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Contact Chair or 
Director to initiate 
discussion and 

process.

Negotiate terms with 
employee (confer 
with Provost, if 
applicable)

Draft Agreement and Release.

Use templates on HR Manager Services 
under Phased retirement manager guide 
- https://cfo.asu.edu/phased-retirement- 
manager-info 

Review Employment 
Conditions (confer with 
Dean, VP, or Provost, if 
applicable

Print one (1) agreement, 
complete, and obtain 
original signatures.

- Employee
- Chair or Director
- Dean or VP
- Exec VP or Provost

Sign 
Agreement 
and Release

Employee has 45 days to 
consider the terms and 
whether to execute the 
Agreement.

Return signed original 
document to Employee.

Send scanned copy to 
Dean and OHR Benefits

Maintain copy of signed 
Agreement in employee's 
benefit file.

Update participation log.

Provide reports/stats to 
management, as requested.

Audit HRIS 
data

Submit HRIS changes 
per Agreement.

- Reduce hours/FTE
- Reduce salary

Hours 
less than 

50%?
END

ORP Phased Retirement Program Management

Yes

No
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