
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.

• If electing phase down, check with City on required deadlines.

Leaving employment with the City is independent of retiring 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



Benefit Options

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

• If married, 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.

• Attached is a Pension Benefit Application. 
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Required Retirement Documentation

Copy of Departmental Retirement Acceptance Memo signed by your 
direct supervisor.

Voided check (for direct deposit of monthly pension payment).

Copy of member’s form of identification. 

If married:
• Copy of spouse’s form of identification and Social Security card.

• Copy of your marriage license.



Required Retirement Documentation (con’t)

If you have children younger than age 19 or disabled children:
• Provide copy of all birth certificates/adoption paperwork and Social Security 

cards.

• If you believe your child might meet disability requirements, a disclosure form will 
be provided to you when you set your benefit. 

If ever divorced while on the department, copy of your divorce decree(s) 
and/or QDROs.

Some of the above documents may already be on file for DROP 
participants.



Important Agenda Dates

Dates reflect DPFP deadlines for each step of the retirement process. 

Date of First 
Pension 
Check

Board 
Meeting Date

Last Day on 
Payroll

Paperwork & 
Documents 

Due By

Agenda 
Month

Oct. 30, 2026Oct. 8, 2026Oct. 6, 2026Sep. 23, 2026October

Nov. 30, 2026Nov. 12, 2026Nov. 3, 2026Oct. 28, 2026November

Dec. 31, 2026Dec. 10, 2026Dec. 1, 2026Nov. 24, 2026December

NOTE: All the 2026 & 2027 dates are posted to 
our website.



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@dallas.gov

DPFP does not administer the City’s insurance plan. We are unable to 
answer any questions about the insurance. All questions should be 
addressed to the Benefit Service Center. 

You have 30 days from your last active date of service to enroll in health 
insurance. 

• City determines enrollment eligibility



Annual Year End Documents
All benefit recipients will receive the following documents from DPFP on an 
annual basis:
• 1099R – tax reporting document 

• Withholding Letter – regulatory notice sent to members annually as a reminder 
of their ability to update their tax withholding. No action required.

• Tax Notice Letter– will list total health insurance paid during the year which the 
member may need to claim a tax exclusion. (for retired public safety officers 
only)

• Direct deposit advice – You will receive a direct deposit advice each year 
reflecting your December payment and for any other month in which there is a 
change in your payment amount. 



Important Tax Information

Beginning pension payments before the year you turn 50 may put you at 
risk for an Early Withdrawal Penalty
• Future 1099-R will show a distribution code 1 (at risk-no known exception) 

until age 59 ½ 
• Consult your tax advisor



Police Department Contacts
•Dave Barlow

Supervisor – Personnel Operations

O: (214) 671-3446

david.barlow@dallaspolice.gov

•Beatriz Pena Alvarez

Manager-DPD Personnel Operations

O: (214) 671-4446

beatriz.alvarez@dallaspolice.gov



Fire Department Contacts
•Valanda Quaite

HR/EEO Compliance Manager III

O: (214) 670-5108

valanda.quaite@dallasfire.gov

•Carolina DeLeon

Fire Payroll Manager II

O: (214) 671-5769

C: 214-662-1279

carolina.deleon@dallasfire.gov



Fidelity Investments Contact

For information about your 401k and 457 accounts:

Josh George

Fidelity Workplace Financial Consultant

(469) 910-2601

josh.george@fmr.com



Power of Attorney
Authorized agent can act on your behalf with DPFP to do the following:

• Request account information

• Update direct deposit information

• Update beneficiaries

• Update contact information

Can make POA effective immediately or upon your incapacitation

Can revoke POA submitted to DPFP anytime in writing

*DPFP does not provide legal advice*



Completing POA Template with DPFP
Who do you want to 
appoint as your agent?



Completing POA Template with DPFP
What powers do you 
want to grant to your 
agent?



Completing POA Template with DPFP
When do you want the 
POA to go into effect?

To go into effect immediately

• Either cross out option B or do 
nothing with this section

To go into effect upon your 
incapacitation

• Cross out option A


