2026 ANNUAL

< I'RSL EMPLOYER TRAINING

Teachers’ Retirement System of Louisiana

We will begin promptly at 8:30 am today.

Enjoy the silence - There is currently no sound or video until the webinar
begins at 8:30 am.

If you experience any technical difficulties during today’s webinar, please use
F5 to refresh your screen.

Handouts available under the Annual Employer Training section at:
https://www.trsl.org/employers/employer services/employer training.
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ANNUAL EMPLOYER TRAININ
 PostecondaryEducation

March 18, 2026




Agenda

« Employer Membership Information Site
(EMIS)/Authorized Contacts

« TRSL Eligibility and Enrollments

« Optional Retirement Plan

« Monthly Contribution/Salary Reporting
 Service Credit Certifications/Corrections
« Retirement Processes/Issues

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

CONTENT| qz;r RSL EMPLOYER MANUAL &

What s EMIS INDEX 1.0: Authorized Contacts & Employer Directory Contacts  Jan 2022
Getting started

Navigating EMI! Employers provide information necessary for TRSL to establish and maintain
accurate membership accounts. Each TRSL reporting agency must authorize
CONTENTS employer personnel who will report, correct, and certify employee data,

Members menu

Member sum either by paper forms or through the Employer/Membership Information

screen Authorized Contacts Site (EMIS) via the Authorized Contacts (Form 1). Additionally, employers

P cco T (Form 1) can identify personnel who will serve as information contacts via the

Eat Rz Employer Directory Contacts (Form 1EDC).

Monthly salal w

contribution saner? Authorized Contacts (Form 1)

Authorized inquiry onl;

Annual salary access (EMIS) This explains details how to designate personnel responsible for certifying

screen B : data on TRSL documents and accessing/certifying data on EMIS. These
Updating Authorized a A

EmploUesinen Caftaa e personnel must ble authorized by their Superintendent/Agency Head or

Employers 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

Helpful tips {Form 11 the designated personnel’s signature if Inguiry only access is needed for
Erequantiv ke Employer Director, additional employer staff. Employer personnel who are given Inguiry only
Contacts (Form 1EDC) access do not have to be designated as authorized signers.

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




Employer/Membership Information Site (EMIS)

TRSL’s employer database Updates S

Files

Agency Certification (Form 11B)

Employ.ers COn Annual Leave Update
» Certify/correct employee data Contribution Correction
» Upload required files/reports Enrollments
. . Full-Time Only Corrections
* View various reports

Furlough Certification and Update

Home Address Update
ORF Salary Entry (up to 100 employees only)

Prior Year Salary Corrections

Questionable Year Certification
Retiree Voluntary/Insurance Deduction
Ask TRSL Contact Us _ & Member Access Login
Salary Contribution Entry (up to 100 employees only)
Sick Leave Days Paid Update
Employers v Investments v  Resources v  Careers Q Sick Leave Add andVor Update

Terminations




Reports available in EMIS

Employer contacts with EMIS access can

create various reports at any time

Various report options include:

* Enrolled Not Reported

* Reporting Not Enrolled

* Ending DROP Participation

* Members Eligible to Retire

* ORP to TRSL Election Eligibility

Reporty

Active/Active DROP Member Service

Annual Leave

Enrolled Not Reported

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

Reporting Not Enrolled

Sick Leave

Sick Leave Errors

ORP to TRSL Election Eligibility



Enrolled Not Reported

Lists Active and Retired members employed by your agency but have
months in which earnings/contributions have not been reported as
expected.

Query Record

* To get the most current results
you must select the last month

System

Month

for which a salary/contribution
file was submitted. i

* (an help you identify members
who should be terminated



Reporting Not Enrolled

Lists people for which your agency has reported
earnings/contributions to TRSL without a corresponding enroliment.

* Enter the system code and the
current fiscal year

* (an help you identify people who
need to be enrolled




Ending DROP Participation

Report lists members from your agency who will end DROP
for the time period selected

e Can query future and past dates

(month/year) -
& T RSL S orisins

* Employers should pull this report gl L i
up to three months in advance to
ensure deductions/contributions “m" EIgDROP Bawcition Reput
resume if employee continues

working after DROP.

The Ending Drop Participation report contains a listing of TRSL members from your agency
whose DROP participation period ends within the actual month and year requested. The
actual month and year can include past or future dates. For example, if you request a
report for May, 2009, then you will receive a report with members whose DROP end dates
are from May 1 to May 31 of 2009.




Members Eligible to Retire

Provides a list of employees who will be eligible to retire
based upon information reported to TRSL and on the
fiscal year selected.

* Report will also list employees who are currently in
DROP and working after DROP.

Projected Fiscal Year Members Eligible to Retire Report

The Members Eligible to Retire Report provides a detailed report or a summary report of

members eligible to retire. The report will include employees who meet eligibility

8 Summary Count Only requirements by June 30 of the projected fiscal year selected. The projection assumes
m that a full year of service credit will be added to the employee's current service years.

10



ORP to TRSL Election Eligibility

Used to identify the ORP to TRSL Election eligibility status of ORP

participants.

* (Canselect One Year Window, Sept 2025
Window, 60-Day window, or Seven Year
Window

* (Can select any combination of Eligible,
Not Eligible, May Be Eligible, Withdrawal
Complete, and Approaching Close of
Window (window closes within 2 years)

Query Record

Employer ID

Window Group
¥ One Year Window
¥| Sept 2025 Window
¥ 60-Day Window
¥ Seven Year Window

Eligibility Status
¥ Eligible
#| Not Eligible
#| May Be Eligible
#| Withdrawal Complete

¥| Approaching Close of

11



EMIS system codes

0771972021

System 4

TRSL Regular Plan - Defined Benefit Plan for “teachers” in TRSL eligible

positions
ORP (Optional Retirement Plan) — Defined Contribution Plan; for
System 6 employees who choose ORP instead of TRSL's Regular Plan (System 4) -

available for unclassified employees at any Louisiana postsecondary
education institution

12



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

I RSL. Authorized Contacts

(Form 1) — Multiple pages accepted: Page _of

ok toimage[_]

T MAITIN Submit ORIGINAL form ONLY.
SUBMIT: 8401 United Plaza Blvd, Ste 300 No copies, faxes, electronic

: Baton Rouge LA 70809 signatures, or scans accepted.

rev. 01/22

Employer ID (####)

Print in ink or type all entries except signatures. Designate personnel who will be respmmble for certifying and accessing data. The
contact must provide an email address to access the TRSL database. signers must sign the form in
their respective sections. Notify TRSL if a contact changes so that unauthorized personnel wMI not have access to TRSL records. Authorized
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.S. 44:16 A and B. Any d\strlbumn or other use of this micrmat\on in violation of these
statutory provisions will be the sole responsibility of the employer. This form is for i You do not
need to include all employees already on the list.

Section 1

Emplayer name Agency website
Sirast address | PO box City, state, 0-digit zip code
Telephone number (inchide area code) [Fax number (include area code)

Section

Name of designate mail address (REQ!
i
Tite Telephone number (include area code)
Authorized signer? Check desired access rights from the fallowing (See back of form for escriptions):
E ves NO E Inquiry O Enroliments [0 sickannual leave update corrections
Prior year certifications/corrections ] Terminations IC Agency Certification (Form 118)
[”‘Hg:‘f’;/'(s :é’;ﬁ;::iﬁi" [ Retiree insurance deduction [ File submission [ salary report (only employers with no mote than 100 employees)
right allowed. [ Home address update [ <ontribution correction ] ORP salary report {only employers with no mare than 100 employeds)
‘Authorized signer’s signature (S1gn only I "VES® box checked above) I Bate sgred (rm/Ba 50
>
Emall address (REQUIRED)
2
Titie Telephone number (include area code)
Authorized signer? Check desired access rights from the following {See back of form for descripions):
O maquiry O enroliments O sickannual leave update corrections
[ Frior year certifications/corrections [ Terminations O Agency Certification (Form 118
[ Retiree insurance deduction [ File submission I salary report (only employers with no more than 100 employees)
[ Home address update [ Contribution correction  [[J] ORP salary report (only employers with no more than 100 employeek)

right a
‘Authorized signers signattre (Sign only 1 0x checked sboflel Date signed (mmiay»)
>

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

[ Inquiry [C] Enroliments [] sick/annual leave
] Prior year certifications/corrections  [] Terminations ] Agency Certificaf
[C] Retiree insurance deduction ] File submission [0 salary report (onl
[C] Home address update [C] Contribution correction [] ORP salary reporf

To delete a previous designee, provide name(s) 1o 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 Name to be deleted Name to be deleted

Section 3 —

I certify that the above designated is authorized to access and certify data maintained by the Teachers’ Retirement System of Loulsiana,
Name of superintendentthead of agency/agency head designee (PLEASE PRINT)Y

Signature of of head designee (DO NOT PRINT OR TYPE) [Date signed (mmiddiy)

For a description of online access rights, please see back of form.
PO Box 94123 « Baton Rouge, LA 70804-9123 « 1-877-ASK-TRSL (1-877-275-8775) * www.TRSL.org * web.master@trsl.org

13



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

» Sick Leave - Use to update employers’ sick leave usage

Update/Corrections - Annual Leave - (Postsecondary and state agencies only) — Use
(SLU) to report annual leave balances

Prior Year Use to update Actual Earnings (gross earnable compensation),
Certifications/ Full-Time Only Earnings, and Questionable Year Certifications for a
Corrections (PYC) 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 contributions 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)

15



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.

I RSL. Employer Directory

Contacts (Form 1EDC) Submit ORIGINAL form Tev. 07721
ONLY. No copies, faxes, oK to image |
electronic signatures, Employer ID (##44)
or scans are accepted.

MAIL IN

8401 United Plaza Blvd, Ste 300
Baton Rouge LA 70809

HOWTO
SUBMIT:

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

Section 1 — Employer information
loyer na

Emplover name Date (mmiddinay

Section 2 — Administrative personnel (Indlude appropriate professional andfor courtesy title, e.g. Dr: / Mr. I Mrs. / Ms.)

Name Phone number
Category (ONLY ONE per categony) Position (include area code) | EXt# Email
Agency head
designee

Business manager

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

Data Processing

Optional Retirement
Plan (ORF)

Payroll

16



Keep employer contacts up e [ETEN

'l'O d q IIle Employer Contribution Charges

Use Employer Directory Contacts
(Form TEDC) to update Employer

Contacts.

