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Agenda

Employer Membership Information Site
(EMIS)/Authorized Contacts

- TRSL Eligibility and Enrollments
Monthly Contribution/Salary Reporting

- Service Credit Certifications/Corrections
Refirement Processes/Issues

Return-to-Work in TRSL-Covered Positions
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INDEX 0.0: Employer Membership Information Site (EMIS) December 2019

qul RSI | EMPLOYER MANUAL E8
What s EMIS INDEX 1.0: Authorized Contacts & Employer Directory Contacts  Jan 2022
Getting started
e — Navigating EMI. Employers provide information necessary for TRSL to establish and maintain
Members menu| accurate membership accounts. Each TRSL reporting agency must authorize
= e CONTENTS employer personnel who will report, correct, and certify employee data,
= Member sumf either by paper forms or through the Employer/Membership Information
screen Authorized Contacts Site (EMIS) via the Authorized Contacts (Form 1). Additionally, employers
ot (Form 1) can identify personnel who will serve as information contacts via the
m ST A T e T Employer Directory Contacts (Form 1EDC).
b (il Sl iqner? =
contribution: daner’ Authorized Contacts (Form 1) ¢
Authorized inquiry only
Annual salary access (EMIS) This explains details how to designate personnel responsible for certifying
screen i ising Anharized data on TRSL documents and accessing/certifying data on EMIS. These
p g : G 2
EmbloUesinen = For personnel must be authorized by their Superintendent/Agency Head or
tmployers meny . Agency Head Designee on the Authorized Contacts (Form 1)

Index 0.0: Employer Membership Information Site (EMIS) Index
1.0: Authorized Contacts & Employer Directory Contacts

Provides an overview of TRSL's employer access database and
how to obtain employer access to EMIS parereel

d without
ceded for

el A Employer Directory additional employer staff. Employer personnel who are given Inguiry only
Frequently aske| Contacts (Form 1EDC) access do not have to be designated as authorized signers

www.TRSL.org * 1-877-ASK-TRSL » web.master@trsi.org 1.0 - Authorized Contacts




Employer/Member Information System (EMIS)

Updates ?il;:;mt
TRSL's employer database Agency Certification (Form 118)

Annual Leave Update

Employers COn Contribution Correction
- Certify/correct employee data Enrollments
- Upload required files/reports ruliTime Only Comrectiens
. . Furlough Certification and Update
¢ VIeW VO”OUS reporTS Home Address Update

ORP Salary Entry (up to 100 employees only)

ASK TRSL EMPLOYER ACCESS| RIS (e o 30 Prior Year Salary Corrections

Questionable Year Certification

Retiree Voluntary/Insurance Deduction

Search TRSL.org
= Salary Contribution Entry (up to 100 employees only)

| TRSL homepage I Sick Leave Days Paid Update

Sick Leave Add and/er Update
FORMS LEGISLATION NEWS CONTACT US

Terminations




EMIS system codes

Status .'nfnrmafinn

=

ACTIVE ]| 071972021
System 2

School Lunch Plan A - For school food service employees (closed
plan; no new entrants)

School Lunch Plan B - For school food service employees in 20
parishes that also participate in Social Security

TRSL Regular Plan — Defined Benefit Plan for “teachers” in TRSL eligible
positions

ORP (Optional Retirement Plan) — Defined Conftribution Plan; for
employees who chose ORP during employment at a Louisiana public
institution of higher education; opted out of TRSL's Regular Plan
(System 4), must remain in ORP

System 3

System 4

System 6




Form 1: Authorized Contacts

Grants EMIS access rights to designated employer

personnel

Section 2 (Authorized signer):
v'"Check all access rights desired for each designated

employer personnel

Must include staff member’s signature for access other

than Inquiry

Complete bottom of section 2 to delete previously
designated personnel no longer needing TRSL database

access for your agency

Section 3 must be signed by employer’'s Agency Head or

Agency Head Desighee

Check desired access rights from the following (See back of form for descriptions):

] Inquiry
[ Prior year certifications/corrections
] Retiree insurance deduction

[C] Home address update

-
O
Cd
C

Enroliments
Terminations ]
File submission ]
Contribution correction []

O

Sick/annual leavd
Agency Certificaf
Salary report (onl
ORP salary reporf

oz;r RSL. Authorized Contacts

HOW

SUBMIT:

Print in ink or type all entries except signatures. Designate personnel who will be respoﬁs\b\e for certifying and accessing data. The
contact must provide an email address to access the TRSL database
their respective sections. Notify TRSL if a contact changes so that unauthorized personnel il mot have access to TRSL records. Authorzed
signers should be familiar with the accuracy of the data as the employer will be responsible, under the provisions of LSA-R S. 11:888(B)C).
for any errors that result from incorrect certifications. Personnel will receive communication such as email messages and employer eNews

updates

Access to TRSL member information is governed by the provisions of LSA-R.S. 44:1 et.seq. Information on TRSL DROP participants and
retirees is more specifically governed by LSA-R 5. 44:16 A and B. Any distribution or other use of this information in viclation of these
statutory provisions will be the sole responsibility of the employer. This form s i

MAIL IN

8401 United Plaza Blvd, Ste 300
Baton Rouge LA 70809

(Form 1) — Multiple pages accepted: Page of

Submit ORIGINAL form ONLY.
No copies, faxes, electronic

signatures, or scans accepted.

rev. 07/22

ok toimage[_|

Employer ID (##1#)

need to include all employees already on the list.

Section 1 — Agency

information

signers must sign the form in

for i You do not

REQUIRED)

O inquiry O enoliments

[ Prior year certificationsicorractions  [[] Terminations

O Retiree i deduction O File submission
(u]

D Home address update

Check desired access rights from the following (See back of form for descriptions):

[0 sickannual leave update corrections.

[ Agency Certification (Form 118)

[T] Selary report (only employers with no more than
loyers with no more than 100 employed

100 employees)

Authorized signer?

Enroliments
[ Prior year certifications/corrections.
[ Retiree insurance deduction

O Home a

[l terminations
O File submission

Check desired access rights from the following (See back of form for descriptions):

o || 3 iy

Q s ‘;Lo’

[0 Contribution correction

[ sickannual leave update corrections
[0 Agency Certification (Form 118)

[l salary report (only employers with no more than 100 employees)
[ ORP solary report {only employers with no more than

100 employeat)

gner’s signature (5ign o

oIy F "YES" box checked sbofe)

Date signed (mm/adiyy)

To delete a previous designee, provide name(s) to be deleted below. Please complete a TRSL Employer Directory Contact (Form 1EDC) to

designate a replaced directory contact.

Name to be deleted

Name to be deleted

Name to be deleted

Name to be deleted

Section 3 — A

I certity that the above designated

Name to be deleted

is authorized to access and certify data

MName to be deleted

by the Teachers’ Retirement System of Louisiana.

Name of superintendent/head of agency/agency head designee (PLEASE PRINT)

Signature of suy

tendenthead of agency/agency h

nee (DO NOT PRINT OR TYPE)

Date signed (mmiddlyyyy)

PO Box 94123  Baton Rouge, LA 70804-9123 o 1-877-ASK-TRSL (1-877-275-8775) ® ww

For a description of online access rights, please see back of form.

w.TRSL.org ® web.master@trsl.org




EMIS access rights

Inquiry (INQ)

Offers view-only access

Enroliments (ENR)

Use to enroll new hires and retirees returning to work in TRSL-
covered positions

Sick/Annual Leave
Update/Corrections
(SLU)

» Sick Leave — Use to update employers’ sick leave usage
 Annual Leave - (Higher ed and state agencies only) — Use to
report annual leave balances

Prior Year
Certifications/
Corrections (PYC)

Use to update Actual Earnings (gross earnable compensation),
Full-Time Only Earnings, and Questionable Year Certifications for a
closed out (or prior) fiscal year

Terminations (TRM)

Use to report employee’s last day of work or last day of leave

Agency Certification

Form 11B (AGC)

Use to certify current year information for an employee who is
retiring or entering DROP

Description of access rights available on reverse side of TRSL's Authorized

Contacts (Form 1)




EMIS access rights (cont’d)

Retiree Insurance Deduction
(INS)

(For non-Office of Group Benefits employers) - Use to
report or update insurance deductions from retiree’s
benefit check

File Submission (FSM)

Use to upload required files/reports securely without
encryption

Salary Report (SAL)

(Only for employers with no more than 100 employees) -
Use to report monthly salary and conftributions during
the current fiscal year

Home Address Update (ADR)

Use to update mailing address for active employee

Contributions Corrections
(CCR)

Use to add, delete, or replace employee’s monthly
actual and/or full-time earnings during the current fiscal
year

ORP Salary Report (ORP)

(Only for employers with no more than 100 employees in
ORP) - Use to report monthly salary and contributions for
ORP participants during the current fiscal year

Description of access rights available on reverse side of TRSL's Authorized

Contacts (Form 1)




Form 1EDC: Employer Directory Contacts

Updates or replaces agency contacts

- Ensure your agency has the following designated
contacts:

- Agency Head (AH) — Must sign Section 3 of
Form 1 to authorize access rights

- Retirement Contact (RC) — Employer request
letters addressed to RC

- Include email addresses/phone numbers, including
extension/position title for each contact

NOTE: Not all categories require an employer contact.

& TRSL. Employer Directory i
z wasnme Contacts (Form 1EDC) Submit ORIGINAL form

ONLY. No copies, faxes.

HOWTO electronic signatures.
SUBMIT: 8401 United Plaza Blvd, Ste 300 or scans are accepted.
Bato

n Rouge LA 70809

rev. 07721

ok toimage[]

Employer ID (£24£)

Print in ink or type all entries. Designate personnel who will serve as information contacts, not necessarily authorized
signers, for the Teachers’ Retirement System of Louisiana (TRSL). TRSL uses these contacts for mailed request letters and

general questions. Please submit a completed Authorized Contacts (Form 1) to add/delete authorized signer(s)

You enly need to list contacts that change. (You do not have to list everyone.) ONLY ONE contact per category

Section 1 — Employer information
Er—

Section 2 — Administrative perso (Include appropriate professional andior cour

Email

upport personnel (contact for) — ONLY ONE contact per category.

Data Processing

Optional Retirement

payroll




Keep employer contacts up

fo date

Use Employer Directory Contacts
(Form TEDC) to update Employer
Contacts.

Use Authorized Contacts (Form 1) to

»

give and remove online access rights.

»

Tip: Review Employer Contacts screen

fwice a year

Ml mpioyers

Employer Contribution Accounts Receivable
Employer Contribution Charges

Employer Payments

Employer Contacts

Employver Contacts

£ SCHOOL Phone:

08 ADMINISTRATIVE ASSISTANT

F5 |MAHAGER
PS PRESIDENT
A5 BUSINESS MANAGER
Description of Contace Codes
AH Agency Head AD Agency Head Designes AS Authorized Signer BM Business Manager
CR Contribution Reporting DF Director of Finance DP Data Processing F5 Director of Food Service
OC ORP Contact PC Personnel Contact PH Persornel Head PR Payroll Contact

PS5 President of School Board RC Retirement Contact
* Autherized to sign retirement forms

Update Permissions

Description of Update Codes
NG Inquiry ADR Address Change ENR Enrcilment
CCR Contribution Correction  PYC PY Salary Correction SLUF SicK Leave Update
SAL Salary Entry ORP ORF Entry AGC Agency Certification

TRM Termination
NS Irsurance Deductions
FEM File Submiszion

IHO | ADR  EMR | TRM | CCR | PYC | 5
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EMPLOYER MANUAL

March 2022

#TRSL

INDEX 2.0: TRSL Membership

The information in this section is provided to help you determine an
employee’s eligibility for membership and the steps needed to enroll the
eligible employee in TRSL.

CONTENTS

gl bty for TRY e becsh State laws govern the rules of TRSL membership eligibility and enroliment.
Plan types Some of them are referenced below:

Membership eligibility

Ineligible employees * Definition of Teacher (eligible for membership) - LSA R.S. 11.701(35

i it * Part-time Employee Membership Eligibility — LSA R.S. 11:162

* Enrollment Timeline (60 days) — LSA R.S. 11:722

* Retain Membership provision (at least 5 years eligibility service credit) -

Part-time, seasonal, or
temporary employees

ar=g q 5 LSARS. 11:723
N ial rity num|
Employees who contribute * TRSL Secondary Employer Criteria - Louisiana Administrative Code Title

to two different systems 58, Part 11,8201

This handbook summarizes these rules in less legalistic terms; however, it is
not a complete description of the law. For a complete reference guide, refer
to sections of Title 11 of the Louisiana Revised Statutes that pertain to TRSL.

ndex 2.0: TRSL Membership

Employer’s reference guide on TRSL membership
eligibility and enrollments process for non-retirees

. Py

egarding a
otect you in

minations you
e reporting

- _ grTeCTy

Statement Concerning Your
Employment in a Job Not
Covered by Social Securi

Form 255)

Forfeiture of Retirement
Benefits - Attestation of
Understanding (Form 2FRB;

5. All employers are responsible for reporting eligible members and
retirees returning to work from the first day of hire.

Beneficiary Designation for
Non-Retired Members (Form 3]

2.0 - TRSL Membership

www.TRSL.org * 1-877-ASK-TRSL * web.master@trsl.org




TRSL membership eligibility (Non-retirees)
Eligible positions per definition of “Teacher” - R.S. 11:701(35)

All K-12 direct employees, excluding school bus positions, school
custodians/janitors, and school maintenance employees

Visa holders other than F-series or J-series

» Exception: J-1 visa holders are TRSL eligible

Employment status:

Work more than 20 hours per week (employees who work 20 hours or less
are considered part-fime) in a position that is not seasonal or temporary

- Seasonal: An employee who works on a full-time basis less than five
months in a year

- Temporary: Any employee performing services under a contractual
arrangement with the employer of two years or less in duration




Membership Eligibility - SPECIAL CONDITIONS

Part-time, seasonal, or temporary employment (cont'd) (Non-retirees)

Generally, employees who are part-time, seasonal, or temporary are not eligible
for TRSL membership. However, there are exceptions that require mandatory
enrollment & reporting:

Five (5) year rule {Eff. 7/1/2003}

Five or more years of eligibility service Ten or more years of eligibility
credit service credit
« Applies ONLY to members in PreK- . f\pplies to positions ’c,>’rher than
12 “classroom teacher” who are classroom feacher
paid with W-2 earnings * W-2 employees only

« Can work 20 hours or less per week - Can work 20 hours or less per week




Membership Eligibility - SPECIAL CONDITIONS

Part-time, seasonal, or temporary employment (cont'd) (Non-retirees)

Generally, employees who are part-time, seasonal, or temporary are not eligible
for TRSL membership. However, there are exceptions that require mandatory
enrollment & reporting:

Secondary employment

Has primary employment at another ORP participants are 100% vested,
TRSL-reporting agency, while also continued participation is mandatory
working part-time, seasonal, or even if future employment in a TRSL
temporary in a TRSL-eligible position at eligible position is part-time, seasonal,
your agency or temporary.

v W-2 earnings v W2 earnings

v Form 1099 payments — v Form 1099 payments — if

certain criteria secondary employment rule

applies




Membership Eligibility - SPECIAL CONDITIOS

Form 1099 payments — certain criteria (Non-Retirees)

« W-2 covered employee at another TRSL-eligible employer
that meets Primary Employment criteria

» Do not report 1099 earnings

- Concurrently working part-fime/seasonal/temporary at ONLY for TRSL non-retirees.
another TRSL-covered employer in a TRSL-covered position
and receives Form 1099 payments af the secondary  Non-retiree must be a current
agency W-2 employee who meets

Primary Employment criteria

. at another TRSL-eligible
Enroll under “Secondary” employer type if any of the 2

) employer.
following occur:

.. ) * 1099 limitations do
- The individual 1099 contract is for more than $1,000 to TRSL RTW reti

- The cumulative amount of 1099 payments issued by a
single employer to the employee exceeds $15,000 in a
fiscal year, then all payments in excess of $15,000 are
considered earnable compensation



Check employee’s status

Prior to enrollment of an employee who will be temporary, seasonal, or part-
time (working 20 hours or less per week), use Member Summary screen to
check employee’s TRSL membership status and number of years of service

credit for eligibility

Llagilissnls 1. Enter Employee SSN under Query

Record

Member Summary

e

. Click on Member Summary under

Address Date: 08/11/2009

M m Members Menu Address:
Birth Date: Age:
Searches
Member Search
Beneficiary Search .
netielary 2eare Status Information
Members [“Sys | Seq | Statws | Code | DROP Record
4 ACTIVE {A ) 08/25/2008
Member Summary

Account History

TRSL Regular Plan Information

Members

Member Summary

Account History

Date of Service Accrual: 08/25/2008
Switch-Over Date:
Social Security Eligibility Date:

Member Notations
Monthly Salary/Contributions

‘Annual Salary History

Average Comp: 51,649.94

Original Retirement Plan

EBenefit Payroll

Benefit Payee Service Credit for Benefit Computation Member Contributions

COLA Histary Regular Service 10.93  Tax-Sheltered Regular Savings 14,524.25
Regular Salary Report as of 10/2019 374.28

1099-R Information Estimate as of 06/30/2019 10.93 " Total Contributions 14,898.53)

Retirement Benefit Payment __.-—-"'—-—t

History Service credit for eligibility as of 06/30/2019: 10.93 “'———




Enroliments process
Documents to include in hiring packet

1.

