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PERA Introduction

Public Employees Retirement Association
514 St. Peter Street, Suite 200

St. Paul, Minnesota 55102
)KL G E W E ]

Introduction AnT o 110

LEGHSLAT!VE REFERENCE LIBRARY
~ __STATE CAPITOL
\ 8T, PAUL, MN. 55155 -

The Public Employees Retirement Association of Minnesota is pleased to provide
you with this employer manual. This manual is designed to explain the rules for
determining PERA membership, the procedures for reporting earnings and
contributions, and the qualifications for benefits. :

The information provided in this publication is meant to explain the provisions of ‘,
the law as simply and accurately as p0331b1e If there is any discrepancy between
the manual and the actual law, the provisions of the law will govern.

This manual is not intended to make the employers experts on PERA. beneﬁts,
specific reporting and benefit questions should be directed to PERA. staff.

If you have questions or need further clarification of topics covered please feel free
to call on the PERA staff at (612) 296-7460 or toll-free 1 800 652-9026

Laurie Fiori Hacking
Executive Director
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PERA Administration

The Minnesota Public Employees Retirement Association (PERA)
administers pension funds for approximately 130,000 county and local
public employees, their survivors, and dependents. Approximately 2,250
separate government employers at the county and local level in Minnesota
participate in the PERA-administered retirement system. The PERA funds
provide a variety of retirement annuities, and survivor and disability
benefits.

PERA is governed by a ten-member Board of Trustees. The State Auditor
is automatically a member. Six members are appointed by the Governor.
The six appointed members represent cities, counties, school boards, police
and fire members, retired annuitants, and the general public. The
remaining three members are elected by the PERA membership. All board
members serve four-year terms.

The PERA Board of Trustees administers PERA funds in accordance with
statutes passed by the Legislature. The Board bears fiduciary obligation to
PERA’s members, the governmental employers, the state, and the taxpayers.

The Board appoints an Executive Director to serve as chief administrative
officer. With approval of the Board, the Director develops the annual
administrative budget, determines staffing requirements, contracts for
actuarial and other services, and directs the day-to-day operations of the
Association. The Director also sits on the State Investment Advisory
Council, which advises the State Board of Investment on the management
and investment of pension funds and other assets.

PERA administers five distinct pension plans. Each plan has a unique set
of membership qualifications, contribution rates and benefit provisions, all
of which are detailed in this manual. In addition to the above retirement
plans, PERA offers group term life insurance to PERA members.
Participation in this insurance program is completely voluntary for both
employers and members.
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Officers

Robert McCubbin, President

Membership Representative
City of Duluth

211 City Hall

Duluth, MN 55802

(218) 723-3278

Mark B. Dayton

State Auditor

Suite 400, 525 Park Street
St. Paul, MN 55103
(612) 296-2551

Mary Ann Dixen

School Board Representative
1428 Martin Road

Albert Lea, MN 56007
(507) 377-0816

Walter Gray

Public Sector Representative
8733 30th Avenue North
New Hope, MN 55427
(612) 946-4243

Dawn Hulmer
Membership Representative
City of Duluth

Room 105, City Hall
Duluth, MN 55802

(218) 723-3271

Lois Riecken, Vice President
Retiree Representative

8794 100th Avenue

Clear Lake, MN 55319

(612) 743-2369

Marian Larson
Membership Representative
Hopkins School District
1001 Highway 7

Hopkins, MN 55434
(612) 933-9260

Lyle R. Olson

City Representative

2215 West Old Shakopee Road
Bloomington, MN 55431
(612) 887-9652

Richard H. Stafford
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Washington County Government Center
Stillwater, MN 55082
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City of St. Louis Park
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514 St. Peter Street
St. Paul, MN 55102
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Administrative Organization

Board of Trustees

Legislative and Executive Director Data Processing,
Legal Services e . Strategic Planning
| Laurie Fiori Hacking |
Judith Strobel 294-7489 Diane Rognrud
296-7497 297-3932
| [ [ |
Administrative Member and Benefits Finance
Services Employee Services Allen Eldridge Judy Hunt
Cheryl Keating Mary Most Vanek 297-3570 297-3573
297-3102 296-8358
|
Qualifications for | | Group meetings, Initial pension Accounts,
PERA financial planning estimates, final receivable,
participation, workshops, and pension 296-9170.
296-2493. publications, calculations, and )
, , 296-8358. individual Pension and
Missed deductions Employer pre-retirement benefit payments,
for unreported trouble-shooting, counseling, and refunds,
members, and employer 296-2505. 296-8322.
296-8398. seminars,
296-7493.

PERA'’s mission is to deliver retirement annuities and benefits to eligible members in
accordance with the law, and to maintain a financially sound retirement system.
PERA’s success in carrying out its mission depends upon its employees, for through
their development, training, and efforts, PERA achieves its goals which are:

e providing quality services that are appropriate, personalized,
informative, accessible and timely;

e obtaining and disseminating accurate and complete information;

e influencing legislation that is beneficial to our members, beneficiaries,
and governmental units while maintaining PERA’s financial soundness.
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T

Coordinated Plan

Basic Plan

Consists of public
employees who earn
over $425 in a month
(excludes police
officers and
firefighters).

Closed to new
membership.
Participants in this
plan are employees
hired prior to

January 1, 1968, who
did not vote for Social
Security coverage.

Police and
Fire Plan

Consists of police
officers and
firefighters.

Defined
Contribution
Plan

personnel.

Elected officials
(optional) and
ambulance service

PERA Life
Insurance

PERA Basic,
Coordinated and
Police and Fire Plan
members may enroll
in the insurance
program if authorized
by the employer.