& SCHOOL Phone:
I Fax:
LA T Status: Active
Emgloyer Type:
Charter Schoal: No
Web Address: | o Rewised: 10/07/2020
Code v Hame Phane Ext
EXECL LT 3
[}

08 ADMINISTRATIVE ASSISTANT

Employer Payments

(: Employer Contacts :'}

Employver Contacts

Use Authorized Contacts (Form 1) to B pusce
. . . P§  PRESIDENT
give and remove online access rights. Y :
Deseription of Contoct Codes
AH Agency Head AD Agency Head Designes AS Authorized Signer BM Business Manager
CR Contribution Reporting DF Director of Finance D Data Processing F5 Director of Food Service
OC ORP Contact PC Personnel Contact PH Persormel Head PR Payroll Contact
PS5 President of School Board RC Retirement Contact
— * Authorized to sign recirement forms
Update Permissions
Description of Update Codes
NG Inguiry ADR Address Change ENR Enrcilment TRM Tarmination
CCR Contribution Correction  PYC FY Salary Cormection SLU Sick Leave Update NS Irsurance Deductions
SAL Salary Entry ORP ORP Entry AGC Agency Certification FEM File Submission
i ING | ADR  EMR | TRM | OCR | PYC | SLU [t
x

Authorized User

Tip: Review Employer Contacts screen
offen
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INDEX 2.0: TRSL Membership March 2022

Eligibility for TRSL membership
Plan types
Membership eligibility
Ineligible employees
Special conditions
Part-time, seasonal, or
temporary employees
Visas
Mo Social Security number
Employees who contribute
to two different systems

REQUIRED FORMS

Statement Concerning Your
Employment in a Job Not
Covered by Social Security
Form 255)

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

Beneficiary Designation for
Non-Retired Members (Form 3]

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.

State laws govern the rules of TRSL membership eligibility and enrcliment.
Some of them are referenced below:

* Definition of Teacher (eligible for membership) - LSA R.S. 11:701(35)
* Part-time Employee Membership Eligibility = LS4 R.S. 11:162

* Enrollment Timeline (60 days) = LSA R.5. 11:722

Retain Membership provision (at least 5 years eligibility service credit) -
LSARS. 11:723
TRSL Secondary Employer Criteria — Louisiana Administrative Code Title
58, Part IIl,§201

at pertain to TRSL.

ind when

ip rules that currently apply. Please review these
y when making your eligibility determination.

nsible for documenting your decision regarding a
bility. Your documentation will help protect you in
5 arise about a decision you have made.

- You are responsible for regularly reviewing the determinations you
have made. By doing so, you can ensure that you are reporting
correctly.

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

- www.TRSL.org = 1-877-ASK-TRSL = web.master@trsl.org 2.0 - TRSL Membership




TRSL membership eligibility (Non-retirees)
Opting Out of TRSL Membership (effective July 1, 2025)

First-time TRSL-eligible employees who meet either criteria below may opt out
of membership with TRSL

« Atleast age 60 when first employed in a TRSL-eligible position, or

« Atleast age 55 with 40 quarters in Social Security when first employed in
a TRSL-eligible position

Eligible employees who decline membership in TRSL must complete sections
1, 2, and 3 of the Opting Out of TRSL Membership Form (Form 17).

The employer must complete Section 4 and send TRSL a copy of the form.

Note: Do not enroll employees who have opted out of TRSL membership.

19



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

All unclassified employees at public college/university or higher education governing board

Lab school employees: other than bus drivers and maintenance personnel
Visa holders other than F-series or J-series

» Exception: J-1 visa holders are TRSL eligible

Employment status:

Work at least half of what the college or university considers full-time (teachers/professors)
or more than 20 hours per week (all other unclassified positions) 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

20



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:

Ten (10) year rule

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

« Ten or more years of eligibility
service credit

« W-2 employees only

« Can work 20 hours or less per week
or less than 50% effort

Five or more years of eligibility
service credit
Applies ONLY to lab school

classroom teachers who are paid
with W-2 earnings

Can work 20 hours or less per
week

2]



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:

ORP participants in TRSL positions

Secondary employment

Has primary employment at another ORP participants are 100% vested;
TRSL-reporting agency, while also continued participation is mandatory
working part-fime, 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

cartein et secondary employment rule
applies

22



Membership Eligibility - SPECIAL CONDITIONS

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-time/seasonal/temporary af ONLY for TRSL non-retirees.
another TRSL-covered employer in a TRSL-covered position
and receives Form 1099 payments at 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 employer. &

following occur:

T . * 1099 limitations do not apply
- The individual 1099 contract is for more than $1,000 to TRSL RTW retirees

- 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 73



Adjuncts (Non-retirees)

Traditional adjuncts teach scheduled number of credit hours each semester

- Must determine eligibility EACH semester

Eligibility to enroll Adjuncts:

« Must have 10 years TRSL service credit for eligibility to include part-time,
seasonal, or temporary adjuncts or

* Must work at least 50% of Full-fime and NOT be seasonal or temporary or

* Must meet Secondary Employment criteria to include part-time, seasonal,
or temporary adjuncts

SECONDARY EMPLOYMENT: Part-time/seasonal/temporary employee working in
a TRSL-eligible position at your agency and also has an existing primary
enrollment with another TRSL-reporting agency

24



Enrollments 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.

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

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

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

« Submit original to TRSL timely

« Employee/member responsibility to submit form

25



Enrollments process Updates Submit Files -

Agency Certification (Form 11B)

Online enrolliments in EMIS
Enroliment deadlines from date Contribution Correction

of hire:
« 60 days for active members

Annual Leave Update

« 30 days forrefirees Full-Time Only Corrections
When enfering fhe employee’s |ome |Members - |Employers - |Reports -~ |updates - |submitfiles - |Logout |

SSN into EMIS, ensure the SSN Cployer:
entered matches the number on .
the employee’s Social Security
card

Confirm SSN by entering it
again and clicking ‘Select’

] Enrollments

Enrollments allows employers and TRSL to enroll members in TRSL.

You must type the member’s SSN and then press “enter” or “tab” and then confirm the
member’s SSN by typing it again and clicking "Select”. If the SSNs match, the appropriate
screen will then display to allow the specific enrollment to be processed. The enrollment
will be adding a member to TRSL, processing an enrollment for a member who already

Tip.: _Do No’ en.rO” On emplo yee belongs to TRSL or processing a return-to-work enrollment for a member who has retired
using an invalid “dummy” SSN and returned to work.

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

26



Enroliments screen

Example entry screen if the employee has
never contributed to TRSL before

Tips:
- Double-check SSN; Compare SSN entered
fo employee’s Social Security card
* Do Not enroll and ferm with the same date

* Do Not use an invalid “dummy” SSN when
enrolling

If you enroll a member with any incorrect
information, f)leqse. confact your Retirement
Benefits Analyst Liaison immediately to correct

it before any further processing.

Submit |
Files

|| Updates

Apency Certification (Form 11B)

Annual Leave Update

Contribution Correction

Full-Time Only Corrections

Enrollments

Instructions for Enrolling New Members:

1. Complete all required fields and click 'Submit’.

2. NOTE: F visas are not eligible for membership with TRSL. J-1 visas are eligible as of 08/15/2009.

3. The street address should be on one line. However, if the entire address won't fit on one line be:
contains an apartment, suite or building number, input the apartment, suite or building number
Street Address line and the street address on the Address 2 line.

4, Punctuation, such as a period, comma, or semi-colon, is not allowed.

Enter Enrollment Information Below
System:| 4 v

Employer ID: |

Employer Type:| Primary +

Primary - Employed on full-time or part-time basis. If part-time, member works everyday at
partial pay.

Secondary - Part-Time/ Temporary employment. Member works full-time with another TRSL
employer and will receive zero service credit.

First Name:

Middle initial:

Last Name:
Suffix:
Date of Birth (mm/dd/yyyy):

Enrollment Date (mm/dd/yyyy):

Contract Months:| 9

Type:| Full Time ~

Gender:| Male v

Address:

city:

State:||LA v

Zip:

Work or Personal E-Mail Address (Mandatory):

[ I hereby certify that | have/the employing agency has verified this member’s eligibility for
employment through the Federal Form I-9/E-Verify process.

27




Enroliments — SPECIAL CONDTIONS

Enroliment 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
« Submit a Form 2TR, Election to Join TRSL after ORP Participation, if ORP

participant is eligible to withdraw from ORP and join TRSL

TRS Teachers’ Retirement
'z. System of Louisiana

Employers ~

Welcome, Sharonl!
Employer:

Query Record

Enrollments
ORP status exists.

28




Joining TRSL after ORP Participation

7-Year Window
ORP Participants with a 7-Year Window to Join TRSL

« ORP First Eligible Date on/after Aug. 1, 2020, and were active and
contributing at time of election

« 7/-Year Window beginning on ORP First Eligible Date

* Must be eligible for TRSL at time of election (5-year/10-year rule for part-
time, seasonal, or temporary)

« ORP to TRSL Election Eligibility is displayed on the Member Summary screen

Member Summary

S5N:_ Address Date:08/02/2024
Name:/ Address::
Gender:Female
Birth Date: Age: 23

ORP First Eligible Date:4/4/2024 Inferred
ORP to TRSL Election Eligibility:Seven Year Window, TRSL Eligible until 4/4/2031
ORP Carrier:TIAA
Fiscal Year:2026

Status Information

DROP Record

6 ORP MEMBER {0) 04/04/2024 : 29



TRSL after ORP Participation

60-Day Window
ORP Participants with a 60-Day Window to Join TRSL

» ORP First Eligible Date before Aug. 1, 2020, and were not active and
contributing as of June 2024 but became employed in a position eligible for
TRSL membership on or after July 1, 2024

« |If first eligible employment began between July 1, 2024 - July 3, 2025,
window expired September 2, 2025

« |If first eligible employment began on/after July 4, 2025, window expires 60
calendar days from the date that eligible employment occurred

* Must be eligible for TRSL at time of election (5-year/10-year rule for part-time,
seasonal, or temporary)

30



Joining TRSL after ORP Participation

60-Day Window

Eligibility Flag examples:

Member Summary

SSH:: Address Date:08/26/2025
Hame:! Address:’
Gender:Female
Birth Date:’ Age: 81

ORP First Eligible Date:8/15/2006
ORP to TRSL Election Eligibility:
ORP Carrier:Voya
Fiscal Year:2026

Status Information
Sys Seq Status Code Date DROP Record
-] ORP MEMBER (O) 08/15/2006

Member Summary

SSN:- Address Date:11/24/2009
Name:| Address:”
Gender:Female { TSN
Birth Date:” T YApe b6

Folder Imaged Date:04/30/2003
ORP First Eligible Date:2/1/2003 Inferred
ORP to TRSL Election Eligibility:TRSL 60 day election window closed
ORP Carrier:TIAA
Fiscal Year:2026

Status Information

Status DROP Record

6 ORP MEMBER (0) 02/01/2003 3 ]




Form 2TR: Election to Join TRSL after ORP Participation

Use this form to enroll eligible ORP participants into TRSL's defined benefit
plan if they make that election

T RSL. Election to Join TRSL
' after ORP Participation (Form 2TR)

I RSL. Election to Join TRSL

after ORP Participation (FOrm 2TR) [ s sgncyrumber pass

Submit ORIGINAL form ONLY.
No copies, faxes, or scans accepted.