Enrollment Application/Employment Notification (Form 2) - optional
« Do not submit to TRSL. Use to process online enrollment.

Forfeiture of Retirement Benefits/Attestation of Understanding (Form 2FRB)
« Do not submit to TRSL. TRSL will request if needed.

Statement Concerning Your Employment in a Job Not Covered by Social
Security (Form 2S8S)

« Submit a copy of the form to TRSL; employer retains the original
Beneficiary Designation for Non-Retired Members (Form 3)

« Submit original to TRSL timely

« Employee/member responsibility to submit form




Form 2: Enroliment Application/Employment Notification - Optional

Use information provided in Sections 1 — 3 ATRSL. Ewoliment Appicaton/Envoliment Notiction
to complete online enrollment process —

SUBMIT: Baton Rouge LA 70809

rew 03122

web. master@trsi.org (225) 925-4779

If unable to enroll online, please print in ink or type all entries except signatures. For assistance on TRSL eligibility requirements,
please refer to Index 2.0 of the Employer Procedures Manual.

al Secusity number

Zn Date of birth (mmiddhyyy)

NOTE: Always double-check employee’s | I
SSN entered on Form 2 matches the —
number on the employee’s Social Security e ey B Bl

Piease indicate the position(s) you previously held

card _—

] custadian, schoal bus driver From o
[se worker From w©

f you withdrew

Name of system

n ‘Years employed Employer
1, instructor From w©

remnent contributions before 1978, provide TRSL membership number if known:

If you contributed to another Louisiana public retirement system and you are interested in combining all of your service into TRSL. please complete Form 8 1o
establish a reciprocal recognition agreement or Form 8A for an actuarial transfer of service credit. These forms are available on our website at www. TRSL org.

Appicant's signature (DO NOT PRINT OR TVPE T

gned (mmiaeyyy)

Do not send Form 2 to TRSLI**

- Keep original signed form in employees’ ———

_ﬂl&m

Fulltime equals hours per day

wil work hours per

I:I 11 manths 1

months

personne | records [ ves [Jwo et o bl e e e e e e e 1
p in a Louisiana public retirement system p lanuary 1, 2013, but heishe terminated
after lanuary 1, 2013, pplicant is again eligib ibership in a Louisiana public

e ———— PRI ——
[ves [Twe 5 EESTTET

hat this employ

received a cu
and that this form will be permanently main

YES, emplo
I Pty

**Exception: Only send completed Form 2 "°‘
to TRSL if unable to enroll online




Form 2FRB: Forfeiture of Retirement Benefits — Atestation of
Understanding

Sl. Forfeiture of Benefits — Attestation of Understanding
(Form 2FRB) =

Allindlvidluals employed on or after January 1, 2013, are required to read and sign this attestation form. This form will be

O | i | | 1- [ | | i
. . permanently maintained in the employee’s personnel record with their employer.
h h L 5. 1283 provies o the e ofrelement bereis by publi el o cected il e o b senice onor
O e I I < -I-O v e rlf If 1- e e I I l | O e e O S after January 1, 2013) conicted of a *public corruption crime.” This law defines “public corruption as a state or federal felony 00-2FRB
commited on or aFer January 1 2013, in whichthe sentencing udoe finc that the publc senant acted wilfly and i the ourse and a7z

scope of his official capacity and that any of the following apply

.
C O m |e-l-e d O n d Sl n ed -I-h e Form : Zl R B 1. The publcsevat realzed o attempect raize  financl gain fo himsel o oratird pary. mr—
2. The public servant committed any criminal sexual act with or upon the person of a minor, and there was a direct association 3 B D A AT PO e e e U

between the public servant and the minor related to the public servant’s employment.

o afte January 1, 2013, in which the sentencing judge fnds the public sevant acted wilfully
The complete statutory text of La. R $. 11:29: ed in Section 3 ishes eichr of th following:

of this form. You are required to read its contents. or  financial gainfor himself o for  thir pary

ihe person of a minot, and there was a direct asociaion between the publicsenant and the

setting forth the provisions of law governing forfeiture of benefis, is cont

o Sty (RS0 |bic retrement sstem, plan, o fund.
ied i R_S. 42:1102 who s 2 membey former member, defered etement opion plan

and who meets any of the ollowing critera

c rerement sstem began on or aterJanuary 1,2013.

in a public etrement ystem pror to January 1, 2013, but heteminated his senice pior to

1. . have read this form, Forfeiture of

i in a pubic

. .
Retirement Benefits — Attestation of Undsrs\‘andrng, mdudmg the !ul\ statute contained in Section 3, and understand its
new hires are required to complete

P g

 mitigating facors.

»
for It of the public
Jion to be paid from the amount contributed DV W [\Ahh» servant to the retirement system.
court may award to the member's spouse, dependent, or former spouse, as an altemate

. . . .
der Subparagraph 2 o this Paragraph, may otherise be payoble Upan orderofth cour,
s membership that the cour consider relevant o the detemmination of the amount of an

eneitfor

he same sl sh the the

employees’ personnel records e

ot requie the recrement system to:
by the redirement system

sions oihr thanthe irect payment ofthe benefit awarded 1o the spouse, dependent, o former

ot o s M\p\avu oo mtmsl ostervit ay s nte

i ety oot e e e
nefs bing rec the orthe
 beneffof  decaased public senvant convicted of a public cormuption cime shallbe based
¢ sstem and shall no be based on any amount remited o the publc semvant,

fimurityproperty nteest of a curent or former spouse.

he provsions of tis Secton and shall provide such attestation

ublc senvat with such attestaton fsm and such pubic

indestands the contents thereot

icSafety and Canecions n wing when a conicton for
knows, or s reason to beleve, i  member of
o eiemert 5w s b s o 5 5o, o seocory 9 omple s Homaton snd
ittt the appropriate pubic retirement system.
) T sy of s, o e iy ke miton whether or ot such convicion
s shall pomp peraining

6.The provisicns of i Section shall pplyonly to benefits eamed on o afterJanuary 1, 2013,
91230

ASK-TRSL (1-877-275




Form 2SS: Statement Concerning Employment in a Job Not

Covered by Social Security

Except for School Lunch Plan B, TRSL members
do not pay into Social Security and are subject
to the following:

Government Pension Offset (GPO)

Windfall Elimination Provision (WEP)

All new hires (except School Lunch - Plan B
members) are required to complete and sign
the Form 2SS

Forward a copy of the completed form to
TRSL; the employer retains the original

onRSL Employee's Acknowledgment That Employment
Liadiil Is NOT Covered By Social Security (Form 255)

DROP OFF or MAIL IN

8401 United Plaza Blvd, Ste 300
Baton Rouge LA 70809

Tev 02721

web. master@trsiorg (225) 925-4779

Empioyee name: Las, first, M), suffe I, |

[Employes Social Security number (+#4-54-#484)

Empioyer name [TRSL agency number (27 7%)

When you retire or become disabled, you may receive & TRSL retirement benefit (TRSL pension) based on earnings from this job. However,
your earnings from this job are not covered under Social Security. That means if you do receive a TRSL pension and you are also entitled to
a benefit from Social Security based on either your own work or the work of your spouse or former spouse, receipt of your TRSL pension
may cause the amount of the Social Security benefit you receive to be reduced. Your Medicare benefits, however, will not be affected
Under the Social Security law, there are twa ways your Social Security benefit amount may be reduced.

Windfall Elimination Provision (WEP) - The WEP is a modified benefit formula usually used to reduce your own Social Security
benefit f you receive a TRSL pension. The WEP is used to calculate the reduction for a retirement or disability benefit you eared from
Sacial Security. However, your Social Security benefit cannot be completely eliminated. The WEP becomes effective when you reach
age 62 or acquire a disabilty

EXAMPLE: If you are age 62 in 2020, the maximum monthly reduction in your Social Security benefit as a result of this provision

is $480. This amount is updated annually. For additional information, please refer to the Social Security publication, "Windfall
Elimination Pravision

Government Pension Offset (GPO) - Normally, when your spouse retires on Social Security, you are eligible for 50% of their benefit
if you are at least age 62. However, ff you are eligibie for a TRSL pension, the GPO may apply. The GPO is used to calculate the
reduction for a spouses or widowder)'s benefit. The GPO formula reduces your Social Security spouse’s or widow(er)s benefit by two-
thirds of your TRSL benefit. In some cases this offset could entirely eliminate your spousal Social Security benefit.

EXAMPLE: If you receive a monthly TRSL pension of $1,500 based on earnings that are not covered under Social Security, two-thirds
of that amount (51,000} s used to offset your Social Security spouse o widow(er) benefit. If you are eligible for 2 51,500 widower)
‘beneft, under GPO you willinstead receive $500 per month from Social Secuty, $1,500 — $1,000 = $500. Even if your pension

is high encugh to totally offset your spouse or widower) Social Security benefit, you are stileligible for Medicare at age 65. For
additional information, please refer to the Social Security publication, * Government Pension Offset.

More information: Social Security publications and additional information, indluding information about exceptions ta each provision, are
available at www socialsecurity.gov. You can also call toll free 1-800-772-1213, or, for the deaf or hard of hearing, call the TTY number
1-800-325-0778, or contact your local Social Security office

| certify that | have received TRSL Form 255 (Form SSA-1945) that contains information about the possible effects of the
‘Windfall Elimination Provision (WEP) and the Government Pension Offset (GPO) on my potential future Social Security
benefits.

Signature of empio

>

ATV [Date signed

iy

ABOUT THIS FORM: The Social Security Protection Act of 2004 requires state and lacal gevernment employers 1o provide a statement ta employees hired
January 1, 2005, or later in a job not covered under Social Security The statement explains how a pension from that job could affect future Social Security
benefits to which they may become entitied.

L Form 256 (Form SSA-1945), Statement Concerning Your Employment in a Job Not Covered By Sacial Security, is the document that employers

SL-covered employees should use to meet the requirements of the law. The form explains the patential effects of two pravisions in the Socia

law for workers who also receive a pension based on their work in a job not covered by Social Security. The Windlall Efimination Provision ¢

can alfect the amount of a worker's Social Securityretirement or disabilty benefit. The Government Pension Offset (GPO) can affect any possible Social
Security benefit entitiement as a SPOUSE Of an Ex-SPOUSE.

Enmplogar s nkn theflling actor ) Gle e sment o the ey
on the form; and 3) Submit a copy of the si o TRSL (apes o TRSL Form 25
i Kot Coveret y Sacal Securty, e vaiable anine 1 i TRSL

fore the start of employment; 2) Obtain the emplayeess signature
m SSA-1045), Employee’s Acknawledgment That Employment

Asimilar form is also available from the Social Security Administration (Form SSA-1945). Copies of the SSA-1945 are available online at the Social Security
website at www.socialsecur fform 1945/S5A- 1945, paf and information about the form is available at www.socialsecurity. goviform 1945,

Please use TRSL Form 25 for all TRSL-covered employees. For additional information, refer to Index 2.0 of the Employer Procedures Manual.




Form 3: Beneficiary Designation for Non-Retired Members

Employee's responsibility to complete the
N e . . . .F['RSL Eern}fu:lar:,I Designation for Non-Retired Members
form with original signatures and submit to

TRSL

« TRSL only recognizes the Form 3 on file af
fime of a non-retfiree’s death

o ezt akgroturen. incompiets o henst o wlarrun.n The Foiestng beneficery Smgratondy wil
oo o EriCiari BACTSS after i Whr. SCRAC 1 the TR T pcd mrten
oy rebred e or e e Pt o CELF v e v e et
ot By ueicns,

- Forms submitted after a member’'s death
are not accepted




Enrollment process y Ee——
Online enroliments in EMIS Updates
Agency Certification (Form 11B)

. Annual Leave Update
Enrollment deadlines from date P
of hire: Contribution Correction

- 60 days for active members

- 30 dOYS for retirees Full-Time Only Corrections

When entering the employee’s s
SSN into EMIS, ensure the SSN s
j Enrollments

Always Double-Check:

entered matches the number on PR P Compare SSN entered to

the employee's $S card

the employee’s Social Security
card

Enrollments allows employers and TRSL to enroll members in TRSL.

After entering the member's 5SN and clicking 'Select’ the appropriate screen will display

. to allow the specific enrollment to be processed. The enrollment will be adding a member
T’p' Menro,l On emplo yee to TRSL, processing an enrollment for a member who already belongs to TRSL or
M . M 11 1 processing a return-to-work enrollment for a member who has retired and returned to
using an invalid “dummy” SSN (o

Must have Enrollments access right designated on Authorized Contacts (Form 1)




Enrollments screen o

Instructions for Enrolling New Members:

However, if the entire address won't fit on one line because it

Example entry screen if the employee has _ e o, e s e e
never contributed to TRSL before st s o e st s 0 s 2 e
Ti ps : Ent:;:(:::o;:iimt Information Below
- Double-check SSN: Compare SSN entered ]
fo employee’s Social Security card T
- Do Not enroll and term with the same date

- Do Not use an invalid “dummy” SSN when B
enrolling

Last Name:

Suffix:
Date of Birth fmm/dd/yyyy):

If you enroll a member with any incorrect -
information, please confact your Retirement G 0
Benefits Analyst Liaison immediately to correct e

it before any further processing.

| Updates S!Jhm't | city:
FIE State: ’LA_V|

Agency Certification (Form 11B) Zip:

Personal E-Mail Address foptional):

Submit

Annual Leave Update

Contribution Correction

Enmllmentj

Full-Time Only Corrections




Online enroliment confirmation
Look for confirmation message to ensure successful online enroliment.

Enrollments

Enrollment processed successfully.
SSN: Date of Birth:
Name:

Status Information
System Status Status Code Status Date
& ACTIVE (A) 01/23/72023




Enroliments - SPECIAL CONDITIONS

DROP member enroliments

When enrolling a new hire currently in TRSL's DROP, enrollments screen will
display “DROP Member” message (example below). Continue online
enrollment.

