60 and no more than 90 days before you wish to begin receiving your benefit.

The Plan Administrator will send you the Application. You should complete it and send it back to the Plan Administrator for processing no less than 30 days before the date you wish to have your benefit payments begin. 

Once the Plan Administrator receives your completed Application, it will be processed and presented to the Pension Commission for approval.



	When to Expect Your First Payment
	If your Application is filed in a timely manner, and all of the necessary information for the calculation of your pension is also received from the Library, Board of Education or City Payroll Departments in a timely manner, you can expect to receive your first pension payment in the month in which your Effective Date of Retirement occurs. The first payment will be prorated for the portion of the month from your Effective Date of Retirement to the end of the month, or if delayed, will be retroactive to your Effective Retirement Date, with a prorated payment for the first month. 

If your Application is not filed in a timely manner (is filed after your intended retirement date), and you are applying for 

· a Normal Retirement benefit, benefits will be retroactive to your Effective Retirement Date, with a prorated payment for the first month. No interest will be paid on the delayed payments.

· an Early Retirement benefit, any payments will be retroactive only to the date your Application is received by the Pension Unit.



	Disability Benefits
	Applying for a disability retirement is generally a two-step process.

First, you need to notify the Plan Administrator, in writing, that you are applying for a disability retirement. Remember that you must make this request within one year of the time the disability was incurred or within one year of the date your doctor told you that you could no longer perform the duties associated with your current City job.

Once you have made the initial request, the Plan Administrator will send you a letter asking for copies of the medical records pertaining to your disability and other supporting documents that are needed in order for the Commission to review your request and make a determination as to your eligibility. All medical records will be treated with the utmost confidentiality and used only for purposes of making a determination with respect to your disability retirement application..

The Commission will review your medical records and supporting documents and make a determination as to your eligibility for a disability retirement. You will be informed of the Commission’s decision in writing.

If your request is approved, you will need to complete an Application for Pension and follow the same process as described in the section on Early or Normal Retirement Benefits.

 


	Death Benefits
	You should keep a copy of the Beneficiary Designation Form you completed when you joined the MERF in a safe place so that, in the event of your death, your beneficiaries can easily find it. Your beneficiaries should notify the Plan Administrator as soon as possible after your death, using the instructions on the Beneficiary Designation Form. 

The Plan Administrator will determine what benefits, if any,  are available for your beneficiaries and will notify them about how to claim such benefits.



	Other Benefits
	You may be entitled to life insurance or health insurance after you retire. Questions about these benefits should be directed to the City’s Benefits Administration Department. The Pension Unit is unable to provide information about these benefits.

If you also participate in a deferred compensation plan, you should contact the administrator of that plan to discuss your retirement options.


	Other Information


	

	Assignment of Benefits
	You cannot use your MERF benefits as security or collateral for a loan.

However, your spouse may have a right to a portion of your vested benefit in a divorce action. In order for the MERF to allocate a portion of your pension to your spouse, a court ordered Qualified Domestic Relations Order (QDRO) must be filed with the Plan Administrator and approved by the Pension Commission. Details will be provided on request to the Plan Administrator.



	Reemployment After Retirement
	If you retire from a non-union position: 

If the City rehires you after you retire and begin receiving your pension, and you again contribute to the MERF during this new period of employment, your pension will be suspended.

Any benefits that would have been paid during your period of reemployment will be paid to you (without interest) once you cease contributing to the MERF. In no event will your subsequent period of employment be used to increase or otherwise modify your original pension.

If you become eligible for a second pension based on your reemployment period, you will be entitled to receive an additional pension based on your reemployment period. None of your service or earnings used for your suspended pension will be used to determine your eligibility for, or amount of, any additional pension to which you may be entitled. If you do not qualify for a second pension, any contributions you make during your reemployment will be refunded to you, with interest, if applicable.

If you retire from a union position:

If the City rehires you after you retire and begin receiving your pension, and you again contribute to the MERF during this new period of employment, you will be entitled to continue receiving your pension during your period of reemployment.