Print In ink or type all entries except signatures and Initials. Incomplete forms will be returmed. This is a form to be
used Dy eligible Optional Retirement Plan OAF) participants to make an imevocabie election to leave the ORP and join the
TREL defined berefit plan. PLEASE NOTE: Once you have read the form and completed Section 1, please submit

- Employee fills out 15" page  — fo

Jmtes (68

‘Submit this form to your Human Resources office:
to complete the enroliment process with TRSL

- Must submit original form.

T

Wamé of empioyer (TRSL agency numoer feess)

EMpIoyee Ute/positon ~|Ce of employment arrmvamyyyy

months [ 11 montts ]

months

T e i
s ey Frrp————y— r—
Tty A TR ok ] [ .
s e e e s &
. s what Full-ime equats ‘redit hours per Fub-tme equals hours per day.
R E m | over f I | | S OU -I- : 2 n qage T o o 58 o 0 Do B PR n o semeste
e ol v 15 the participant a seasonal or temporary smployee? [ ves [no

#eyususeizt [ s [hne Definition of seasonal employee. A seasonal empioyee b5 ary employee who nomally works on a full-trme basis kess than S manths ina year.

Definition of temporary employee. A te employee is any employse parforming sendces Lnder & contractusl amangament with the ampiloyer of
Read and handwrite your initials beside each of the following statements: 2 years or less duration.

atice of
of this employer

1 am an Optional Retirement Plan (ORF) participant who hereby makes 3 one-time irevocable election to cease :':,f;.: phimiyng
particioation in the ORP in order to become a new member of the 2015 regular plan of the Teachers' Retirement
System of Loutsiana, as outiined in L. RS 11:932. | understand that | {1) can never again participate in the La
ORP; (2) shall not be allowed to transfer my ORP time into TRSL: (3) may not receive a distribution from mry GRP
acoount until all employment has ended

| UnGarstand that by making the election provioed for by La. RS, 11:932 | am Saeking to envol in the TRSL 2015
Retirement Plan, which is a defined benefit pension plan. | further understand that under this plan | will be
eligible for retirament banefits once | reach age 62 with five years of service credit eamed after the effective
date of my election, or for an actuarially reduced retirement benefit at any age with twenty years of sérvice
crecit earmed after the effectve cate of my election. | further understand that 1 wil be efgible for disability

and survivors’ benefits only once | have eamed sufficient sendce credit accrued after the effective date of my
election to be eligible for thase benefits

i Form 2FRE s property

Ry for emgloyment through the Federal Form |-9/E-Veenfy process:

DIV

P aves/the amplaying agency has wenified Il memder’s elgid
[SREnatire of emgiyer s BAnOfZed fenreseniative (D0 NOT PRINT OR TYPE] [Date signed o

O
g
g
3
3

O iare Of SUTIr2Ed represermaive (PN of TPl Tile

| understand that my election to leave the ORP and enrol in the TRSL defined benefit plan will be effective only
after the receipt of all required documentation by TRSL and sublect to the timing set forth in La. RS 11.932,

I understand that, if all required documentation related 1o my election under La. R S 11932 is not received by
TRSL priof o the expiration of the time period Mt in La. RS, 11:932 for Me to make that election, then the
@lection will be invalid and | will no longer be elgible to leave the ORP and jon the TRSL definéd benefit plan. in
such event | understand that | will remain a articipant in the ORR

| understand that, a5 a result of my decision to make the election provided for by L2. RS.11:932, any senvice
credit remaining in the TRSL defined beneit plan that | may have eamed prior to the effective date:of this
elaction will only b LSad for banefit COMBUEION PUFPASES and Not for eiginiity for retirement, disability of
survivors' benefits

| have read and fully understand each of the foregoing Statements in Section 1 - Member information and
acknowledgments, as confirmed by my initials placed beside each statement. In full awareness of this information
ang all related legal fequirements, | have Getamined that | wish 10 make the election outined in La. RS, 11.932.

T DU, ENCUUN: ST I 1 SO




'3;r RSL EMPLOYER MANUAL

INDEX 16.0: Optional Retirement Plan (ORP) January 2023

The Optional Retirement Plan (ORP) is a defined contribution plan and

an alternative to the defined benefit plan administered by TRSL. The ORP

was established on July 1, 1990, to pravide retirement benefits to eligible
CONTENTS participants while affording maximum portability.

Key features of the ORP
ORP contributions Eligible employees make an irrevocable election to participate in ORP

ORP carriers ORP participants are not considered TRSL members.

Eligibility .
T e e Key features of the ORP:

Determining employee * An ORP account is owned by the participant, and there is no
eligibility waiting period to join the plan,

ORP Is" hibi” dfor 3t « ORP accounts are portable.

non-higher education A ;

employees ORP participants control their own investments

Timeframe for choosing to Employee and employer contributions are invested by the
participate in QRP designated ORP carrier in the investment option chosen by the
Transfer of funds from participant

TRSL Regular to ORP Participants are 100% vested from the date of ORP enrollment.

Provides information on the Defined Confribution Plan
available to academic and unclassified employees of
Louisiana colleges, universities, and community/technical
colleges

Re-employing an ORP
participant
Terminations
Rollover requests
Er i ki ion

- www.TRSL.org  1-877-ASK-TRSL = web.master@trsi.org 16.0 - Optional Retirement Plan




What is the Optional Retirement Plan (ORP)?

A Defined Contribution (DC) Plan

« Established July 1, 1990

« Available to academic and unclassified
employees of Louisiana colleges, universities,
and community/technical colleges as well as
employees of any constitutionally established
board that manages institutions of
postsecondary education.

» Designed to accommodate the
postsecondary education community with
retirement benefits that are fully portable to
other U.S. colleges and universities.

The decision to
participate in the ORP is
irevocable, except as
provided in La. R.S.
11:932.

34



TRSL Regular Plan (Defined Benefit)

Employee
and

Employer
Contributions

Invested by
TRSL
as part of the
retirement
system trust

ORP (Defined Contribution)

Employee
and

Employer
Contributions

&TRSL

Teachers’ Retirement
System of Louisiana

Sent to Vendor
via TRSL.

Invested by
Participant
through Vendor

NOTE: Employer “transfer
amount” sent to Vendor. Must
be at least 6.2%.

BENEFITS paid
from trust to
retirees and
beneficiaries

BENEFITS paid
based on
investments
from
Participant
accounts

An alternative to TRSL

NOTE: Lifetime DB benefit
based on service credit,
final average comp
and benefit factor.

NOTE: DC benefit based
strictly on amount in ORP
account.
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Current ORP carriers

VoyA Participants control their own investments

EIRANCIAL™ through private carriers
« Employee & employer contributions are
invested by the ORP carrier in the investment

' ‘ TIAA option(s) chosen by the employee
« Participants are 100% vested from date of
enrollment

corebridgé":

financial
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ORP Eligibility

The ORP should be offered to academic and

unclassified employees at any Lovisiana » ORP is offered to full-time, part-
postsecondary education institution; who time, seasonal, and temporary
« Are directly employed (W2 employee); and employees
« Are not vested in TRSL (less than 5.0 years of .

eligibility credit); or > ORP is not offered fo

. . . « employees K-12 agencies
* Are vested in TRSL but are being employed in . ..
postsecondary education for the first time Individuals employed by
(election must be made within 60 days of new confract or corporafe
employment). confract

Example: A TRSL regular member with 10 years of
service credit with a K-12 employer changes jobs and
is now, for the first time, working as an unclassified
employee at a postsecondary institution.
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Irrevocability and Act 109 of 2024

ORP members are 100% vested from the date of enroliment in the ORP. Except as
provided in La. R.S. 11:932, joining the ORP is an irrevocable election. Therefore continued
participation is required in the following scenarios:

- Participant’s employment capacity changes to part-time, seasonal, or temporary
- Participant changes employers

- Participant leaves postsecondary career for K-12 or state agency (and elects to retain
membership)

- Act 109 provides eligible ORP participants with a one-time window in which they can elect fo
leave the ORP and join TRSL as a brand-new member of the 2015 retirement plan. If not eligible
under Act 109, or once eligibility window closes, the employee shall remain a participant of the
ORP.
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ORP Effective Dates

Determined by the timeframe in which the employee made
the election.

> If election form signed within the first 60 days of hire
Effective date will be the date of hire

> If election form signed more than 60 days from date of hire

Effective date is the first of the month, determined by
employee’s signature date

If signed 15t = 15™, will be 15t of current reporting month
If signed 16 — 315, will be 15" of next reporting month

Individuals employed in a TRSL-eligible position and capacity
should be reported on the Regular System 4 salary file until
their decision is made.

.z.TRS]_, Application for Optional Retirement Plan
=" or Change of Carrier (Form 16)

PYSSTTIn Al  Submit this form to your Human Resources office Submit ORIGINAL form ONLY.
to complete the enraliment process with TRSL. No copies, faxes, or scans accepted.

Print in ink or type all entries except signatures. ncomplete forms will be retumed. ThiS i a multipumose form 1o be used by

individuats joining the Dptional Retiremeant Flan (ORF) or by ORP participants changing carmers. The reverse side of this form contains

Iimportant infarmation about the ORP PLEASE NOTE: Once you've read the form and compileted Sections 1-3, please submit the
0 your Human office to complete the process with TRSL.

e 07725

Section 1 — Applicant information
Mame: Last, first. M1, suffix ir. i1, etc) Date of birth (mm/ddAymyd  |Sacial Security number (HH-Sa- s
Strest address / PO box City, state, 7ip

ciude anes cods) Email address
Sex mMEe Elfeﬂae | US citizen? EI(ES EI‘I-} Type of visa;
To be completed only by current of the ' Reti system of Louisiana: CHOOSE ONE

D | edect to transfer my accumulated TRSL contributions to the ORP carrier | have designated below.
ledect NOT to transfer my accumulated TRSL contributions to the ORP carrier | have designated below.

