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The information presented in this index describes the following:

e \Whatis service credit?
CO NTE NTS e How to identify records requiring service credit certification
Related terms & definitions e How to certify service credit/certify questionable years
What is service credit? Related terms and definitions

Service credit formula
Impact of service credit

Identifying records that require

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

service credit certification e Actual earnings: All earnings paid to a member meeting the
What is a questionable vear definition of earnable compensation in accordance with LSA R.S.
@QY)? 11:701(10). (See "Earnable compensation" section of Index 4.0 for

more information and instructions.)

¢ Full-time earnings: The compensation that would be payable if
the employee worked full-time for the entire reporting period plus
any extra earnings. For service credit certifications, the full-time

Questionable Years Report

Report options
Sort selections

How to retrieve your earnings amount should be the compensation the member would
agency's QY report have earned if he/she worked the entire fiscal year as a full-time
Requests for Certification of employee in a TRSL-covered position plus extra earnings.
QYs e Part-time for the purpose of earning service credit for
QY letter eligibility purposes: Employees are considered part-time for
Unusual QY letter the purpose of earning service credit for eligibility purposes if

they are scheduled to work what the employer considers a full

e normal work week but are scheduled to work less than a full

Certification _ normal day (100 percent effort). This definition of part-time service
Unreasonable Service credit should not be confused with the definition of a part-time
Credit Discrepancy Letter employee found in Index 2.0 (any employee who normally works
Employer Notification of 20 hours or less per week or a teacher in a post-secondary
Update of Unreasonable educational institution who normally works less than one-half of
Service Credit the classroom hours designated as full-time by the institution per
Adjunct Certification semester or quarter).

Letter
How to certify service credit

e Percent (%) effort:
°  Percent effort for Adjunct Professors: The percentage of credit

Service credit certifications/ hours or classes taught per semester. For example, if the
corrections number of credit hours considered full-time per semester is
QY certification procedures 12 and someone teaches 6 credit hours, their percent effort is
Full-time only corrections 50% (6 Cl’edlt hOUfS d/V/ded by 12 Cfedlt hOUfS)

common errors to avoid °  Percent effort for all other positions: The percentage of a
. SR T . full day an employee is scheduled to work. For example, if _
only corrections someone is scheduled to work 5 hours per day and 7 hours is

: considered a full day, then their percent effort is 71% (5 hours
How to read account history divided by 7 hours = 0.71)
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¢ Questionable year: A fiscal year whose service credit requires

certification.
CONTENTS ¢ Rollover earnings: Money earned in one fiscal year but
Related terms & definitions incorrectly reported in the following fiscal year. Earnings should be

reported in the fiscal year they were earned (accrued) even if they

What is service credit? | -
were paid in the following fiscal year.

Service credit formula

Impact of service credit What is service credit?

Identifying records that require Service credit is a component of the defined benefit formula used to
service credit certification calculate a member’s retirement benefit. It is a measure of the number of
What is a questionable year years a member has worked and contributed to TRSL. Service credit also

Qv)? includes any service established by the member’s eligible purchase or
Questionable Years Report transfer of service and any unused sick and/or annual leave converted to

Report options service credit at the time of the member’s retirement.

Sort selections (Purchases and transfers are discussed in Index 9.0 and 8.0 respectively;
How to retrieve vour information on leave credit conversions can be found in Index 17.0).

agency's QY report

TRSL service credit is earned and credited by fiscal year, not calendar year.

giueSts for Certification of TRSL's fiscal year begins July 1st and ends June 30th each year.
s
QY letter EXAMPLE: FY 2015 is the period from 07/01/2014 to 06/30/2015
Unusual QY letter No more than one year of service may be granted for any fiscal year as
Request for P/T per LSA-R.S. 11:701(9).
Certification . .
_ There are two types of service credit that members earn:
Unreasonable Service
Credit Discrepancy Letter e Service credit for benefit computation: Used to calculate
Employer Notification of a member’s retirement benefit or DROP deposit amount.
Update of Unreasonable (Determines the dollar amount of benefits a member will receive
Service Credit at retirement)
Adjunct Certification ¢ Service credit for eligibility purposes: Determines the
Letter benefit percent factor or multiplier (Regular Plan only), as well as
How to certify service credit determining retirement eligibility. (Determines when a member is
Service credit certifications/ eligible to retire)
corrections ° A member’s benefit computation service credit can differ
QY certification procedures from his eligibility service credit if the member has any part-

time service during his TRSL-covered work history. Employees

Full-time only corrections . ; 4 g
are considered part-time for the purpose of earning service

Common errors to avoid credit for eligibility purposes if they are scheduled to work a
Actuarial cost for full-time full normal work week but are scheduled to work less than a
only corrections full normal day. This definition of part-time for the purpose of

How to read account history earning service credit for eligibility purposes differs from the
definition of part-time for determining eligibility to contribute
to TRSL.
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Service credit formula

Service credit for benefit computation is calculated as Actual earnings
divided by full-time earnings (or AE / FTE)

EXAMPLE: $25,354 actual earnings / $42,500 Full-time earnings = .60
year service credit

Service credit for eligibility

Service credit for eligibility is calculated as service credit for benefit
computation divided by Percent Effort

EXAMPLE: someone working 5/ 7 hours per day is working 71% effort
e their actual earnings are $25,354 with full-time earnings of
$42,500, resulting in 0.60 service credit
o their eligibility credit is 0.85 (calculated by dividing 0.60 by 0.71)
In some instances TRSL will use different methods to calculate service

credit if the service credit formula above does not result in a reasonable
service credit for the employee’s dates of employment.

Impact of service credit

Service credit is a component in the defined benefit formula TRSL uses
to compute a member’s retirement benefit. The formula is based upon
the member’s total (benefit computation) service credit, final average
compensation, and a benefit accrual rate (i.e. benefit multiplier).

SERVICE CREDIT
X
FINAL AVERAGE COMPENSATION (FAC)
X

BENEFIT FACTOR

BENEFIT

FORMULA

EXAMPLE: A TRSL member with 28 years of benefit computation service
credit, who is eligible to retire with a 2.5% benefit factor, and has a final
monthly average compensation of $3,500.00, will have his monthly benefit
computed as follows:

28 x 2.5% x $3,500.00 = $2,450.00 per month

In this example, the member is receiving 70% of his final average
compensation [28 X 2.5% = 70% x FAC]
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What is a questionable year?

A questionable year (QY) is a member’s fiscal year earnings record

that meets any one of TRSL's established criteria to require employer
certification or correction. An earnings record that meets any of the
following criteria will be ‘questionable’, i.e. the record will require the
employer to certify or correct actual earnings and full-time earnings for
the fiscal year, so that members receive the correct amount of service
credit and, upon retirement, the correct retirement benefit amount.

There are four questionable year criteria:

REASON Annual earnings decreased more than 5% from
CODE 1 previous year

REASON 1st year of employment for an employer / 1st year of
CODE 2 employment after DROP

REASON Changed employers during the fiscal year and/or
CODE 3 break in service

REASON . : . . -
CODE 4 Partial year of service credit not previously certified

Occasionally, employers may see a fifth reason code (P/T — Possible part-
time employment). This reason code was not added via an automated
process like the other 4 reason codes above but was added by TRSL
analysts during a review process. This reason code has been phased out
and replaced with the Request for Part-time Certification letter.

An earnings record can meet more than one reason code to be
questioned. For example, if someone is hired in January their service
credit will post as a less than a full year. That record will meet Reason
Code 2 (1st year of employment) and Reason Code 4 (partial year of
service credit not previously certified).

Questionable Years Report

All employer personnel with authorized access to EMIS will have access to
their agency’s Questionable Years Report. This report identifies members
who have gquestionable years requiring certification.
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Report options

CONTENTS There are five options for creating the Questionable Years Report:
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Unusual QY letter

Request for P/T
Certification

Unreasonable Service
Credit Discrepancy Letter

Employer Notification of
Update of Unreasonable
Service Credit

Adjunct Certification
Letter

How to certify service credit

Service credit certifications/
corrections

QY certification procedures
Full-time only corrections ]
Common errors to avoid

Actuarial cost for full-time
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How to read account history

Option 1: Retirement Actions Pending - Records appearing on
the “"RETIREMENT ACTIONS PENDING” report option will primarily
consist of members with a current retirement, DROP, purchase,

or transfer application or a benefit estimate request on file and

for whom a separate Questionable Years Letter has been issued.
Employers are encouraged to certify these questionable years first
due to the member’s pending application/request on file at TRSL.

