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The Public School Employees’ Retirement System (PSERS) provides this document for educational 
and informational purposes. Information in this document is general in nature, does not cover all 
factual circumstances, and is not a complete statement of the law or administrative rules. The 
statements in this document are not binding. In any confl ict between the statements in this docu-
ment and applicable law or administrative rules, the law and administrative rules will prevail. This 
document is designed solely to provide an overview of benefi ts available to PSERS members and 
is not intended to be a substitute for retirement counseling. The contents of this newsletter may not 
be used for any commercial purpose without PSERS’ prior written permission.

From the Desk of the Executive Director 

Continued on page 2

“Behind the Scenes at PSERS" 
       from PSERS Executive Director, Mr. Jeffrey B. Clay...

PSERS continues its series of “Behind the Scenes at PSERS” articles with a 
tour of the Bureau of Benefi ts Administration (BBA). 

BBA is responsible for administering PSERS’ comprehensive pension ben-
efi ts program and provides professional and technical services to 279,152 
active PSERS members and to 194,622 retired PSERS members and their 
benefi ciaries.  For example, if you are an active member who has purchased 
service or applied for a refund, or a retired member who receives a pension 
benefi t from PSERS, then your account has had some interaction with BBA 
staff.

The Bureau has approximately 70 staff and is organized into three divisions: 
the Benefi t Processing Division, the Benefi t Policy and Specialized Service 
Division, and the Exception Processing Division.

The Benefi t Processing Division consists of the Retirement Processing Center 
and Purchase of Service and Refund Center.  In 2011, the division received 
nearly 29,000 new applications for retirements, purchase of service credit, 
and refunds.  The Division processed over 37,000 transactions.

The Retirement Processing Center determines eligibility and verifi es infor-
mation in member accounts in order to process benefi t payments and direct 
rollovers.

The Purchase of Service and Refund Center determines eligibility and calcu-
lates the cost to the members and employers for the purchase of additional 
service credit.  Staff also processes applications for a refund of contributions 
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Continued on page 3

Southcentral 
Regional Offi ce - 

Note New Location
In March 2012, the PSERS 
Southcentral regional offi ce 
moved from Mechanicsburg, 
Pennsylvania, to the PSERS 
headquarters building at 
5 N 5th Street in Harrisburg, 
Pennsylvania.  

Directions to the regional 
offi ce may be found through 
our website, www.psers.
state.pa.us, under the 
Regional Offi ces button on 
the left-hand side of the web 
page, or contact the offi ce at 
its toll-free phone number, 
1-888-773-7748, extension 
6335.  Local callers please 
use the offi ce's new local 
phone number, (717) 720-
6335.  

The new fax number for the 
Southcentral regional offi ce is 
(717) 783-9606.  

Onsite parking is limited and 
on a fi rst-come, fi rst-served 
basis.  Preference is given to 
those with scheduled appoint-
ments.  Nearby garage and 
metered on-street parking is 
also available.  

The Southcentral offi ce 
serves PSERS members who 
currently work or worked for 
employers in Adams, 
Cumberland, Dauphin, 
Franklin, Fulton, Huntingdon, 
Juniata, Lancaster, Lebanon, 
Miffl in, Perry, and York Coun-
ties.

and interest for school employ-
ees who terminate and are inel-
igible for a retirement benefi t.

The Benefi t Policy and Special-
ized Service Division consists 
of the Benefi t Policy Center 
and Specialized Service and 
Quality Assurance Center.

The Benefi t Policy Center 
focuses on the fi rst level of the 
administrative appeal process, 
which involves presenting 
recommendations, supporting 
legal analyses, and relevant 
documents to the PSERS 
Executive Staff Review Com-
mittee.  In addition, the Center 
reviews salary contracts that 
may include non-retirement 
covered compensation and 
reviews atypical requests for 
membership eligibility.

The Specialized Service and 
Quality Assurance Center is 
responsible for both processing 
complex benefi t requests and 
for quality assurance. Much of 
the work is generated by the 
review and implementation of 
portions of Domestic 
Relations Orders that address 
the distribution of pension 
benefi ts when a divorce 
occurs.  This area also calcu-
lates benefi ts for members 
affected by Section 415(b) of 
the IRS code and is respon-
sible for the calculation of a 
workers’ compensation offset.  
A team of auditors reviews and 
approves retirement and death 
benefi t calculations, requests 
for payment, and purchase of 
service calculations.

The Exception Processing 
Division is responsible for 
a variety of benefi t requests 
which involve manual or 
special processing. It houses 
the Manual Processing and 
Multiple Service Membership 
Center and the Disability and 
Death Benefi t Center.