Section 2 —(
ama of ORFP carmer |ORP camrier code
[new enrotment
WOYA Financial {formerdy ING Life insurance and Annuity Company} o1 vOYA
Change of ORP carrier
Teachers Insurance and Annity Association - TIAA formerly TIAA-CREF) Dj g l'é‘:;b'cge
E’"T'"@ ORF participant Corebridge Financial fformerty VALIC / AlG)

Section 3 — Applicant’s signature

1 hereby make aop.&.arm for the Optional Retirement Plan (ORP) in accordance with L4, RS 11:921-932. | understand that future employee
less ar fee adopted in with aw; and the employer transfer amount will be forwarded to the ORP carrier

desigriated above. .tmnma the back of this form. | understand that (1) the benefits payable under the ORP are not the obligation

‘of the State of Louisiana or TRSL, but are solely the of the carrier; (2)1

waive my rights set forth mtmmmcmsmmmxsea 2% {A) and (B). which are printed on the back nfmis farm and

{3) no lump-sum payout of the entire account can be made from the ORP carrier directly to me during my lifetim

‘Agplicant’s signature (00 NOT TYPE GR PRINTY ‘Dane ‘Sgned (mmadd i

)

— T Current employment status Full time art time
& part time employse is any employes who rormaTy works 20 hours or Tess per week
or less than 50% effart (higher education).

1 eertify that this employee is eligibie to participate in the ORP according to La. RS 11925 and that he or she has signed a contract with the
carrier designated above. | further certify that | havesthe employing agency has verified this member’s efigibility for employrnent through the
Federal Form -9/E-Verify process.

SiEnature of aUthorzed representatve of agency [0 NOT TYPE OR PRINTT Tate Signed (T ad vy
»>

Name of authorized representatve Title

Emplayer: Flease drop off or mail this form fo TRSL af 8401 Uinited Plaza Bivd, Ste 300, Baton Rouge LA 70809

See reverse side ronmportanr information
PO Box 94123 = Baton Rouge, LA 70804-3123 » 1-877-ASK-TRSL 275-8775) » www. TRSL org = web.master@irsi.org
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ORP Reporting

> Election made within 60 days of hire

+ All contributions should be reported under ORP System 6
« Contributions previously reported under TRSL Regular System 4 should be removed via a CCR

» Election made more than 60 days from date of hire
* Only prospective contributions should be reported under ORP System 6

» Contributions for salary earned prior to the ORP effective date should be reported to TRSL
Regular System 4, if employee is eligible (not part-time, seasonal, or temporary)

Members who elect to participate in the ORP after contributing to TRSL may elect to have their
contributions transferred out of the Defined Benefit Plan and into their ORP account.

Note: only employee contributions will be transferred to the carrier; TRSL retains the employer
conftributions in this scenario
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Transfer of ORP Contributions

Once the monthly ORP salary file and applicable payment is
received, TRSL transfers the employee and employer portions of
the reported contributions to the ORP carriers.

- ORP participants contribute 8% of salary and TRSL retains the
lesser of 0.05% or half of the total administrative fee

- Employer portion includes the Transfer Amount, the employer
share of the administrative expense fee, and the Shared
Unfunded Accrued Liability (UAL); only the Transfer Amount is
transferred to the ORP carriers and TRSL retains the UAL portion

Total ORP Employer Contribution Rate (FY 2027)
Transfer Amount 6.20%
Admin Expense Rate 0.025%
Shared UAL 13.12%
Total Employer Contribution Rate 19.345%

Contributions transferred to the
ORP participant’s carrier
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ORP salary & contributions limits

ORP participants are subject to a cap each calendar year, per IRC guidelines.

- Contributions for calendar year 2026 are limited to $72,000

- The limit includes both the employee and employer conftribution amounts

Optional Retirement Plan (ORP) dz;r RSL

Maximum Contribution Limits

Calendar

Year

2026
2025
2024
2023
2022
2021
2020

Teachers® Retirement
System of Louisiana

Maximum Annual Contribution
(Employer & Employee contributions)

$72,000
$70,000
$69,000
$66,000
561,000
$58,000
$57.,000
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Termination of ORP participants

When an ORP employee terminates employment:

1. Update your HR system with the tfermination date

2. If applicable, remove the individual's name from your ORP salary file to

ensure they are no longer reported

* Do not report zeroes for participants with no earnings in the current
reporting month

 When the participant initiates a distribution, the ORP carrier will reach out to
TRSL for authorization

- If contributions were reported within the last six months, TRSL will request:
» Date of termination

* Last month in which contributions were/will be reported

* Depending on the timing of last contributions, the release of the

termination date to the ORP carrier to complete the termination process
could take 30-60 days
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Qz TRSL EMPLOYER MANUAL X

INDEX 4.0: Contribution Reporting & Corrections

January 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.
Earnable compensation This index provides information and instructions for TRSL reporting
Monthly salary & agencies to accomplish the following:
contribution reports
Special cases withhold employee and employer contributions on all TRSL-eligible

Leave without pay 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
Sabbatical leave ensure accurate credits, payments, and adjustments for your agency’s
100% accrual accounts

Part-time employees

identify and correct any previously reported contributions for current

Index 4.0: Contribution Reporiing &
orrections

Provides information on salary and conftribution reporting,

including instructions for identifying and correcting reported
contributions for current and prior years

ontributions corrections
Prior year salary corrections

Current member contribution rates
Rollover earnings
School Lunch Plan A 9.1% (System Code 2
Sheltered/unsheltered ool LHnEn P % (System Code 2)

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@trslorg |IRAI0S Contribution Reporting



Employer contribution rates

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

FISCAL EMPLOYEE EMPLOYER RATE
YEAR TRSL SUB-PLAN NORMAL | normal Admin AEC Rate* Shared Total Employer
cosT Cost | Expense Rate UAL Contribution
K-12 Regular Plan 8.0%
Plan A 91 3.64% 0.35% 2.00% 13.12% 19.11%
2026-27 %
PlanB 5.0%
Postsecondary Ed Regular Plan 8.0% 3.39% 0.35% 2.00% 13.12% 18.86%
K-12 Regular Plan 8.0%
Plan A 9.1% 3.67% 0.36% 1.75% 15.17% 20.95%
2025-26
Plan B 5.0%
Postsecondary Ed Regular Plan 8.0% 3.05% 0.36% 1.75% 15.17% 20.33%

K-12 Regular Plan includes university laboratory schools; * Effective FY 2024-25, AFC Rate used to
directly pay for PBIs (permanent benefit increases) for TRSL retirees & benefit recipients

Note: FY 2026-27 employer rates subject to change if voters approve a constitutional amendment
requiring a large one-time payment from three education trust funds to the UAL during the May 16,
2026 statewide election
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Earnable compensation

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

Defined in La. RS 11:701(10)

All earnable compensation is reported as “Actual Earnings”

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

- Contribution reports and payments are due by the 15th of each month

* Report contributions in the fiscal year earned (July 1 through June 30)
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Examples of Payments That Are Not Earnable Compensation

- Payment in lieu of unused sick or annual leave
- Lump sum payments for discontinuation of contractual services
- Form 1099 payments for non-retirees without a Primary Employer

- Form 1099 secondary employer payments are not reportable if all
of the following occur

» Employee is not a TRSL retiree
* Individual contract is for $1,000 or less

« Cumulative amount of Form 1099 payments issued by a single
secondary employer to an employee in a fiscal yearis $15,000 or
less
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Full-time 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(DLc\)NrgFl;)reduce because the employee is docked or on leave without pay

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
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Types of contributions

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

Tax sheltered (Type 30) Tax unsheltered (Type 10)
« Active members only « Employees on workers'
(including members compensation (contributions via
working after DROP) third-party payments)

* Includes paid sabbatical or ¢« USERRA payments
SNEieEe Sek| eevs oy | All TRSL retiree contributions

for lab schools)

: « Employer contributions

 Employees on workers
compensation and using

their sick leave
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Monthly Salary and Contributions Reports

Employers are required to send conftribution reports (salary/contributions files)
each month detailing employees’ earnable compensation and contributions
paid by TRSL-covered employees. File layout can be found in Index 18.0.

- Direct upload on EMIS via File Submission is the most common method.

- If you use File Submission, you will receive either a summary report
immediately telling you the file was accepted along with a list of any
individual records that were rejected or an error report if the entire file was
rejected.

- The error report will list the records that caused the file to be rejected along
with a reason for each record.
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Monthly Salary and Contributions Reports

If your file is rejected because it contains an ORP participant then
you must remove that record and resubmit your file.

You must include the ORP participant on your ORP file. If you
already submitted that month’s ORP file then you must add that
ORP participant’s data to the next month’s ORP file.
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|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.
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Contribution Exceptions Report

|dentifies reporting and enrollment errors

Should be reviewed, cleared, or
reconciled each month

Retrieve from the Employer Contribution
Charges screen under the Employers
menu in EMIS

- Available for Defined Benefit
retirement plan (System 4)

- Two ways to retrieve report
- Clicking on “Error” link
- “Generate Report” button

TRS Teachers’ Retirement
<

Welcome, Sharonl!
Employer: TRSL

Employer Contacts

System of Louisiand

Employer Contribution Accounts Receivable

__—k Employer Contribution Charges

Employer Payments

Employer Contribution Charges

sﬂﬁ_nw Rejections
Shel d Unsheltered

Earni ime
ceRs A,05277 8422 0.00 0,740 89 139,076 45
Posted 563,849 39 5213215 97566 675,643 05
AUG Error Transmittal 1,043,338.95 81,788.37 167873 1,043,338 95
rt Rejections 20,984.10 0.00 167873 20,984.10
. = e CCRs -T1.301.18 -2.262.83 167873 4801 212 65374
Social Securily Number ~ Posted 1,015 053 67 79,525 54 167873 1,022,802 86
SEP Emor Transmittal 103795438 81,357 62 167873 103795438
Rejections 000 0.00 0.00 0.00
0.00 0.00 0.00 295113 21745144
Posted 1,037,95438 81,357 62 273 0,905 51
0CT Ermor Transmittal 1,033,492 29 01553 1,663.84 3,492 20
Rejections 000 000 000 0.00
ceRs 0.00 0.00 0.00 5,210.25 663
Posted 1,033.49229 1,663.84 38,702 54
rrrrrrr Transmittal 1,217,655.91 95,387.01 202545 17,655.91
Rejections 0.00 0.00 0.00 0.00
ccrs 000 0.00 .00 521025 25509891
Posted 1.217,655.91 95,387.01 202545 1,222,866.16
DEC Emor Transmittal 1,543,411 54 120,937.94 2534907 1,543, 41154
Rejections 000 .00 0.00 0.00
CCRs 000 0.00 000 521025 32334472
Posted 1.543.411.54 120,937 .94 253497 1.548.621.79
TOTAL Repodt || Transmittal 6.540.755.23 512.702.84 1055738 6.540,755.23
Rejections 2098410 .00 167673 20,984.10
CCRs 8.35395 -234T.05 167873 39.0T0.T8 1.364.141.89
Posted 6,511,417.18 510,355.79 0,557.3 6,550,541.91
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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