Option 2: All Outstanding Questionable Years — This report
will list all outstanding questionable years for your agency. If
applicable, a “"RETIREMENT ACTIONS PENDING" section will appear
as the first page(s) of the report for any priority questionable year
records for members with a current retirement, DROP, purchase, or
transfer application or a benefit estimate request on file.

Option 3: Fiscal Years Less Than/Equal to 3 Years Old — This
report will only list questionable years that are within three years
of the current fiscal year. Employers must certify questionable
years within three years in order to avoid potential actuarial costs.
See Actuarial cost for full-time only corrections for more details.

NOTE: If applicable, a “RETIREMENT ACTIONS PENDING” section
will appear as the first page(s) of the report for any priority
questionable year records for members with a current retirement,
DROF, purchase, or transter application or a benefit estimate
request on file only for fiscal years less than or equal to three (3)
years old.

Option 4: Fiscal Years Greater than 3 Years Old - This report
will only list questionable years that are more than three years
old. If applicable, a “RETIREMENT ACTIONS PENDING” section

will appear as the first page(s) of the report for any priority
guestionable year records for members with a current retirement,
DROP purchase, or transfer application or a benefit estimate
request on file only for fiscal years that are older than three (3)
years old.

Option 5: By Fiscal Year - This report will list all outstanding
guestionable years for a range of fiscal years or a single fiscal year,
as specified by the employer.
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Sort selections

After selecting one of the report options described above, employers can
CO NTE NTS then select how to sort the report:
Related terms & definitions

What is service credit?
Service credit formula

e SSN
e Fiscal Year
e Member Status OR

Impact of service credit e Reason Code
Identifying records that require ) , )
service credit certification How to retrieve your agency’s Questionable Years report
Wlea§ is a questionable year 1. Logonto EMIS SRl updaces - | 1og
Ques.tionable Years Report 2. Under Reports menu, select :m-mf:fhnf::m s
“Questionable Years” i otk
Regort ODtlons Annual Leave
1 Checklist Status
Sort selections 3. In the Query Record field on the left S
_ side of the screen, select your Report bl
How to retrieve your Selection option (choose only one): ERimir bons
agel’le S QY reQOFt Employer Delinguent Contributions
Requests for Certification of e Retirement actions pending Employer Statements
QYs e All outstanding questionable years e
Y letter e Fiscal years less than/equal to 3 ==
urloug| mployees ification
Unusual Y Ietter years Old Insurance/Veluntary Deduction
Request for P/T . Fisc.al years greater than 3years old | ... ers exgivie to retire
Certification e By fiscal year ORP Statements
Unreasonable Service 4 S : ;
el . Select your desired Sort Selection 3 o )
Cred|t D|screpancv Letter y Questionable Year Statistics for All Fiscal Years

(choose only one):

Employer Notification of

Update of Unreasonable e SSN (Social Security number)
Service Credit e Fiscal Year
Adjunct Certification e Member Status
Letter e Reason Code
How to certify service credit E Click "Select”
Service credit certifications/ ' e selec
corrections NOTE: A new screen will open with the report. You must disable pop-up
QY certification procedures blockers to view your agency's Questionable Years report.

Full-time only corrections

Employers can re-run any of the report/sort selection options for the

Common errors to avoid Questionable Years Report any time and as often as needed (weekly is
Actuarial cost for full-time recommended). Because new questionable years can be added to this
only corrections report, TRSL encourages all employers to re-run their report(s) often to

How to read account history monitor progress and to determine if any new records have been added.

n WWW.TRSL.org e 1-877-ASK-TRSL e web.master@trsl.org 6.0 - Svc Credit Certifications



#TRSL

INDEX 6.0: Service Credit Certifications/Corrections

NDEX

EMPLOYER MANUAL B3

November 2025

CONTENTS

Related terms & definitions
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service credit certification

What is a questionable year
QY)?

Repart Selection

® retirement actions
pending

@l e stianding
questienable years

@ fiscal years less
than/egqual to 3 years old

@ fiscal years greater
hd

Sort Selection
b e
fizcal yaar
member status
reasen code

Questionable Years Report

feporl generates a list of members who have guestionable years

Choose Report here are five options for creating reports and four different ways

Selection Option

» Option 1: Relirement Actions Pending - This report will list questionable years for
which TRSL has requested certlfication vla a Questionable Years Letter. This report
will primarily consist ¢f members presently geing through the retirement precess or
approaching retirement eligibility.

« Option 2: All Dutstanding Ouestionable 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/Fqual to 3 Years Old - This repart will list all

putstanding guestionable years less than or equal to three years old from the

current fiscal year. A Retirement Actions Pending section will be listed at the frent
of the repart anly far fiscal years less than or equal to 3 years old.

- Uleun 4: I'lh(_dl Years Greater than 3 Years Old - This report will list all cutstanding

ater than three years old. A Retirement Actions Pending

the front of the report only for fiscal years greater than 3

Choose Sert Selection
This report will List all outstanding guestionable years for

pr a single fiscal year of your choosing.

Questionable Years Report
Report options

EXAMPLE 1: Retirement Actions Pending (Option #1)

Date: 111482020
Time:  4:00: 3018

Sort selections

Page1eft
Hy: Shasonl

Teachers' Retirement System of Louisiana

RETIREMENT ACTIONS PENDING

How to retrieve your
agency's QY report

Requests for Certification of e
QYs S

QY letter

TS report Cantains resvament actiens pending MedWSQI.I

Cunrrevat Courd 12 as of 11718/ 2020
il Court L.555

i of Reason
Arvusal salary & mans than 5% Secrasan fram provious year
r of umvlwml!l For an employer [ st yvear of employment aftes DROP
emelws Termirated Suring the fiscal year
tafwerify anrollment andor tarmination date{s}
year of sendce crad not priwiously certified
[P Possble pat-time employment (may recen addisonal dighilly cred)

———————

Hote: Employers will be lkible for service credit comections after thres
years. resulting in an increase in the senvice credit will be an
actuarial cost in with L 11060 C.

Unusual QY letter

Request for P/T
Certification

Unreasonable Service
Credit Discrepancy Letter

Employer Notification of

Hame Hys  SSH Fiscal Status Date of Date: of Actual Full-Teme  Service  Reason for

“Fear Employment  Termination Famings Eamings  Credit etlon

4 018 ACTIVE IOH20L3  es2e/2009 45,230.00 9523000 100 3

4 2007 DEFER RET 10/06720L0 SS0YmIL L150.00 2,150.00 0.08 124

4 2010 DEFER RET 10612010 o0 9,284.62 15.918.28 4 4

4 201 DEFER RET 10,/08f2010 [T 5,457.54 6,59686.61 0.61 1134

4 001 ACTVE 0B141992  CaL3/2000 000 000 000 134

4 200 ACTIVE 080211999 06 L5/ 2000 0.0 .00 0.00 134

4 W20 ACTIVE 090711999 15,602.82 eI 051 4

4 10 ACTIVE 08/31/2009 I 767594 TEISH 047 24

4 016 ACTVE 08/3112009 20,600.68 29,102.62 083 4

Update of Unreasonable
Service Credit

Adjunct Certification

EXAMPLE 2: All Outstanding Questionable Years (Option #2)

Date: 11182020
Time: 4:03:330M

Letter
How to certify service credit

Thes |wm!m:ms Al utstanding m-\ms:q:mwfm.ﬂm.

Page 2 of 15
Ry: Sharonl

Teachers” Retirement a_qwm of Lowisiana

ehraginal Covnt 4,555

Currant Covnt 173 25 of 10/18/3020

Service credit certifications/

corrections

QY certification procedures

Full-time only corrections
Common errors to avoid

Actuarial cost for full-time
only corrections

How to read account history

WWW.TRSL.org * 1-877-ASK-TRSL

Description of Reason
1 Annual 5 n,rnoﬂ.l!uu“‘
iiﬂvud an employer

predous
et e an il mmr:rdmnnbwneulﬂa RO
Changed ermmt cal yaar
mm m"lﬂ; wmunmdan(c)
4 mm-\ﬁwvd serace cradit not previsushy
3 (BT) Possble part-ime employment (may recerve addtonal chgibdity credt)

Ml:l-lwﬂbzlhhk(rx mmmmm
i an i i the et will be an
mlﬁimll with Lowisiana 11080 C.