Enrollments
DROP Member - New Employment History will NOT be created
unless the Enrollment Date is after the DROP End Date; otherwise
this process will create notification of new employer only.
SSN: Date-of Birth:
Name:

Instructions for Enrolling Existing Members:
1. Complete all required fields and click 'Submit'.

Status Information
System Status Status Code Status Date
4 DROP MBR (ID) 05/02/2022




Enroliments - SPECIAL CONDITIONS
DROP member enroliments (cont'd)

Look for confirmation message to ensure successful online enrollment of DROP
member.

Enrollments
DROP member employment notification successful.
NO RETIREMENT CONTRIBUTIONS ARE REQUIRED.
DROP Member - New Employment History will NOT be
created unless the Enrollment Date is after the DROP
End Date; otherwise this process will create
notification of new employer only.

No retirement confributions required - member's DROP participation continues if
no break in service




Enroliments - SPECIAL CONDITIONS

Enrollment error — ORP status

EMIS online enrollment not allowed for employees in ORP (Optional Retirement

Plan)
« Enroll with Form 16, Application for Optional Retirement Plan or Change of

Carrier

TR S Teachers’ Retirement
‘z. System of Louisiafig™
——

Employers ~
Welcome, Sharonl!
Employer:

Query Record

Enrollments
ORP status exists.




Enroliments - SPECIAL CONDITIONS

Unable to enroll online - general error message

1.

Ensure the following data entered
in Enrollments program is correct:
« Social security number
« Enrollment date (first day of

work or first day of TRSL
eligibility)

Re-try online enrollment if any of
the above data previously
entered incorrectly.

Contact TRSL's helpdesk at the
email address provided if you
receive the error message again.

Enrollments
There was an error processing your request. Please
try again later. If you continue to receive this

message, contact helpdesk@trsl.org for assistance.
SSN; Date of Birth:
Name:

Status Information

System Status Status Code Status Date

Employment Histor
No Employment History Records Found




Enroliments - SPECIAL CONDITIONS

Unable to enroll online - ‘member active in another system’

message

Affects members who change
employers and employment from
School Lunch Plan B (System code
3) to Regular Plan (System code 4)
-- Or vice versa

EMIS will not allow a new online
enrollment with a different
employer and different system
code unless previous enrollment
with other employer has
termination date.

Enrollments
Member is active in another system.
SSN Date of Birth:
Name
Instructions for Enrolling Existing Members:
1. Complete all required fields and click "Submut’.

' Status Information

System ' Status Status Code Status Date
3 ACTIVE ) 108/05/2019
Employment History P
| Employer ID Employer Name { Y System\ Start Date End Date RTW Type
0C SCBD \3 08/05/2019 99/99/9999
f —

—
Enter Enrollment Informafion Below \

\ System:[ 4 v| j
—

Emplo}-'\cr'ﬂ??'I

Employer Type:| [Primary ]




-
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INDEX 4.0: Contribution Reporting & Corrections Jonuary 2023 [

Contributions and reporting

CONTENTS As a participating TRSL reporting agency, accurate and timely contribution
Contributions & reporting reporting and payments is an important part of your TRSL reporting duties

Eamable compensation This index provides information and instructions for TRSL reporting
Monthly salary & agencies to accomplish the following:
ibuti
Special cases * withhold employee and employer contributions on all TRSL-eligible
Leave without pa earnable compensation
Docked by substitute * prepare and submit accurate and timely contribution reports
Extended sick leave

remit contributions promptly and review employer account activity to

4.0: Contribution Reporting &
Corrections

Provides information on salary and conftribution reporting, including B

tions to TRSL each
instructions for identifying and correcting reported contributions for s
current and prior years

(eq- the three retirement plans administered by TRSL.

’

. 11:62 (11) for

Contributions corrections

Rollover earnings
;:lelll::rédi:\nsl:eliemd Schoolbunch PlarvA) [9:1 e oyt Code'a)
contributions School Lunch Plan B 5.0% (System Code 3)
Terminations
Frequently asked questions Regular Plan 8.0% (System Code 4)

- www.TRSL.org * 1-877-ASK-TRSL = web.master@trsl.org 4.0 - Contribution Reporting

—




Employer contribution rates (FY 2024-25)

Once your contribution report has been posted with salaries reported, TRSL will
calculate the employer contribution amount.

EMPLOYER RATE

TRSL Employee

sub-plan normal cost Normal Admin AFC Shared en.:-o:gl er
cost expense rate Rate** UAL contﬁbgjrion

K-12

Regular* S

Plan A 9 1% 3.73% 0.38% 1.50% | 15.90%  21.51%

Plan B 5.0%

Higher Ed

Regular 8.0% 3.10% 0.38% 1.50% 15.90%  20.88%

*Includes university laboratory schools; ** Effective FY 2024-25, used to directly pay for PBIs
(permanent benefit increases) for TRSL retirees & benefit recipients




Earnable compensation

Compensation (wages, salary, and other payments) earned by the member
during the full normal working fime in a position that is TRSL-eligible

All earnable compensation is reported as “Actual Earnings”

- Member and employer contributions must be made on all earnable
compensation

- Report contributions in the fiscal year earned (July 1 through June 30)
- Contribution reports and payments are due by the 15th of each month

- Payments made after close of fiscal year should be moved to the correct
fiscal year




Types of contributions

This is not an exhaustive list. Contact your Retirement Analyst Liaison for assistance.

Tax sheltered Tax unsheltered

« Active members only  Employees on workers'
compensation (contributions via

* Includes paid sabbatical or third-party payments)

extended sick leave

« Employees on workers’ > LIDERIRA [peimee

compensation and using TRSL retirees who returned to work

their sick leave in a TRSL-eligible position and are
classified as “retired teachers” or
enrolled under RTW Option 1 or
RTW Option 2.

« Employer contributions




Full-fime earnings

Definition (for monthly salary reporting):

- Compensation the employee would have been paid had she/he worked
full-time in a TRSL-eligible position for the entire month

Must be equal to or greater than actual earnings
- Can never be less than actual earnings

. I()o I\Cl)o’r)reduce because the employee is docked or on leave without pay
LWOP

For part-time employees eligible to contribute to TRSL, the amount should
reflect the compensation that the member would have earned if he worked
full-time for the entire month




|Identifying Errors from Monthly Salary/Contribution Reports

Two reports available:
- Contribution Exceptions
- Salary Rejections

Both reports should be reviewed and corrected/reconciled each month to
ensure accurate and timely membership and salary/contribution reporting.

Contact your assigned Retirement Benefits Analyst Liaison for assistance with
these reports.

You may be contacted by an Employer Services Department staff member
who is not your assigned liaison on www.TRSL.org




Contribution Exceptions Report
Identifies reporting and enrollment errors ¢z.TRS -4

Should be reviewed, cleared, or reconciled
each month

Employer: TRSL

_..._* Employer Contribution Charges

Employer Payments

Retrieve from the Employer Contribution

Employer Contacts

Welcome, Sharonl! Employer Contribution Accounts Receivable

Charges screen under the Employers menu
.
N EM'S Syillem Employer Contribution Charges

- Available for each applicable it s (oo

Fiscal Year

.I. . .I. | S .I. 4 3 2 Earnings Sheltered  Unsheltered Full-Time Employer
re |re| | |e N p O N ys e m ; i JUL Error Transmittal 149,081.67 11,156.39 042 165,116.42
[ Select | Rejections 150950 12076 0.00 150950
o CCRs 000 0.00 0.00 0.00 35,564.89
° TWO WG ys TO reTrleve re porT Posted 14757247 11,035.63 77042 163,606.92
Help!
AUG Error | Transmittal 397,22045 2961939 258,16 397,220.45
Report Type Rejections 830078 664.06 0.00 830078
Complste Report v CCRs 000 0.00 0.0 000 93,729.57
Sz Posted 388,910.37 28,955.33 2188.16 38891937
SEP Ermor Transmittal 668,776.54 4844209 450267 672,039.91
B
S Rejections 0.00 000 0.0 000
CCRs 000 001 0.00 0.00 161,175.15
Members Posted 668,776.54 4844200 450267 672,039.91
Member Summary OCT Error Transmittal 547,756.11 38,689.87 4143.05 550 404.76
Account History Rejections 000 0.00 0.00 000
Member Notations CCRs 000 0.01 0.00 000 132,009.22
Jonthly Slary/Contibations Posted 547,756,411 38,689.88 414305 550 40476
Amnual Salary History TOTAL Report | Transmittal 176283447 12790774 ME7400| 178478124
Benefit Payroll Rejestions 981028 78482 0.00 981028
Benefit Payee CCRs 000 002 0.00 0.00 42247883
ColHistory Posted 1,753,024.19 127,422.94 7400 1,774,97096




Retrieving the Contribution Exception Report

Default SSN Sort

Click on the last “Error”
message on the screen

- Pulls cumulative report
sorted by SSN

- Leading zeros in SSNs will
not appear

Employer Contribution Charges

TRSL - REGULAR
Fiscal Year:

SCBD

=

Transmittal
Rejections
CCRs
Posted

Transmittal
Rejections
CCRs
Posted

Transmittal
Rejections
CCRs
Posted

Transmittal
Rejections
CCRs
Posted

Employer:

Show Rejections |
Earnings Sheltered
1,237,676.57 97,043.49

7,756.68 620.53
-5,151.96 -412.16
1,224 767.93 96,010.80
1,648,844.21 130,503.92
8,011.25 607.30
-4.902.04 -392.16
1,635,930.92 129,504.46
7,348,769.65 581,962.39
0.00 0.00

-134.48 -25.22
7,348,635.17 581,937.17
10,228,711.78 811,716.36
0.00 0.00
-11,015.23 -881.22
10,217,696.55 810,835.14

Unsheltered

4,669.27
0.00
14.46
4,683.73

4157.77
0.00
0.00

4157.77

Full-Time

1,240,912.51
7,756.68
-2,697.32
1,230,458.51

1,649,635.35
8,011.25
-4,902.04
1,636,722.06

7,354,294.04
0.00
14,464.76
7,368,758.80

10,236,007.93
0.00

2,249.33
10,238,257.26

Employer

2,533,988.74




Retrieving the Contribution Exception Report
Customized Report

From “Query Record” section of the Employer Contribution Charges screen,
choose Report Type & Sort Selection, then click "Generate Report”

Recommend Report

Welcome, Sharonl!

Empl : TRSL .
P Type: Complete Report
Query Record
Employer Contribution Charges Report Type
ﬁ TRSL - REGULAR Employer: SC BD Cﬂ“ plEtE REDDI‘I
Fiscal Year: 2023 Show Rejections | Active Status
Fiear Earnings Sheltered Unsheltered Retiree Status
JUL Report | Transmittal 1,237,676.57 97,043.49 1920 124 |Unknown Name
| Select | Rejections 7,756.68 620.53 0.00 Enrolled Not Reported
CCRs -5,151.96 -412.16 0.00 .
— o Reported Not Enrolled
Posted 1,224,767.93 96,010.80 19.20 1,23
Help
— AUG Error Transmittal 1,648,844.21 130,503.92 132.20 1,64 -
Report Type Rejections 8,011.25 607.30 3360 Sort Selectlﬂll

CCRs -4.902.04 -392.16 0.00

|
e Posted 1,635,930.92 129,504.46 98.60 1,63 Social Securnty Number
Social Security Number w

SEP Error Transmittal 7,348,769.65 581,962.39 4,669.27 7,35 Alphabetically

Rejections 0.00 0.00 0.00 3
CCRs 134.48 2522 14.48 . LException Message

Posted 7,348,635.17 581,937.17 4,683.73 7,36




Contribution Exception Report

L d yo U T Date: 12120/2023 Teachers' Retirement System of Louisiana - Regular Plan Page 2 of 2
Time: 8:44:56AM Contribution Exception Report By: Sharonl
° 1 1 Sorted By: Social Security Number For Fiscal Year 2023-2024
SorT & fllTer Info Filtered By: No Filter
Employer:
¢ N U m b e r Of Reporting  Contrib Actual Full-Time Exception
M Start Date Term Date Status Status Date  Period Type Earnings Contribs Earnings Message
exception records
M
07/27/2023 ACTIV-DROP 07/27/2023  08/2023  Sheltered 2,988.42 454.14 2,988.42 Contribution unreasonable.
. . 5
L e O d N g yA e ro S N S S N S 08/15/2023 ACTIVE 03/02/2021  09/2023  Unsheltered 807.50 64.60 807.50 Contribution type invalid.
will not appear
AS
10/27/2021 RTW337 EL 1012712021 11/2023 RTW member Enrolled not reported.
CA
08/04/2022 RTW337 ACT 10/04/2021  07/2023 RTW member Enrolled not reported.
B
08/07/2003  08/03/2023 EST RETIRE 08/04/2023  08/2023 Enrolled not reported.

Tip: Exception records will delete from report upon each online correction/update




Retrieving salary rejections
Review Employer Confribution Charges screen ,.z.TRS Teachers’ Retirement

System of Loui:

in EMIS after posting your monthly
salary/contributions report for each
applicable retirement plan (System 4, 3, 2).

Welcome, Sharonl! Employer Contribution Accounts Receivable

Employer: TRSL
___* Employer Contribution Charges

e, n

[==] Employer Contribution Charges

'TRSL - REGULAR Employer: SC BD
Fiscal Year: 2023 ow Rejections

M 13 H ° "
C | | C |< O n s h ow R ej ecil o n S b U TTO n n e O r TO p Of Month Earnings Sheltered  Unsheltered Full-Time Employer
JUL Report Transmittal 1,237,676.57 97,043.49 19.20 1,240,912.51
S C re e n . Rejections 7,756.68 620.53 0.00 7,156.68
CCRs -5,151.96 41216 0.00 -2/697.32 303,742.45

° Screen Wi” U de_I_e Ond display rejec_l_ed Posted 1:2:,767.91; : t.SG,MO.BO 19.20 1,230,458.51
records at bottom of screen in calendar oo s | ot Saew T leebnd e

Eamings Eamings 5,710.87
.I. h d 072022 1,583.17 12665 0.00 1,583.17JPENDING RET/DROP/OPTS/DROP MBR
m O n O r e r' 0712022 150.00 12.00 0.00 150.00PENDING RET/DROP/OPTS/DROP MBR
07/2022 100.00] 8.00) 0.00| 100.00PERSON IN ESTIMATED STATUS
0712022 5,503.51 440.28 0.00 5,503 51|PERSON IN ESTIMATED STATUS

0772022 22000 1760 0.00] 220 00)PENDING RET/DROP/OPTS/DROP MBR

ET.I P I'welr- : N S C BD 0772022 200.00 16.00 0.00 200.00jPENDING RET/DROP/OPTS/DROP MBR

[ i - . TOTAL: 7,756.68 620.53 0.00 7,756.68
S h O REJE{:t ons 0812022 446,25 370 000 445 23fPENDING RET/DROP/OPTSIDROP MBR
0812022 6,480.00 51840 000 6,480.00|PENDING RETDROPIOPTSIDROP MER

08/2022 350.00 28.00 0.00) 350.000)PENDING RET/DROP/OPTS/DROP MBR
.




Salary rejections

Rejections remain on the report and do not fall off, even after correction.