Employer:

SC BD

Fiscal Year: Show Rejections ‘
Earnings Sheltered Unsheltered Full-Time Employer
JUL Report Transmittal 1,237,676.57 97,043.49 19.20 1,240,912.51
Rejections 7,756.68 620.53 0.00 7,756.68
CCRs -5,151.96 -412.16 0.00 -2,697.32 303,742.45
Posted 1,224,767.93 96,010.80 19.20 1,230,458.51
AUG Error Transmittal 1,648,844.21 130,503.92 132.20 1,649,635.35
Rejections 8,011.25 607.30 33.60 8,011.25
CCRs -4,902.04 -392.16 0.00 -4,902.04 405,710.87
Posted 1,635,930.92 129,504.46 98.60 1,636,722.06
SEP Error Transmittal 7,348,769.65 581,962.39 4.669.27 7,354,294.04
Rejections 0.00 0.00 0.00 0.00
CCRs -134.48 -25.22 14.46 14,464.76 1,822 461.52
Posted 7,348,635.17 581,937.17 4683.73 7,368,758.80
oc @ Transmittal 10,228,711.78 811,716.36 4157.77 10,236,007.93
Rejections 0.00 0.00 0.00 0.00
CCRs -11,015.23 -881.22 0.00 2,249.33 2,533,988.74
Posted 10,217,696.55 810,835.14 4157.77 10,238,257.26




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”

Home |Members - |Employers - |Reports - |updates - |SubmitFiles - |Logout Recommend Report
Type: Complete Report

[ Query Record D
- Employer Contribution Charges ____Report Type
5 Complete Report

Fiscal Year TRSL - REGULAR Employer: -
2026 Fiscal Year: 2026 Show Rejections Active Status
[Select | Clear | Unshettered Foll-Time Retiree Status
- JUL Error Transmittal §64,902.16 52,216.37 975.66 664,002.16 Unknown Name
INEW! Custom Report] jecti . X ! i
pori] Rejections 0.00 0.00 0.00 0.00 E“rﬂ”m NDt Rep{}rtm
Help) CCRs 1,052.77 8422 0.00 10,740.89
Posted §63,849.39 5213215 975.66 675,643.05 Reporied Not Enrolled
onpeioromt o — ——
-
e O o e B B T T
Social Security Number v | ejections ,J04. - 075 984 =
CCRs 730118 226283 167873 448.01 Sort Selection
[ Generate Report Posted 1,015,053 67 79,525.54 167873  1,022,802.86 : :
SEP Error Transmittal 1,037,954.38 81,357.62 167873 1,037,954.38 -
Rejections 0.00 0.00 0.00 0.00 Al [.'rl'l abeticall Y
CCRs 0.00 0.00 0.00 12,951.13 -
Posted 1079sezs| 8135762 167873 105090551 | Exception Message
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Coniribution Exception Report

LGYO U T . Date: 01/23/2026 Teachers' Retirement System of Louisiana - Regular Plan Page 7 of 7
ime: 9:35; Contribution Exception Report By: Kellyr
N N Sorted By: Social Security Number For Fiscal Year 2025-2026 Exceptions Found: 53
° SOI’T & fllTeI’ IﬂfO Filtered By: No Filter
Employer:
[ ] r r ] Reporting Contrib Actual Full-Time Exception
N U ber Of Start Date  Term Date Status Status Date Period Type Earni Contribs Earnings Message
exception records \
09/25/2023 07/31/2024 INACTIVE 07/31/2024 10/2025 Sheltered 1,708.33 216.67 1,708.33 Reported not enrolled.
Contribution unreasonable.
11/2025  Sheltered 1,708.33 136.67 1,708.33 Reported not enrolled.
12/2025 Sheltered 1,708.33 136.67 1,708.33 Reported not enrolled.
Leading zeros in SSNs D
10/13/2025 ACTIVE 10/13/2025 10/2025 Sheltered 2,436.95 120.46 2,436.95 Contribution unreasonable.
PP .
09/02/2025 ACTIVE 09/02/2025 09/2025 Sheltered 1,856.05 104.06 1,856.05 Contribution unreasonable.
M
10/28/2025 ACTIVE 10/28/2025 11/2025 Sheltered 2,250.15 114.01 2,250.15 Contribution unreasonable.
Unknown Name
08/2025 Sheltered 4,150.00 332.00 4,150.00 Reported not enrolled.
09/2025 Sheltered 4,150.00 332.00 4,150.00 Reported not enrolled.
10/2025 Sheltered 6,150.00 492.00 6,150.00 Reported not enrolled.
11/2025 Sheltered 4,150.00 332.00 4,150.00 Reported not enrolled.
12/2025 Sheltered 4,150.00 332.00 4,150.00 Reported not enrolled.

Tip: Exception records will delete from report upon each online correction/update
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Retrieving salary rejections S TRSLEEE

System of Louisiafia

Review Employer Contribution Charges

screen in EMIS after posting your monthly e T £ T Pkt (G R AR
. . ___* Employer Contribution Charges
salary/contributions report for the R T
applicable retirement plan (System 4). searches | Skl
Employer Contribution Charges
TRSL - REGULAR Employer:
Fiscal Year: 2026 Show Rejections

CCRs -18.135.01 $49.47 000 1,721.52
» Screen will update and display WRATE|  MAERE) VATT] 1t
rejected records at bottom of screen il Statrd Unhard - .
in Colendar mon‘l’h Order. 0712025 4,85269 38822 0.00 4,916.01/PENDING RET/DROP/OPTS/IDROP MER

Salary Rejections

M 1] H * " Month Earning Sheltered  Unsheltered Full-Time Employer
Click on “Show Rejections” button near L ey
TOp Of screen. || Rejections 0.00 0.00 0.00 0.0

277.903.39

TOTAL: 4,852 388.22 0.00 4,916.01
0812025 557675 44614 0.00 6,232.82|PENDING RET/DROP/OPTS/DROP MER
TOTAL: 5,576.75 446.14 0.00 6,232.82
0912025 457086 36567 0.00 6,332 66{PENDING RET/DROP/OPTS/DROP MER
Em P I-DH er: . - N SC BD 0972025 -901.92 7215 0.00 -864.34|NEG MONEY AMOUNT DISALLOWED
TOTAL: 3,668.94 293.52 0.00 §,468.32
| Show R'E]'E'Ct ons I 102025 8,007.91 64064 0.00 8,007.91/ TRANSACTION ALREADY RECEIVED
TOTAL: 8,007.91 640.64 0.00 8,007.91

S/



Salary rejections

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

Salary Rejections
Actual Sheltered Unsheltered FullTime

Month/Year SSN

Error Message

Eamings Contributions Contributions Eamings

0712025 ¢ ! 4,916.01|PENDING RET/DROP/OPTS/DROP MBR
TOTAL: 4,852. 388.22 0. 4,916.01

08/2025 5,676.75 44614 0.00 6,232.82|PENDING RET/DROP/OPTS/DROP MBR
TOTAL: 5,576.7 446.1 0. 6,232.82

0972025 4570.86 365.67 0.00 6,332.66|PENDING RET/DROP/OPTS/DROP MBR

0972025 -901.92 -12.15 0.00 -864.34/NEG MONEY AMOUNT DISALLOWED
TOTAL: 3,668. 293. 0. 5,468.32

1072025 8,007.91 640.64 0.00 8,007 91| TRANSACTION ALREADY RECEIVED
TOTAL: 8,007. 640. 0. 8,007.91
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Salary rejections with S0 earnings/contributions

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

Salary Rejections
Actual Sheltered Unsheltered FullTime

Wonth/Yew Eamnings Contributions Contributions Eamings ey Mvssage
0712025 000 0.00 0.00 0.00PENDING RET/DROPIOPTSIDROP MBR
07i2025 0.00 0. 0.00 D.UUI’ENDIHG RET/DROPFOPTS/DROP MER
0Ti2025 0.00 0.00 0.00 0.00[SHELT CONTR INVALID AFT RETIRE
072025 0.00 0. 0.00 0.00[SHELT CONTR INVALID AFT RETIRE
072025 0.00 0.00 0.00 0 ﬂUl’ENDING RET/DROP/OPTS/DROP MER
TOTAL: 0.00 0. 0.00 0.00

08r202% 0.00 0.00 0.00 ﬂ.UUI:'ERSDN IN ESTIMATED STATUS
082025 0.00 0.00 0.00 0.00PERSON IN ESTIMATED STATUS
0872026 0.00 0.00 0.00 0.00PERSON IN ESTIMATED STATUS
0852025 0.00 0.00 0.00 D.UDI’ERS(N IN ESTIMATED STATUS
0872025 000 0.00 0.00 0.00[PERSON IN ESTIMATED STATUS
082025 0.00 0.00 0.00 0.00PERSON IN ESTIMATED STATUS
02025 000 0.00 0.00 0.00PERSON IN ESTIMATED STATUS
082025 0.00 0.00 0.00 0.00PERSON IN ESTIMATED STATUS
0872025 0100 0.00 0.00 ﬂ.UUl’ERSIDN IN ESTIMATED STATUS
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Clearing exceptions & rejections

Online updates in EMIS

- Contribution Correction
(current fiscal year only)

* Enrollments
- Terminations

Must have specific access rights designated on

Authorized Contacts (Form 1)

Updates Submit Files ~ Loy
Agency Certification (Form 118)

Annual Leave Update

Contribution Correction

Enroliments

Full-Time Only Corrections

Furlough Certification and Update

Home Address Update

Journal Entry Review

ORP Salary Entry (up to 100 employees only)

Prior Year Salary Corrections

Questionable Year Certification

Retiree Voluntary/Insurance Deduction

Salary Contribution Entry (up to 100 employees only)
Sick Leave Days Paid Update

Sick Leave Add and/or Update

Terminations
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Contribution Corrections (CCR)

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:' Current Fiscal Year |
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
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Monthly Correction Journal Screen

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

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

Employers

Employer Contribution Accounts Receivable

Employer Contribution Charges

Monthly Correction Journal

Employer:

Fiscal Year: !
Adjusted Adjusted

Type  Oper Eamings Confributions Fulltime Eamings |Contributions Fulltime
30 R 14.071.72 1,125.74 14.071.72 551741 441.40 5,517.41
Posted on 11/16/2023 by EMPR -

30 R 932398 74592 932393 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 .496.99 339.76 4.496.99

Posted on 11/16/2023 by EMPR
Unsheltered Regular Totals 0.00 .00 0.00 0.00 0.00 0.00
Sheltered Regular Totals 34.319.68 2,745.58 34,319.68 15,685.50 1,254.85 15,685.50

Employer Payments
Employer Contacts
Journal Entry

ORP Contribution Charges

Monthly Correction Journal
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Terminations

Enter a termination date for employee who: |« Update within 30 days of the member's last day of
work (or last day of official leave)

- Resigns « Termination dates do not have to be the same for
o TRSL and insurance coverage
- Changes to a non-covered posifion at «  Use MM/DD/YYYY format

your agency

Reminder: Do not enroll and term with the same date

- Is approved for TRSL disability retirement

- Is a RTW retiree who has not worked for Updates m
more than 3-4 months with your agency Agency Certification (Form 11B)
" " Annual Leave Update
Terminations
Contribution Correction
SSN: Employer: 7
Name:

Enrollments

Procedures for using Terminations:

1. Click Edit in the first column to open the line for editing. Sick Leave Days Paid Update

r 28 Enlterlﬁ'le termination date and select the months of contrla.?t. and'click ‘Update'.

