
Inform your line manager
Line manager completes SAP 

leaver action in IBC portal

Complete a retirement 
declaration form and send to 

Pensions Services

Pension Services acknowledge 
receipt of retirement 

declaration form

IBC Pensions Admin Team 
complete leaver form and send 

to Pension Services

Pension Services provide 
estimate of retirement benefits 

if requested

Pension Services calculate 
actual retirement benefits

Final decision notified to 
Pensions Services

Final benefits checked by 
Pension Services

Commutation lump sum sent 
for payment (earliest date of 

payment is day after retirement 
date)

Written notification sent to 
member

Retirement passed to Pensions 
payroll to pay annual pension

Retirement set up on Pensions 
Payroll. Written notification 

sent to member

First pension instalment paid 
with any arrears from date of 

retirement 

Estimate required - 
YES

Estimate required - 
NO

Pension Services request 
leavers form from IBC Pensions 

Admin Team 

Aim to pay within 
10 working days 
of retirement*

*Is dependant on 
receiving all 
paperwork / 

notifications prior to 
retirement date

Aim  to pay first 
instalment within 

one month of 
retirement*

Aim to provide 
leaver details 

within 10 working 
days of 

retirement*
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