Salary Rejections
MonthYear amings | Contibutions | Conttbuions | Eamings Eror Message
08/2023 300.00 24.00 0.00 300.00J0RP MEMBER
TOTAL: 300.00 24.00 0.00 300.00
09/2023 4,151.08 332.09 0.00 4,151.08J0RP MEMBER
09/2023 6,856.59 54853 0.00 6,856.59fPERSON IN ESTIMATED STATUS
09/2023 688.01 55.04 0.00 688_01J[PERSON IN ESTIMATED STATUS
TOTAL: 11,695.68 935.66 0.00 11 695.68'
10/2023 1,244.88 99,59 0.00 5,925 75PENDING RET/DROP/OPT5/DROP MBR
10/2023 5,151.08 412.09 o.oo! 5,151 .OBJ[ORP MEMBER
10/2023 1,000.00 80.00 0.00 1 .OO0.00IPENDING RET/DROP/OPT5/DROP MBR
TOTAL: 7,395.96 591.68 0.00 12, 076.83|
1112023 6,824.50 67.16 0.00 6,824 50JPENDING RET/DROP/OPTS/DROP MBR
TOTAL: 6,824.50 67.16 0.00 6,824.50




Salary rejections with SO earnings/contributions

Rejections with $0 Actual Earnings, $0 Contributions, and $0 Full-time Earnings
require no action!

Salary Rejections
Month/Year Actual Sheltered Unsheltered FullTime Error Message
Earnings Contributions Contributions Earnings 9

07/2023 0.00 0.00 0.00 0.00[PERSON IN ESTIMATED STATUS
07/2023 0.00 0.00 0.00 0.00‘FERSON IN ESTIMATED STATUS
07/2023 0.00 0.00 0.00 0.00 |3ERSON IN ESTIMATED STATUS

TOTAL: 0.00 0.00 0.00 0.00
09/2023 0.00 0.00 0.00 0.00 FULLTIIVIE REQUIRED
09/2023 0.00 0.00 0.00 O.OO‘IDERSON IN ESTIMATED STATUS
09/2023 0.00 0.00 0.00 0.00‘FULLTINIE REQUIRED
09/2023 0.00 0.00 0.00 0.00‘FULLTIIVIE REQUIRED
09/2023 0.00 0.00 0.00 O.OO‘IDERSON IN ESTIMATED STATUS
09/2023 0.00 0.00 0.00 0.00‘FULLTIME REQUIRED
09/2023 0.00 0.00 0.00 0.00‘FULLTINIE REQUIRED
09/2023 0.00 0.00 0.00 0.00‘FULLTIIVIE REQUIRED
09/2023 0.00 0.00 0.00 0.00 FULLTIIVIE REQUIRED

TOTAL: 0.00 0.00 0.00 0.00




Clearing exceptions & rejections

Online updates in EMIS Updates
. EnrO”menTS Apency Certification (Form 11B)
- Terminations Annual Leave Update
- Contribution Correction ontribution Correctio
(current fiscal year only) D
* Prior Year Salary Correction B oy

(previous fiscal year)
Home Address Update

Journal Entry Review

Must have specific access rights designated on | i i
Authorized Contacts (Form 1) Questionable Year Certification

Retiree Voluntary/lnsurance Deduction
Sick Leave Days Paid Update

Sick Leave Add andfor Update




(Online) Contribution Corrections

Corrects salary reporting in the current fiscal year

- Add, edit/change, or delete monthly salary postings reported

Contribution Correction

System: 4 Employer:

SSN: Fiscal Year: l Current Fiscal Year l
Name: Reporting Month/Year:

Instructions for using Contribution Correction:

1. Click 'Edit’ or 'Add' in the first column to open the line for editing.

2. Enter the actual earnings and full-time earnings and click 'Replace’ if replacing data that has been posted for
the month. If only actual earnings OR full-time earnings is changing, enter the same amount for the field not
changing and enter the new amount for the field that is changing.

3. Enter the actual earnings and full-time earnings and click ‘Add’ or 'Add Zeros' if adding a posting for the month.
Adding zeroes can only be done for July, August and June in which 0.00 should be entered for the actual earnings
and full-time earnings. Full-time earnings are required for the rest of the months.

4. Click 'Delete’ or 'Delete Zeros' to delete the posting for the month.

5. Click 'Cancel’ to undo changes entered or to return to the initial display.

6. Enter actual earnings and full-time earnings with the decimal. For example, to enter $10 key in 10.00.

7. Contribution Type "30" is for sheltered contributions and Contribution Type "10" is for unsheltered contributions.

Actual Full-Time Contribution Contribution

Earnings Earnings Amount
Edit 2736.00 2736.00 218.88 30 Delete




Monthly Correction Journal Screen

Provides detailed list of all online contribution corrections
made for any reporting period (MM/YYYY) of the fiscal
year.

May result in additional charges or credits to employer’s
account.

Reports

Employers

Employer Contribution Accounts Receivable

Employer Contribution Charges

Monthly Correction Journal

Employer:

Fiscal Year: !

Adjusted Adjusted
Eamings |Contributions
551741

Oper Eamings Confributions Fulltime
R 14.071.72 1,125.74 14.071.72
Posted on 11/16/2023 by EMPR -

5,517.41

30 R 932308 745.92 932398 5,671.10 45369 5,671.10
Posted on 11/16/2023 by EMPR
30 R 10,923 .98 873.92 10,923 98 4,496.99 359.76 4,496.99
Posted on 11/16/2023 by EMPR
Unsheltered Regular Totals 0.00 0.00 0.00 0.00 0.00 0.00
Sheltered Regular Totals 3431968 274558 3431968 15,685.50 1.254.85 15,685.50

Employer Payments
Employer Contacts
Journal Entry

ORP Contribution Charges

Monthly Correction Journal




Tips for clearing exception report records

Reported not enrolled

« Verify SSN on report is correct « Verify SSN on report is correct

* s this a new hire or an employee - Did the employee recently resign?
who recently changed positions?

+ Determine if employee (non-
retiree) is eligible to contribute to
TRSL

« Determine if employee is on leave
without pay for the MM/YYYY
reporting period flagged

« Verify TRSL contributions were
withheld from employee’s
paycheck




Tips for clearing exception report records (cont.)

Contribution type invalid RTW enrolled not reported

Non-retiree reported as Unsheltered: - Verify retiree is enrolled under

* Isthe employee on workers’ comp# correct RTW Group (2010 or 2020)

« Isthe employee on military leave and RTW Provision
(USERRA)?2

« If Unsheltered reported incorrectly, - Did the retiree have any earnings for
change to Sheltered in BOTH TRSL and the MM/YYYY reporting period
your agency's own software and payroll flagged?
reports. i

TRSL Retiree RTW reported as Sheltered: * Ifthe retiree has not worked for

« Change to Unsheltered in BOTH TRSL & more than 3-4 months with your
your c:gency’s own software and payroll agency, consider processing
reports

termination date online.




Terminations

Enter a termination date for employee who:

Resigns

Changes to a non-covered position at
your agency

Is approved for TRSL disability retirement

Is a RTW retiree who has not worked for
more than 3-4 months with your agency

Terminations

SSN: Employer:
Name:

Procedures for using Terminations:

1. Click ‘Edit’ in the first column to open the line for editing.

2. Enter the termination date and select the months of contract and click ‘Update’.
3. Click ‘Cancel to undo changes entered or to return to the initial display.

System Employment Date
Edit 4 12/17/2001

« Update within 30 days of the
member’s last day of work (or last day
of official leave)

« Terminatfion dates do not have to be
the same for TRSL and insurance
coverage

« Use MM/DD/YYYY format

Reminder: Do not enroll and term with the
same date

YRR s.omit Files

Agency Certification (Form 11B)

Annual Leave Update
Contribution Correction
Enrollments

Sick Leave Days Paid Update

Sick Leave Add and/or Update

Germination;>
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INDEX 6.0: Service Credit Certifications/Corrections September 2022 —

The information presented in this index describes the following:
* What is service credit?

CONTENTS * How to identify records requiring service credit certification
Related terms & definitions * How to certify service credit/certify questionable years
What is service credit

Related terms and definitions

sanyl it £
Impact of service credit Employers should be familiar with the following terms and definitions as it
relates to TRSL service credit:

require service credit. « Actual earnings: All earnings paid to a member meeting the
definition of earnable compensation in accordance with LSA R.S.
What is a questionable year 11:701(10). (See "Earnable compensation" section of Index 4.0 for
(ov)2 mation and ipstr

Index 6.0: Service Credit Certifications
Corrections

Provides instructions for identifying and correcting
records requiring service credit certification

T

-y

s
stitution
hours
r quarter).

tage of

. ple, if the
number of credit hours considered full-time per semester is
corrections 12 and someone teaches 6 credit hours, their percent effort is
QY certification procedures 50% (6 credit hours divided by 12 credit hours)

Full-time only corrections 2 Percent effort for all other positions: The percentage of
Common errors to avoid a full day an employee is scheduled to work. For example, if
. someone is scheduled to work 5 hours per day and 7 hours is
b - considered a full day, then their percent effort is 71% (5 hours

divided by 7 hours = 0.71)

* Questionable year: A fiscal year whose service credit requires
certification.

www.TRSL.org * 1-877-ASK-TRSL » web.master@trsl.org 6.0 - Svc Credit Certifications

How to read account histol




Terms/definitions

- Questionable year: A fiscal year record that meets one of TRSL's criteria to
require service credit certification or correction

- Actual earnings: All earnings during a specified fiscal year earned by a
member that meets the definition of earnable compensation

- Full-time earnings: Total compensation amount that would be payable if
the employee worked full-time for the entire fiscal year in a TRSL-covered
position plus any extra earnings

- Service credit: A measure of the number of years a member has worked
and contributed to TRSL per the service credit formula




Terms/definitions (cont’d)

Service credit formula:

- Actual earnings / Full-time earnings = Service credit for benefit
computation

- Service credit for benefit computation / % effort = Service credit for
eligibility

Percent (%) effort formula:
- # hours worked / # hours in a full workday

Example: Employee works 5 hours per day; normal full-time is 7 hours per
day; 5/7 hours = 71% effort




Retrieving Questionable Years Report

Active/Active DROP Member Service

Apgencies Without Charpes

Annual Leave

Checklist Status

Contribution Exception

Employer Payments

Employer Delinguent Contributions
Employer Statements

Enrolled Not Reported

Ending DROP Participation
Furloughed Employees Certification
Insurance/Voluntary Deduction
Members Eligible to Retire

ORP Statements

Questionable Year Statistics for All Fiscal Years
Reporting Hot Enrolled

Sick Leave

Sick Leave Errors

Query Record

Employer ID

Report Selection

@ retirement actions
pending

® all outstanding
questionable years

@ fiscal years less
than/equal to 3 years old

@ fiscal years greater
than 2 years old

® by fiscal year

Sort Selection
EE
fiscal year
member status I
reason code

Questionable Years Report

The Questionable Years Report generates a list of members who have questionable years
requiring certification. There are five options for creating reports and four different ways
to sort the report.

Option 1: Retirement Actions Pending - This report will list questionable years for
which TRSL has requested certification via a Questionable Years Letter. This report
will primarily consist of members presently going through the retirement process or
approaching retirement eligibility.
Option 2: All Outstanding Questionable Years - This report will list all outstanding
questionable years for your agency. A Retirement Actions Pending section will be
listed at the front of the report.
Option 3: Fiscal Years Less Than/Equal to 3 Years Old - This report will list all
outstanding questionable years less than or equal to three years old from the
current fiscal year. A Retirement Actions Pending section will be listed at the front
of the report only for fiscal years less than or equal to 3 years old.
Option 4: Fiscal Years Greater than 3 Years Old - This report will list all outstanding
questionable years greater than three years old. A Retirement Actions Pending
section will be listed at the front of the report only for fiscal years greater than 3
%ears old.

ption 5: By Fiscal Year - This report will list all outstanding questionable years for
a range of fiscal years or a single fiscal year of your choosing.




Questionable Years Report

Date: 8/5/2021 Teachers' Retirement System of Louisiana Page 10f2
ew records added after the close of [~ =
h .I:‘ | .I. ‘| This report contains all outstanding questionable years sorted by reason code.
each fiscal year (approx. Augus
Original Count 417 96% Complete
Description of Reason
. . . 1 Annual salary is more than 5% decrease from previous year
. Certi f / correct eac h reco rd within 21 year of rployment for an smpioye 15 yea o empleyent aier DROP Notes Employers will be iabie for service redit correctionsafte three
3 Changed employer / Terminated during the fiscal year years. Corrections resulting in an increase in the service credit will be an
. . Please update/verify enroliment and/ or termination date(s) actuarial cost in accordance with Louisiana Revised Statute 11.888 C.
4 Partial year of service credit not previously certified
ree years to avoid actuaria oy e T Ut it o)
Name Sys SSN Fiscal Status Date of Date of Actual Full-Time ~ Service Reason for
C h O r e S ‘I'O O U r O e n C Year Employment  Termination Earnings Eamings  Credit Questioning
Year

4 2021 ACTIV-DROP 07/01/2020 108,869.63 108,869.63 1.00 2
4 2021 ACTIVE 04/27/2015 60,744.41 6161284 0.9 4
4 2021 ACTIVE 10/09/2017 57,308.99 6231148 0.92 4
4 2021 ACTIVE 10/05/2015 30,586.11 3208039 095 4
4 2021 ACTIVE 07/11/2016 31,842.10 3208935 099 4
4 2021 ACTIVE 01/14/2019 25,603.79 30,425.74 0.84 14
4 2021 ACTIVE 03/12/2018 51,267.48 6360076 0.80 14
4 2021 ACTIVE 05/20/2015 22,379.27 6232589 036 14
4 2021 ACTIV-DROP 06/10/2021 288.48 288.48 0.01 24
4 2021 ACTIVE 01/14/2019 10/18/2020 21,666.22 21,666.22 0.27 34
4 2021 ACTIVE 07/01/2019 04/02/2021 23,9744 2443281 080 34
4 2021 ACTIVE 02/26/2018 08/27/2020 12,958.09 1295800 0.07 34




How to certify questionable years

Three online processes:
- Full-Time Only Corrections: Use when incorrect full-time
earnings reported or service credit is incorrect

- Questionable Year Certification: Use when service credit,
actual earnings, and full-time earnings reported are
correct and reasonable

* Prior Year Salary Corrections: Use when incorrect actual
earnings reported

Updates Submit Files ~

Annual Leave Update
Contribution Correction

Enroliments

[, —
lel-‘l’ime Only CurrecﬁonD

Home Address Update
Journal Entry Review

ORP Salary Entry (up to 25 employees on|

@or Year Salary Correctiu@

Questionable Year Certification )

Sick Leave Days Paid Update

Sick Leave Add and/or Update

Must have access rights designated on Authorized Contacts (Form 1)




Full-Time Only Corrections

Updates service credit
* Must provide correct Full-time Earnings

amount

- Use Reason drop-down box or enter
Comment

Reason:

_ |Official Leave (Other than Sabbatical)
Comment: | oo phatical at Reduced Pay

Extra Earnings

Workers' Compensation

Summer School Earnings

Full-Time Earnings Under/Over-stated
Full-Time not previously reported

1st Year of Employment

Last Year of Employment

1st Year of Employment After DROP
Part-time Employee

Substitute Earnings

Full-Time Only Corrections

SSN: Employer: BD
Name: Fiscal Year: 2017
System: 4
Type Indicator Amount Eamings | Credit
Sheltered | Primary 8,096.35 644,51 8,036.35 0.37 QUESTIONABLE YEAR

Instructions for using Full-Time Only Corrections:

1. The information as reported to TRSL for the fiscal year is displayed above.

2. Full-time earnings is the compensation that would be payable if the employee worked full-time for the full normal
working period. Full-time earnings equal an employee's full-time base pay (regardless of whether or not this amount is
actually paid) plus any additional payments made to the employee (i.e., PIP summer school, overtime, stipends, cash
house allowances, coaching supplements, sales tax, bonuses and any other monies paid to a member over and above his or
her base pay defined as earnable compensation by LSA-R.S. 11:701(10)). Full-time earnings for part-time employees is
the same as full-time employees. Full-time earnings must be equal to or greater than actual earnings.