Nama 55N Fiscal
Sy8 o Status

4 2003 ACTIVE
4 iy REFUNDED
4 204 ACTIVE
4 3004  REFUNDED
4 M ACTIVE

Dpormert  Temioston  Eamigs  Famege Cnt Qoo
08/132002 6,789.73 84859 0.59 24
06/17/2003 o4 13/2013 A,404.64 818507 0.91 id
08/132002 7.478.08 amasr 059 1
w2002 o4/1272013 10,910,498 11,6459.40 0.94 a

qum.uw 3,105.05 20505 043 245

web.master@trsl.org
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EXAMPLE 3: Questionable Years for Fiscal Years Less Than/Equal to 3
Years Old (Option #3)

CONTENTS

Date: 1Ins2eze Teachers' Retirement Sy stem of Louisiana Page 3ol 3

Related terms & definitions iR s s
“This raport cont: al ynars lecss. than'equal to 3 years by S5H.
What is service credit? i
i i mmmm%mmm
Service credit formula e Immmmﬁgmm&fm. R —
. - mlmlnmﬂmmﬂll Revicad Statute 11888 C.
Impact of service credit s i e ey e gty et

Identifying records that require = SRS e onlhie e obe  Gees R Qg
service credit certification

4 2020 ACTIV-DROF 091252019 45,450,02 50.735.44 075 24

What ls a questlonable Vear a 018 INACTIVE [ TE BT U T T T 1237181 pEEL RN L34
( Q Y] 2) Il 2000 ACTIV-DRO® 09j012019 37,867.00 TBETO0 090 24
= 4 2018 REFUNDED DAT2006 23/2018 11,305.54 11.507.53 075 114

Questionable Years Report

Report options
Sort selections

EXAMPLE 4: Questionable Years for Fiscal Years Greater Than 3 Years Old
(Option #4)

How to retrieve your . TaSCharE’ RedMITLOVAGENS CF Louktaland o man
agency's QY report i
.. . Current Count 2,569 a5 1,
Requests for Certification of A o 840
Qvs o T .
3 mﬂ%ﬂg:ﬁmﬁ{f&hmﬂ Nﬂe: N"“_"l:m Immllﬂummﬂn“h‘;am
Y letter e o s et ok e contd eRiaral o i Sceondance with LOuRENS Risvised SLatute 11,538 €.

Unusual QY letter pae S W Mol gane  gowmdtl penddl Al Alwie ses Rk
RequeSt for P/T 4 1997 ACTIVE m\.‘:qlws 11,745.48 Ihlﬁsﬁ.dﬁ 0y 4
Certlﬁcatlon 4 1897 ACTIVE 08/14/199% 0y N 100 2
Unreasonable Service i T
Credit Discrepancy Letter i S — axaafives T o e D

Employer Notification of , . , .
Update of Unreasonable EXAMPLE 5: Questionable Years for Specified Fiscal Year(s) (Option #5)

Service Credit

Dale: 111152020 Teachers’ Retiremaent System of Louisiana Page Jol 20
g am g Time: 52PN Questionsbi Years By Sharcal
Adjunct Certification
Letter This repar cntaRQuEshenabi pees fe fecalveo 2016 - 3010 Rnd by ol ver.
Samrane ot .zg;;dn{m{m Emploper: School Board
How to certify service credit D e i o g
. . L 3 Ehohoed snoies | Taminsd vy oo v Note: Employers uil e lsblefor service crecit corrections after three.
Service credit certifications/ .mm":;':.i::::mmﬂwm*““ Searialcot i scondanck wih Louiiana Revised Sabie 1 080.C
Correct|ons S{RIT) Possablee part-timee esrploymient (may receve additional digibilty credit)
S o S T e . . G I TR s
QY certification procedures b
F ” t I t 4 2016 REFUNDED /002015 O20/2016 ISMITE IBOG6OL 0TI 24
ull-ime only correctuons 4 016 REFUNDED DBOS00S  BH2N2016 WL WAEB 09 234
Common errors to aVOId + 2016 REFUNDED L0704 05202016 194677 1920347 05 4
4 200 ACTIVE 08/2&/2015 4301705 41,07.08 18 2
ACtuariaI Cost for fu”-t'me 4 006 ACTIVE 11292004 21,20042 7120247 LW '
4 2006 REFUNDED 01/25/2013 12/04/2015 1843070 18,433.70 o4 134

only corrections
How to read account history

NOTE: If this Report Selection is chosen, employer must enter desired
fiscal year(s).
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Requests for certification of
questionable years

In addition to the reports described above,

you may receive letters from TRSL requesting
certification for questionable years. Below is a
description and example of each request letter.

Questionable Years Letter

e This letter lists all questionable years
for a specific member and the reason
code for each questionable year along
with a notation informing you if the
questionable year is for a return-to-
work year with RTW-SUPP service credit

e This letter is primarily generated:

° During a pre-retirement review each
member goes through when they
are within two years of retirement
eligibility, or

° Upon the receipt of a retirement
application, or

°  Upon the receipt of a request for a
benefit estimate, or

INDEX

EMPLOYER MANUAL @

November 2025

Query Record

Report Selection

@ retirement actions
pending

@ all outstanding
questionable years

@ fiscal years less
than/fequal to 3 years old

@ fiscal years greater
than 3 years old

O by fiscal year

Fiscal Year
(S 12016 Wy 2018

o

Sort Selection

fscalyear g
| select | Clear |

°  Upon the receipt of a purchase/transfer of service application.

e The questionable years identified on this letter are automatically
added to the “Retirement Actions Pending” section of the

Outstanding Questionable Years report
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EXAMPLE: Questionable Years Letter

CONTENTS &TRSL

Related terms & definitions ——
What is service credit? May 15, 2018 [ Empr #0058
Service credit formula
Impact of service credit

Identifying records that require

Hatom Rouge LA 708049123

Ra CAROLYN S
SSN

Thee sannce credit for the following year(s) is being quesboned for the reason(s) indwcated:

service credit certification —— Raported Actua Earinge
. . Ending Full-Time Earnings Reason for Questioning Year
1897 0,34 §5370.54 /57,330.53 X
What is a questionable year iog7 o3 1 $Estes [37aos 12
Y o) 2005 54 5938118 /S17,53506 | 14
.(Q_)_- 2008 EH $15523.18 /S 1887105 |4
2014 KL 519,881.07 /5 20807.47 1,4
1 2016 .98 52070950 /52080242 4
Questionable Years Report B oe | toasss Tamasess s
Re Ort 0 t|0 ns Service credit is calculated based on the ratio of aciual eamings over full-time eamings, If either
_LL of the reporied earmings is incormect, service credit is incorrect. Please verify the accuracy of the
reported eamings and make all corrections/certifications online. This form should only be
1 retumed with correctionsicentifications as you encountar online problems and it must be signed
w and dated by an authorized signer
i Use the “Full-Time Qnly Comections” feature to correct fulktime eamings and “Prior Year
HOW to retrl eve Vour Salary Corrections” feature to cormect actual eamings. If the service credit and eamings
U reported for ihe fiscal year are correct, use the Q) i Year Certi i fealire o
agency's QY re Ort certify the information. Note: Some salary cormections andfor increases in service credi may
result in an actuarial cost. Complete service credit certifications within 60 days. After 60 days,
i i TRSL will use the service credit as is or may adjust for reasonableness. To help you accurately
Req ueStS for Certlfl Catl on Of and gasily plele your onling icali TRSL created a Questionable Year Process
YS Chart which is located under Index 6.0 of the Employer Procedures Manual. This step-by-step
L chart guides employers through the online processes.
It is the employer's responsibility to review all years for accuracy, not just the questionatie years
Y letter
listed on this letter. Please remember to certify the sick leave days used. To report sick leave

days used, use the Employer Online Update section on TRSL's web site and select "Sick

Unusual QY letter Loave Add andlor Update

Description of Reasons:

1. Annual salary is more than 5% decrease from previous year
ReCI UeSt for P/T 2.1 year of employment for an emgleyer / 1+ year of emgloyment aftes DROP
Certlflcatl on 3. Changed employer f Terminated duning the fiscal year (Please venfy/updale enroifren

andfor termination date.)
4. Partial year of service credit not previously certified

Unreasonable Service ——
Credit Discrepancy Letter P L p—

Teachors' Hstroment Sysiom of Loumans @ an aqual appostanity smployer aad complios with Americans with Desbiltion et
Employer Notification of

Update of Unreasonable
i i PO DRAWER 520 :

M _ ABBEVILLE LA 705100000 D Iil?:

Adjunct Certification =

Letter The service credit for the following year(s) is being questioned for the reason(s) indicated:

. . . Service
How to certify service credit Fiscal Year Credit | Reported Actual Earnings /
. . L . Ending Posted Full-Time Earnings Reason for Questioning Year

Service credit certifications/ Soci e St I Res 2 *This questionable year is return-to-
corrections : $91.008.00 /% 31,008/ work (RTW SUPP service credit)

QY certification procedures
Full-time only corrections
Common errors to avoid

Actuarial cost for full-time
only corrections

How to read account history
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Unusual Questionable Years Letter

CONTENTS This letter is used to request certification for service credit for questionable

- years that have been deemed “Unusual Questionable Years” by TRSL staff
Related terms & definitions

What is service credit? Unusual Questionable years include Restored service credit not listed on a
member’s account history; LIPA balances, Dual employment prior to fiscal
_ _ year 1983, Refunded service credit not listed on a member’s account history,
Impact of service credit and some instances of substitute, summer school, or other earnings that fall

Identifying records that require outside the typical contract
service credit certification

What is a questionable year

Service credit formula

The unusual questionable years identified on this letter are not added to the
“Retirement Actions Pending” section of the Outstanding Questionable Years

QY)?
; report
Questionable Years Report
Report options You should fill out this letter and return it to TRSL in lieu of submitting

U Py certification online.