The Manual Processing and 
Multiple Service Membership 
Center is responsible for a 
variety of benefi t requests 
such as frozen annuity calcula-
tions, intent to change recalcu-
lations, and the calculation 
of retirement benefi ts for 
Multiple Service (MS) members 
who are retiring from the 
State Employees’ Retirement 
System (SERS) or PSERS.  
MS Membership processes 
requests for MS membership 
eligibility and the calculation of 
purchase of service requests.

The Disability and Death 
Benefi t Center handles all 
requests for disability benefi ts.  
Medical examiners work with 
BBA staff to obtain suffi cient 
and current medical informa-
tion.  BBA staff review annual 
earnings affi davits and 
calculate both initial and fi nal 
disability retirement benefi ts. 
Staff calculate and arrange 
for payment of death benefi ts 
when members die prior to 
or subsequent to retirement, 
including the return of checks 
issued after death and the 
collection of premium assis-
tance.

From the Desk of... (continued from page 1)
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PSERS Board 
of Trustees 

Meeting Schedule

Apr i l  27 ,  2012
June  22 ,  2012

Augus t  9 ,  2012
October  5 ,  2012

December  7 ,  2012

PSERS Board meetings 
are held in Harrisburg 
at PSERS, located at 
5 North 5th Street.  
In addition to these 
Board meetings, 
Committee meetings 
are held throughout the 
year.  All PSERS Board 
meetings are open to 
the public. 

For exact meeting times 
or if you would like to 
attend and require an 
accommodation to 
participate, please call 
Barbara Book, PSERS 
Executive Offi ce at 
1-888-773-7748, 
extension 4617.

From the Desk of... (continued from page 2)

Continued on page 4

The System Support Center is 
comprised of a team of man-
agement analysts who serve 
as the BBA’s link to information 
technology (IT).  The analysts 
work closely with IT consul-
tants and PSERS entire staff 
to ensure the effectiveness of 
business processes.  They are 
also responsible for project 
management, training, system 
design, workfl ow analysis, and 
user acceptance testing as 
well as the implementation of 
new business processes, new 
systems and system enhance-
ments. 

PSERS, including BBA, is 
not immune from these diffi cult 
economic times.  Like many 
others, PSERS staff is “doing 
more with less.”  By stream-
lining processes, leveraging 
technology through computer 
system enhancements, and 
cross-training staff, BBA is able 
to maximize all of its resources 
to provide timely service to 
PSERS members.  

PSERS last increase in staff 
complement was in 2008 when 
four positions were added.  
Since that time, PSERS has 
experienced a signifi cant 
increase in workload due to 
the implementation of recent 
legislation that increased the 
complexity of the System and a 
large increase in the number of 
retirements over the past year. 

During calendar year 2011, 
PSERS saw a 34% increase 
in retirement applications 
processed over 2010 (Over 

13,000 in 2011 and over 9,000 
in 2010).  Nearly 55% of the 
retirement applications were 
received between April 2011 
and June 2011.  

PSERS’ efforts to increase 
effi ciency have continued to 
positively impact PSERS’ 
operations and in particular, 
BBA’s processing of retirement 
benefi ts.  In 2011, nearly 85% 
of the retirement applications 
processed were fi nalized in 
one-step as compared to 
nearly 70% in 2010. This 
means most retiring members 
are now able to receive fi nal 
payments in a matter of weeks 
and not months as in years 
past.

Historically, PSERS paid retire-
ment benefi ts in two steps: a 
reduced initial benefi t within 
about 10 weeks of retirement 
based on information on fi le 
with PSERS at that time and 
then a fi nal benefi t with retro-
active monies within about 18 
months of the retirement date 
using fi nal information. Over 
the past few years PSERS 
staff has worked closely with 
employers to improve accuracy 
and timeliness of reporting, 
which allows BBA to process 
more retirements as one-step.  
The one-step benefi ts are 
being paid in an average of 
less than four weeks after all 
the necessary information is 
received from school employ-
ers. 
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PSERS
5 N 5th ST

Harrisburg PA 
17101-1905

Toll-Free
1-888-773-7748 

Local Calls
717-787-8540

FAX
717-772-3860

Phone Hours
Weekdays 

(except holidays):
7:30 a.m. - 5:00 p.m.

Website Address:
www.psers.state.pa.us

Email Address:
ContactPSERS@pa.gov

PSERS is happy to 
provide visually 
impaired readers with 
our publications in large 
print or a CD.  Please 
contact PSERS to 
request either of these 
free services.

PSERS is proud to be an 
equal opportunity 
employer supporting 
workforce diversity.

From the Desk of... (continued from page 3)

The direct result of these 
improved effi ciencies is a 
reduction in duplicated work 
that enables BBA staff to 
process higher volumes without 
increasing staff size. In particu-
lar, August 2011 was a peak 
month for BBA staff as over 
4,000 retirement applications 
were processed by BBA staff.