Police & Fire
Consolidation

Members of a
municipal police or
firefighter relief
association who
have elected to have
PERA administer
their plan.
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Determining Plan Participation PERA
e e e e ]

Introduction Certain government agencies and their
. ) ] employees cannot participate in PERA.
This section explains: They are: municipal housing and
- government agencies who are redevelopment authorities organized under

covered and not covered by PERA, the provisions of section 469.001 to
469.047; port authorities organized under

- employees not covered by PERA, sections 469.048 to 469.068; or hospital
- optional membership at employee’s districts organized or reorganized prior to
discretion, July 1, 1975, under sections 447.31 to

_  optional membership at employer’s 447.37, or the successor of the district.

discretion, Independent Contractors

- employees covered by each plan Inde .
.7 pendent contractors and their
administered by PERA, and employees cannot participate in PERA. If a
- employees subject to Social Security  copy of the contract has not been submitted
and/or Medicare withholding. previously, send a copy to PERA for a
determination as to whether the individual is
First, we will discuss those employers who an independent contractor or a public

can and cannot participate in PERA. employee.
Employers NOTE: PERA reviews whether:

Individuals who are employed by a = the contractor has the right to control
governmental subdivision; such as a county, the means and manner of performance
city, town, school district within the State of ’
Minnesota, or a department or unit of state = the contractor is paid a sum for the job
government, or any public body whose rather than on an hourly basis,
revenues are derived from taxation, fees, « the employer does not provide any
assessments or from other sources, are fringe benefits to the contractor,
eligible for PERA. Public employees whose . ) )
salary from one governmental agency = the contractor l}lres and discharges his
exceeds $425 in any month must participate or her own assistants, and
in PERA, unless Minnesota law prohibits = the work performed is a specialty
coverage for a particular position. A listing required of a particular occupation.
of the employees not covered by PERA or
yvhose membership is optional is explained While these are some of the factors PERA
in this section, reviews in making a determination about

whether the independent contractor should
be considered a public employee, other
circumstances may also play a part.

Page 2 Reporting Manual For Payroll And Personnel Officers 7/1/93




PERA

Determining Plan Participation

Employees Not Covered

Some employees cannot become PERA
members because Minnesota law prohibits
it for particular jobs. The positions listed
below and on the next page are excluded

from membership, regardless of earnings
Jevel, unl d indicated

1. Elected public officers, or persons
appointed to fill a vacant elected position
who did not choose to participate in PERA
by filing an application for membership.

2. Election officers (judges).

3. Patient and inmate personnel who
perform services in charitable, penal, or
correctional institutions.

4. Employees hired for a pre-determined
period of time to be six consecutive months
or less. Should employment go beyond six
months and the employee earns more than
$425 in one month after the six-month
period, the employee must then be reported
for membership. Employees who are hired
for an unlimited period and who may be
serving a probationary period cannot be
excluded.

5. Employees who earn $425 or less in a
calendar month or whose annual
compensation is stipulated in advance, in
writing, to be not more than $5,100 per
calendar year or per school year for school
employees. (Earnings excluded by
stipulation for an employee hired afier the
start of a year must be pro-rated by the
number of months left in the year multiplied
by $425.) Refer to page 4 for more details
on the $5,100 stipulation.

6. Emergency employees who are
employed by reason of work caused by fire,
flood, storm, or similar disaster.

7. Employees in a position for which
earnings are covered by Teachers Retirement
Association (TRA), Minnesota State
Retirement System, Duluth Teachers
Retirement Fund Association, Minneapolis

Teachers Retirement Fund Association, St.
Paul Teachers Retirement Fund Association,
Minneapolis Employees Retirement Fund, or
any police or firefighters relief association
governed by section 69.77. This does not,
however, exclude a person who is also
employed in a second position from
becoming a member of PERA, unless
contributions are made from the second
position to TRA.

8. Persons who are excluded from
coverage under the federal old age,
survivors, disability, and health insurance
program for the performance of service as
specified in United States Code, title 42,
section 410 (a)(8)(A), as amended.

9. Part-time employees who are also
full-time students enrolled in and regularly
attending classes at an accredited school,
college, or university. Certification of
full-time student status and part-time
employment may be requested at any time.

10. Resident physicians, medical interns,
and pharmacist residents and pharmacist
interns serving in a degree or residency
program in public hospitals.

11. Students who are serving an
internship or residency program sponsored
by an accredited educational institution.

12. Persons who hold a part-time adult
supplementary technical institute license who
render part-time teaching service in a
technical institute.

13. Foreign citizens working with a work
permit of less than three years, or an H-1B
visa valid for less than three years of
employment.

14. Public hospital employees who elected
not to participate before 1972.

15. Volunteer ambulance personnel who
are advanced life support emergency medical
service staff who are not covered by the
PERA Defined Contribution Plan.

7/1/93
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PERA

16. Volunteer firefighters who receive
credit in a local relief association operating
under Minnesota Statutes Chapter 424A.
However, membership continues for those
volunteer firefighters who were reported for
participation in PERA before July 1, 1989,
and who chose to continue that coverage.

17. PERA retirees and, in most cases,
disabilitants who are receiving a monthly
benefit from PERA.

Optional Membership at
Employee Discretion

The following employees have the option
to participate in PERA.

1. Elected officials or persons appointed
to fill elected positions.

2. City managers or chief administrative
officers who are qualified under Minnesota
Statutes, Section 353.28.

Optional Membership at
Employer Discretion

An employer may choose to exclude from
PERA coverage:

= county historical society employees

= non-temporary employees under a
$5,100 annual stipulation.

County Historical Society
Employees

At the option of a county, county historical
society employees may participate in PERA.
The county board must pass a resolution to
authorize participation of historical society
employees. Once passed, all employees who
subsequently earn more than $425 in any
month must participate.

