Retirement Letter and Certificate
Retiree information Form
Please complete all of the information requested below for your retiree and submit via email to DGSUniversity@dgs.ca.gov.  Please allow 2 weeks to process your request as it must pass through several approvals before being signed.  Thank you.

NOTE:	Sometimes a different date is requested on the certificate and letter, pending a party or ceremony, but this is totally up to you.

Information Needed:
[bookmark: _GoBack]
Retiree Name (to appear on certificate):
Retiree Home Mailing Address:
Retiree Class Code and Title:
Retirement Effective Date:
Total State Service (Yrs/Mos):
Division/Office (to be listed on the letter):
Date on the Letter:
Date on Certificate:

Contact Name (person requesting the ltr/cert):
Phone #:
Address/location:

Date needed by:

Once letter is completed select how you want to receive it:
	☐	I will pick up when ready.
	☐	Return by US Mail (provide address, if different from requestor’s address)
	☐	Return by Inter-office Mail (provide IMS address & mail stop)
	☐	A Courier will pick up (call requestor)
	☐	Other:  (please specify)