3. If the fiscal year you are correcting has service credit LESS THAN 1.00 and the service credit should be 1.00,
because the member's actual and full-time amounts are correct and are the same, you MUST enter the SAME full-time
earnings, which will divide actual by full-time and update that fiscal year to 1.00.

4. If the fiscal year has service credit of 1.00 and you enter the same full-time earnings that is already on the
database, you will receive an error "New full-time is equal to reported. Enter a corrected full-time amount.” This
process will also mark the year with asteriks as CERTIFIED.

5. Select a reason for the correction.

6. A comment can be added for additional information needed to clarify the correction. The comment is optional unless a
reason is not chosen in which case the comment is required.

7. Click the 'Submit' button to submit the correction.

8. NOTE: The correction of an authorized signer’'s personal TRSL
authorized signer at the agency.

Full-Time Earnings:
Reason: I ﬂ

Comment:

b

must be pleted by h

Submit




EXAMPLE: Full-Time Only Correction

Record appears on the Questionable Years (QY) report
EXAMPLE: New hire as of 10/01/2020
- Ensure Actual Earnings reported are correct

- Need correct Full-time earnings (FTE) to clear the
questionable year record

Questionable year reason codes

1. Annual earnings decreased more than

5% from previous year

1% year of employment for an
employer / 1st year of employment
after DROP

Changed employers during the fiscal
year and/or break in service

Partial year of service credit not
previously certified

2.

Name Sys SSN  Fiscal Status Date of Date of Actual Full-Time Service Reason for
Year Employment Termination Earnings Earnings Credit Questioning

Year

DOE JOHN 4 2021  ACTIVE 10/01/2020 38808.03  230,12538 077 24

Tip: Never rely on Full-time earnings appearing on QY report or TRSL EMIS Screens.

Always research correct FIE.




EXAMPLE: Full-Time Only Correction

Full-Time Only Corrections

SSM: Employer:
MName: J Fiscal Year: 2021
SR 4 e —_
Contribution | Employer /| Actual Earnings %, Contribution Full Time Comment
Type Indicator Amount Eamings
Sheltered Primary 3B8,898.03 3,111.82 39,125.38 0.77 |QUESTIONABLE YEAR
o

Instructions for using Full-Time Only Correckions:

1. The information as reported to TRSL for the fiscal yeal is displayed above.

2. Full-time earnings is the compensation that would be payable if the employee worked full-time for the full normal
waorking period. Full-time earnings equal an employee's {Llftime base pay (regardless of whether or not this amount is
actually paid) plus any additional payments made to the®mployee (i.e., PIP summer school, overtime, stipends, cash
house allowances, coaching supplements, sales tax, bonllses and any other monies paid to a member over and above his or
her base pay defined as earnable compensation by LSA-RJS. 11:701(10)). Full-time earnings for part-time employees is
the same as full-time employees. Full-time earnings mpst be equal to or greater than actual earnings.

3. If the fiscal year you are correcting has service credit LESS THAN 1.00 and the service credit should be 1.00,
because the member's actual and full-time amounts a correct and are the same, you MUST enter the SAME full-time
earnings, which will divide actual by full-time and updlte that fiscal year to 1.00.

4. If the fiscal year has service credit of 1.00 and you grter the same full-time earnings that is already on the
database, you will receive an error "MNew full-time is egual to reported. Enter a corrected full-time amount.” This
process will also mark the year with asteriks as CER'I'IF’ED.

5. Select a reason for the correction.

6. A comment can be added for additional information nfleded to clarify | Provide total salary employee [,nhal unless a
reason is not chosen in which case the comment is requiged. would have made if he worked
7. Click the 'Submit’ button to submit the correction. entire year as a full-.tlme
8. NOTE: The correction of an authorized signer’s per*nal TRSL m E"_"F’IOYEE + any add’l pay another
authorized signer at the agency. v (Stipends, t.a:c s]upplement,
etc.
Full-Time Earnings: 50155.33
Use Reason drop-down field = Reasoh: | 1st Year of Employment ~
when possible.
EXCEPTION: Use Comment Comment:

field to note anything unusual /
(LWOP, dockages, incorr hire
date etc.) or none of Reason

drop-down choices apply




Actuarial Cost for Full-Time Only Corrections

LSA-R.S. 11:888 and LSA-R.S. 11:158 allow
for an actuarial cost to the employer on
corrections for fiscal years greater than

The three-year timeline for
certifying/correcting questionable
years is calculated as follows:

three (3) years old that result in an
increase in service credit.

Current Fiscal

: FY 2024
Year:
- Journal Entry invoice for total Full-Time .
Only Corrections charges calculated Fiscal Year 1: FY 2023
after end of each fiscal year.
, , , Fiscal Year 2: FY 2022
- Full-Time Only Corrections actuarial costs
for mempers WIT.h a retirement - Siseal Vaalr 2 FY 2021
application on file (other than entering
DROP) charged tfo employers’ account FY 2020 & all
shortly after finalizing members’ Olderthan .. vears

retirement benefit.

three years:

prior




Questionable Year Certification

. ) . Questionable Year Certification
Does not update service credit; certifies

Name: Fiscal Year: 2016

reported data is correct as is

St el el = e
Type Indicator Amount Earnings | Credit
- Must select Reason from drop-doOwn DOX | B e | s o oot o cemovet 1o

or e n'l'e r C ommen 'I' Instructions for using Questionable Year Certification:

1. The information as reported to TRSL for the fiscal year is displayed above.
2. This certification will only update the record with asterisks to certify the data reported is correct. [T WILL NOT CHANGE
SERVICE CREDIT. The FULL-TIME ONLY CORRECTIONS must be used if service credit should be updated.

- If applicable, you must seleCt "Part-Time | i b e it nomston neesettocrty e ceicton. he conment s cpion s
Employee” from the “Reason” drop- e o e e ety o
down list and enter the percent effort in | ===

the comment field for member to
receive correct service credit for

eligibility Certity |

Reason:

Reason: ‘ v

Comment: ‘

Previously reported information certified
Comment: | {st year of employment after DROP
1st year of employment

Last year of employment

Official leave (other than sabbatical)
Sabbatical at reduced pay

Extra earnings

Workers' compensation

Summer school earnings

Part-time employee

Substitute earnings only




EXAMPLE: Questionable Year Cerlification

Record appears on the Questionable Years report

. .pe . i bl d
- Example: New hire as of 08/06/2020; need Certification fOr | 1 ewmire: socrased more tor
Ist year of employment (FY 2021) 2. 1%yem of smployment fo an
y . employer / 1st year of employmen
- Per employer’s research, employee has worked the entire a:eprn"r;opl :" d P h"f tl
. 3. Changed employers during the fisca
year and had no dockages or leave without pay (LWOP) year andjor break i service
during FY 2021; Both Actual Earnings and Full-time earnings | * paitey e oo™

previously reported are correct.

Name Sys SSN  Fiscal Status Date of Date of Actual Full-Time Service | Reason for
Year Employment Termination Earnings Earnings Credit | Questioning
Year

DOE JANE 4 ACTIVE 08/06/ 58,406.14 58,406.14 1.00 2




EXAMPLE: Questionable Year Cerlification

Questionable Year Certification

SSN: Employer:
Name: Fiscal Year:
System: 4

Contribution Employer Actual Eamings| Contribution Full Time Service Comment
Type Indicator Amount Eamings

Sheltered Primary ‘ 58,406.14 4,672.49 58,406.14 ‘ 1.00 JQUESTIONABLE YEAR

Instructions for using Questionable Year\(_‘ert/iﬁca ion:

1. The information as reported to TRSL for the fiscal year is displayed above.

2. This certification will only update the record with asterisks to certify the data reported is correct. IT WILL NOT CHANGE
SERVICE CREDIT. The FULL-TIME ONLY CORRECTIONS must be used if service credit should be updated.

3. Select a reason for the certification.

4. A comment can be added for additional information needed to clarify the certification. The comment is optional unless a
reason is not chosen in which case the comment is required.

5. Click the 'Certify’ button to submit the certification.

6. NOTE: The certification of an authorized signer's personal TRSL member account must be completed by another
authorized signer at the agency.

: | 1st year of employment ~v| - Use Reason drop-down
Reason [ Y — ] field when possible

Comment: [




Prior Year Salary Corrections

Updates service credit

Prior Year Salary Corrections

SSN: Employer ID: 5C 8D
Name: Fiscal Year: 2017

- Must enter both correct actual earnings and
full-time earnings amounts e

Instructions for using Prior Year Salary Corrections:

1. Enter the actual earnings and full-time earnings and click "Submit” if replacing Sheltered data that has been posted for the year.
2. Click "Delete Posting” to delete the Sheltered posting for the year.
3. Click "Add Unsheltered” to open the Unsheltered line for editing. Enter the combined full-time earnings on the Sheltered line.

M 4. If you do not want to change posted Sheltered values when adding Unsheltered, leave the Sheltered actual earnings box empty.
- Must use reason drop-down box and/or

Actual Earnings Full-Time Earnings Delete Posting

comment field for both Salary Correction >

[]Add Unsheltered:

Comment and Salary Correction Full-Time o e
Comment

[ 100% Switch

Salary Correction Comment Salary Correction Full-Time
Instructions for using Salary Comment: Instructions for using Full-Time Comment:
1. Select a reason for the correction. 1. Required for Primary when the Full-Time is different.
b b b * b 2. A comment can be added for additional information needed 2. Select a reason for the full-time change.
° I ( : O rre( : | O n I n ( : re O S es e G rn I n S ( : O n rl U I O n S 0 clarify the correction. The comment is optional unless a 3. A comment can be added for additional information needed
reason is not chosen in which case the comment is required. to clarify the change. The comment is optional unless a reason
Reason: o is not chosen in which case the comment is required.
. . . -
Comment: eeson hd
anga service credir anda/or rindl average comp i

for fiscal years more than three (3) years old, —
$200 fee required




EXAMPLE: Prior Year Salary Correction

Must provide correct total Actual
Earnings & Full-time Earnings earned
for the specified fiscal year

Prior Year Salary Corrections

SSN: Employer ID: BD
Name: R Fiscal Year: 2017
System: 4

Contribution | Employer | Actual Eamings | Contribution Full Time ~ |Servi
Type Indicator Amount Eamings | Credit

Shettered Primary 11,878.92 950.32 12,098.12

Instructions for using Prior Year Salary Corrections:

1. Enter the actual earnings and full-time earnings and dlick "Submit’
2. Click "Delete Posting” to delete the Sheltered posting for the year.

3. Click "Add Unsheltered™ to open the Unsheltered line for editing. Enter the combined full-time earnings on the Sheltered line.
4. If you do not want to change posted Sheltered values when adding Unsheltered, leave the Sheltered actual earnings box empty.

Sheltered:

[ Add Unsheltered:

Instructions for using 100% Switch:

1. To execute a 100% contribution type switch from Sheltered to Unsheltered, click the "100% Switch” box only.

] 100% Switch

Salary Correction Comment
Instructions for using Salary Comment:
1. Select a reason for the correction.

2. A comment can be added for additional information needed
to dlarify the correction. The comment is optional unless a
reason is not chosen in which case the comment is required.

Reason: v

Comment) Nov sales tax not reported

0.32 |QUESTIONABLE YEAR

if replacing Sheltered data that has been posted for the year.

Full-Time Earnings Delete Posting
42750 O

Salary Correction Full-Time

Instructiens for using Full-Time Comment:

1. Required for Primary when the Full-Time is different.

2. Select a reason for the full-time change.

3. A comment can be added for additional information needed
to dlarify the change. The comment is optional unless a reason
is not chosen in which case the comment is required.

Reason: b

@L\Norked 9/21/2016-\1,’2/2017; 9 Mon EE %

Submit |




EXAMPLE: Prior Year Salary Correction

Agency must complete both
the Salary Correction
Comment and Salary
Correction Full-Time sections.

Salary Correction Comment
Instructions for using Salary Comment:

1. Select a reason for the correction.

2. A comment can be added for additional information needed
to clarify the correction. The comment is optional unless a
reason is not chosen in which case the comment is required.

Reason: ‘ w

Comment: Mov sales tax not reported

Use Comment field or Reason
drop-down menu

Salary Corraction Comment

Instructions for usjfg Salary Comment:
1. Select a reason fp
2. A comment cgp

to clarify the
reason is gl

the correction.

added for additional information needed
gbrrection. The comment is optional unless a
chosen in which case the comment is required.

Reason: .
Earnings reported in July but earned in June
Overstated Salaries/Contributions
Understated Salaries/Contributions

Audit Compliance

Date of Retirement Changed
Sheltered/Unsheltered switch

Comment:

| Salary Correction Full-Time

Instructions for using Full-Time Comment:

1. Required for Primary when the Full-Time is different.

2. Select a reason for the full-time change.

3. A comment can be added for additional information needed
to clarify the change. The comment is optional unless a reason
is not chosen in which case the comment is required.

Reason: ~ |

Comment: (Worked 9;‘21,:‘201.6—|].;‘2;‘2017; 9 Mon EE =

Submit

Use Comment field or Reason
drop-down menu

Salary Correction Full-Time
Instructions forfusing Full-Time Comment:

1. Required for PAimary when the Full-Time is different.
2. Select a reasgn for the full-time change.

3. A commenty s chebtiomals
to darify thyg
is not chosen

ian, needed
A reason

Full-Time not previously reported
1st Year of Employment After DROP
Reason: | 1st Year of Employment

Last Year of Employment

Official Leave (Other than Sabbatical)
Sabbatical at Reduced Pay

Extra Earnings

Workers' Compensation

Summer School Earnings

Full-Time Earnings Under/Over-stated
Part-time Employee

Subsitute Earnings

Comment:




Actuarial Cost/Charges for Prior Year Salary Corrections

If prior year correction increases earnings/conftributions

and service credit and/or final average comp:
For fiscal years three years old or less: The three-year timeline for
Prior Year Corrections:
- employer will be charged member &
employer contributions + judicial interest rate. Current Fiscal Year: FY 2024
For fiscal years more than three (3) years old: Fiscal Year 1: FY 2023
- will result in actuarial purchase of service E Ry FY 2022
credit by the employer
- $200 fee required Fiscal Year 3: FY 2021
. iigcr]rcé’re Journal Entry invoice for actuarial Older than | FY 2020 & all
9 three years: | fiscal years prior




Cerlifying Part-time Employment - SPECIAL CONDITIONS

Typically requires a Full-time Only Correction

Applies to employees who work every day of a full normal week, but less than a full
normal day

1. Verify part-time employee’s enroliment eligibility
* Must work more than 20 hours per week OR
* Meets Five (5) year rule for service credit for eligibility if part-time teacher OR

* Meets Ten (10) year rule for service credit for eligibility for all other part-time work
(para/aide, coach, cafeteria worker, school secretary, etc.)