$5,100 Annual Stipulation

The annual stipulation allows an employer
to hire an employee in a non-temporary
position, without reporting the person to

PERA if the compensation for the position
will not exceed $5,100 in a calendar year or
school year for school employees. (A
contract year is July through June for school
employees and January through December
Jor all other employees.)

This allows the employee to earn over
$425 in any given month throughout the year
without having to be reported to PERA, as
long as the total annual salary does not
exceed $5,100 ($425 times 12 months).
Without the stipulation, a non-temporary
employee must be reported to PERA the first
of the month in which earnings exceed $425.

If you are excluding employees from
PERA participation using the annual $5,100
stipulation and wish to continue the
exclusions, you must renew the stipulations
at the beginning of each contract year.

If an employee is hired for part of the
year, the annual stipulation must be prorated
for the number of months the individual will
be employed.

For example, if a city hires somgone on
March 15, the city can sign a stipulation that
the person will not be reported to PERA
because the employee will not be paid more
than $4,250 for the rest of the calendar year
($425 multiplied by 10 months). If the
employer is a school district, the school can
sign a stipulation that the person will not be
reported to PERA because the employee will
not be paid more than $1,700 ($425 times
four months). If the person continues
employment the next year, the annual $5,100
could then apply.

If you choose to use the stipulation
exclusion, the signed stipulation kept in the
personnel file must:

(1) State that the employee is being
excluded from PERA because earnings are
not expected to exceed $5,100 (or a fraction
thereof) during the calendar or school year;

(2) Include the dates of the calendar or
school year the stipulation covers;

Page 4
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Determining Plan Participation

(3) Be signed and dated by the employer at
the start of each new contract year. A
contract year is July through June for school
employees and January through December
for all other employees.

PERA has a stipulation form available for
your use. To make sure that a written
stipulation meets the necessary requirements,
we suggest that you use our form, available
upon request.

Please Note! If at any time during the
year the employee earns more than the

invalid, Contributions to PERA would be
due from the first month in the year in which
the individual exceeded $425.

When you are considering an annual
stipulation for an employee, be sure to factor

(2) If annual earnings have not yet
exceeded $5,100, but could do so before the
end of the year, the employer has two
choices:

(a) Continue to exempt the person under
the salary stipulation. If the annual
limitation amount is later exceeded, the
person must be reported to PERA, and
omitted deductions would be due as
previously described.

(b) Void the stipulation as if it had never
been prepared. The employee would be
reported immediately if previous monthly
earnings had exceeded $425. Omitted
deductions would be due as described
previously. If the person has not yet earned
over $425 in a month, membership would
not occur until that eligibility requirement is
met.

in any anticipated pay increase or
retroactive payments. Another
important factor in making your
decision to use the stipulation
may be pending or potential
contract settlements affecting

17/

INSTRUCTIONS: A written stipulation is required on any part-tinAwloyee who {5 excluded
from membership in PERA because the person is not expected to earn more than $5,100 per

calendar year or school year for school employess. To be valid, the loyer must sign
and date this document AT THE BEGINNING of EACH cont¥act year, Retain gﬁ!s Torm_1n ﬂq\?

PUBLIC EMPLOYEES RETIREMENT ASSOCIATION
514 St. Peter Street, Suite 200, St. Peul, M 55102
Telephone (612) 296-7460

EMPLOYEE EARNINGS STIPULATION/EXEMPYION

employee's personne] f11e; do not send 1t to PERA. If a person 1s hired for part of.a

salary increases.
per month,
If an employee, who has been

excluded from PERA

year, the earnings stipulation/exemption cannot be used to cover the partial year if the
estimated salary, when divided by the number of remaining months tn the year, exceeds $425

IHPORTANT: If the earnings of the employee covered undar this stipulation exceed $5,100 in

a calendar or school year, this stipulation is no longer valid for that year and PERA
contributions are required beginning with the month in which the employee first exceeded $425.
PERA Bay request & copy of this document at any tims.

membership under a written

STIPULATIOH

$5,100 stipulation, receives a
retroactive contract settlement

The part-time employee 1isted below 1s being excluded from PERA membership for the perlod(s)
indicated because his/her earnings with this governmental subdivision are not expected to

that will or could increase the

Name of Employing Governmental Unit

Unit Ko. - Unique Code

annual salary to more than
$5,100, the following applies:

Full Name of Employee

Soc. Sec. Wo.

(1) If the annual salary has

[Dates.of Calendar/Schoal Year(s) LAuthorized Sfgnature and Title  10ate(s) Sigped

already exceeded $5,100, the

employee must be reported to
PERA immediately. Omitted

deductions will be due from the

first pay period in the month in

which the employee earned over
$425. Omitted deductions would

also be due on the prorated

portion of the settlement amount

beginning with the month in
which membership commences.

— PR-O0002-01_(771788)
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Determining Plan Participation
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Employees Covered

Below we briefly describe each plan
administered by PERA. For detailed
information about each plan, refer to the
Section in this manual that applies. There
are times when the number of positions an
employee holds will dictate PERA
membership or treatment of earnings in one
or all positions. Accordingly, there is a
special section devoted to employees with
more than one public-sector job.

Coordinated Plan

PERA Coordinated Plan membership is
required for all non-temporary Minnesota
city, county, township, school district, and
other public agency employees, regardless of
age, who have earned over $425 in any
given month. Full-time police officers and
firefighters are also excluded from the
Coordinated Plan. These employees
participate in the Police and Fire Plan.
Elected officials who have earned over $425
in a month have the option to join this plan.
A non-temporary employee is a person hired
to work in a position for more than a six
consecutive month period.

The Coordinated Plan members pay into
both PERA and Social Security.