Efforts to prevent and reduce 
existing backlogs in other areas 
have also continued.  In 2009, 
there were more than 25,000 
Purchase of Service (POS) 
applications to be processed 
by BBA staff.   At the end of 
calendar year 2011, there were 
approximately 5,000 POS 
applications remaining to be 
processed.  This reduction 
occurred despite 10,732 new 

POS applications being 
received that year.

In closing, I greatly appreciate 
the comments and feedback 
members have shared about 
the “Behind the Scenes” series 
of newsletter columns.  Notwith-
standing the challenges that 
face both the Commonwealth 
and PSERS, we will continue 
to operate the System for the 
exclusive benefi t of our mem-
bers and work diligently on 
your behalf behind the scenes 
at PSERS.  Efforts to improve 
processes and the effi ciency of 
PSERS’ operations will contin-
ue. We will provide more infor-
mation in upcoming “Behind the 
Scenes” articles in future news-
letters.

The PSERS Board of Trustees 
will conduct two elections this 
fall.  Neither of these Board of 
Trustees elec-
tions will affect 
PSERS retirees.  

One election 
is for an active 
certifi ed mem-
ber and the 
other election 
is for an active 
non-certifi ed 
member.  Each 
one of these elected members 
would serve a three-year term 
on the Board beginning January 
1, 2013.

While active contributing 
members of PSERS will receive 
ballots to vote for these posi-

tions, you, as a 
retiree, will not 
receive a 
ballot.  There-
fore, it is 
possible for 
those in house-
holds with 
multiple mem-
bers of PSERS, 
one who is 
currently working 

in a Pennsylvania public school 
will receive a ballot and the 
member who is retired will not 
receive a ballot.  

Upcoming PSERS Board Election
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Federal Withholding 
Calculator

Now that the rush of the tax 
season has passed, you may 
have discovered that you 
elected to withhold too much 
or too little federal tax with-
holding.  You may change 
your federal withholding rate 
at any time.  To change your 
withholding amount, you must 
complete, sign, and submit a 
W-4P form to PSERS.  

The W-4P form is available 
online from the PSERS web-
site, www.psers.state.pa.us 
(located under Forms), or from 
the Internal Revenue Service 
(IRS) website, www.irs.gov 
(search "W-4P").  Mail your 
completed W-4P form to: 
PSERS, 5 N. 5th St., 
Harrisburg, PA 17101-1905. 
Due to payroll processing 
time frames, it can take up to 
8 weeks for the change to go 
into effect. 

If you need assistance with 
determining your federal with-
holding, the PSERS website, 
www.psers.state.pa.us, has 
an online Federal Withholding 
Calculator to assist you (click 
on Tax Calculator to access 
the withholding tax calcula-
tor).  While the use of the 
calculator does not replace 
having to complete and sub-
mit a W-4P form to PSERS, it 
helps to ensure you select the 
marital status and allowances 
(exemptions) you need to 
achieve the federal withhold-
ing amount that will be benefi -
cial to you.  

“Your message did not reach 
some or all of the intended 
recipients” is an email 
message that is becoming 
a common sight in the email 
inboxes at PSERS.  We are 
receiving a greater number of 
requests for information via 
email, but when we respond, 
the member’s email service 
provider rejects our responses.

As email fi lters become 
increasingly more restrictive, 
some Internet Service Provid-
ers (ISP) and email service 
fi lters route emails from 
PSERS to your junk or spam 
email fi les, or fail to deliver our 
return responses at all. This 
situation not only holds true for 
responses to your email inqui-
ries, but also when you can-
not remember your Interaction 
password and you initiate the 
step for your password infor-
mation to be emailed to you.

If you do not directly receive an 
email from PSERS containing 
your password information in 
your in-box, please be sure to 
check your junk or spam mail 
email boxes.  If you know how 
to adjust settings in your email 
and have done so to prevent 

junk or spam mail, you may 
want to temporarily remove 
those settings before reset-
ting your PSERS password or 
while waiting for a response to 
the email you sent to PSERS.  
You can simply turn those set-
tings back on after receiving 
the email containing your new 
password or our response.

Email other than password 
email returned to PSERS as 
undeliverable will be emailed 
a second time.  If the second 
email is returned, we will send 
a letter containing the response 
if we can positively identify 
the sender.  We receive many 
emails that are unsigned, or 
we may have several members 
with the same name or a similar 
name, making it extremely 
diffi cult to make a positive 
identifi cation.

Password email cannot be 
resent, nor will a follow-up 
letter be sent, as password 
email is automatically gener-
ated.  Please keep in mind 
when emailing PSERS, if you 
don’t receive a response, it 
may be your junk and/or spam 
mail fi lters preventing you from 
receiving our reply.