How to retrieve your EXAMPLE: Unusual Questionable Years Letter
agency's QY report

Requests for Certification of ,z;rRS]_,

% Teachers’ Retisemoent Sysiem of Louisiana
Y letter

97 Auguet 3, 2017 [ 03 -6 ]

Unusual QY letter B #0057

Request for P/T

Certification

Unreasonable Service oMo,

Credit Discrepancy Letter Doar Employor

o . Gervice credt for the following year(s) & being questaned far the reason(s) indicated
Employer Notification of — S —
‘ear ul E0N

Update of Unreasonable Ending | (Actual Earninge stoning | (Hours Worked

Service Credit 2008 085 $3000.00 | $4,000.00 | & Unknown

- 010 02 STO00 00— co 000005 Ui

Adjunct Certification. pmdtiand dcturlpol i sl e Lol el e

Letter ergcit or account history lines describec below:  “*Dio Nor Update Ondine®

) ) i 1. Reslored service credit,
How to certify service credit L I ko e e i
. . . i 4. Refunded service not listed on Account Hislory.
Service Cred|t Cert|f|Cat|0nS/ 5. Possible substitule teaching, part-time emplayment, summer school, or other earnings.
corrections e e e e o, i peed
o . GUEEDONE, please contact Teachere' Retiramant Systarmn of Lo‘umana (TRSL) at (225) 9256445 or wil-frea (oulsice
QY Ce rtlfl Catlo n Droced u res the Baton Rouge calling area) at 1-877-ASK-TRSL {1-477-273-4775),
) ) Fiscal Year Service Credit Actual ] of W, Effort

Full-time only corrections FEn ﬁ“:f'ﬁ":.':m'."g;’, “"“;g::."':""""" SEcEhsn e e m"\',:’:‘ng’

Common errors to avoid ) i

Actuarial cost for full-time
only corrections

How to read account history

ure of Authorized Represantative “Cate

Cerlilications must be compleled willin 30 days, Aller 30 days, TREL will uye e sevvice credhl as /s o mray edius!
for reasonablenass Some Aalary comections anddr increasas in senvice codi may resill n an actianil cost

“Report sick leave days used for fiscal years above wsing the Employer Online Update program.™
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Request for Part-time Certification

This letter is used to request certification for fiscal years that TRSL has
identified as possible part-time for the purpose of earning service credit
for eligibility based on enrollment data, other certifications previously

submitted, or analyst judgment

The fiscal years questioned on this letter are not added to the “Retirement
Actions Pending” section of the Outstanding Questionable Years report

EXAMPLE: Request for Part-Time Certification Letter

& wwwrsLorg
" . § Ar5925.6MG
& 1159154779

Teachers’ Retirement System of Louisiana m web.mastergirslorg
Post Office Box. 123

Baton Rouge LA 70804-9123

October 3, 2017 03-6 ]
Empr

Re: SHERRY L

ID No.

Dear Employer:

Service credit for the following year(s) is being questioned for possible part-time employment:
« 2012 2013 2014 2015 2016 2017

TRSL defines a part-time employee as a member who works a full work week but works less

than the number of hours considered full-ime each day {i.e.: a school board employee that is

scheduled to work Monday through Friday, 4 hours out of 7 hours each day). This is important
because the member's service credit for reti it eligibility purp may need to be adjusted.

Please make all corrections/certifications online.

= If the full-time earnings need to be adjusted, please use the Full-time Only Corrections
feature.

« If the actual earnings need to be adjusted, please use the Prior Year Salary Correction
feature.

« If the service credit and eamings reported for the fiscal year are correct, please use the
Questionable Years Certification feature to certify the information.

« If the member worked part-time, please select Part-time Employee as the reason for the
correction and enter the percent effort worked in the comment. Percent effort must be
provided in order to determine the comect service credit for retirement eligibility purposes.
Percent effort is calculated by dividing the hours worked each day by the hours considered
full-time (i.e. working 5 hours of a 7-hour day = 71% effort; teaching).

Full-time earnings must reflect the amount the employee would have earned had they worked
full ime for the full normal working period.

NOTE: It is the employer's responsibility fo review all years for accuracy, nof just years listed on
this letfer. Some salary fons andfor i in service credit may resulf in an actuaral
cost, This leffer should only be returned with comections/certifications if you encounter any
onfine problems. If refurmed, this feffer must be signed and dated by an authonized signer, If you
have any questions, please contact Anthony Zenngue at {225) 925-6407.

Sincaraly,

Employer Services Department
Teachers' Retirement System of Louisiana
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Unreasonable Service Credit Discrepancy Letter

CONTENTS This letter is used to request clarification or additional information
- regarding service credit that is unreasonable based on the employment
Related terms & definitions dates or because the reported full-time earnings are unreasonable.

What is service credit?
Service credit formula

EXAMPLE: Unreasonable Service Credit Discrepancy Letter

Impact of service credit
) ) ) o www.trsl.org
Identifying records that require szl RSI i b 120905,
service credit certification Teachers' Retirerment System of Louisiana -
What is a questionable year
QY)? August 03, 2017
Empr
Questionable Years Report
Report options S S
Sort selections
How to retrieve your 1st Request
' Re:
agency's QY report i
Requests for Certification of Dear Employer.
! !YS Please verify the accuracy of the reported eamings and service credit for the fiscal years listed in the
lable below. Service credil 1s calculated by dmding aclual earmings by hull-ime earmings. It ether of the
QY Ietter reported earnings is incorrect, then senvice credit will be incorrect
+ To comect actual earnings, please submit a Prior Year Correction.
Unusual ! !Y Ietter *= Tocomect lulktime earmings only, please submit a Full-Time Only Correction.
ReCI UeSt fOI’ P/T :;‘:i;{(:mecfbns thaf resulf in an increase in sevvice credit may reswit in an acluarial charge fo your
Cert|f|cat|0n Please make senvice credit corrections within 80 days to remove the questionable year. If the record is
not corrected within 80 days, our Employer Services Department will update the service credit for
Unreasonable Service reascnableness based cn the information we have on file, NOTE: If your agency makes any subsequent
a a eomection(s) affer TRE! updated he record for reasonableness. the corection(s) couwid still resolf in an
Credit Discrepancy Letter actuarial charge to your agency
e . Please make all comectionsicenmications via 1RSL's cnline update program. IF you expenence any
Employer Notification of problems with updaling the comection online, contact the analyst listed below.
U Ddate Of U n.reasonable FYIscaI Sgw;c: Reported Actual Full-Time Reason for Questioning
Service Credit En:?; Po':‘! d Earnings Earnings Year
AdunCt Certlflcatlon 2011 074 $13,463.22 $1809713 | 1,2
Letter Description of Reasons:
1. Sarvice cradit unreasonable for fiscal year based an employment dates
i i i 2. Full-t ole; full-tim | ber's full-i
How to certify service credit A 7 g S g AP Gl Pt ol il
0 0 o 0 house allowances, coaching supplements, sales tax, bonuses, etc.)
Service credit certifications/ 2. Documentation in file indicates part-time employment
corrections
QY Certiﬁcation procedures If you have any questions, please contact Jeff George at (225) 925-1887.

Full-time only corrections
Common errors to avoid

Actuarial cost for full-time
only corrections

How to read account history
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How to retrieve your
agency's QY report

Requests for Certification of
QYs

QY letter
Unusual QY letter

Request for P/T
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Employer Notification of Update of Unreasonable Service Credit

This letter is sent to employers if we do not get a response after 60 days
of sending an Unreasonable Service Credit Discrepancy Letter.

This letter notifies you that TRSL has updated a member’s service credit
for reasonableness after sending three request letters over a 60 day
period.