Basic Plan

The Basic Plan has been closed to new
membership since January 1, 1968, and
about 3,200 workers are still active in the
plan. Participants in the Basic Plan are
employees hired prior to January 1, 1968,
who did not elect to coordinate their pension
coverage with Social Security. Accordingly,
Basic Plan members do not contribute to
Social Security on the public employment
earnings. However, Basic members had an
opportunity to elect to pay for only Medicare
coverage in October 1989. Those who
elected to do so, or those persons who
changed jobs to another governmental
agency after April 1, 1986, contribute to
Medicare.

Police and Fire Plan

All full-time police officers, professional
firefighters and certain part-time police
officers and firefighters whose salary
exceeded $425 in any month participate in
the PERA Police and Fire Plan. Police and
Fire Plan members do not contribute to
Social Security on their public employment
earnings. However, police officers and
firefighters hired after March 31, 1986, must
pay the Medicare deductions.

Police and Fire Consolidation Plan

The Police and Fire Consolidation Plan is
for members of a municipal police or
firefighter relief association who have
elected to have PERA take over the
administration of their plan.

Defined Contribution Plan

The Defined Contribution Plan (DCP) is
exclusively for elected officials and basic and
advanced life support emergency medical
service personnel. Elected officials who
chose coverage in the DCP and earn less
than $425 a month are not covered by Social
Security, but would be subject to Medicare if
newly elected after March 31, 1986. Elected
officials whose monthly salary exceeds $425
must participate in Social Security and
Medicare. Volunteer ambulance service
personnel whose DCP contributions are
more than 7.5 percent are also exempt from
Social Security contributions, but would be
subject to Medicare if hired after March 31,
1986.

PERA Life Insurance

PERA members may enroll in a group life
insurance program and receive decreasing
term life, dependent term life, and accidental
death and dismemberment insurance. The
program is available to active PERA
members (except those in the Defined
Contribution Plan) whose employers agree to
withhold the monthly premiums as a salary
deduction. Employer participation in the
program is voluntary.
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Reporting Manual For Payroll And Personnel Officers

7/1/93




PERA

Determining Plan Participation

Social Security and Medicare
Coverage

Over the years, coverage by Social
Security and Medicare for public employees
has changed. Prior to July 1, 1991,
employees who were not covered by a public
pension plan (such as temporary employees
or employees who have never earned $425 a
month) could not contribute to Social
Security on their public service earnings.
Effective July 1, 1991 (because of the 1990
Budget Reconciliation Act), these
employees, with some exceptions, must
contribute to Social Security.

Employees currently exempt from Social
Security tax are: individuals hired under
programs such as CETA, MEED, or JPTA,

emergency employees; students employed by
the same educational institutions where they
are enrolled and regularly attending classes;
election judges who earn less than $100 per
year; foreign students or visitors with an F-1
or J-1 visa; elected officials who do not
qualify for the PERA Coordinated Plan who
are enrolled in the PERA Defined
Contribution Plan (DCP); PERA Basic Plan
and Police and Fire Plan members and
PERA annuitants.

To identify which employees participate in
the Social Security and/or Medicare
programs, review the following charts.

In addition, certain restrictions apply to
DCP members who are volunteer ambulance
service personnel. These employees are

Employees who pay
Social Security and
Medicare
Contributions

Medicare Covered
Employees

Employees Not
Covered by Social
Security or Medicare

7.65% 1993 Contribution Rate

s Coordinated Plan =
members

s Elected officials not 1989
enrolled in DCP "

»  Elected officials enrolled
in DCP whose monthly

1.45% 1993 Contribution Rate

Basic Plan members
who elected coverage in

Police and Fire Plan
members newly hired
after March 31, 1986

=  Basic Plan members who
did not elect Medicare
coverage in 1989

a  Police and Fire Plan
members hired before
April 1, 1986

s«  DCP Plan members hired

salary exceeds $425 . PE}lllAedamEJitants before April 1?}; 1986 who
re-hired after earn less than $425 a
" ;’e‘;ls‘g}fg:f ambulance, March 31, 1986 month. (DCP
contributions are less «  Elected officials of the corlltrltbutlonsbfolr
than 7.5% of salary DCP elected after votunteer amouiance

=  Employees not

covered by a qualified
public pension plan
such as, those who are .
temporary, or employees
who have never earned
$425 a month or who
were placed on a written
$5,100 annual stipulation.

month

March 31, 1986, who
earn less than $425 a

Volunteer ambulance
service personnel
whose DCP
contributions are at
least 7.5% of salary
and who were hired
after March 31, 1986

personnel must be at
least 7.5% of salary.)

=  Employees excluded
from the 1990 Budget
Reconciliation Act (such
as PERA annuitants
re-hired before April 1,
1986; CETA, MEED, or
JPTA employees;
emergency workers;
election judges paid less
than $100 annually; etc.)
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PERA

covered by Social Security if the employee
and employer contributions to their DCP
plan are less than 7.5 percent of their
compensation.

Employees who are exempt from Social
Security are still required to pay Medicare if

hired after March 31, 1986. Exempt
employees who were hired prior to April 1,
1986, would not be covered by Social
Security or Medicare, except for Basic Plan

members who elected Medicare coverage in
1989.
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Coordinated Plan

Is new employee eligible for the PERA Coordinated Plan?

Is the person hired an independent contractor, full-time police
officer or firefighter, election judge, patient or inmate personnel,
emergency employee, resident physician, medical intern, foreigner,
PERA retiree or disabilitant, volunteer ambulance personnel, or a
volunteer firefighter? See pages 2 through 4 for details.

!
No
)

Is this employee temporary (hired to work less than
six consecutive months)? See page 3 for details.

!

No
]

Does a $5,100 Exemption exist?

