 
Once I get confirmation from the Pension Department I will schedule your Exit Interview. It will be at HQ @ 420 Lexington Avenue Suite # 425. The day of your exit interview is your last working day on property. You may not be on an RDO on the day you arrive to turn in your property. I have attached several documents above for you to prepare. You must prepare a memo addressed to the Chief stating your intention to retire. This memo should include the remaining vacation, chart, comp, and future vacation hours (if applicable) you wish to be paid out upon separation from the department. You do not get paid out for remaining Personal Days and your Kronos days will be prorated. You will need to complete the Police Service Retirement Application and submit to the MTA Pensions Department to get things started. This needs to be done at least 30 Days in advance of the date you plan on retiring, I recommend at least 45 days. You will be required to submit a copy of your birth certificate along with your two (2) page retirement application. If you choose any plan with a beneficiary (your spouse), you must submit a copy of your spouse’s birth certificate along with a copy of your marriage license. All forms for MTA Pensions need to be the hand signed originals and need to be physically in 2BWY’s possession to complete your retirement processing. Pensions does not accept email submissions of paperwork.  
 
You can request your estimated pension numbers through www.mymta.info, under My Benefits – Pension Estimates. Once you have confirmed an actual date for retirement with MTA Pensions, you will receive your actual retirement numbers closer to the retirement date. You can call the BSC at 646-376-0123 if you have any questions about your pension or benefits in retirement. If you have any questions regarding your Empower 401K or 457 account you can reach out to Margarita Tsang @ 646-252-1230. If you have any questions about the Special 3-Year 457 Catch-Up Provision you can reach out to Nicole LaMorte @ 646-252-1249.
 
I will also need you to complete the following forms scanned in pdf form and send back to me when you get a chance;
 
MTABSC Form HR-HRIS-073
MTABSC Form HR-HRIS-015
MTA Code of Ethics Post Employment Form
Memo to Chief
Exit Interview Form
 
Also it is very important for you to complete MTABSC Form HR-HRIS-074 for your separation payout. That gets sent to the BSC by e-mail as indicated at the top of the form. Scan the completed form to your job email address and then forward the pdf email to bscservice@mtabsc.org and cc gorthner@mtapd.org. You should receive a response from the BSC in 4-5 business days stating they accepted the form. If you do not receive a response, you must send the email again to ensure proper delivery.  
 
You should make a total of four (4) piles of paperwork.
 
MTA Pensions (All Originals) – Application For Service Retirement, MTA Beneficiary Form, W-4P Form, Electronic Funds Transfer Agreement, Change of address Form (if needed), voided personal check, Copies of birth certificate(s),
MTA BSC – Form 74
MTAPD IAB – “Good Guy Letter” Memo Request. Answer the six (6) questions from the Firearms permit pdf in the memo. 
Lt Orthner – Form 15, 73, Code of Ethics, Exit Interview, Memo to Chief
 
Before you come to HQ you will respond to the Bethpage or Hastings Range to return your department property. If you have qualified at the range in the last 12 months, and you are qualify for an HR-218, one will be provided for you at HQ on your last day. If you do not have a pistol permit or qualify for an HR-218, then you will voucher all your firearms with the Training Unit. Depending on what state you reside in or will move to, you will need to obtain a pistol permit from your County of Residence to maintain possession of your firearms. I have attached a copy of the information that IAB will need to prepare your “good guy letter” if you need one to obtain a permit. Prepare a memo to Internal Affairs answering all 6 questions listed on the attached pdf. Scan and send the completed memo to iab@mtapd.org and cc gorthner@mtapd.org.
 
Human Resources will take your current Transportation Pass and provide you with the necessary paperwork to obtain your retired transportation pass. You have a choice of either a retired MNR, LIRR or NYCT Pass. Please advise which Pass you will be choosing.
 
Please bring your Shield, Cap Device, ID Card, Parking Placard, Portable Radio & Mic, Transportation Pass, Memo Books, Connecticut Commission, Body Worn Camera, Mounts, and Changing Wire, Job Phone, and PRD if you have one at our meeting. Your paper memo books will be archived with the Records Section. Your digital memo book will need to be downloaded and sent to Records and Admin on your last day with patrol/unit/squad. Follow the directions attached from C/O 23-79. Make sure your department phone is fully charged when you arrive at HQ on your last day. All other equipment can be vouchered with the Training Unit in Bethpage or Hastings.  
 
You must bring in a blue/white uniform shirt with proper collar brass and tie to have your retirement picture taken at HQ on your last day. An HR-218 and/or retirement ID will not be produced without a current picture.  
 
I wish you all the best in your future endeavors.
 
Call/email me if you need assistance with anything or have any questions in regards.
 
 
 
George Orthner
MTA Police Department
Lieutenant - Administration
420 Lexington Ave - Suite 425
New York, NY 10170
Phone: 212-878-1154
Fax: 212-878-0211
Email: gorthner@mtapd.org
 