3. Click "Cancel to undo changes entered or to return to the initial display. Sick Leave Add and/or Update

System Employment Date Termination
Edit 4 12/17/2001 érminationb 6 3



Cz TRSL EMPLOYER MANUA

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
Rel rm: finiti * How to certify service credit/certify questionable years
What is service credit - a
i Y | Related terms and definitions
Il redi rm

Impact of service credit
Identifying records that
require service credi « Actual earnings: All earnings paid to a member meeting the
m v definition of earnable compensation in accordance with LSA R

What is a questionable year 1 (See "Earnable compensation” section of In

{QY)? f ;

Index 6.0; Service Credit
ertifications/Corrections

Provides instructions for identifying and correcting
records requiring service credit certification

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

ple, if the

rvice credit certification number of credit hours considered full-time per semester is

corrections 12 and someone teaches 6 credit hours, their percent effort is
Y certification procedures 50% (6 credit hours divided by 12 credit hours)

Eull-time only correction: ° Percent effort for all other positions: The percentage of
a full day an employee is scheduled to work. For example, if
Actuarial cost for full-tim someone is scheduled to work 5 hours per day and 7 hours is
nly corracti considered a full day, then their percent effort is 71% (5 hours
divided by 7 hours = 0.71)

How to read account histol

Common errors to avoid

* 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




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
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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 1: Employee works 5 hours per day; normal full-time is 8 hours per
day;
» Percent effort: 5/8 hours = 63% effort

« Example 2: Adjunct employee scheduled for Fall semester to teach 6 credit
hours; normal full-fime is 15 credit hours for Fall & Spring

» Percent effort: 6/15 credit hours = 40% effort for Fall semester
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Retrieving Questionable Years Report

Active/Active DROP Member Service

Apgencies Without Charpes

Annual Leave

Questionable Years Report

The Questionable Years Report generates a list of members who have
questionable years requiring certification. There are five options for

Report Selection
Checklist Status

@ retirement actions pending
Contribution Exception

@ all outstanding questionable years creating reports and four different ways to sort the report.
® fiscal years less than/equal to 3 years old
Emplo Payments
proverTey @ fiscal years greater than 3 years old * Option 1: Retirement Actions Pending - This report will list
Employer Delinguent Contributions @ by fiscal year 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.

Employer Statements

Enrolled Not Reported « Option 2: All Outstanding Questionable Years - This report will list all
. N . outstanding questionable years for your agency. A Retirement Actions
DRO Sort Selecti
Ending F Participation L Pending section will be listed at the front of the report.
loyees Certificati * Option 3: Fiscal Years Less Than/Equal to 3 Years Old - This report will
Furloughed Emp ¢ cation m list all outstanding questionable years less than or equal to three
Insurance/Voluntary Deduction fiscal year years old from the current fiscal year. A Retirement Actions Pending
L member status section will be listed at the front of the report only for fiscal years
Members Eligible to Retire Members less than or equal to 3 years old.
75“ reason code * Option 4: Fiscal Years Greater than 3 Years Old - This report will list
ORP Statements ’ all outstanding questionable years greater than three years old. A
= Account History Retirement Actions Pending section will be listed at the front of the
Questionable Years Member Notations report only for fiscal years greater than 3 years old.
Questionable Year Statistics for All Fiscal Y Vonthly Salary/Contributi * Option 5: By Fiscal Year - This report will list all outstanding
. questionable years for a range of fiscal years or a single fiscal year of
Reporting Not Enrolled Al Selary History your choosing.
Sick Leave

Sick Leave Errors
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Questionable Years Report

New records added after the
close of each fiscal year (approx.
August 1)

- Certify/correct each record
within three years to avoid
actuarial charges to your
agency

This report contains all outstanding questionable years sorted by SSN.

Current Count 1,131 as of 01/23/2026 Employer:
Original Count 39,649 97% Complete
Description of Reason

1 Annual salary is more than 5% decrease from previous year
2 1st year of employment for an employer / 1st year of employment after DROP  Note: Employers will be liable for service credit corrections after three
years. Corrections resulting in an increase in the service credit will be an
actuarial cost in accordance with Louisiana Revised Statute 11.888 C.

3 Changed employer / Terminated during the fiscal year
Please update/verify enrollment and/or termination date(s)

4 Partial year of service credit not previously certified
5 (P/T) Possible part-time employment (may receive additional eligibility credit)

Name Sys SSN  Fiscal Status Date of Date of Actual Full-Time Service Reason for

Year Employment Termination Earnings Earnings Credit Questioning
Year

DIl 4 2025 ACTIVE 08/23/2024 21,280.12 24,071.60  0.82 2,4

GL 4 2025 ACTIVE 08/30/2014 43,613.56 58,511.72  0.75 4

JA 4 2025  ACTIVE 08/16/2011 67,024.88  67,024.88  1.00 1

CH 4 2025  ACTIVE 08/07/2023  08/01/2024 1,611.00 1,611.00  0.01 34

JA 4 2025 ACTIVE 09/14/2022 17,941.13 19,341.66  0.93 4

BF 4 2025  ACTIVE 08/02/2019 21,686.75 22,847.75 0,95 4
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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

Annual Leave Update
Contribution Correction

Enroliments

E.IH-TI'I‘E Only Ccl'rec!ions)

Home Address Update
Journal Entry Review

ORP Salary Entry (up to 25 employees on|

@iﬂr Year Salary Currecﬁo@

Questionable Year Certification )

Sick Leave Days Paid Update

Sick Leave Add and/or Update

Must have access rights designated on Authorized Contacts (Form 1)
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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: | cophatical 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
Contribution| Employer |Actual Eamings| Contribution Full Time  [Service Comment
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 member account must be completed by another
authorized signer at the agency.

Full-Time Earnings:
Reason: I

Comment: |

Submit
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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

2. 1% year of employment for an
employer / 1st year of employment
after DROP

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

4. Partial year of service credit not
previously certified

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 I 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 FTE.




EXAMPLE: Full-Time Only Correction

Full-Time Only Corrections

SSM: Employer:
Mame: ¢ x Fiscal Year: 2021
System: 4
Contribution | Employer /| Actual Earnings |, Contribution Full Time Service Comment

Type Indicator Amount Eamings Credit

Sheltered Primary 38,898.03 3,111.82 39,125.38 0.77 |QUESTIONABLE YEAR

Instructions for using Full-Time Only Corredkions:

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®employee (i.e., PIP summer school, overtime, stipends, cash
house allowances, coaching supplements, sales tax, bcmllses and any other monies paid to a member over and above his or
her base pay defined as earnable compensation by LSA-RES. 11:701(10)). Full-time earnings for part-time employees is
the same as full-time employees. Full-time earnings st be equal to or greater than actual earnings.

3. If the fiscal year you are correcting has service cr:It 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 upc‘te that fiscal year to 1.00.

4. If the fiscal year has service credit of 1.00 and you pnter the same full-time earnings that is already on the

database, you will receive an error "Mew 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 salar:yemployee onal unless a
reason is not chosen in which case the comment is reguiged. 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 perJ:nal TRSL m. employee + any add’l pay another
authorized signer at the agency. v (Stipends, ta:‘ slupplement,
etc.
Full-Time Earnings: |50155.33
Use Reason drop-down field T 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 _
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COMMON ERRORS: Full-time earnings

* Not including extra earnings (overtime, lump sum payments, etc.)
in full-time earnings

» Entering full-time earnings amount for a period of fime less than a
full fiscal year (Example: Only entering the full-time earnings
amount for January — June if member was hired in January)

« Changing the full-time earnings by $0.01 if the actual and full-time
earnings are both correct but the service credit is incorrect

« 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 retirement analyst liaison for assistance)
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COMMON ERRORS: Part-time employment certification

- Selecting “Part-time Employee” for
someone WhO WOrked fU”_ﬂme bUT Instructions for using Full-Time Comment:

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

Oﬂ|y WOI’ked a pOI’TIOﬂ Of The yeCII' 2. Select a reason for the full-time change.

3. A comment can be added for additional information needed

. Selec.l-lng 1 POr-I-_.I-Ime Em ployee” bU-I- to clarify the change. The comment is optional unless a reason

is not chosen in which case the comment is required.

not including the percent effort in Reason: [

Full-Time not previously reported

Th e comme nT fl e | d Comment: | 14} vegar 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 Eamnings

- i der/Over-stated
|_ Part-time Employee

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

- Journal Entry invoice for total Full-Time
Only Corrections charges calculated
after end of each fiscal year.

- Full-Time Only Corrections actuarial costs
for members with a retirement
application on file (other than entering
DROP) charged to employers’ account
shortly after finalizihg members’
retirement benefit.

The three-year timeline for

certifying/correcting questionable

years is calculated as follows:

Current Fiscal

, FY 2026
Year:

Fiscal Year 1; FY 2025

Fiscal Year 2; FY 2024

Fiscal Year 3: FY 2023
Sleerinen L 202z gl
. fiscal years

three years: :
prior

/9



Questionable Year Certification

Does not update service credit; certifies
reported data is correct as is

- Must select Reason from drop-down box

or enter Comment

- If applicable, you must select “Part-time
Employee” from the “Reason” drop-
down list and enter the percent effort in
the comment field for member to
receive correct service credit for

Questionable Year Certification

eligibility

Reason:

Comment:

Previously reported information certified
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 schoaol earnings

Part-time employee

Substitute earnings only

SSN: Employer: \ BD
Name: Fiscal Year: 2016
System: 4

Contribution | Employer |Actual Eamings| Contribution Full Time  |Service|
Type Indicator Amount Earnings Credﬂ

Sheltered Primary 55,468.24 4,437.44 55,468.24 1.00 QUESTIONABLE YEAR

Instructions for using Questlanable Year Certlflcatmn

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.