See pages 5 and 6 for details.
]

No
]
Y Is employee working part-time and a full-time
€s 7 student? See page 4 for details.
¥
L}
PERA N
Coordinated 0
Plan !
membership Did monthly earnings exceed $425?
denied ) !
No Yes
| !
PERA membership Is this employee an elected official or
denied city manager? See page 4 for details.
¢ ¢
No Yes
¢ ¥

mandatory optional

PERA membership PERA membership
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Introduction

This section explains:

- the Coordinated Plan qualified
positions,

- membership exclusions,

- employee and employer membership
options,

- earnings used to determine
eligibility,

- what forms need to be completed to
enroll in the plan,

- terminated employees returning to
work, and

- prior membership rules.

First, we will discuss those employees who
can and cannot participate.

Note: When you hire employees who
transfer from one public-sector job to
another or for an individual who holds more
than one public sector position, refer to the
section on Employees Holding Multiple
Positions.

Employees Covered

Coordinated Plan Contribution Rate

Member Share
4.23 percent of salary

PERA Coordinated Plan membership is
required for all non-temporary Minnesota
city, county, township, school district, and
other public agency employees, regardless of
age, who have earned over $425 in any
given month. A non-temporary employee is
a person hired to work in a position for more
than a six consecutive month period.

Employer Share
4.48 percent of salary

The Coordinated Plan members pay into
both PERA and Social Security. The
employee pays the member deduction of
4.23 percent of gross salary and Social
Security contributions (7.65 percent - 1993
rate). For information on Social Security
coverage and reporting procedures, you will
need to call the Internal Revenue Service
(IRS) at their toll-free number 1 800
829-1040.

Employees Not Covered

Some employees cannot become PERA
Coordinated Plan members because some
Jjob positions are prohibited by Minnesota
law. The positions listed below and on the
next two pages are excluded from
membership in the PERA Coordinated

Plan, regardless of earnings level, unless
therwise indicated

1. Independent contractors and their
employees. If a copy of this contract has not
been submitted previously, send a copy to
PERA for a determination as to whether the
individual is an independent contractor or a
public employee.

NOTE: PERA reviews whether:

= the contractor has the right to control
the means and manner of performance,

= the contractor is paid a sum for the job
rather than on an hourly basis,

= the employer does not provide any
fringe benefits to the contractor,

= the contractor hires and discharges his
or her own assistants, and

= the work performed is a specialty
required of a particular occupation.

While these are some of the factors PERA
reviews in making a determination about

Page 2
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Coordinated Plan

whether the independent contractor should
be considered a public employee, other
circumstances may also play a part.

2. Elected public officers, or persons
appointed to fill a vacant elected position
who did not choose to partipate in PERA by
filing an application for membership.

3. Election officers (judges).

4. Patient and inmate personnel who
perform services in charitable, penal, or
correctional institutions.

5. Employees hired for a pre-determined
period of time to be six consecutive months
or less. Employees who are hired for an
unlimited period who may be serving a
probationary period cannot be excluded.

Note: Should employment go beyond six
months and the employee earns more than
$425 in one month after the six-month
period, the employee must then be reported
for membership. PERA membership would
begin from the seventh month if the monthly
salary exceeded $425. Here is an example to
illustrate this point:

An employee was hired January 15 with
the expectation that the position would end
March 31. However, employment continued
beyond not only March 31, but also beyond
July 15, the six-month anniversary of employ-
ment. July salary earned past July 15 is po-
tentially PERA eligible. In fact, the
employee earned $500 in the period from
July 16 through July 31. Under these cir-
cumstances, PERA deductions are due on the
$500 salary earned. Normally, PERA deduc-
tions are due on salary earned from the first
pay period in which earnings for the month
surpass $425. Under these circumstances,
however, salary earned from July 1 through
July 15 is not subject to deductions due to
the exclusion allowed temporary employees.

Some special membership considerations

-apply when an employee transfers from one

temporary position to another temporary
position, and when an employee

- concurrently holds a temporary and a

part-time position. Please see the section on
Transfers and Employees Holding More
Than One Public-Sector Job for complete
details.

6. Employees who earn $425 or less in a
calendar month. When determining monthly
earnings for a potential PERA member, use
earnings from the first to the last day of a
given calendar month. This differs from the
dates earnings are paid. See page 9 for more
details.

7. Emergency employees who are
employed by reason of work caused by fire,
flood, storm, or similar disaster.

8. Employees in a position for which
earnings are covered by Teachers Retirement
Association (TRA), PERA Police and Fire
Fund, Minnesota State Retirement System,
Duluth Teachers Retirement, Fund
Association, Minneapolis Teachers
Retirement Fund Association, St. Paul
Teachers Retirement Fund Association,
Minneapolis Employees Retirement Fund, or
any police or firefighters relief association
governed by section 69.77. This does not,
however, exclude a person who is also
employed in a second position from
becoming a member of PERA, unless
contributions are made to TRA on the
second position. For more information on
employees with more than one public-sector
job, refer to the section on Employees
Holding Multiple Positions.

9. Persons who are excluded from
coverage under the federal old age,
survivors, disability, and health insurance
program for the performance of service as
specified in United States Code, title 42,
section 410 (a)(8)(A), as amended. -
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10. Part-time employees who are also
full-time students enrolled in and regularly
attending classes at an accredited school,
college, or university. Certification of
full-time student status and part-time
employment may be requested at any time.

11. Resident physicians, medical interns,
and pharmacist residents, and pharmacist
interns serving in a degree or residency
program in public hospitals.

12. Students who are serving an internship
or residency program sponsored by an
accredited educational institution.

13. Persons who hold a part-time adult
supplementary technical institute license who
render part-time teaching service in a
technical institute.

14. Volunteer ambulance personnel who
are advanced life support emergency medical
service staff. These employees can
participate in the PERA Defined
Contribution Plan.