2. Calculate Full-time Earnings amount

Amount employee would earn if employed Full-time for the entire year + extra earnings
« Part-fime daily rate / # part-time hours worked per day = hourly rate
» Hourly rate x 7 hours per day = Full-time daily rate
» Full-time Daily rate x total contract days for a year = Full-time Earnings amount




Certifying Part-time Employment (cont.) -
SPECIAL CONDITIONS

3. Reason field: select “Part-fime Employee”

4. Enter comment: provide % effort or hours worked/hours full day

Reason field drop-down menu:

Official Leave (Other than Sabbatical)
Sabbatical at Reduced Pay

Extra Earnings

Workers' Compensation

Summer School Earnings

Full-Time Earnings Under/Over-stated
Full-Time not previously reported

1st Year of Employment

Last Year of Employment

1st Year of Employment After DROP
{Eart—time Employee) S

Substitute Earnings

Full-time Only Corrections program
Enter Full-time Amount

Full-Time Earnings:

Reasoni Select "Part-time Employee" from drop-down

Camment.'l Enter Comment I

Submit




Cerlifying Part-time Employment in EMIS -
SPECIAL CONDITIONS

EXAMPLE: Part-time employment service credit certification

Employee worked 6 hours per day, every day for the entire school year.
Full-time employment for the position is 7 hours per day.

Full-Time Only Corrections

SSN: Emplayer: 005 BD
Name: VA Fiscal Year: 201.

System: 4

Contribution| Employer
Type | Indicator

Sheltered | Primary

Instructions for usi
1. The information as rq
2. Full-time earnings is
working period. Full-tim
actually paid) plus any af
house allowances, coach|
or her base pay defined
is the same as full-timg
3. If the fiscal year yo
because the member's

Reason: Part-

Comment: 86%,

Full-Time Earnings: 23036.10
time Employee v
179/179 Days

Full-Time Earnings: (23036.10

D

Reason:

Comment:

-.._...C

Official Leave (Other than Sabbatical)
Sabbatical at Reduced Pay

Extra Earnings

Workers' Compensation

Summer School Earnings

Full-Time Earnings Under/Over-stated
Full-Time not previoushy reported

1st Year of Employment

Last Year of Employment

nt After DROP
Part-time Employee

Substtute Earnings

time earnings, which wirarvro e

T T Y T T O OO T TSt Y e T T U0
4. If the fiscal year has service credit of 1.00 and you enter the same full-time earnings that is already on the |

database, you will receive an error "New full-time is equal to reported. Enter a corrected full-ti
process will also mark the year with asteriks as CERTIFIED.

5. Select a reason for the correction.

6. A comment can be added for additional information needed to clarify the correction. The comment|
reason is not chosen in which case the comment is required.

7. Click the ‘Submit’ button to submit the correction.

8. NOTE: The correction of an authorized signer's personal TRSL member account must be compl|
authorized signer at the agency.

Full-Time Earnings: 23036.10

Reason: |Part-time Employee v

Comment: 86%, 179/179 Days|

Submit

06/30/2018 010 Primary 00: BD

PART-TIME EMPLOYEE 86% 179/179 DAYS

01/23/2019  By: TRSL - Anthony Zeringue
176/179 DAYS

01/18/2019 By: ister
QUESTIONABLE YEAR

1,526.05 TSREG
1,526.05 TSREG
1,526.05 TSREG

b 0.84 REGULAR 19,811.05
0.84 MA 19,075.04
0.98 FT 19,075.04

23,036.10

22,762.88

19,511.04




Cerlifying Substitute Employment - SPECIAL CONDITIONS

Typically requires a Full-time Only Correction

1. Verify enrollment eligibility
- Meets Five (5) year rule for service credit for eligibility if substitute teacher
OR
- Meets Ten (10) year rule for service credit for eligibility for all other
substitute work (para/aide, coach, cafeteria worker, school secretary,
etc.)

Full-time Only Corrections program
Enter Full-time Amount

Full-Time Earnings:

2. Calculate Full-time Earnings amount
Reason] Select "Substitute Earnings" from drop-down

Daily rate x total contract days for a year Comment [~ s comment ]
- 9 month certified: daily rate x 182 days
- 9 month support: daily rate x 180 days




Certifying Substitute Employment (cont.) -
SPECIAL CONDITIONS

3. Reason field: select “Substitute Earnings”

4. Enter comment: worked #days/days @ $/day [specify type of sub (teacher,
para/aide, coach, cafeteria worker, school secretary, etc.)]

Reason field drop-down menu:

Official Leave (Other than Sabbatical)
Sabbatical at Reduced Pay
Extra Earnings Full-time Only Corrections program

Workers' Compensation Full-Time Earnings: Enter Full-time Amount
Summer School Earnings Reasoni Select "Substitute Earnings" from drop-down
Full-Time Earnings Under/QOver-stated =

Full-Time not previously reported /Cammenr:l Enter Comment |

1st Year of Employment
Last Year of Employment
ist Year of Employment After DROP
Part-ti ee

ubstitute Earnings ? e




Cerlifying Substitute Employment in EMIS -

SPECIAL CONDITIONS

EXAMPLE 1: Substitute employment service credit certification

Employee worked one day as substitute teacher @ $100 per day for the school year

(2 month contract = 182 days/year)

Full-Time Only Corrections

SSN: Employer: 005 BD
Name: A Fiscal Year: 201.
System: 4
Employer
Type Indicator

@-Time Earnings: 18200 )
Reason:

Comment: [N

Sheitered | Primary | 19,81

Full-Time Earnings: 18200
Reason: Substitute Earnings
Comment: 1/182 sub days @ $100/day

Official Leave (Other than Sabbatical)
Sabbatical at Reduced Pay

Extra Earnings

Workers' Compensation

Summer School Earnings

Full-Time Earnings Under/Over-stated

aaaaaa

mounts are correct and are the same, you MUST enter the SAME full-
time earn tual by full-time and update that fiscal year to 1.00.
dit of 1.00 and you enter the same full-time earnings that is already on the

atal w full-time is equal to reported. Enter a corrected full-time amount.” This
the year with asteriks as CERTIFIED.

Full-Time not previously reported
1st Year of Employment

Bk

& 800 TSREG ™ 001 REGULAR

™ Gubstitute Earnings 1/182 sub days @ S100lday>

5n32022  By: 8.00 TSREG 0o FT 100.00
QUESTIONABLE YEAR

100.00 € 18,200.00

Last Year of Employment
1st Year of Employment After DROP

Part-time Employee
=—— <§ubstitute Ern[nab

100.00

SO I




Cerlifying Substitute Employment in EMIS -
SPECIAL CONDITIONS

EXAMPLE 2: Substitute employment with different rates of pay - service credit certification

Employee worked ten days as substitute teacher @ $100 per day + 15 days at $150 per day
during the same school year (9 month contract = 182 days/year)

. . Full-Time Earnings: 23653.57
Full-Time Earnings: 23653.57
Reason: v
Reason: Substitute Earnings v Comment: SRS :
Comment: 10 days @ $100/dy + 15 days @ $150/dy - sub teacher Official Leave (Other than Sabbatical)
Sabbatical at Reduced Pay
Extra Earnings
Workers' Compensation
Full-Time Only Corrections Summer School Earnings
] Full-Time Earnings Under/Qver-stated
Correction has been processed. Full-Time not previously reported
S FmF;'Oyerf 1st Year of Employment
S::::r: 4 Fiscal Year: 2022 Last Year of Employment
Contribution| Employer |Actual Eamings Contribution Full Time |Service Comment 1st Ye_ar of Employment After DROP
Type Indicator Amount Earnings Credit Part-time Employee

Contribution| Employer |Actual Eamings Contribution Full Time |Service Comment

Type Indicator Amount Earnings Credit

Substitute Earnings 10 days @ $100/dy + 15 days @ $150/dy - sub
teacher

Sheltered

Primary

3,250.00 23,633.57




Retiree RTW Option 2 Supplemental Credit -
SPECIAL CONDITIONS

When retiree works under two different RTW Provisions in
same fiscal year

EMIS displays separate account history lines for each RTW Provision during same fiscal
year

- Retiree earns TRSL service credit only for RTW Option 2 enrollment (under 2020 RTW
Law)

106/30/2023 024 Ret-to-Work SCBD

97389  USREG 1217360  12,173.60 0.00
_ | No RTW Service credit I

06/30/2023 025 Ret-to-Work SCBD
364864 USREG * ( 0.79 RTWSUPP ) 45,607.95 57,781.88 0.79
per 9728123 I Earned RTW Supp service credit I




Retiree RTW Option 2 Supplemental Credit
(cont.) - SPECIAL CONDITIONS

When retiree works under two different RTW Provisions in
same fiscal year

Determine amount earned during RTW Option 2 provision for fiscal year
- If Actual Earnings for RTW SUPP period reported are correct, use Full-time Only

Corrections program to certify
- If Actual Earnings for RTW SUPP period reported are not correct, use Prior Year

Salary Corrections program to certify/correct

08302023 025 Retdo-Work

364864 USREG ™ 079 RTWSUPP™RTZS607IDE + &

]

per | J J




Cerlifying Retiree RTW Option 2
Supplemental Credit - SPECIAL CONDITIONS

When retiree works under two different RTW Provisions in
same fiscal year

Using Full-time Only Corrections (FTC)
- If Actual Earnings for RTW SUPP period reported are correct

1. FTC program will display each RTW account history line from EMIS for Fiscal Year
selected
- Program will highlight RTW Supp (aka RTW Option 2 Provision) line; indicates

sequence fo certify/update
Full-Time Only Corrections

SSN: Employer:
Name: : Fiscal Year: 2023
System: 4
Editing the yellow highlighted row ...
ntribution| Employer Actual Eamings| Contribution

Indicator




Cerlifying Retiree RTW Option 2 Supplemental
Credit (cont.)- SPECIAL CONDITIONS

When retiree works under two different RTW Provisions in
same fiscal year

Using Full-time Only Corrections
- If Actual Earnings for RTW SUPP period reported are correct

2. Calculate & enter Full-time Earnings amount
Amount retiree would earn if employed Full-time for the entire year + extra

earnings r ; 5 5 5 5 : :
}9,2&!2023 ...... Ey 5?’731.83
DNLINE SALCOR 142.'132@$30434+$2391 37 supp T

:| Full-time Earnings Amt

19:2512023 By - g g _
.......... QUEB'HGNABLEYEAR




Cerlifying Retiree RTW Option 2 Supplemental
Credit (cont.)- SPECIAL CONDITIONS

When retiree works under two different RTW Provisions in
same fiscal year

3. Skip Reason field

4. Enter comment: provide # days worked under RTW Option 2 provision

Full-time Only Corrections program
Full-Time Earnings: Enter Full-time Amount

Reason: -
Comment: | Enter Comment I

Submit




Correcting Retiree RTW Option 2 Supplemental Credit
- SPECIAL CONDITIONS

When retiree works under two different RTW Provisions in
same fiscal year

Using Prior Year Salary Corrections (PYC)
- If Actual Earnings for RTW SUPP period reported is not correct

1. PYC program will require employer to select RTW account history line from
EMIS for Fiscal Year entered

- Select RTW-ACT-RET (aka RTW Option 2 Provision) option {will display RTW
enrollment dates} . _
. Click “Continue” Prior Year Salary Corrections

SSN: Employer ID: BD

Name: Fiscal Year: 2023
System: 4

Do you want to correct: () prw. FAC-EL, ONFEESEEED through ORI 2

@RTW-ACT—RET, 0% =5 3mnl through OF % & D




Correcting Retiree RTW Option 2 Supplemental
Credit (cont.) - SPECIAL CONDITIONS

When retiree works under two different RTW Provisions in
same fiscal year

Using Prior Year Salary Corrections (PYC)
- If Actual Earnings for RTW SUPP period reported is not correct

2. Enter correct Actual Earnings amount on Unsheltered line
Amount earned during RTW Option 2 provision for fiscal year

Prior Year Salary Corrections




Correcting Retiree RTW Option 2 Supplemental
Credit (cont.) - SPECIAL CONDITIONS

When retiree works under two different RTW Provisions in
same fiscal year

Using Prior Year Salary Corrections (PYC)
- If Actual Earnings for RTW SUPP period reported is not correct

3. Enter Full-time Earnings amount
Amount retiree would earn if employed Full-time for the entire year + extra earnings

Actual Earnings Full-Time Earnings Delete Posting
Unsheltered: 0




Correcting Retiree RTW Option 2 Supplemental
Credit (cont.) - SPECIAL CONDITIONS

When retiree works under two different RTW Provisions in same
fiscal year

4. Salary Correction Comment section: enter RTW Opt 2 earnings correction - on

Comment field

Salary Correction Full-Time section : provide # days worked under RTW Option 2
provision - on Comment field

Salary Correction Comment

Salary Correction Full-Time

Instructions for using Salary Comment: Instructions for using Full-Time Comment:
1. Select a reason for the correction. 1. Required for Primary when the Full-Time is different.
2. A comment can be added for additional information needed 2. Select a reason for the full-time change.
to clarify the correction. The comment is optional unless a 3. Acomment can be added for additional information needed
reason is not chosen in which case the comment is required. to clarify the change. The comment is optional unless a

Reason:[ v] reason is not chosen in which case the comment is required.
Comment: correct RTW Opt 2 earnings amt Reason:| v]

Comment: 142/182 dys @ $304.34 + $2391.67 supp




qz;r RSL EMPLOYER MANUAL {8

INDEX 17.0: Leave Information September 2018

iﬁﬂl‘ Qz;r RSL EMPLOYER MANUAL &8

Certificat INDEX 11.0: Retirement/DROP Processing November 2021
Sick lea
update

Whenever a TRSL-covered employee retires or enters DROP (Deferred
Retirement Option Plan), TRSL will request the applicable employer(s) certify
CONTENTS specific information in a timely manner so that we are able to accurately
. . calculate the retirement benefits and promptly begin paying those benefits
Service/IL5B retirement 1o the retiree.