EXAMPLE: Employer Notification of Update of Unreasonable Service
Credit Discrepancy Letter

&TRSL

Teachers' Retirement System of Louisiana = we wslorg .
Post Oflice Tox 24123
Baton Rouge LA 7O804-9123

August 21, 2017 03-6
Empr
SCHOOL BOARD
POST OFFICE
TON, LA
Re:
1D No.:
Dear Employer:

This letter is to inform you that after three requests for certification our Employer Services
Department has updated the service credit for the fiscal year(s) listed below for reasaonableness.
NOTE: If your agency makes any subsequent correction(s), these correction(s) could stili result in
an actuarial charge to your agency.

Fiscal Year Ending | Previous Service Credit | Updated Service Credit u:::::; ;‘;Lr
2008 1.00 0.85 1.2

Description of Reasons:

1. SBervice credit was unreasonable for fiscal year based on employment dates,

2 Full-time samings are unreasonable; ful-time earnings equal a member's full-time
base pay plus any additional payments (summer school, overtime, stipends, cash
house allowances, coaching supplements, sales tax, tonuses, etc.)

3 Documentation in file indicates part-time employmeant

If you have any questions, please contact Jeff George at (225) 925-1887.
Sincerely,

Employer Services Department
Teachers’ Retirement Systern of Louisiana
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Adjunct Certification Letter

This letter is used to request certification from Higher Education
employers for members who appear to be adjunct professors.

CONTENTS

Related terms & definitions
What is service credit? EXAMPLE: Adjunct Certification Letter
Service credit formula
Impact of service credit

Identifying records that require PR
service credit certification -

i i ER#
What is a questionable year SERVICE CREDIT CERTIFICATION — ADJUNCT
QY)?
COMMUNITY COLLFGE DRIVE

Questionable Years Report
LUGFLATOR

Report options s
Sort selections

SCOMMUNITY COLLEGE

The fiscal year listed below is being questioned for possible adjunct earnings  Please certify the following
informatinn

How to retrieve your _ Mumber ol Number of Did If No. Inaicate Explanation
agenc lS Y report Fiscal CreditHours | CreditHours or member Amountmember AR e 100
_g_u_L Year: or Classes Classes Actual Famings for | work me would have earmed if ‘?‘“’“‘3;.:“'.“'"9'5
. i taught per considered each Semester entire worked enlire Enph:ens:;:n
Requests for Certification of i i rinons) | Some ovartoads, grasts, ot
JulylA
% Sl;:\m:!r; 3 Yes / No | §
QY letter
Fall Yes / No
Unusual QY letter Someswr : *
Request for P/T Spring._ $ Yes | No | §
I . emes
Certification June
. Eummer $ Yes /| No | §
Unreasonable Service

Please verty the membership eligibility betfore certitying anyone working less than 20 hours per week or less than

Cred it DlscreDanCV Letter 50% of what 1s considered tull-time. Please see Index 2.0 of the Employer Procedures Manual located on the

Employer Notification of

Update of Unreasonable

Service Credit

Adjunct Certification
Letter

How to certify service credit

Service credit certifications/

TRSL website :lwww_trsl.o ainfem ers/iprocedures_manual). If you determine the member is not
eligible, please submit a Pnor Year Correction to remove any ineligible earnings. It member was contracted to work
more than 20 hours per week or at 50%, but worked less due to class cancellation due to lack of enrollment or
other reason” please document in comments below or contact your agency’s assigned TRSL Retirement Lialson

for assistance.

corrections

QY certification procedures

Full-time only corrections
Common errors to avoid

Actuarial cost for full-time
only corrections

How to read account history

M member worked a Full Time Conlract part of the Fiscal Year or in conjunction with the Adunct Contract, please provide
the breakdown of those eamings with the appropriate Full Time Eamings:

Full-Time Contract Actual Eamings is Full-Time Eamings | $
Comments:

Did Member cam sick leave as an Adjunct Employee for FY? Mo Yes , Ifyes, please add days used Online

Please complele and return tis fonm within 60 days. Afller 80 days, TRSL will use the service credil and
earnings as is or may adjust for reasonableness. To return by fax, send to 225 925-G366.

Signature Date
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How to certify service credit
Service credit certifications/corrections

Employers are responsible for accurately reporting actual earnings and
full-time earnings so that members receive the correct amount of service
credit. There will be times, however, when corrections are needed to

the full-time earnings, actual earnings, and/or service credit posted to
members’ accounts.

The Questionable Years report and request letters described above
identify records requiring service credit certification. The information

the employer certifies or corrects will determine service credit and will
ultimately be used by TRSL to compute the member’s retirement benefit.

Designated employer personnel must be specifically authorized to
perform service credit certifications and corrections by selecting “Prior
year certifications/corrections” as an access right on Authorized Contacts
(Form 1). This access right will provide access to all three online update
programs in EMIS. The person who enters the correction, however, should
not correct his or her own record. See index 1.0 for more details on EMIS
access rights.

TRSL has three online certification programs available that will allow
employers to certify questionable years (i.e. certify service credit) and/or
make appropriate corrections:

e Questionable Year Certification

e Full-Time Only Corrections

e Prior Year Corrections (covered in Index 4.0)

Use the Questionable Year Process Chart on the following page to
determine which program to use.

All three programs are available under the Updates menu in EMIS.

Once the questionable year is identified, employers should certify/correct
the data using the appropriate online process. If a member still has any
guestionable years that have not been certified/corrected at the time of
retirement or DROP, TRSL may adjust the service credit for reasonableness
if necessary but questionable years will not be used in the member’s

final average compensation when TRSL computes the retirement/

DROP benefit. This can result in the member receiving a much smaller
retirement/DROP benefit.
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Employers should correct all fiscal years in which the incorrect amounts
for actual and/or full-time earnings were reported for a TRSL-covered

CONTENTS

Related terms & definitions

What is service credit?
Service credit formula
Impact of service credit

Identifying records that require

service credit certification
What is a questionable year

employee, even if it has not been identified as a ‘questionable year.”

Qv)?

Questionable Years Report
Report options
Sort selections

How to retrieve your
agency's QY report

Requests for Certification of

Qvs
QY letter

Unusual QY letter

Request for P/T
Certification

Unreasonable Service

Credit Discrepancy Letter

Employer Notification of

Update of Unreasonable

Questionable Year Process Chart

Use this process to certify questionable years online:

QUESTION

Question #1

Are reported Actual
Earnings correct?

\'[o)

Correct using the Prior Year Corrections
(Form 4F) feature online.

Contact your TRSL Accountant Llaison if
you have any questions. STOP

TRS Teachers’ Retirement
‘z’ System of Louisiana

YES

Proceed to Question #2.

Question #2

Are reported Full-time
Earnings the amount the
employee would have
earned if he/she worked a
FULL contract at 100 percent
effort, including all extra
earnings (except in fiscal year
member’s DROP participation
ended)?

Correct the service credit: Use the Full-
Time Only Corrections feature online to
correct full-time earnings and indicate the
appropriate reason.

e  Full-time not previously reported
1st 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

Full-time earnings under/overstated
Part-time employee

e Substitute earnings only

NOTE: A comment field is available to
enter any additional explanation.

Contact your TRSL Analyst Liaison if you
have any questions. STOP

Proceed to Question #3.

Question #3
Is service credit correct?

Service Credit
Actual Earnings/
Full-time Earnings

If service credit indicated is an incorrect
amount, use the Full-Time Only Correc-
tions feature online to correct to 1.00
year.

Contact your TRSL Analyst Liaison if you
have any questions.

Certify that the service credit is correct: Use the
Questionable Year Certification feature online
and indicate the appropriate reason.

Previously reported information certified
1st year of employment after DROP

1st year of employment

Last year of employment

Service Credit

Adjunct Certification
Letter

How to certify service credit

Service credit certifications/

corrections

QY certification procedures

Full-time only corrections
Common errors to avoid

Actuarial cost for full-time
only corrections

How to read account history

Official leave (other than sabbatical)
Sabbatical at reduced pay

Extra earnings

Workers' compensation

Summer school earnings

Part-time employee

e Substitute earnings only

(If actual earnings and full- (See box directly above.)
time earnings are the same,
service credit should be 1.00

year.)

NOTE: A comment field is available to enter any
additional explanation. STOP

Special Note on Part-time Eligibility
Are you certifying an employee who works less than a full day but works every day of a normal contract?

Employees who work less than a full day receive “part-time eligibility” credit in addition to their actual service credit.

EXAMPLE: An employee works 4 out of 7 hours for the entire school year. She actually earned $14,000. If she would have
worked full-time for the entire year, her full-time earnings would have been $24,561.40. This employee’s percent effort is 57 per-
cent (4 divided by 7).