15. Volunteer firefighters who receive
credit in a local relief association operating
under Minnesota Statutes Chapter 424A.
However, membership continues for those
volunteer firefighters who were reported for
participation in PERA before July 1, 1989,
and who chose to continue that coverage.

16. Foreign citizens working with a work
permit of less than three years, or an H-1B
visa valid for less than three years of
employment.

17. PERA retirees and in most cases
disabilitants who are receiving a monthly
benefit from PERA.

18. Full-time police officers and
firefighters. These employees are covered
by the PERA Police and Fire Plan.

19. Police dispatchers and jailers, if they
are POST Board licensed and their duties are
primarily law enforcement (please see Police
and Fire Plan Section for additional
information).

Optional Membership at
Employee Discretion

Membership is optional for the following
employees if monthly earnings are more than
$425. These employees have the option to
either contribute or not contribute to PERA.

Elected Officials

An elected public officer or person
appointed to fill an elected position has the
option to join PERA. The option is
exercised by completing the PERA
membership form. Deductions are to be
taken from salary covering the month the
option is exercised — if earnings exceed
$425.

City Manager

A city manager or chief administrative
officer who is qualified under Minnesota
Statutes, Section 353.028 automatically
becomes a PERA member (if earnings
exceed $425 in any month) unless he or she
elects to be excluded from membership. The
election of exclusion must be filed with
PERA within six months following
commencement of employment. The
election must be in writing on a form
provided by PERA and must be approved by
resolution of the employer’s governing body
(this is usually the city council).
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Optional Membership at
Employer Discretion

An employer may choose to exclude from
PERA coverage:

= county historical society employees,

= non-temporary employees under a
$5,100 annual stipulation.

County Historical Society
Employees

At the option of a county, county historical
society employees may participate in PERA.
The county board must pass a resolution to
authorize participation of historical society
employees. Once passed, all employees who
subsequently earn more than $425 in any
month must participate.

$5,100 Annual Stipulation

The annual stipulation allows an employer
to hire an employee in a non-temporary
position without reporting the person to
PERA if the compensation for the position
'will not exceed $5,100 in a calendar year or
school year for school employees. (4
contract year is July through June for school
employees and January through December
Jor all other employees.)

This allows the employee to earn over
$425 in any given month throughout the year
without having to be reported to PERA, as
long as the total annual salary does not
exceed $5,100 ($425 times 12 months).
Without the stipulation, a non-temporary
employee must be reported to PERA the first
of the month in which earnings exceed $425.

If you are excluding employees from
PERA participation using the annual $5,100
stipulation and wish to continue the
exclusions, you must renew the stipulations
at the beginning of each contract year.

If an employee is hired for part of the
year, the annual stipulation must be prorated

for the number of months the individual will
be employed.

For example, if a city hires someone on
March 185, the city can sign a stipulation that
the person will not be reported to PERA
because the employee will not be paid more
than $4,250 for the rest of the calendar year
($425 times 10 months). If the employer is
a school district, the school can sign a
stipulation that the person will not be
reported to PERA because the employee will
not be paid more than $1,700 ($425 times
four months). If the person continues
employment the next year, the annual $5,100
could then apply.

If you choose to use the stipulation
exclusion, the signed stipulation kept in the
personnel file must:

(1) State that the employee is being
excluded from PERA because earnings are
not expected to exceed $5,100 (or a fraction
thereof) during the calendar or school year;

(2) Include the dates of the calendar or
school year the stipulation covers;

(3) Be signed and dated by the employer at
the start of each contract year. A contract
year is July through June for school
employees and January through December
for all other employees.

PERA has a stipulation form available for
your use. To make sure that a written
stipulation meets the necessary requirements,
we suggest that you use our form, available
upon request.

Please Note! If at any time during the
year the employee earns more than the

stipulated amount, the stipulation becomes
invalid. Contributions to PERA would be
due from the first month in the year in which
the individual exceeded $425.

When you are considering an annual
stipulation for an employee, be sure to factor
in any anticipated pay increases or
retroactive payments. Another important
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factor in making your decision to use the

be due as previously described.

stipulation may be pending or potential
contract settlements affecting salary

increases.

If an employee, who has been excluded
from PERA membership under a written
$5,100 stipulation, receives a retroactive
contract settlement that will or could
increase the annual salary to more than
$5,100, the following applies:

(1) If the annual salary has already

exceeded $5,100, the
employee must be
reported to PERA
immediately.
Omitted deductions
will be due from the
first pay period in
the month in which
the employee earned
over $425. Omitted
deductions would
also be due on the
prorated portion of
the settlement
amount beginning
with the month in
which membership
commences.

(2) If annual
earnings have not yet
exceeded $5,100, but
could do so before
the end of the year,
the employer has two
choices:

(a) Continue to
exempt the
person under the
salary stipulation.
If the annual
limitation amount
is later exceeded,
the person must
be reported to
PERA, and
omitted
deductions would

(b) Void the stipulation as if it had never
been prepared. The employee would be
reported immediately if previous monthly
earnings had exceeded $425. Omitted
deductions would be due as described
previously. If the person has not yet
earned over $425 in a month,
membership would not occur until that
eligibility requirement is met.

PUBLIC EMPLOVEES RETIREMENT ASSOCIATION
§14 St. Peter Street, Suite 200, St. Paul, M 55102
Telephone (612) 296-7460

J//\

INSTRUCTIONS: A written stipulation is required on any part-time esployee who 1s excluded
from membership 1n PERA because the person fs not expected to earn more than $5,100 per
calendar year or schoo) year for school employees. To be valid, the %m!er Bust s1gn
and date this document AT THE BEGINNING of EACH contract year. Retain s form 1in the
employee's personne e; go_not sen 0 . a person 18 hir or part of. &
year, the earnings stipuTation/exemption canno used to cover the partial year if the
astwateg salary, when divided by the number of remaining months in the year, exceeds $425
per month,

IMPORTANT: 1f the earnings of the employee covered under this stipulation exceed $5,100 1n

a calendar or school year, this stipulation is no longer valid for that year and PERA
contributions are required beginning with the month in which the employee first exceeded $425.
PERA may request a copy of this document at any time.