Mailer-Daemon - Failure Notice
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Non-Driver Identifi cation 
Cards Available 
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Reporting a Death & Reimbursements
To report the death of a PSERS retiree, alternate payee, survivor, 
or benefi ciary receiving a monthly payment from PSERS, a 
family member or person responsible for handling your estate 
would contact PSERS by calling us toll-free at 1-888-773-7748.  
The caller should have available the deceased’s name, social 
security number, and date of death, as well as the name, 
address, and telephone number of the person handling the 
estate.   

PSERS must also receive a copy of the death certifi cate.  
Additionally, any payments received after the date of death 
must be returned to PSERS.  The death certifi cate and retirement 
payment(s) made payable after the date of death should be sent 
to:   

DPC 
Public School Employees' Retirement System 
5 N. 5th St.
Harrisburg PA 17101-1905  

Payments sent via wire 
transfer and received 
after the date of death 
must also be returned 
to PSERS.  Monthly 
annuity payments are 
made on the last busi-
ness day of the month.  
By contacting the bank 
and providing notifi ca-
tion of death prior to the 
last business day of the 
month, the bank has 
the chance to reject the 
payment and it will be 
returned to PSERS.  
If the payment isn't 
returned, the estate 
must return the payment 
to PSERS.  

After PSERS has received the death certifi cate, we will review 
the decedent’s account and contact the benefi ciary(ies) or 
estate and provide the necessary forms and information to 

As most business and 
medical providers require 
photo identifi cation, such 
as a driver's license, the 
Commonwealth of Penn-
sylvania offers an offi cial 
identifi cation card for non-
drivers.  This identifi cation 
card is similar in appearance 
to a Pennsylvania driver's 
license, and is accepted as a 
bona fi de form of identifi ca-
tion. 

The non-driver identifi cation 
card and the application to 
apply is available from the 
Pennsylvania Department of 
Transportation (PennDOT).  
You may obtain a copy of the 
form through the PennDOT 
website, 
www.dmv.state.pa.us 
(search "dl-54"), 
contact your nearest 
PennDOT Driver License 
Center, or call PennDOT at 
their toll-free number, 
800-932-4600.

Any Pennsylvania driver who 
voluntarily surrenders his/
her driver’s license for medi-
cal reasons may obtain a 
photo identifi cation card free 
of charge.  For those who 
are applying for a photo ID 
to use for voting purposes, 
there is no charge (Contact 
PennDOT for additional de-
tails and requirements).  
For all others, including 
those who never received 
a license, there is at press 
time, a $13.50 fee. 
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Direct Deposit 
or Electronic
Transfer of

Monthly Annuity

You must complete the 
Authorization for Direct 
Deposit - Electronic 
Transfer of Monthly 
Benefi t (PSRS-116) form 
if you wish to have your 
monthly benefi t payment 
sent directly to your fi nan-
cial institution or if you wish 
to change accounts and/or 
fi nancial institutions. 

PSERS can deposit your 
monthly benefi t payment into 
your checking or savings 
account.  We cannot deposit 
your payment into a money 
market account.

The form can be printed 
directly from the PSERS 
website, www.psers.state.
pa.us, or you may contact 
PSERS to receive a copy of 
the form.

It may take up to 8 weeks 
or longer to make this 
change.  If you are 
changing accounts 
and/or fi nancial institutions, 
PSERS strongly recom-
mends that you do not 
close the old account 
until your monthly benefi t 
payment is deposited into 
your new account.

close the account.  This information will not be released 
over the phone or by email.   

While PSERS has a responsibility to close the retiree's or 
survivor's account fairly, accurately, and compassionately, 
PSERS also has a fi duciary responsibility to our members 
as a whole.  This requires us to ensure that we recoup as much 
of any outstanding overpayments as possible and as soon as 
possible.  While it may be a small amount of money in an 
individual member’s account, this is compounded when you 
examine the sheer number of payments made prior to notifi cation 
of a member's death.    

PSERS will not provide information pertaining to a retirees' 
death benefi t prior to receiving any overpayments and the 
account is made whole.  Once the owed monies are returned 
to PSERS, this type of information will be released.

PSERS is required by the law to seek collection of the funds 
owed to the agency.  At times, even the Commonwealth's 
attorney general will get involved and seek legal recourse 
against the person or persons who have chosen not to repay 
funds owed to PSERS. 

We realize that your family members may not be aware of what 
funds are being deposited into your fi nancial institution on your 
behalf or even who to contact in the event of your death.  Sharing 
this article with them may help in some small way as your loved 
ones work through a diffi cult time.  

More detailed information about death benefi t payments for those 
retirees who die is available in the PSERS publication, Let’s 
Talk About Death Benefi ts During Retirement.  This publication 
is available in print by contacting PSERS and on the PSERS 
website, www.psers.state.pa.us, under the Publications tab. 

Reporting a Death & Reimbursements (continued from page 6)
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