Deferrs-d Retirement
Option Plan (DR Thls |ndex prowdes emp\o}rer |nformat|on and instructions if a TRSL-covered

Retirement Process / Issues

Index 11.0: Retirement/DROP processin
Index 17.0: Leave Information

Encourages

Provides information related to the retirement process &

retiremer fequenty asked queslions Deferred Retirement Option Plan (DROP)

1990
School be When a member participates in DROP, his employment continues. During

Flrehas RELATED FORMS the member's DROP participation period, neither employer or employee
e At N contributions are remitted to TRSL.
Application for Service

Certificat irement. ILSB, or DR Details on DROP eligibility, how the program works, as well as member
{Form 11} application & documentation requirements are discussed in our DROP_

Annual l¢ Termination of Handbook: A guide to the Deferred Retirement Option Plan publication

Employment at End "
Frequently of DROP Parficipation/ Entering DROP (DROP In)

B Each member who is eligible and wishes to participate in DROP must

submit a completed Application for Service Retirement, I SB, or DROP

cstion s
- Supplement (Form 11R (Form 11) or apply online through Member Access no earlier than six
months before the DROP start date. Both the member and employer

- wiww.TRSL.org * 1-877-ASK-TRSL = web.master@trsl.org 11.0 - Retirement/DROP Processing




Employer cerlifications: Retirement/DROP processing

The following data is needed for each TRSL-covered o
employee who applies for retirement or DROP: ot byt
- Certify all questionable years e
- Certify sick leave days used for all fiscal years of ORP Slay Entry (up to 25 emplayees oy
employment and sick leave days paid at retirement | e e commoten
- Complete Agency Certification after termination e
date and after all earnings & contributions are e
reported to TRSL sk et At o Ut

- Complete Cap Exemption Letter (if applicable)

*Must have access rights designated on Form 1 to submit information




Request letters #TRSL

TAnSey M Sy of L

o 2, 2001 - 90

ldentify member, date of refirement | ..
(or DROP begin date), and o TRSL
information TRSL still needs from the »?'3

employer. i — E———

Dot Ergloer PO BOX &
LA 7

DROP Out

Agaitional informatan i netded B CONRRUS DITGERI NG This mesber's Applcaton for Servce

Retament Foim 114 Pibiis Cistity b i kithd Eokrs B 00 Soproonats Smas. Al tems
an be upated onlire afier keggng inte TRSL s Employenifsmienhp information Ste 2nd Request

- First Request (sent on or near AU Y -

b i Tollowing AFTER i Sermination daie o immadial

the member's retirement date e LR I e -

& Agmncy Cedtificabon | crveinng July 1 Bhiough | DROP Out prline after logging

dory

Box ML
v LA TUE0L

i COALaEt Teachn’ Retinemenl |

- Second Request (sent | DEERSTET e
approximately 45 days after the | =i . ,

DROP Dates:! /2017 through L. 312020 |ASK-TRSL (1-877-
] S R e l | e S Date of Retirement: 05/22/2021

Dear Employer:

Additional information is needed to continue pi g this member's of

.
H Employment at End of DROP Participation/Empioyment (Form 11H). Please provide the items
® I n a e U e s e I I O rOXI ' ' l O e listed below after the member's last day of work. All items can be updated online after logging
into TRSL's EmployerMembership Information Site
% Report sick leave information for Fiscal Year 2020

30 days after 2nd Request; o ettt et

received iater that indicates TRSL overpaid the member, the empioyer may be charged
the amount of overpayment in accordance with LA-R.S. 11:888.

e | I | | O er | I O S ] 5 C O |e I l d O r d O S If you have any questions, please contact Teachers' Retirement System of Louisiana (TRSL) at
(225) 925-6448 or toll-fres (cutside the Baton Rouge calling area) at 1-877-ASK-TRSL (1-877-
275-8775)

fo complete)

Retirement Depanmant
Teachers' Retirement System of Louisiana




Agency Certification (Form 11

Certifies member’s termination date and
service credit for the current fiscal year

- Requested when a TRSL member reftires
or enters DROP

- Termination date* = last day worked or
last day of official leave

- Full-time earnings = amount the
employee would have earned for
working the entire year as a full-time
employee

Available under Updates menu

- Must have access rights designated on
Authorized Contacts (Form 1

*Effective date of retirement will be day after termination
date OR date retirement/DROP application is received,
whichever is later

Updates

Ggenc.y Certification (Form 11 BD

Annual Leave Update

Contribution Correction

—
8401 United Plaza Blvd, Ste 300 « Baton Rouge, LA 70809-7017
P.0. Box 94123 = Baton Rouge, LA 70804-9123
Telephone: 225-925-6446 » Fax: 225-925-6366
www.trsl.org

Agency Certification (Form 11B)

Instructions: The employer must submit this information for 2 member of the Teachers' Retirement System of Louisiana
(TRSL) who (1) enters DROP, (2) retires or (3) dies. The most recent employer(s) may not certify this information until after
the last day for which the member will receive pay. Certification for members electing to participate in the Deferred
Retirement Option Plan (DROP) may not be submitted until after the beginning date of the DROP participation. A second
certification is required when the DROP participant ultimately terminates employment, which is referred to as DROP Out.
Date of termination should be the last day of work or last day of leave. Salary information should reflect actual earnings and
contributions for the current fiscal year through the date of termination or the day before DROP participation, if applicable.
Certification of regular earnings should be for dates earned during the current fiscal year and must agree with the
Contribution Reports submitted by the employer payroll department. The monthly Contributions Reports are the official
reports of member earnings as provided by LSA-R.S. 11:888.

iMember information
Member name Social Security number

Employer

Current Year Information (July 1 - June 30) - Complete for all retirements, DROP and deaths

Date of termination - See Instructions |

Full-time earnings the member would have earned working Full-time earnings
the full year at 100% effort plus any additional pay s

received. Refer to the Employer Procedures Manual, Index

4.1, for more information. Do not include rollover earnings

in the full-time earnings.

Rollover earnings earned in June (prior year), paid in July Rollover earnings.
- amount of salary that is earned in June that would s

normally be paid in July.

Percent of effort (if part-time) - percent of time part-time Percent effort
member works. For example, the member works 4 hours %
out of an 8-hour day, 5 days a week, the percent effort

would be 50%.

Comment

[Efec[mnic signature

[J1 understand that by submitting this agency certification online that | am certifying the actual earnings and
contributions posted on the member's account are correct for the year certified and | agree to conduct this
transaction by electronic means and that | am signing this certification.

Submi




Agency Cerlification (Form 11B):
Retiring after DROP section

° ReqUired if member Works more 'I'hon Agency Certification (Form 11B)

Instructions: The employer must submit this information for a member of the Teachers' Retirement System of Louisiana

(TRSL) who (1) enters DROP, (2) retires or () dies. The most recent employer(s) may not certify this information until after
-I-WO e O rS O f‘I‘e r D R O P the last day for which the member will receive pay. Certification for members electing to participate in the Deferred

Retirement Option Plan (DROP) may not be submitted until after the beginning date of the DROP participation. A second

certification is required when the DROP participant ultimately terminates employment, which is referred to as DROP Out.
Date of termination should be the last day of work or last day of leave. Salary information should reflect actual earnings and

contributions for the current fiscal year through the date of termination or the day before DROP participation, if applicable.
Certification of regular earnings should be for dates earned during the current fiscal year and must agree with the

. | n fo rm O .I.i O n re q U i re d : ﬁ:;atrllszugmrl;velineg;t;;uﬂ?:\rg}t:}dph;\‘azdeff loyer payroll department. The monthly Contributions Reports are the official
- Member’s last full fiscal year in DROP
- Actual earnings for member’s last full

Current Year information (July 1 - June 30) - Complete for all retirements, DROP and deaths

fiSC O I ye O r i n D R O P Date of termination - See Instructions Enter date in mmfddfffvv format.
. . ] Full—l_ime earnings the member would have eame_d_ Full-time earnings
- Full-time earnings amount for member’s | sl o s siiionst ) —

Index 4.1, for more information. Do not include rollover

last full fiscal year in DROP cernings i he ull-ime cornings

Rollover earnings earned in June (prior year), paid in July Rollover earnings
s

- amount of salary that is earned in June that would
[ 1 normally be paid in July.
||R9t"'”'lg After DROP | ‘ Percent of effort (if part-time) - percent of time part-time Percent effort
. " . . b ks. F le, th ber ks 4 hy
Fiscal year - last fiscal year the member was in DROP and Fiscal year Out of an B-hour day, 5 days a weak. the percent ffort . 1«
paid no retirement contributions due to DROP would be 50%.
participation. Comment

] L ] : 1

Actual earnings - earnings (including PIP earnings) the Actual earnings Retiring After DROP_| .
DROP part'icipant earned during the last 12 months of s Fiscal year - last fiscal year the member was in DROP and Fiscal year

. o N A paid no retirement contributions due to DROP
DROP by fiscal year. This information is needed to test the participation.
10% COP fDI' members WhO Worked at |east 36 fTIOI'ltI'IS Actual earnings - earnings (including PIP earnings) the Actual earnings
after DROP. DROP participant earned during the last 12 months of 3 il

DROP by fiscal year. This information is needed to test the
10% cap for members who worked at least 36 months

Full-time earnings - earnings the DROP participant would Full-time earnings after DROP.
haVe Earned Working the full year at 100% effort. s Full-time earnings - earnings the DROP participant would Full-time earnings
) —

have earned working the full year at 100% effort.




Termination date vs. retirement date
- Termination date cannot be the same as the retirement date.

- Termination dates do not have to be the same for TRSL and insurance.

RETIREMENT DATE

Day after termination date or
the date TRSL receives
completed retirement

application (whichever is later)




Members declaring a retirement date

Nine month employees should not try to coordinate their effective date of
retirement based on their last paycheck to be issued during summer months.
Retirement date would be the day after termination date or the date TRSL
receives completed retirement application (whichever is later).

Example: A 9-month employee applied for retirement after the end of the school
year (May 26, 2024 is last day). Employee is paid on a September through August
pay cycle, receiving last paycheck for the school year in August.

In the example above the effective date of retirement would be May 27, 2024.
Employer still owes member their summer paychecks.

- TRSL will begin paying retirement benefits on May 27, 2024

- No overlap or return-to-work issues will occur since employee’s summer checks
represent earnings for work performed through May 26, 2024.




10% or 15% cap exemption letters

State law places a 10% or 15% cap in each of
the years used to determine a Final Average
Compensation (FAC)
10% cap is used for the three-year average
(members in one of the four state retirement
systems prior to January 1, 2011)
15% cap is used for the five-year average
(members in one of the state refirement
systems joining on or after January 1, 2011)

Employers must complete cap exemption

lefter with approved salary exemption
information for member to avoid/reduce cap

& TRSL.

Teachers’ Retirement Sysiem of Louisiana

May 04, 2015 70-CL

Service

10% CAP EXEMPTION FORM
Dear Employer;
Please complete form below regarding salary increases exempt from 10% cap and retumn to TRSL. If this form is not
received within 30 days of the date of this letter, we will assume there are no exemptions that apply and we will
finalize the member’s benefit accordingly. If you have any questions, please call our Member Information Center (MIC) at
(225) 825-6446 or toll-free al 1-877-ASK-TRSL (1-877-275-8775).

Examples of increases NOT EXEMPT; mertt increase, promotion, step increase, stipends, sabbatical savings, extra comp,
localincrease only given to a specific group

Examples of increases EXEMPT:

-State legislative, Minimum Foundation Program (MFP) or R.8. 17:421.8 increases (exempt even if only given to a specific

group)
-Local parish-wide increases (ALL employees of every group were given an increase - does not have to be the same amount)
k

ex: sales tax, 13" checl

Member: SSN:
Comment:

""""""Please complete only if the increase meets the requirements to be exempt, =
State L /MFP/ R.S. 17:421.6 increase for School Boards: State Legislative Increase for UNIVERSITIES:

Fiscal Year _ $ Act 17 of 19961997 §
Fiscal Year ___ ] - Act 10 of 1989/2000 §
Fiscal Year 5 Act 12 0f 2001/2002 §
Fiscal Year L Act 17 of 2006/2007 §
Fiscal Year 8 Act 18 of 2007/2008 $

Local Parish-wide Increase Given to Everyone (for School Boards): (all cedified & non-certified employees, teachers,
= - i)

administrators, & support workers received an increase — does not have to be the same amou

Fiscal Year
Fiscal Year _§
Fiscal Year .
are ible for the inft tion being certified and will be held accountable if incorrect information
8.

results in an overpayment for the member, per La R.S. 11:83.

" {Authorized Signature) (Title) - (Date)

Aulomated Toll-Free: 1,677 ASKTRSL | TDD: 2258253653 | Fax: 225,825 6356 — Rel
Teachers’ Retemant. Systm of Louisana I an vl Gpporunly empeyer and complies widh Amrians i Disifes s Act,




Example: Cap Letter

| Examples of increases NOT EXEMPT: merit increase, promotion, step increase, stipends, sabbatical savings, exira comp, |
local increase only given to a specific group

| Examples of increases EXEMPT:

| -State legislative, Minimum Foundation Program (MFP) or R.S. 17:421.6 increases (exempt even if only given to a specific
group)
-Local parish-wide increases (ALL employees of every group were given an Increase - does not have to be the same amount)
ex: sales tax, 13" check i ]

Member: ! __R SSN: _
Comment: FISCAL YEAR 2049

*****Please complete only if the increase meels the requirements to b exempt.***

State Legislative/MFP/ R.S. 17:421.6 Increase for School Boards: State Legislative Increase for UNIVERSITIES:
Fiscal Year?2\ 5 |, 000 Act 17 of 1996/1997 §_

Fiscal Year — Act 10 0f 1998/2000 $
Fiscal Year $ Act 12 of 2001/2002 §
FiscalYear _  § Act 17 of 2006/2007 $
Fiscal Year s cl 18 of 2007/2008 §_

Local Parish-wide Increase Given to Everyone (for School Boards) (all certified & non-cerlified employees, leachers,
administrators, & support workers received an increase - does not have td be the same amount):

Fiscal Year 1"‘ A\ B .{E’D
Fiscal Year 5

Fiscal Year _ $

Employers are responsible for the information being certified and will be held accountable if incorrect information
results in an overpayment for the member, per La R.S. 11:888.

. W e Wlo[2230
(Authorized Sigirature) (Title) (Date)




RTW Supplement

Retirees who elect to return to work
under RTW Option 2 provision (available
to full-time direct employees under the
2020 RTW Law) will accrue service credit
to be used to calculate a supplemental
benefit for the retiree upon termination of
all RTW re-employment.

The retiree’s original retirement benefit
will be suspended during RTW Option 2
employment.

NOTE: a retiree’s benefit cannot be resumed
until TRSL has received the Form 11RTW and
the employer has entered an online
termination date after retiree’s last day of
Work.

.=.T RSL. Application for Return-to-Work (RTW) Supplement

e (FOrM T1RTW)

rey. 12/22

TRSL USE ONLY

HOW TO
SUBMIT: amie 2
Baton Rouge
gl

Print i

Supplemental benefit is not effective

of work.

[ until 90 days after the retiree's last day

|




Employer sick leave cerlification

- Certification of sick leave days used for all fiscal
years of employment, including fiscal years
during DROP

Updates Iﬁ.

Annual Leave Update

- Certification of sick leave days paid at
retirement

I Sick Leave Days Paid Update I

Sick Leave Add andfor Update

Must have access rights designated on
Authorized Contacts (Form 1)




Sick leave days used

Employers must certify sick leave e Cogover

Procedures for using Sick Leave Add and/or Update:

M M M 1. Click 'Edit’ or ‘Add" in the first column to cpen the line for editing.
I n O rl I I O I O n O r e O C IS C G ye O r U y 2. Enter the appropriate data and click 'Update'.

3. Click 'Cancel’ to undo changes entered or to return to the initial display.

Sick Leave Add and/or Update

4. Click Delete’ to remove data permanently.

.l - J U n e 3 O ) NOTE: The certification of an authorized signer's persenal TRSL member account must be completed by another

authorized signer at the agency.

Fiscal Months of | Days Used Summer
Year

- Months of contract (2, 10, 11, Or 12) | o
must be entered for each fiscal @ | | o e om0 e
year AR e

- Number of sick leave days used T T T -

- If applicable, number of summer i Tow | o | ool o] o [ - e

school days worked with summer
school percent effort (can be
different than regular school year
percent effort)

I Updates Logout

Annual Leave Update
Sick Leave Days Paid Update

Sick Leave Add and/or Update




Sick leave days used during DROP participation

Query Record

No Employment History sequence line(s) in EMIS for
member’s fiscal years in DROP

B uUse Employment

To enter sick leave days used during DROP: e
- Uncheck ‘Use Employment History' box [ pe———
- Enter Employment Dates: ("nd'::':':)
oFor Beginning Date field, enter member’s DROP * E——
begin date —— —optional —
ogorTEnding Date field, enter member’'s DROP end B
are Display Records

O an

® Adds only
® updates only




Submit sick leave by data file

Submit .
Files

Employers can submit a data file to update the sick leave 50 ORP Contribution
usage for their employees DOA Salary Contribution
| DOA Sick Leave
- Allows for historical information to be saved in a separate LS ORP Contribution
location LSU-MEDICAL ORP Contribution

| LSU Salary Contribution
|

LSU-MEDICAL Salary Contribution

- Most software vendors have created a file path to use

LSU Sick Leave

Siariing q a.q | LSU-MEDICAL Sick Leave
position Field description Data type Length | ORP Salary
Salary Contribution
1 Employer ID AIphO 4 ' Sick Leave
5 Social Security number Numeric 9 Submit Miscellaneous File
14 Fiscal year Numeric 4
18 Contract months Numeric 2 Tip: Check Sick Leave
20 Sick leave days used Numeric 5* Sqmmory Report for
sick leave records
25 Summer percent effort (050 for 50%) Numeric 3 rejected from the
28 Summer days worked Numeric 5* uplooge? Sﬁk leave
araftie.
TOTAL 32 bytes (characters)




Sick leave days paid at retirement

Employers must report number of

sick leave days paid at time of
retirement or DROP.