EMPLOYEE EARNINGS STIPULATION/EXEMPTION

STIPULATION

The part-time employee listed below is being excluded from PERA membership for the period(s)
indicated because his/her earnings with this governmental subdivision are not expected to

 exceed $5,100
Name of Employing Governmental Unit

Unit Ho. - Unique Code

FUll Name of Employee Soc, Sec, .Ho.

| Dates of Calendar/Schonl Year(s) | Authorized Signature and Title _ 10ate(s) Sigoed . . |

— P00D0Z-01 (771788}
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Employees Under the Annual
Stipulation Who Change to
Full-time Employment

With PERA’s prior written approval, a
stipulation can be cancelled without an
obligation for omitted deductions if an
employee’s original job status is changed
from part time to full time, and this change
will cause the employee to exceed the $5,100
(or other stipulated) earnings limitation.
PERA can consider the cancellation either
because the employee resigned the original
part-time position to accept another job
which is full time, or because job
responsibilities were added to the original
part-time job which caused it to become full
time.

If an employer finds it necessary to cancel
a $5,100 annual stipulation, the following
information should be submitted to PERA:

(1) a copy of the employee’s $5,100
annual stipulation for that contract year, and

(2) a letter explaining the circumstances
of the employee’s change of employment
status.

Following review of this material, PERA
will either approve or disapprove the request
for cancellation and notify the employer of
the decision.

= When a request for cancellation is
denied, membership will be effective
the first pay period of the month in
which earnings exceeded $425. A list
of earnings from the beginning of the
stipulated period will be needed.

= When a request for cancellation is
approved, the employee becomes
eligible for PERA membership effective
the day following cancellation of the
stipulation. Deductions are due for the
remainder of the month in which
cancellation occurs, if those earnings
surpass $425.
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Eligible Earnings

Generally, PERA-eligible earnings are
considered gross salary and are paid to
employees for labor performed or services
rendered. PERA contributions are to be
made from total (gross) salary before
deducting deferred compensation or
supplemental retirement plans, or other
voluntary reductions in salary.

Gross salary includes regular wages,
overtime earnings, compensatory time, pay
for used vacation and used sick leave,
holidays, retroactive wage settlements, and
merit increases. Gross salary also includes
bonuses unless the bonus is paid at or
because of retirement.

By law, some forms of compensation are
not subject to PERA deductions and must not

be reported on the Salary Deduction Report.
Excluded compensation is unused sick leave
or unused vacation payments, severance pay,
employer-paid flexible spending accounts,
retirement incentive pay or retirement
bonuses, lump-sum settlements not attached
to a specific earnings period, payments in
advance for expenses or reimbursements for
expenses, workers’ compensation payments,
long-term/short-term disability payments,
jury duty pay and charges assessed for
personal use of a company vehicle.

The chart below shows how fo easily
identify salary that is and is not PERA
deductible.

PERA-deductible earnings are not
identical to Social Security-deductible
earnings. For Social Security and salary
information contact the Internal Revenue
Service at 1 800 829-1040,

Salary Subject To PERA
Withholding

Salary Not Subject To PERA
Withholding

Earnings, wages, and overtime

Used vacation and used sick leave pay

Merit increases, bonuses, and/or incentive pay
Retroactive or back pay

Compensatory, longevity, or stability pay

Per diems paid in addition to expenses

Salary paid in addition to workers’
compensation payments

Employee - paid flexible spending accounts,
cafeteria plans, health care expense accounts,
day care expenses, or an amount that reduces
the employee’s salary

Employee suggestion awards
Salary paid to district court reporters

Federal and state grants, unless grant bydaws
specifically prohibit the use of grant money
{(funds) for pension contributions

Fees paid to employees (excluding court
reporters) in addition to salary.

Periodic or lump-sum unused annual (vacation)
or unused sick leave payments

Severance pay .
Retirement incentive pay or retirement bonuses

Lump-sum settlements not attached to a
specific eamings period

All payments made to an employee instead of
any employer-paid group insurance coverage,
including the difference between single and
family rates

Expense payments, per diem payments that
represent expenses, uniform expense
payments, and flat monthly expense payments

Workers' compensation payments
Long-term/short-term disability payments

Employer-paid flexible spending accounts,
cafeteria plans, health care expense accounts,
day care expenses, or an amount paid to an
employee to pay for insurance premiums that is
in addition to the employee’s regular salary

Charges assessed for personal use of a
company vehicle

Fees paid to district court reporters
Salary paid to election judges
Jury duty pay
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Salary Earned Versus Salary Paid

When determining monthly earnings for a
potential new PERA member, include
earnings from the first to the last day of a
given (calendar) month. This differs from
the dates earnings are paid.

If your pay period or periods all lie within
the first and last day of the month, it will be
relatively easy to see whether an employee
earned more than $425 in a particular
month. However, you may need to break
down earnings by days worked, at least for
determining eligibility for PERA
membership, if it is unclear whether the
employee will exceed $425 in monthly

earnings and your payroll periods include the

last part of one month and the beginning of
another month.

Although you may need to break down
earnings to determine PERA eligibility
initially, you need not report how you did
this to PERA on your Salary Deduction
Report. Instead, you will want to retain this
information in the employee’s personnel file,
in the event it is needed to document
eligibility for PERA at some point in the
future.