How do you certify that online?
*  Enter the full-time earnings as if this employee worked full-time for the entire year ($24,561.40).
* Choose “Part-time Employee” from the “Reason” drop-down list.

¢ Enter an additional comment of “57% Effort.” This employee’s service credit will be .57 and since she worked the
entire year, she will receive 1.00 year of eligibility credit.

Click here to view/print a PDF version of the QY process chart.
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November 2025

Questionable Year certification procedures

Use these procedures to certify a member’s earnings and service credit
for a closed fiscal year if actual earnings, full-time earnings, and service

credit are all correct on the account

history.
Agency Certification (Form 11B)

1. Loginto EMIS

Annual Leave Update

2. Select the "Questionable Year
Certification” feature under Updates
menu.

Contribution Correction
Enrollments
Full-Time Only Corrections

Furlough Certification and Update

3. Enter System, SSN (Social Security
Number), and Fiscal Year on the left
side of the screen.

Home Address Update
ORP Salary Entry (up to 25 employees only)

Prior Year Salary Corrections

4. Click Select. Verify the correct
member record has been retrieved
(check member name and fiscal year).

guesljunab[e Year Certification

Retiree Voluntary/Insurance Deduction

Salary Contribution Entry {up to 25 employee

5. If the fiscal year being corrected is the
fiscal year the employee retired and
the employee also returned to work under Option 2 (RTW-ACT-RET) of
the 2020 RTW law, then you must choose whether you are certifying
the RTW-ACT-RET service credit or the service credit for the portion of
the fiscal year up to the date of retirement. (See example screenshot
below)

Sick Leave Days Paid Update

Questionable Year Certification

SSN: Fmployer: 0009 CADDO PAR SC RD

Name: Fiscal Year: 2071

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

[ 41,994.00 | 0.50 TEST

Sheltered Primary 21,158.71 1,692.72

Unsheltered Rf:ﬂ:: 17,000.00 1,360.00 41,994.00 | 0.40 QUESTIONABLE YEAR

Do you want to certify: () the portion of the fiscal year up to retirement?
) RTW-ACT-RET employment (02/18/2021 through 06/30/2021)?

Continue

6. Reason field — drop down menu

a. Select Part-time Employee if member is a part-time employee (see
special note below); or

b. Select appropriate reason (if applicable); or
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C. Leave this field blank and use Comments field
7. Enter Comment

a. If member is a part-time employee, you must enter the Percent
Effort (see special note below); if not part-time then;

b. Enter comment to provide additional details, such as:
i.  Changed from 12 month to 9 month
ii. On Leave Without Pay for xx days
iii. Earned less sales tax than prev year

c. Thereis alimit of 72 characters combined between the Reason
field and Comment field. If you need to add more details in the
comment field, and the member is not part-time, then do not enter
anything in the reason field. This will free up all 72 characters for
your comment.

d. If the situation cannot be adequately explained in the comment,
please contact your assigned liaison to discuss the correction
before submitting it.

8. Click "Certify.” A message will be displayed when the transaction is
complete.

This process will turn on the Certified Indicator on the account history and
will remove the fiscal year from the Questionable Year reports. It will not
update service credit.

Special note on questionable year certifications for employees
working part-time for the purpose of earning service credit for
eligibility purposes

If you are submitting a Questionable Year Certification for a member
considered part-time for the purpose of earnings service credit for
eligibility purposes (@ member working a full work week but less than 100
percent effort per day), you must choose “Part-time Employee” from the
“Reason” drop down list and enter the percent effort in the comment field
in order for the member to receive the correct service credit for eligibility
purposes.
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EXAMPLE: An employee is hired in July and is scheduled to work 6 out of
7 hours per day, 5 days per week (a full work week). Her actual earnings
were correctly reported as $30,000.00, her full-time earnings were
correctly reported as $34,884.00, and her service credit posted as 0.86.
How do you certify that online?

Select Questionable Year Certification under the Updates tab.
Enter the System, SSN, and Fiscal Year and then hit “Select.”
Choose “Part-time Employee” from the “Reason” drop down list.
In the comment section, enter the % effort. In the above example
you would enter “86% effort."

e The Service Credit for Eligibility Purposes will be calculated by a
TRSL analyst.

NOTE: Do not select “Part-time Employee” just because the member

did not work the entire year or was a substitute teacher. The “Part-time
Employee” reason should be reserved for members that were scheduled
to work a full work week but less than 100 percent effort per day.

Questionable Year Certification

SSN: Employer:
MName: Fiscal Year: 2019
Systom: 4
Contribution| Employer |Actual Eamings| Contribution | Full Time  |Service Comment

Type | Indicator | | Amount | [Carnings | Gredit
Sheltered Primary 45,230.00 3,618.40 45,230.00 1.00 |QUESTIONABLE YEAR

Instructions for using Questionable Year Certification:

1. Ihe information as reported to 1RSL for the fiscal year is displayed above.

2. This certification will only update the record with asteriks to certify the data reported {s correct. IT WILL NOT CHANGE
SERVICE CREDIT. The FULL-TIME ONLY CORRECTIONS musl be used il service credil should be updaled.

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.

Reason: | v

Cormienit: |

Certify
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Questionable Year Certificalion

Hame: Miscal Year: 1995

SSN: Employer: ‘

Contribution| Employer |Actual Eamings| Coniribution Full Time  [Service|
Type Indicator Amount Eamings Credit

1.00 |QUESTIONABLE YEAR

Shellered | Primary 25,119.81 | 12,009.58 25,119.31

Instructions for using Questionable Year Certification:

1. The information as reported to TR5L for the fiscal year is displayed above.

2. This certification will only update the record with asteriks to certify the data reported is correct. [T WILL NOT CHANGE
SERVICE CREDIT. The MULL-TIMC ONLY CORRLCTIONS 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. HOTL: The certification of an authorized signer's personal TR5L member account must be completed by another
authorized signer at the agency.

Select Reason from
drop-down list (if
applicable) OR enter
Comment

Pravinusly reported information rertified
Comment: | 1st yaar of employment afier NROP
1st year of employment

I ast year of employment

Official leave (nther than sabhafical)
Sabbatical at reduced pay

Extra eamings

Workers' compensation

Summer school eamings

Part-time employee

Suheti aarninns onh:

Questionable Year Certification

SSN: Fmployer:
Name: Fiscal Year: 2019
System: 4

Emplover |Actual Eamings| Contribution Full Time | Service Comment
Indicator Amount k Eamings Credit

Sheltered | Primary | 45,230.00 | 3,618.40 45,230.00 | 1.00 |QUESTIONABLE YEAR

Instructions for using Questionable Year Certification:

1. The information as reported to TRSL for the fiscal year is displayed above.
1. Ihis certification will only update the record with asteriks to certify the data reported is correct. |1 WILL NO1 CHANGE
SERVICE CREDIT. The FULL TIME OMLY 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 mot 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.

Use Reason drop down

Reason: | 1st year of employment v or Comment field

Comment: |

Certify |
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Full-time Only Correction procedures

CONTENTS Use these procedures to correct a member’s full-time earnings and/or
- service credit for a closed fiscal year if either the full-time earnings or
Related terms & definitions service credit are incorrect on the account history.
What is service credit? , s
Service credit formula 1. Loginto EMI Updates g:;:mt
, : 2. Select “Full-Time Only Corrections” =
Impact of service credit under Updates menuy Agency Certification (Form 118)
Identifying records that require , Annual Leave Update
service credit certification 3. Enter|System Code, gmplogjee. s I Conteiaution Cormection
What is a questionable year Social security Number, and Fisca Enroliments
QY)? Year (4-digit) on the left side of the nrollmen
: screen. Full-Time Only Corrections I
Questionable Years Report : , —
ReDort ontions 4. Click Select. Verify the correct Furlough Certification and Update
REePOort options i
member record has been retrieved Home Address Update
Sort selections . : .
= 5. If the fiscal year being corrected is ORP Salary Entry (up to 25 employees only)
How tolretrleve your the fiscal year the emp|oyee retired Prior Year Salary Corrections
agency's QY report and the employee also returned to | uestionabie Year Certification
Requests for Certification of work under Optlon 2 (RTW-ACT-RET) Retiree Voluntary/Insurance Deduction
Qﬁ Of the 2020 RTW |aW: then yOU mUSt Salary Contribution Entry (up to 25 employees
QY letter choose whether you are certifying Sick Leave Days Paid Update
Unusual QY letter the RTW-ACT-RET service credit or 1ok Leave Add andror Undate

the service credit for the portion of

Request for B/ the fiscal year up to the date of retirement. (See example screenshot

Certification

_ below.)
Unreasonable Service
Credit Discrepancy Letter Full-Time Only Corrections
Emnlover N0t|flcat|0n Of S5N: Employer: 0009 CADDO PAR SC BD
Update of Un_reasonable T I
Service Credit
; e g Contribution| Employer |Actual Eamings| Contribution | Full Time |Service
Adjunct Certification Type hd?caly:r | m: Amount | FEamings | Credit
m Unshettered n:)r': 17,000.00 1,360.00 41,994.00 | 0.40 |QUESTIONABLE YEAR
How to certify service credit Sheltered | Primary | 2015871 | 169272 | 4199400 | 050 TEST il
Service credit certifications/
corrections Do you want to correct full-time earnings for: ) pTW_ACT-RET employment (02/18/2021 through 06/30/2021)?