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 ancther
authorized signer at the agency.

Reason: ‘ v

Comment: ‘

Certify
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EXAMPLE: Questionable Year Certification

Record appears on the Questionable Years report

- Example: New hire as of 08/06/2020; need certification for
1st year of employment (FY 2021)

- Per employer’s research, employee has worked the entire
year and had no dockages or leave without pay (LWOP)
during FY 2021; Both Actual Earnings and Full-time earnings
previously reported are correct.

2.

3.

4.

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

 — —
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
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EXAMPLE: Questionable Year Certification

Questionable Year Certification

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

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

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

Instructions for using Questionable Year Cerfification:

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 | o Use Reason drop-down
Reason [ Y — ] field when possible

Comment: [
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Prior Year Salary Corrections

Updates service credit

- Must enter both correct actual earnings and
full-fime earnings amounts

- Must use reason drop-down box and/or
comment field for both Salary Correction

Comment and Salary Correction Full-Time
Comment

Prior Year Salary Corrections

Employer ID: BD
Name: R Fiscal Year: 2017

Contribution | Employer | Actual Eamnings | Contribution Full Time
Type Indicator Amount Eamings

‘Comment

Sheltered Primary 11,878.92 950.32 12,098.12 0.32 |QUESTIONABLE YEAR

Instructions for using Prier Year Salary Corrections:

1. Enter the actual earnings and full-time earnings and dlick "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.

4. If you do not want to change posted Sheltered values when adding Unsheltered, leave the Sheltered actual earnings box empty.

Actual Earnings Full-Time Earnings Delete Posting

Sheltered: 14678.92 42750 m}

[]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

Sty Correcton FullTioe
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. A comment can be added for additional information needed
reason is not chosen in which case the comment is required. to dlarify the change. The comment is optional unless a reason
Reason: ‘ vl is not chosen in which case the comment is required.

6;“@ ‘Nuv sales tax not reported ‘ Reason: | vl

Comment:) |Worked 9/21/2016-t1/2/2017; 9 Mon EE x‘

Submit |
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Actuarial Cost/Charges for Prior Year Salary Corrections

If prior year correction increases earnings/contributions :

For fiscal years three years old or less:

- employer will be charged member &
employer contributions plus interest rate at
the judicial rate.

For fiscal years more than three (3) years old:

- Employer will be charged the greater of the
actuarial cost of the increase or the member
and employer contributions plus interest at
the actuarial rate

« $200 fee required

« Separate Journal Entry invoice for actuarial
charge

The three-year timeline for
Prior Year Corrections:

Current Fiscal Year: FY 2026
Fiscal Year 1: FY 2025
Fiscal Year 2: FY 2024
Fiscal Year 3: FY 2023
Older than| FY 2022 & all

three years:

fiscal years prior
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Certifying traditional adjunct employment - SPECIAL CONDITIONS

Use TRSL's Adjunct Certification letter “TRSL
for adjunct employees employed by —_—
credit hour contracts SesvicE CReDT GERTIGATION - AosONET

UNIVERSITY
MS.

- Ensure eligibility each semester A =

The fiscal year listed below is being questioned for possible adjunct eamings. Please cerlify the following

before certifying e e— o e

Credit Hours Cmut Hours or member Amount member her
Year: or Classes. [Eamings for | work the would have eamed if | 21T SATANGS:
taum per msadered acn Semesier entire worked enire (Le. adorional
Fuil-Time semester? | semester compensation.
{citele: ane) overioads, grants, eic)
IylAug
Summer I Mo

Assigned Retirement Analyst Liaison s s - o

Summer $ Yes [ No

will provide instructions fo update

Please verify the membership eligibility before certifying anyone working less than 20 hours per week or less than
* * m%ﬁmansauns.dataduum HNHMIMMEDM&BEWHMI&M& nual located on the
online in EMIS o o s s s S
eligible, pla-usesl.l:mit Pnu-YearCmamunmramra wnallglﬂeenmmgs If membear was contracted to work
maore than 20 hours per week or at 50%, but worked less due to dass cancellation due to lack of enrollment or
olher reason: ple n balow of contact your agency’s assigned TRSL Retirement Liaison
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Cerlifying hourly adjuncits - SPECIAL CONDITIONS

Typically requires a Full-time Only Correction

1. Verify hourly employee’s enroliment eligibility
* Must work more than 20 hours per week OR
» Meets Ten (10) year rule for service credit for eligibility

2. Calculate Full-time Earnings amount
Hourly rate x total hours of confract for a year
Examples:

« 9 months: 1,440 hours x hourly rate

* 12 months: 2,080 hours x hourly rate
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Cerlifying hourly adjuncts (cont.) - SPECIAL CONDITIONS

Typically requires a Full-time Only Correction

1. Reason: If worked a set schedule then select “Part-time Employee”
as the reason. If worked as needed with no set schedule then skip
reason.

2. Enter comment: Hourly employee @ XX/hr, sched to work at least XX
hours per week.

« Document employees contracted to work more than 20 hours per
week or at 50%

Full-time Only Corrections program

Full-Time Earnings: Enter Full-time Amount
aaaaaa g v  Select "Part-time Employee"
Comment: Enter Comment
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qz;r RSL EMPLOYER MANUAL {8

INDEX 17.0: Leave Information September 2018

CONT TRS ok
- czb L EMPLOYER MANUAL

E&rﬁﬂta INDEX 11.0: Retirement/DROP Processing November 2021

update
‘ Whenever a TRSL-covered employee retires or enters DROP (Deferred

Buract Retirement Option Plan), TRSL will request the applicable employer(s) certify

Eile tral CONTENTS specific information in a timely manner so that we are able to accurately

(FTP) . . calculate the retirement benefits and promptly begin paying those benefits
Summer | Service/ILSB retirement to the retiree.

t Def d Reti nt L . . . . .

perc# Option Plan (DROP) This index provides employer information and instructions if a TRSL-covered
Eeportin e = i o g S

Retirement Process/Issues

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

retiremel Erequently asked questions Deferred Retirement Option Plan (DROP)
1990 :
Schoal When a member participates in DROP, his employment continues. During
schooloy RELATED FORMS the member's DROP participation period, neither employer or employee

Purchasl A S contributions are remitted to TRSL.

Appiication Tor Service
Certifica Retirement ILSB, or DROP Details on DROP eligibility, how the program works, as well as member
leave (Form 11} application & documentation requirements are discussed in our DROP

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

Annual |
Employment at End Z
s T Entering DROP (DROP In)

Frequently|

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

submit a completed Application for Service Retirement, ILSB, or DROP
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 .

Agency Certification (Form 11B)

employee who applies for retirement or DROP: p—r———n
 Certify all guestionable years Furough Certfication and Upcste
- Certify sick leave days used for all fiscal years of 2o oy

employment and sick leave days paid at retirement | eror e s caecons

Questionable Year Certification

« Complete Agency Certification after termination Retree Voluntary nsurance Decuction
dafte and affer all earnings & confributions are Sl Contebtien € (4 o 23 mployees o)

reported to TRSL S

Terminations

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

. . [ RSL I
ldentify member, date of retirement pati= By, )
(or DROP begin date), and R 4TRSL

information TRSL still needs from the i = -
employer. == o

t

B
- First Request (sent on or near SEEEE GTRSL |
the member’s retirement date) N R R e
- Second Request (sent ST oo RS R

al Years: 2020-2021

L4 " X .
approximately 45 days after the T
AGR-TREL (- 5IT 215007 hchers' Retirement System of Louisiana (TRSL) at
P— Rouge calling area) at 1-877-ASK-TRSL (1-877-

1st Request) D e
* Final Request (Sent approximately st

| dwwnun day \MAInemmnbe pdabdcmlmenﬂerioggng
TRSL's Employer leemb r:h formation Site.

30 days affer 2nd Request; S

not recel ‘within be

employer has 15 calendar days mwﬁmmmm?‘wm e

If you have any guestions, please contact Tea n-evsR nrememSyshem r wﬂana(TRS )al
(225) 925-6446 o tol-fres (outside the Baton Rouge caliing area) at 1-877-ASK-TRSL (1-877-

tocomplete) | &= ,

Sincerely,
Retirement Department
Teachars’ Retirement System of Louisiana




Legal Documents

When TRSL requests legal documents (divorce decrees, other
court orders, powers of attorney, etc.), we require a
document with a raised seadl.

- In the case of court orders, this is termed a “certified copy”
because it is certified by the clerk of court where the order is

kept.

- For powers of attorney, it may be either a notarized “original™ or
a “true copy” notarized by the notary in front of whom the
document was executed.

Note: Scans, faxes, and photocopies will not be sufficient.
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Agency Certification (Form 11B)

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

» Requested when a TRSL member retires 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

Ggency Certification (Form 1 1B}>

Annual Leave Update

Contribution Correction

Agency Certification (Form 11B)

Instructions: The employer must submit this information for a member of the Teachers' Retirem lSytm of Louisian
(TRSL) who (1) enters DROP, (2) retire:

th ieh the member wil jon fo

Ret Plan (DROP) may no

cel when the DROP parti ulti

Da e the last day of work or last day

h‘scaly ar through the date of t P

of regular e ould be for dates earned during the current fiscal year randmulgewthth
i Reports st hm-ttedbym employer payroll departmes xn. e monthly Contributions Reports are the official
ep vso(memn r earnings as provided by LSA-R.S. 11:888.

Member

Member name Social Security number
Employer

Current Year (uly 7 - 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 inciude 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

|Elc€(rmlc Signature

Dl nderstand that by submitting this agency certification online mu 1 am certifying the actual earnings and
ontribution: posmd on the member's account are correct for the year certified and | agree to conduct this
t -ansaction by electro and that | am signing this certification

‘Submit
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Agency Certification (Form 11B):

Retiring after DROP section

Required if member works more than
two years after DROP

Information required:
« Member’s last full fiscal year in DROP

» Actual earnings for member’s last full
fiscal year in DROP

* Full-time earnings amount for member’s
last full fiscal year in DROP

T ;1 I
Retiring After DROP | ]
Fiscal year - last fiscal year the member was in DROP and Fiscal year
paid no retirement contributions due to DROP d
participation.
Actual earnings - earnings (including PIP earnings) the Actual earni
DROP participant earned during the last 12 months of ﬁ
DROP by fiscal year.
Full-time earnings - earnings the DROP participant would Full-time earnil
have earned working the full year at 100% effort. ﬁ

Agency Certification (Form 118)

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 (3) dies. The most recent employer(s) may not certify this information until after
the last day for which the member will recelve pay. Certification for members electing to participate in the Deferred
Retirement Option Plan (DROP) may not be submitted until aﬂex U\e beginning date of the DROP participation. A second
certification is required when the DROP participant ulth » which is referred to as DROP Out.
Date of termination should be the last day of work or last day o! 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.

|member information |
Member name Social Security number

Employer
lcmt Year Information (July 1 - June 30) - Complete for ali retirements, DROP and deaths I
Date of termination - See Instructions Enter date in rnmldd/ﬁ format.