If you become eligible for a second pension based on your reemployment period, you will be entitled to receive an additional pension based on your reemployment period. None of your service or earnings used for your original pension will be used to determine your eligibility for, or amount of, any additional pension to which you may be entitled. If you do not qualify for a second pension, any contributions you make during your reemployment will be refunded to you, with interest, if applicable.

NOTE: In order to be considered “retired” your employment must be terminated, you must actually leave City service, and you must receive at least one pension payment. You also cannot apply for, be offered or accept a new position with the City, Library or Board of Education prior to your “Last Day Paid” (refer to the Plan Summary for a definition of Last Day Paid).



	Transfer of Contributions and Service
	If you leave City employment prior to retirement, you may be able to transfer your contributions and associated service to another retirement system with which the City has a reciprocity agreement. Details will be provided upon request to the Plan Administrator.

Refer to the Summary of Plan Provisions, Purchased Service section, for information about transferring contributions or service to the MERF.



	Rollover of Contributions
	If you leave City employment prior to retirement, you may be able to roll your MERF contributions into an IRA or another employer’s retirement or savings plan. When you apply for a contribution refund, you will be sent information on your rollover options.




	Plan Administration
	

	
	

	Counseling Services
	The Pension Administration Unit is available to provide counseling and information about the MERF. The Pension Unit is located at:

Pension Administration Unit

250 Constitution Plaza, 2nd Floor

Hartford, CT  06103

Telephone:
860-757-9125



	Legal Process and Appeals
	The Pension Commission and Plan Administrator are charged with administering the provisions of the MERF as they are developed by the City Council and incorporated into various collective bargaining agreements or codified in the City Charter and Ordinances. Neither the Commission nor the Plan Administrator can change the terms of the Plan or make exceptions to the rules and provisions as designed.

Below is a brief description of the process available to you if you feel you have been denied a benefit to which you are entitled. The Plan Administrator will provide you with a detailed explanation of the appeal process upon request and copies are also available in the City, Library and Board of Education Personnel Departments.

If you feel that you have been denied a benefit to which you are entitled, your first step should be to contact the Plan Administrator, in writing, to explain your question, complaint or claim. The Plan Administrator will review your situation and respond in writing within thirty (30) days of receiving your written request. You are encouraged to try to resolve the issue with the Plan Administrator before going on to the next step.

If you are not satisfied with the response you receive from the Plan Administrator, or if you do not receive a response within 30 days, you can write directly to the Pension Commission, in care of its Secretary, and ask for a review. This request must be made using the City of Hartford Pension Commission Notice of Appeal Form, which is available from the Plan Administrator and can also be found in the City, Library and Board of Education Personnel Departments.

The Commission will consider your appeal at whichever of its regularly scheduled meetings that is no sooner than 14 days from the date you file your appeal and no later than 60 days from such date. At that time the Commission will review the appeal and either address it at that meeting or schedule a hearing for a future date. You have the right to attend all proceedings and to be represented by an attorney of your choice if you wish. The Commission meets monthly, except in August when it does not meet, and all meetings are open to the public. The meeting schedule is available from the Office of the Town and City Clerk.

A Hearing Officer, generally one of the Commissioners, will be appointed and will conduct the hearing on your appeal. The Pension Commission will issue a written decision regarding your appeal within 180 days of the date of the hearing, or the date any additional evidence is received, if later. Failure on their part to issue a written decision will constitute a dismissal of the appeal. 

Should you disagree with their decision, you are free to pursue legal remedies.



	Address for Service of Legal Process
	Pension Commission

c/o Secretary of the Pension Commission 

City of Hartford

Office of the City Treasurer

550 Main Street

Hartford, CT  06103

Telephone:
860-757-9110



	Address for Pension Administration Unit
	Pension Administration Unit

City of Hartford

550 Main Street

Hartford, CT  06103

Telephone:
860-757-9125



	Reporting and Disclosure
	You or your representative has the right to inspect and obtain copies of all Plan documents (including the City Charter, Ordinances and Union contracts). A fee may be charged if copies are provided.

The City of Hartford Charter and ordinances are available on the Internet at the City of Hartford website (www.hartford.gov) or can be obtained from the Pension Administration Unit at a nominal cost.

If you are a member of a bargaining unit, your union contract may also contain pension provisions. Copies of your contract are available from your union stewards.
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