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How to Fill Out Your 
Retirement Benefit Estimates 
and Application (ET-4301)
A Getting Ready for Retirement Topic
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Objectives

By the end of this presentation, you will be able to:
• Apply for and receive a Retirement Benefit Estimates and Application

(ET-4301) form

• Navigate the sections of retirement application

• Complete an accurate retirement application and avoid mistakes that 
would cause your application to be voided and returned

• Submit a completed retirement application to ETF
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Request an Official 
Estimate of Benefits
The only way to receive your retirement application
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Applying for Retirement Page

1. Scroll down to the “Request an 
Official Estimate and Application” 
box

2. Click on one of the ways to 
request:

• Online

• Paper

• Phone

3. Plan ahead! It may take 6 weeks 
to process your retirement 
estimate
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Review Your Information
Personal and employment
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Sample Form

You may request 
once every 12 

months. You do 
not have to apply
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Identifying Information

Check the information for accuracy

Jane DoeStrike out 
and write 

corrections 
to the side

100 State Drive, Town, WI 53405___________________________ 300 State Drive, Town, WI 53415

03/02/1956 XXX-XX-XXXX

We perform both calculations. You see the 
higher of the two used for your benefit
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Service and Earnings Formula 
Example

Your most recent information, including earnings, will be reported 
by your employer. It is not necessary to update this section
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Service and Earnings Money 
Purchase Example

Service and earnings were not used in your 
calculation. It is not necessary to update this section
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Choose a Benefit Payment 
Option
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Benefit Payment Options
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Monthly Retirement Benefit

• Only check one box for your 
benefit

• If you choose more than one 
option, it will be voided and 
returned

• If your monthly annuity is less 
than the minimum amount set 
by the IRS, you are restricted 
to a one-time, lump-sum 
payment

VOID

If eligible, lump-
sum amount 

would be here
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Employee Additional 
Contributions Benefit
• Only check one box for your 

benefit
• If you choose more than one 

option, it will be voided and 
returned

• Keep in mind:
1. Additional Contributions will 

always have a lump-sum 
payment option

2. May choose to leave on deposit 
with ETF until RMD age

VOID

Additional contributions 
always have a 

lump-sum option
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Joint and Named Survivor 
Information

Only fill out if you have chosen a 
Joint and Survivor Annuity option 

Go to etf.wi.gov and search “What is a Named Survivor” for more 
information about named survivors and how to choose one

60 days to change 
after 1st annuity payment
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Payments and Taxes
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Direct Deposit Authorization

You must fill out the Direct Deposit Authorization section!
VOID

Attach to form
for deposit to 

checking

Must fill out both numbers for your 
financial institution for both checking 

and savings accounts
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Taxability

Investment in Contract information. You will see a dollar figure here if you have enough 
post-tax dollars in your account (normally between $0-$2). If you purchased service or 
made additional contributions, this amount will be more.

ETF will enter this information. This section is for your information only, 
you do not need to update this section
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Income Tax Withholding Election

We recommend using the Income Tax Withholding calculator to 
help you figure out this section and print a withholding election

https://trust.etf.wi.gov/ETFTaxCalculator/calculator.do
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Applicant Information & 
Application Certification
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Applicant Information

Contact 
your 

employer
Choose 
one box

Choose 
one box

If you choose the 2nd or 3rd option of Relationship Status, you must 
fill out the Spouse/Domestic Partner information at the bottom
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Application Certification

You must 
date, sign, 

and provide 
your phone 

number

You must have your Spouse/Domestic Partner date and sign ONLY if you choose a 
Life Annuity option or a lump-sum option
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Submit to ETF

Don’t forget to:
• Sign and date the form
• Make a copy of your application for your records before 

submitting your application

Do Not Send
to Your Employer

Fax to ETF

608-267-4549

Mail to ETF

WI Dept. of Employee 
Trust Funds

P.O. Box 7931
Madison, WI 53707-7931

Drop Off at ETF

Wisconsin Department of 
Employee Trust Funds
Hill Farms State Office 

Building, 8th Floor
4822 Madison Yards Way
Madison, WI 53705-9100
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Resources
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How to Fill Out Your Retirement Benefit 
Estimates and Application Form (ET-4301)

Link to page to 
request the form

Links to related 
resources

Large pictures of 
sections to 

navigate

Step-by-step 
directions
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Watch videos about your topic online at:

etf.wi.gov
Click Member Education 
Videos
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The Department of Employee Trust Funds has made every effort to ensure that this presentation is current and accurate. However, changes in the law or processes since 
the last revision to this presentation may mean that some details are not current. Please contact ETF if you have any questions about a particular topic in this presentation.

Stay Connected
1-877-533-5020ETF E-mail Updates

 


	How to Fill Out Your Retirement Benefit Estimates and Application (ET-4301)
	Objectives
	Request an Official Estimate of Benefits
	Applying for Retirement Page
	Review Your Information
	Sample Form
	Identifying Information
	Service and Earnings Formula Example
	Service and Earnings Money Purchase Example
	Choose a Benefit Payment Option
	Benefit Payment Options
	Monthly Retirement Benefit
	Employee Additional Contributions Benefit
	Joint and Named Survivor Information
	Payments and Taxes
	Direct Deposit Authorization
	Taxability
	Income Tax Withholding Election
	Applicant Information & Application Certification
	Applicant Information
	Application Certification
	Submit to ETF
	Resources
	How to Fill Out Your Retirement Benefit Estimates and Application Form (ET-4301)
	Watch videos about your topic online at:�etf.wi.gov
	Stay Connected