Full-time earnings the member would have earned Full-time earni:
working the full year at 100% effort plus any additional S |:"E|
pay 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 ﬂ
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 E %
out of an 8-hour day, 5 days a week, the percent effort
would be 50%.
Comment
]
| 1
DROP_ v |

Fiscal year - last fiscal year the member was in DROP and Fiscal year
paid no retirement contributions due to DROP
participation.
Actual earnings - earnings (including PIP earnings) the Actual earni
DROP participant earned during the last 12 months of i

DROP by fiscal year.

Full-time earnings - earnings the DROP participant would Full-time earni:
have earned working the full year at 100% effort. ﬂ




Termination date vs. retirement date

 Termination date cannot be the same as the retirement date.

TERMINATION DATE RETIREMENT DATE
Member’s last day of Day after termination date or
work or last day of the date TRSL receives
official leave completed retirement
application (whichever is later)
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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.

.z,"['RSL Application for Return-to-Work (RTW) Supplement

rev. 1222

s (FOrM 11RTW)

TRSL USE ONLY

8401 United Plaza Blvd, Ste 300
Baton Rouge LA 70809

web.master@irsl og (225) 525-6346

Print in blue or black ink or type all entries except signatures. Complete Sections 1-5 of this form. If you are continuing
employment after returning to work, you da not need to complete this form until you are ready to terminate employment. Your application
may be canceled prior to receiving vour first RTW Supplemental Benefit. Contact TRSL immediately if you intend to cancel your application.

hava carefully raad the instructions and
nowladgment latter by mail approximat
ntact TRSL.

the appropriate date of
o weaks after the date TRSL

Supplemental benefit is not effective
until 90 days after the retiree's |ast day
of work.

PO Box 94123 » Baton Rouge, LA 70804-9123 « 1-877-ASK-TRSL (1-877-275-8775) « www. TRSL.org = web master@trsl.org
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Employer sick leave cerlification

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

during DROP
| Updates I@.

- Certification of sick leave days paid at Annual Leave Update

retirement
Sick Leave Days Paid Update
Sick Leave Add andfor Update

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

92



Sick leave days used

Employers must certify sick leave

information for each fiscal year (July

1 — June 30)

- Months of contract (2, 10, 11, or 12)

must be entered for each fiscal
year

- Number of sick leave days used

- If applicable, number of summer
school days worked with summer
school percent effort (can be
different than regular school year
percent effort)

Annual Leave Update

Sick Leave Add and/or Update

Sick Leave Days Paid Update

Sick Leave Add and/or Update

SsN; WE R System: 4
Name: S Employer: —-—

Procedures for using Sick Leave Add and/or Update:

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

2. Enter the appropriate data and click 'Update’.

3. Click ‘Cancel’ to undo changes entered or to return to the initial display.
4. Click Delete’ to remove data permanently.

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

cal 5 C er

‘ear rac ays

i ed
Edit 1999 1z 14.00 0.00 0 Y Delete
Edit 2000 039 5.00 0.00 0 Y Delete
Edit 2001 039 4.50 0.00 o i Dele
Edit 2002 039 4.00 0.00 0 4 Dels
Edit 2003 09 6.50 0.00 1] ] e
Edit 2004 09 4.00 0.00 0 Y
Edit 2005 09 2.00 0.00 0 Y
Edit 2006 09 12.50 0.00 o Y
Edit 2007 09 6.00 0.00 0 Y
Edit 2008 039 22.00 0.00 0 Y
Edit 2009 09 11.00 0.00 0 X Delef
Edit 2010 039 5.50 0.00 0 X




Sick leave days used during DROP participation

Query Record

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

To enter sick leave days used during DROP:
» Uncheck ‘Use Employment History’ box S

« Enter Employment Dates: " —

» For Beginning Date field, enter member’'s DROP

Ending Date
(mm/dd/yyyy)

begin date
 For Ending Date field, enter member’'s DROP end o
date ey

O an

® Adds only
® vpdates only
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Submit sick leave by data file

Employers can submit a data file to update the sick leave
usage for their employees

- Allows for historical information to be saved in a separate
location

- Most software vendors have created a file path to use

Starting

Submit m
Files

DOA ORP Contribution

DOA Salary Contribution

DOA Sick Leave

LSU ORP Contribution
LSU-MEDICAL ORP Contribution
LSU Salary Contribution
LSU-MEDICAL Salary Contribution

LSU Sick Leave

position Field description Data type Length S MEDICAL Sick Loave
1 Employer ID Numeric 4 o
Salary Contribution
5 Social Security number Numeric 9 Sick Leave
14 Fiscal year Numeric 4 Submit Misceflaneous file
18 Contract months Numeric 2 Tip: Check Sick Leave
20 Sick leave days used Numeric 5* Summary Report for
25 Summer percent effort (050 for 50%) Numeric 3 Slc.k leave records
rejected from the
28 Summer days worked Numeric 5* uploaded sick leave

TOTAL 32 bytes (characters)

data file.
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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 11B), can be added or updated. Report the number of 'days’ paid, not hours.

3. If the employer policy allows payment of sick leave days upen 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
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EMIS sick/annual leave summary screen

Confirms leave data already updated by employer(s)

| Example | Sick Leave

SSN: Name:. Member Summary
Fiscal A Employer Months of Days Used| Eligibility Last Updated By Transaction Summer Summer .
Year )] Contract Date Days |Percent SOy
Worked | Effort Member Notations
2019 12 0.00 01/13/2026
2020 2 0.00 01/13/2026 Monthly Salary/Contributions
2021 12 0.00 01/13/2026 Annual Salary History
2022 12 0.00 01/13/2026 Benefit Payroll
2023 12 0.00 01/13/2026
Benefit Payee
2024 12 23.36 EMPLOYER-FILE 06/11/2025
2025 12 1.00 01/13/2026 COLA History
- days used and ss worked 1099-R Information
Total: 74.86 07/01/1990 and forward. 10.00
. . Retirement Benefit Payment History
Sick Leave Days Paid -
Days Paid Employer ID Last Updated By Transaction Date Sick Leave/Annual Leave I
25.00 10/26/2015 DROP/ILSB Summary/History 9 7



Qz;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 M

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
the 2020 RTW Group

2020 RTW Group Index 15.2

RESOURCES

Index 15+: Retirees Returning to Work

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

gible for 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 repay t 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

La.R.S. 11:710
2010 RTW Group

Retired before July 1, 2020

Standard transfer option: can elect fo move into the “*new” group. This is an irrevocable
election; retiree is permanently forfeiting their eligibility to “old” categories

La.R.S. 11:710.1
2020 RTW Group

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

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

La. R.S. 11:710.2

2022 RTW Group

Postsecondary education critical shortage (adjunct professor in a nursing program where
a critical shortage exists)
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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.

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

Standard 12-month waiting
period exists
= Can be reemployed,
cannot receive
benefit
= Can earn service
credit
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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 notice and acts as certification of employment dates and
type

« Enrollments are expected within 30 days of hire

« Forms are supplemental to the online enrollment

« 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
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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.
NQOTE: 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.
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2010 vs. 2020: What's Different?

2010 RTW Law 2020 RTW Law

= Position driven = Employment-type driven

» Grandfathered group with core subject and = Critical shortage is only no impact category

ial | .
B = Earnings limit: 25% of annual FAC

» Earnings limit: 25% of annual TRSL benefit : : :
= Option 2 suspension — accrued service

» “Flat” suspension credit

= Contract employment always “flat”
suspension
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Return-to-Work Study

Senate Study Request 1 of 2025 (Sen. Price)

» Purpose: To study approaches to TRSL retiree reemployment and potential changes to
current policy that balance retiree options and impact, employer staffing needs, and ease
of usage, as well as actuarial impact and financial cost. SSR1 also asks that these
findings be provided to the Senate before the 2026 Regular Session.

« Study Participants: Louisiana Association of School Superintendents (LASS); Louisiana
Department of Education; Louisiana School Boards Association (LSBA); Louisiana
Association of School Business Officials (LASBO); Louisiana State Association of School
Personnel Administrators (LSASPA); Louisiana Retired Teachers Association (LRTA); and
Louisiana Legislative Auditor
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SB 14 - Potential RTW changes

* Eliminate 2010 / 2020 RTW Law distinction

* Retain grandfathered group (retired on / before June 30, 2010)

* Retain 12-month waiting period

* Retain suspend benefit to regain active membership and earn supplemental benefit
* Increase earnings limit to 50% of FAC

* Add age 65 provision (no impact to benefit at age 65 and older)

 Simplify critical shortage process and include adult education

* Retain, but refine contract and corporate contract provision
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MEMBER ACCESS
IS CHANGING TO

0 TRSL's Member Access is now MyTRSL

* View beneficiaries
* Estimate your benefit
* Apply for retirement

TRSL Start your retirement journey
Active Members
) * View service credit & contributions O R G
Sign in to your account * Change name/address *

Retired Members

: Pt A redesigned member portal
i with members in mind!

* Update personal information,
Calculate future retirement estimates,
+ Change tax withholding,

* Upload certain documents,

Apply for retirement/DROP, and
MORE simple, self-service functions.

Smarter features, fresh design, secure access.




0 TRSL's Member Access is now MyTRSL

mﬂTRSL.ORG

MfﬂTRSL Start your retirement journey A few t h i n g s to n ote:

Active Members
* View service credit & contributions

Sign in to your account - ange name/address .
- Vi « Member Access login and password won’t work
* Estimate your benefit .
. Applyfory;eliremem Wlth myTRSL.
Retired Members
 View benafithiecy * For members’ security, they must register for the

Forgot Password * Print 1099-R forms

Remember me . -
* Change federal tax withholding new po rta I .

* Links to the new portal will be rolled out to
employers April 20-May 11.

* Please share the resource kit with your staff!

Smarter features, fresh design, secure access.
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Customized iraining available!

Available via online webinar or in-person/on-site based on your job
duties and Update Permissions in EMIS
. 3 IS
Kelly Resnick

Email: kelly.resnick@trsl.org
Phone: 225-925-6929

F
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Surveys

Please complete online survey
to help us improve future trainings!

« Survey link will be sent to all attendees
via email this week

« Survey link closes in two weeks
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THANK YOU!