- Report number of days, not hours

- Report even if 0.00 days paid
I Updates I&.I

Annual Leave Update
Sick Leave Days Paid Update

Sick Leave Add andfor Update

Sick Leave Days Paid Update

SSN:

Name:

Employer: SC BD

Instructions for using Sick Leave Days Paid Update:

1. The number below represents the number of sick leave days paid at the time of retirement.
This number reflects 'days’ paid, not hours.

2. The number of sick leave days paid at the time of retirement, formerly certified on the Agency
Certification (Form 118B), can be added or updated. Report the number of 'days’ paid, not hours.

3. If the employer policy allows payment of sick leave days upon entering DROP, those days paid
should be reported here.

4. Click the ‘Add’ button after adding the nurnber of sick leave days paid.

5. Click the ‘Update’ button after correcting the number of sick leave days paid.
6. Click the ‘Delete’ button to delete the number of sick leave days paid. Enter # Sick
Lv days paid
(ex. 25), then
click Add

Sick Leave Days Paid

day(s)

Add




EMIS sick/annual leave summary screen
Confirms leave data already updated by employer(s)

Example

Sick Leave

S5N: .
Fiscal |Employer Months of Days Used| Eligibility

Year D Contract

Name:

Last Updated By Transaction

Date

2014 00 12 1.00 EMPLOYER-FILE 07/10/2014
2015 00 12 0.00 03/30/2017
2016 00 12 0.00 07/12/2021
2n7 00 12 2.50 EMPLOYER-FILE 11/13/2017
2018 00 12 1.75 EMPLOYER-FILE 07/10/2018
29 00 12 18.25 EMPLOYER-FILE 07/0B/2019
2020 00 12 5.50 EMPLOYER-FILE 07/21/2020
2021 00 12 45.00 EMPLOYER-FILE 11/01/2021

Total:  166.50 ?:r’:a“:f 0710111990 and

Sick Leave Days Paid

Days Paid Employer ID Last Updated By

25.00

Summer
Days
Worked | Effort

Transaction Date

071132021

Members

Member Summary

Account History

Member Notations

Monthly Salary/Contributions
Annual Salary History
Benefit Payroll

Benefit Payee

COLA History

1099-R Information

Retirement Benefit Payment History

Sick Leave/Annual Leave

DROP/ILSBE Summary/History




Cz;r RSL EMPLOYER MANUA

INDEX 15.0: Retirees Returning to Work — OVERVIEW September 2022

The employment of a TRSL retiree into a TRSL-covered position is the
decision of each employing agency. If you decide to proceed with hiring a
retiree, La. R.S. 11:710, La. R.S. 11:710.1, and La. R.S. 11:710.2 govern the
CONTENTS reemployment of TRSL retirees with respect to the impact on the retiree’s
Enrollments benefit and whether retirement contributions will be paid.
Monthly salary reporting Indices 15.1, 15.2, and 15.3 will provide additional information specific to
o each RTW group, including guidance regarding the enrollment of retirees.
Terminations
RET) Annual salary file 2010 RTW Group Index 15.1
RTW reference materials Retirees meeting the criteria listed e Retirees who retired before July
at right are in the 2010 RTW 1, 2020, and have not made
Group. (La. R.S. 11:710) an irrevocable election to join

Index 15+: Retirees Returning to Wor

Contains information regarding the employment of
TRSL retirees in TRSL-covered positions

least age 62

Index 15.3

eligible Tor the
(La. R.S. 11:710.2)

Enrollments

The return-to-work (RTW) laws require employers to notify TRSL of all
retirees returning to work in TRSL-covered positions within 30 days of such
reemployment.

If an employer fails to enroll a reemployed retiree within 30 days of
reemployment, and a retiree receives benefits which would have been
suspended had the enrollment occurred timely, the return-to-work law
provides that the employer shall be liable to TRSL for repayment of such
benefits.

www.TRSL.org ® 1-877-ASK-TRSL * web.master@trsl.org 15.0 - RTW Overview




Lovisiana Return-to-Work (RTW) Laws

Applicable to any work arrangement in which a TRSL retiree is providing TRSL-eligible
services to a TRSL reporting agency. Includes part-time, seasonal, and temporary
employment; employment by contract or corporate contract

Retired before July 1, 2020

La.RS. 11:710 Standard transfer option: can elect to move info the “new” group. This is an irevocable
2010 RTW Group | €lection; retiree is permanently forfeiting their eligibility to “old” categories

Generally most beneficial for classroom teachers

Retired on/after July 1, 2020 + those who elect to transfer from 2010 to 2020 group

' Special transfer option: individuals who retired before July 1, 2020, may have been
La.RS. 11:710.1 placed into this group based on previous eligibility criteria (first date of reemployment)
2020 RTW Group | These individuals may elect to move into the “old” group

Generally most beneficial for individuals who are not certified teachers

La. R.S. 11:710.2
2022 RTW Group | Higher education critical shortage




Address benefits, not employment

RTW Laws do not prohibit (or allow)
employment.

Their purpose is to specify how retiree
benefits are impacted during reemployment
and whether conftributions are required.

Standard 12-month waiting period exists
= Can be reemployed, cannot receive
benefit
= Can earn service credit

All 36-month waifing periods expired on or
before June 30, 2023.

There are no exemptions or
waivers, but some categories
of the laws are more
permissible than others.

Potential impacts:

1. Suspended benefit
2. Earnings limitation

3. No impact to benefit




Notice of Reemployment

TRSL must be notified of all scenarios in which a TRSL
retiree is providing TRSL-eligible services.

Failure to do so will result in charges to your agency.

The online enrollment serves as official nofice and
acts as certification of employment dates and type

« Enrollments are expected within 30 days of hire

« Forms are supplemental to the online
enroliment

« Additional certification statements may be
included in enrollment process (excluding
critical shortage)

Termination dates should also be submitted

« Form 7A required for refunds of conftributions
« 11RTW required for ACT-RET

The laws are applied based on the
enrollment info submitted; the online
enrollment is the catalyst to putting specific
impacts info motion

Examples:

= Suspension of benefits: online
enrollment “flips switch” to turn benefit
off

= Earnings limits: Applied to gross salary
reported by the employer

= Service credit (earned under RTW
Option 2): dependent on employer’s
fiscal year cerfifications

= Election to switch laws (or applicable
provision): Effective upon employer’s
submission of new enroliment




Annual retiree audit

- No later than August 15: Employers must report to TRSL the earnings of all
persons paid in the prior fiscal year, including earnings for part-time, substitute,
or temporary employment as well as independent or corporate contract work.
NOTE: This includes earnings reported on IRS Form W-2 and those reported on

IRS Form 1099.

- Upon receipt of the file: TRSL auditors will identify all retirees, comparing the
employer data to the information submitted in EMIS over the course of the prior
year. Additional certification may be required for variances or unreasonable
reporting.

REMINDER: Submitting timely, accurate enroliments is key to avoiding
overpayment charges that can occur with the annual retiree audit.




RTW Provisions — Law Comparison

2010 RTW Law
Impact determined by
position*

2020 RTW Law
Impact determined by
employment
circumstances

*Reemployment
Eligible Retiree:
Grandfathered &
adv. speech degree

Core Subject
No impact

Earnings Limit
25% avg. comp.

Earnings Limit
Positions
25% annual TRSL
benefit

Special Leave
No impact

Suspended Benefit
earns supplemental
benefit

Retired Member
(everything else)
Suspended benefit

Critical Shortage

positions
No impact

Suspended Benefit




Determining Retirees RTW Group

1. Is date of retirement before July 1, 202072 2010 RTW Law
= No-2020 RTW Group Retired before July 1, 2020
= Yes— Next question
2. Does retiree have previous RTW employment = Position typically
history?2 determines provision &
= No -2010 Group benefit impact
" Yes - group indicated by last RTW = Generally, most beneficial
employment type for certified classroom
ops . . teachers
Standard 12-month waiting period exists
= Reemployment is not prohibited — 2020 RTW Law
however, retirees cannot receive their TRSL Retired on or after July 1,
benefit AND an employment income during 2020
fhis time frame. = Hiring method determines
“options”
All 36-month waiting periods expired on or before = No option without limitation

June 30, 2023.




Identifying retiree’s group

Examples of employment history records for

retirees who retired prior to 07/01/2020.

Employment History
Empr ID Emp Ind Employer Name RTW Type Employment Dates

Al@mia|t|o|TD|o

08/22/1983 to 05/29/1992
08/17/1992 to 06/12/2013
06/13/2016 to 06/23/2016

|RTW-FAC-EL (Position 001)| 09/01/2021 to 05/26/2022

RTW-EL-TUT
RTWCORE-ELA
RTW-SPL-MAT

8/11/2022 to 01/08/2023
01/09/2023 to 05/26/2023
08/14/2023 to 10/13/2023

Special Transfer Group** example: Placed into 2020
RTW Group based on “old” eligibility (pre-2022); able to

Employment History
Empr ID | Emp Ind Employer Name RTW Type Employment Dates

P

el e el iailalial fadb- AR 0 A R-dt-

09/29/1980 to 05/31/1983

| 0872371984 to 0573171585 _|

08/20/1985 to 11/15/1985

| 06r12/198% to 05/31/1996 |

08/16/19%96 to 04/29/2014

| 04/30/2017 to 05/26/2017 |

|RTW-ELK1258(Position 112)|
|RTW-ELK1258(Position 112)

RTW-ELK125SB

| RTW-FAC-EL (Position 001) |

RTW-FAC-EL (Position 001)
| RTW-FAC-EL (Position 001) |
_R'I".‘r'-:.'.c -EL (Position 001)

08/01/2018 to 05/24/2019
09/01/2019 to 03/04/2020 |
11/01/2020 to 01/27/2021 |
01/28/2021 to 04/07/2021

11/01/2021 to 03/31/2022

08/11/2022 to 03/03/2023 |
08/10/,2023 to 99/99/9999 |

Election to move to 2020 example: employed prior to
creation of 2020 RTW Law (default 2010 RTW Group);

move info 2010 RTW Group since never given converted to 2020 (irrevocable election).

opportunity ) )
(above — made election; below — election still Note: 06/30/2020 - 06/30/2020 history is usually a
available) “dummy line” added as a result of the annual RTW
audit.
Employment History .
Empr iD | Emp Ind Employer Name RTW Type Employment Dates Employment History
D 10/31/1984 to 01/18/ 1985 Empr ID | Emp Ind Employer Name RTW Type Employment Dates
P 08/18/1987 to 05/31/1989 | | P . | 10/01/1984 to 06/30/1598
E 09/05/1989 to 05/31/1990 | P | | 05/03/1998 to 12/31/2013
P 08/16/1990 to 01/04/2014 R |RTW-ELK1258 | 06/30/2020 to 06/30/2020
C |RTW-FAC-EL (Position 001) 08/23/2021 to 95/99/999% C RTW-ACT-RET(Position 011)  07/24/2020 to 08/31/2023




2010 RTW Provisions

Benefit Impact No impact

Grandfathered group,
advanced speech, certain

Position eligibility classroom teachers and full-
time critical shortage
positions
Contribution Yes, refundable
. upon terminating
requirement reemployment

TRSL | Reemployment of retirees

Earnings Limit
(25% of Benefit)

Substitute classroom
teacher, tutor, proctor,
nurse, literacy instructor,
presenter of professional

development

Yes, refundable
upon terminating
reemployment

Suspended benefit

All other positions, including
administrative, athletic,
clerical, paraprofessional,
food services, etc.




2020 RTW Options

Opfi RTW Option 1 RTW Option 2 RTW Option 3
ption Earnings Limit / 25% FAC Suspended benefit Suspended Benefit
Available to all part-time Available to all Applies to all employment
Provision eligibility and full-time direct full-time direct employment by contract or corporate
employment positions positions contract
. : Yes, refundable Yes, accrues supplemental
Coni,"bUhon upon terminating benefit (1TRTW & DOT (DOT needg_g’ro resume)
requirement reemployment needed to resume)

TRSL | Reemployment of retirees




No impact provisions - retired before July 1, 2020

Those who retired before July 1, 2010 (grandfathered group) or who hold an
advanced speech degree can be reemployed in any position, any capacity, with
no impact.

Otherwise, the following position-centric categories are available

Full- and part-time classroom teachers in any subject where a shortage exists

Full-time, certified speech therapist, speech pathologist, audiologist, educational

Critical Shortage
diagnostician, school social worker, school counselor school psychologist, interpreters,

educational tfransliterators, or educators of the deaf or hard of hearing

Full- and part-time, directly employed retirees certified in math, science, English language
Core Subject

arts, or special education (excluding gifted/ talented)

Certified directly employed retirees age 62+ with 30+ years of service, when filing a

Special Leave
teaching vacancy due to maternity, military, or extended sick leave or sabbatical




No impact provisions, cont’'d

Three separate categories with nuanced differences:

Critical Shortage Core Subject Special Leave
Continuous declaration No declaration process, no forms No declaration process, no forms
requirement and annual
certification required + Applicable only to math, science, '+ Applicable for all subjects
ELA, and Special Ed positions » Retiree must meet required age
« Applicable for all subjects » Full- or part-time & substitute and service credit criteria
« Can fill position for entire year » Retiree maintains eligibility only if « Vacancy must be due to specific
no non-retired applicants (refiree leave scenarios
All critical shortage enrollments can be “bumped” from position)

cease on 06/30 of any given fiscal
year




New critical shortage declaration (effective
permanently)

= A general statement that you are soliciting applications for future employment of
certified teachers must be:

1. Advertised at least once per month, continuously in official journal

2. Posted at career development office of every post-secondary institute within
120-mile radius at the beginning of each semester

=  Additionally, must prominently display a list of unfilled positions and any position
filled with a retiree on employer’'s website or the governing authority’s website

To utilize critical shortage for a specific position: ANNUAL PROCESS

= Retiree must be certified in subject area or position
=  Must have an applicant pool of fewer than three




Pros and cons of switching groups

Converting from Converting from
2010 to 2020 Group 2020 to 2010 Group*

Binding until 07/01/2027

* Earnings limit option available to all * No impact to benefit if employed in
directly employed positions critical shortage, core subjects, or
» Earnings limit typically higher when special leave provisions
based on FAC + If employed in capacity other than
» Option 2 allows for additional service described above, could have earnings
credit limit or suspension of benefit
 Employment by contract results in
suspension of benefit *Special Transfer Group: Option is not

available for everyone




b

Customized training available!l

Available via online webinar or in-person/on-site based on your job
duties and Update Permissions in EMIS

e

Sharon Lachney

Email: sharon.lachney@irsl.org
Phone: 225-925-4097 (0) or 225-361-1482 (c) |



Survey link closes in two weeks

Surveys e
Please complete online survey
to help us improve future trainings! -
- Survey link will be sent to all attendees via



S m—

THANK YOU!

We're here for yovu.

Local phone: 225-925-6446 | Toll free : 1-877-275-8775

www.lrsl.org/employers | web.master@irsl.org