QY certification procedures L 1% poction of Hee facal yee gy & et namanty

Full-time only corrections
Common errors to avoid 6. Enter correct Full-time Earnings Amount

Actuarial cost for full-time
only corrections

How to read account history

WWW.TRSL.org e 1-877-ASK-TRSL e web.master@trsl.org 6.0 - Svc Credit Certifications



+TRSL

INDEX 6.0: Service Credit Certifications/Corrections November 2025

CONTENTS

Related terms & definitions

What is service credit?
Service credit formula
Impact of service credit

Identifying records that require
service credit certification

What is a guestionable year
Qv)?
Questionable Years Report
Report options
Sort selections

How to retrieve your
agency's QY report

Requests for Certification of
QYs

QY letter

Unusual QY letter

Request for P/T
Certification

Unreasonable Service
Credit Discrepancy Letter

Employer Notification of
Update of Unreasonable
Service Credit

Adjunct Certification
Letter

How to certify service credit

Service credit certifications/
corrections

QY certification procedures
Full-time only corrections
Common errors to avoid

Actuarial cost for full-time
only corrections

How to read account history

INDEX

EMPLOYER MANUAL @

7. Reason field — drop down menu

a.

Select Part-time Employee if member is a part-time employee (see
special note below); or

b. Select appropriate reason (if applicable); or

C.

Leave this field blank and use Comments field

8. Enter Comment

a.

If member is a part-time employee, you must enter the Percent
Effort (see special note below); or

Enter comment to provide additional details, such as:
I.  Changed from 12 month to 9 month

ii. On Leave Without Pay for xx days

ii. Earned less sales tax than prev year

iv. Hourly wage employee/worked as needed

v. Hourly wage employee scheduled over 20 hrs/wk

There is a limit of 72 characters combined between the Reason
field and Comment field. If you need to add more details in the
comment field, and the member is not part-time, then do not enter
anything in the reason field. This will free up all 72 characters for
your comment.

If the situation cannot be adequately explained in the comment,
please contact your assigned liaison to discuss the correction
before submitting it.

9. Click submit. A message will be displayed along with changes made.

a.

If the Full-time Only Correction is for a fiscal year with multiple
primary employers or result in a change in service credit greater
than 0.20, you will receive a message saying “Your correction has
been submitted, but must be reviewed by TRSL staff before the
member’s account history can be updated. DO NOT RESUBMIT
YOUR CORRECTION.” Please do not attempt to re-submit your
correction if you get this message. TRSL will update the account
history after the Full-time Only Correction has been reviewed.
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Common errors to avoid when processing Full-time Only
Corrections

e Not including extra earnings (supplements, sales tax bonuses,
stipends, etc.) in full-time earnings

e Entering full-time earnings amount for a period of time less than
a full year (only entering the full-time earnings January — June if
member was hired in January)

e Selecting “part-time employee” for someone that worked full-time
but only worked a portion of the year

e Selecting “part-time employee” but not including the percent effort
in the comment field

e Selecting “part-time employee” instead of “Substitute Earnings” if
the member was a substitute and worked sporadically throughout
the year

e Reporting rollover earnings via a Full-time Only Correction (rollover
earnings should be moved to the year in which they were earned/
accrued via a Prior Year Correction)

e Changing the full-time earnings by $0.01 if the actual and full-time
earnings are both correct but the service credit is incorrect (in this
case the correct full-time earnings should be entered to have the
program re-calculate the service credit)

e Not prorating the full-time earnings when a member has multiple
rates of pay or a change in pay during the fiscal year (contact your
assigned liaison for help if necessary)

e Not providing correct start or termination date in comment field if
correct dates have not previously been reported

Special note on Full-time Only Corrections for members working
part-time for the purpose of earning service credit for eligibility
purposes

If you are submitting a Full-time Only Correction for a member considered
part-time for the purpose of earning service credit for eligibility purposes
(@ member working a full work week but less than 100 percent effort per
day), you must choose “Part-time Employee” from the “Reason” drop
down list and enter the percent effort in the comment field in order for
the member to receive the correct service credit for eligibility purposes.

EXAMPLE: An employee is hired in January and is scheduled to work 6
out of 7 hours per day, 5 days per week (a full work week). She actually
earned $14,000.00. If she would have worked full-time for the entire
year, her full-time earnings would have been $32,558.00. This employee’s
percent effort is 86% (6 divided by 7).
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How do you certify that online?

e Enter the full-time earnings as if this employee worked full-time
for the full year - $32,558.00.

e Choose “Part-time Employee” from the “Reason” drop down list.

¢ Inthe comment section, enter the % effort. In the above example
you would enter “86% effort."

e The Service Credit for Benefit Computation and Service Credit for
Eligibility Purposes will both be calculated by the system and/or
by a TRSL analyst. In the above example they will both initially post
as 0.43 ($14,000.00 divided by $32,558.00). A TRSL analyst will then
calculate and update the Service Credit for Eligibility Purposes,
which in this case would be 0.50. Service Credit for Eligibility
Purposes is calculated by dividing the service credit by the percent
effort (0.43 divided by 0.86 = 0.50).

NOTE: Do not select “Part-time Employee” just because the member

did not work the entire year or was a substitute teacher. The “Part-time
Employee” reason should be reserved for members that were scheduled
to work a full work week but less than 100 percent effort per day.

Full-Time Only Corrections

55N: Employer:
Name: Fiscal Year: 2016

Employer | Actual Eamings| Contribution | Full Time |Service
Type Indicator Amount Camings Credit

Sheltered Primary 38,006.83 3,040.57 42,470.87 0.69 QUESTIOMABLE YEAR

Instructions for using Full-Time Only Corrections:

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

1. Full-time earnings is the compensation that would be payable if the employee worked full-time for the full normal
working period. Full-time eamings equal an employee’s full-time base pay (regardless of whethar or not this amount ic
aclually paid) plus any additional payments made o the employee {i.e., PIP summer school, overlime, slipends, cash
house allowances, conaching supplements, sales tax, bonuses and any other monies paid to a memhber aver and ahave his ar
her base pay defined as earnable compensation by LSA-R.5. 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
carnings, which will divide actual by full time and updatc 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 commenl can be added for addilional information needed Lo clarify the correction. The comment is oplional unless «
reason is not chosen in which case the comment is required.

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

8. NOIE: I'he correction of an authorized signer’s personal 1KSL member account must be completed by another
authorized signer at the agency.

Full-1ime Earnings:
Reason: ﬂ

Comment:

Submit
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Full-Time Only Corrections

S5H: Fraployer:
Namic: Fiscal Year: 2076
System: 4

Contribwtinn | Fuployes | Actual Farsings|  Conbibution Full Time  [Service Comment

Tvpe Indicator Amaunt Eamnings | Gredit
Sheltered Primary 28,006.63 3,040.57 42,470.87 0.6% |QUESTIONADLE YCAR

Instructions for using Full-Time Only Corrections:
1. The informalion as reporled Lo TRSL fur Lhe Dscal year is displayed abowe.
7. Full-Hime earnings is the compensation that would be payable if the employee warked full-time for the full normal

working period. Full-time earnings equal an employee's full-time base regardless of whether or not this amount is
actually paid) plus any additional payments made to the . stipends, cash
house allowances, coaching supplements, sales tax, bonu Official Leave (Other than Sabbatical) over and above his or
her base pay defined ac earnable compensation by LSA-R. 5abbatical at Reduced Pay time employees is
Uhe same as full-Lime employees. Full-tme earmings m Cxtra Carnings ings.

1. If the fiscal year you are correcting has service cred worgars Compensation hould he 1.00,
because the member's actual and full-time amounts ari 5, mmer School Carnings o the SAML full-time
earnings, which will divide actual by full-time and upd: rull Time Carnings Under/Over stated

4. If the fiscal year has service credit of 1.00 and you ¢
database, you will receive an crror "Mew full time is ec
process will also mark the year with asteriks as CERTIF
5. Select a reason for the correction. Iia:tYYear ?l[Emfloymert\tAh DROP
6. A commenl can be added for additional information e 230 T€2r of Lmploymen ol
reason is not chasen in which case the comni®nt is requir ‘_‘an t! me EmFI‘?YeE
7. Click the ‘Submit’ button to submit the correction, ~ ubstitute Carnings *

be comy

ready hie

Full-Time not previously reported 5 Al .Q'his

1st Year of Employment

N
1 is oplicnal |Jr||r-&\
b

&

-

¥. MOTE: The cerrection of an authorized signer’s personal TRSL member account

horion sig he agency. 1. Enter Full time Barning‘ mount.
Full-Time Earnings: 50500 Exaurplu Full time amount “ 2. Select Reason (from drop-down
t

¥ 7 list if applicable) OR enter
Renson:
o | Select Reasan from down down list Comment
Camment: | Enter Comment if Reason not selected

Full-Time Only Corrections

55N: Lmployer:
NHame: Fiscal Year: 2016
System: 4

Contribution | Employer |Actual Eamings| Contribution Full Time Comment

Type Indicator Amount Eamings Ci

Sheltered | Pnmary 3, 006.83 3,040/ 42,450,687 .69 |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 carnings is the compensation that would be payable if the employce 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
atlually paid) plus any aduilivnal payrments made W Lhe emnployee (i.e., PIP summer school, over Lime, 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 fisral year ynu are correcting has service credit | FSS THAN 1.00 and the service credit should he 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. Il the fiscal year has service credil of 1.00 and you enter Lhe same full-Lime earnings Lhal is already on Uhe
database, you will receive an error “New full-time is equal to reported. bnter a corrected full-time amount.” | his
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.

&. NOTE: The currection of an aulthurized signer’s personal TRSL member account must be completed by another
authorized signer at the agency.

% Enter Reason or

Reuson: | v] Comment
Commrent: correct hire date Is 10/1/2015 |
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Actuarial cost for full-time only corrections

CONTENTS Any corrections for fiscal years greater than three years old that result
- in an increase in service credit could result in an actuarial cost to the
Related terms & definitions employer in accordance with LSA-R.S. 11:888 and LSA-R.S. 11:158.

What is service credit?

_ _ EXAMPLE: Agency Y submits two Full-Time Only Corrections (FTC)
Service credit formula during FY 2026 to correct the FY 2016 and FY 2023 full-time earnings for
Impact of service credit employee Mr. Smith. Each correction will increase Mr. Smith’s service

Identifying records that require credit.
service credit certification

What is a questionable year

The three-year timeline for certifying/correcting

QY)? questionable years is calculated as follows:
Questionable Years Report Current Fiscal Year: FY 2026
Report options Fiscal Year 1: FY 2025

Sort selections

How to retrieve your Fiscal Year 2: FY 2024

agency's QY report Fiscal Year 3: FY 2023

guesw e oOlder than three years: FY 2022 & all fiscal years prior
QY letter In the above example, Agency Y has submitted FTCs for FY 2016 and
Unusual QY letter 2023 which both increase the service credit for Mr. Smith. The FTCs were

submitted during FY 2026. The FY 2016 is more than three years old, so
the agency will incur an actuarial charge for this service credit correction.
The other FTC for FY 2023 is within the three-year grace period. The

Unreasonable Service agency will not be charged for the FY 2023 service credit correction.
Credit Discrepancy Letter

Emplover Notification of The actuarial cost for a small subset of these Full-time Only Corrections
Undate of Unreasonable can be calculated as the corrections are received during the fiscal year.
Service Credit Your account will be charged for these corrections via journal entries as
- they are calculated.

Request for P/T
Certification

Adjunct Certification
Letter The actuarial cost for the remainder of these Full-time Only Corrections
How to certify service credit will be calculated after the close of the fiscal year. This allows TRSL to

consider multiple corrections submitted throughout the fiscal year for

el individual members and base any actuarial cost on the net change in

m _ service credit. You will be charged for these corrections via journal
QY certification procedures entry and will receive a cover letter, a copy of the journal entry, and a list
Full-time only corrections showing the increase in service credit for each member.

Common errors to avoid NOTE: Questionable Year Certifications and Full-Time Only Corrections
Actuarial cost for full-time should not be used if the actual earnings are not correct. Refer to Index
only corrections 4.0 for instructions on Prior Year Corrections if actual earnings are not

How to read account history correct.
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How to read account history screen
for service credit corrections/certi-
fications

The account history screen in EMIS will display a
member’s reported salary, contributions, and service
credit (estimated or certified) in fiscal year order for all -
years of TRSL membership except for the current fiscal m
year. Current fiscal year data is added to the member’s | Member Notations
account history screen after the end of fiscal year Monthiy
close-out process. Salary/Contributions

welcome, Sharonl!
Employer: TRSL

Members

Member Summary

Employers can review an employee’s account history screen for any
outstanding questionable years to be certified, previous service credit
certifications/corrections submitted and processed (correction history
data), and fiscal year data already certified.

Questionable Years to be certified

If sequence lines on the member’s account history screen appear without
a Certify Year indicator (** double asterisks) next to the service credit
amount, it indicates that the record has not been certified and will usually
have a "Questionable Year” comment. The posted service credit amount
will be an estimated service credit for that fiscal year record, and will be
subject to change pending the employer’s certification.

NOTE: Records on the account history screen that are not yet certified will
also appear on your agency’s Questionable Year report.

Account History

Process ID Legend

System: 4 S5N: Status: ACTIVE (A )
Name: Status Date: 07/29/2009

Service Credit for
Contribution Cert  Penefit Computation Artual Full Time  Service Credi

Amount Type nd  Pmount Service Type Eaminga Eamnings  for Eligibility

08202010 001 Primary SCBD
354338 TSRE 0.95 REGULAR 429272 4420272 0.95
|__QUESTIONABLE YEARIREASON(S) Z; 4;
[ e e e —— 0395 QR 420272 “xaT2 035

Pending I'EH'ir;Inyer
certification

QUESTIONAELE YEAR

Service Credit Certification/Correction history updates

If double asterisks (**) appear next to the Service Credit for Benefit
Computation amount on the employee’s account history, it indicates that
the service credit for the specified fiscal year is certified.
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If the employer previously submitted online updates (such as Full-time
Only Correction, Questionable Year Certification, or Prior Year Salary
Correction), a correction history will display under the certified sequence
line to denote all online updates previously submitted [correction history
will be in the tan area; the gray area represents the current data).

Account History

Process ID Legend
System: 4 SSN: Starus: ACTIVE (A )

Name: Status Date: 08/05/2020

Service Credit for

Conbibution Gesl’y Benefil Compulation Aclud Full Time  Service Credi
Amnaant Type Ind/ Amaint Service Type Faminga Faminga  for Fligihilsy

BD
47239 TSREG @ GI.FLA.R 590492 3796100 016

06307012 001 Primary

1st Year of Employment 22180 days

W21¥2013 By Donna
QUESTIONABLE YEAR

Certification
reason/comment

012 FT Correction |530452 012
History |

06302013 002 Primary D006 BEAUREGARD SC BU
2.495.66 TSREG @ REGULAR 319552 4617032 0.68

15t Year of Employment 124/180 DAYS_ Certification T
066 FT ‘ﬁﬁ, History .66

06/182019  By. Dunna reason/comment
QUESTIONABLE YEAR

Reported Fiscal Year data certified correct

If the fiscal year sequence line is marked with the Certify Year indicator
(**), but there is no correction history under the sequence line on the
employee’s account history screen, the record did not meet TRSL'S criteria
to question the reported earnings/contributions or service credit data.
The specified fiscal year data is considered certified without any further
employer verification requirement.

System: 4 SSMN: Starus: ACTIVE (A )
Name: Status Date: 07/29/2009

Service Credif for

Contribution Cert '\ Denefit Computation Actual Tull Time Service Credit]
LI Date Seq Empind Amaount Type ind | Amount Senace Type Eamings Eamings  lor Eigibibty;

06/30/2011 002 Primary SCBD
357451 TSREG () 100 REGULAR ME1220 4464230 100

0602012 003 Primary SC BD
391976 TSREG @ 1.00 REGULAR 4099646 4099646 100

0612002013 004 Primary SCED
380788  TSREG O 1.00 REGULAR 4T50820 4750820 100

06/30/2014 005 Primary 5C 0D
165070  TSREG @ 1.00 REGULAR 4574572 4574572 100

No correction history - reported data did not meet TRSL
criteria to require certification; data considered already
certified
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