PERA deductions are required from the
first pay period in which an employee’s
salary for the month exceeds $425, and all
future salary, even if monthly earnings fall
below $425. An employee remains a PERA
member until termination of public service.

Salary Earned Versus Salary Paid

When determining monthly earnings for a potential new PERA member, use
earnings from the 1st to the 30th (or 31st) of a given calendar mcnth This

differs from the dates earnings are paid.

For Example:

Paid Date

Pay Period Salary Paid Salary Earned June 1
through June 30

5/9 - 5/22 6/1 $250.00

5/23 - 6/5 6/15 200.00 + 14 X5 = $ 71.43

6/6 - 6/19 6/29 225.00 225.00

6/20 - 7/3 7/13 150.00 + 14 X 11 = 117.86
$414.29 *

* Based on salary earned in June the employee does not qualify for PERA

coverage.
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Coordinated Plan PERA

Coordinated members are to complete a
How ftO I'EJIlrollem%I_oyees pink Membership form. The Membership
or iviembersnip form must be sent to PERA with the first

A

i T deduction submitted to PERA, or within 30
completed and signed membership form days of the first deduction.

must be submitted to PERA for each new

employee who qualifies for PERA All items on the form are to be completed.
membership. The form is required when the The following pages describe how to
employee is beginning a new job even if one complete those items on the Coordinated

was

submitted by a previous employer or by Membership form about which questions are

the current employer. often asked.

PUBLIC EMPLOYEES RETIREMENT ASSOCIATION

514 St. Peter Street, Suite 200, St. Paul, MN 55102 RA [V}
Telephone (612) 296-7460

MEMBERSHIP - COORDINATED OR BASIC FUND

MSTRUCTIONS: Usa this form to repart a NEW, REINSTATING, OR TRANSFERRING EMPLOVEE. The loy is to
the top ! tha ploy must Pl the lower section. Plesss resd reverse side for facts ab dete req d.
NOTE: CHECK CURRENT SALARY AND STATUS REQUIREMENTS TO ENSURE PERA ELIGIBILITY. | Beginning Employmant Date
E Unit Na. - Unique Code Governmental Subdivisi snd Departmen Month Day Year
M 0001--00 . City of Anytown 3 5 9X 1
z | Date PERA Dedu ns Began \If different from begl ploy T data, indicete r Yor delay in deductions.}
Employee did not exceed nth
o position on raverse side.) (X No
hd custodian
E mploverg Signature snd Title . Date 4/
R j et a 3 3 /5%
Employes’'s Sociel Security N FRirth Date (MoLDay, Y. Sen Marntel Status
443-21-1111 5/21/55 5 ) meie [3 Femele | (] Single {3§ Merriad
[TEirst) ["TMiddie Tmitlel] TFormer Last Nemag, If Any)
Mary E mith
dress - PRINT {Number &nd Street) " .
123 Main Street
City Stete Zip Code
Anytown MN 55558
Name of Spouse — PRINT (Last) (First) [Middle Tnitiel] Spouse's Birth Date (Me. O \{d)
Nelson John . L, 3/17/53 ;i
Have you ever baen or are you now & ©8 r-v-oqﬂﬂurum PERA Mamber No: o

10

Mmoo ynm

maiber o
*H yes, pieese complete Record of Public Service section on raverse side. "
Have you ever basn a member of any other WMinnasota public retirement system or locel relief eesccietion? | | Yes® A Ro
*} yoa. neme systern end dates of membership: 3 N
DESIGNATION OF BENEFICLARY: By desi ing 8 b ficiary, you are providing axplicit instructions to PERA for distribution
of your employes contributione after your desth agsuming no survivor benefit or annuity is paysbie. Your distribution
instructions must be sbsolutely clear; therefore, we must ask you to comply with the following:
1. ldentity your benaficlary by full name, reisti hip (if licable), and sdd If your beneficiary is &
muervied womasn, use her given name, not her husband’s first name (Mary J. Doa, not Mre. John Doe).
2 ¥ you name minor children, do not desi te the guerdiani{s) on this form as it cannot be accepted.
Inutructions such as who shall be named legal guardian of minor children should be piaced in your will.

1 ¥ you name morae than one Primery Beneficiary, you may heve portions distributed equally or unequally.
tf you wish equei distribution, you may leave the portion column blenk and equal sheres will be assumad.
it unequael distribution is desired, you must insert below the poartion each beneficisry is to receive.

4. Complete the Contingent Beneficiery section ONLY if you wish to provide payment instructions in the avent
that NONE of the Primary Benaficiaries survive you.

=1 P PERA Y CPPprTS I Fios oA : 1

| hareby revoka any pavt desi < of b \ may en v

ey have mede for PEAA's Group Life Insurenca Plen) end beti the following: {(More space is provided on raverse side.)

PRIPMARY BENEFICIARY: ¥ one benaficissy — pey full refund. ¥ more then ene — pey swrvivere egually unless noted otherwisa.
Portion

to Receive If

Full N of B ficiary Relati hi 1 1 Address (Street, City, State, Zip) Not Equel Shares

t.—John L, Nelson lhusband| 123 Main Street, Anytown.. MM SSS5S5S

2

3

4,
CONTINGENT BENERCLARY: ¥ none of the sbove—named survives me, | designete thae following se beneficiery:
1. Timothy Nelson s0nN 123 Main Street Anytown MN _&658585
2Lauri Nelson  ldaughtel  (fame ag ahous)

2

4,

WO

Bromature of Emplayee (Jea pen. 1 6 mamaed woman, 4o nol uss husbands RBa] D-|-¢
%/

- gzes 12

= k) -1 -

Page
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PERA

Coordinated Plan

= ]

Completed Items:

1. Beginning Employment Date. For a
new employee, this is the date the employee
started working. For a reinstating employee
this is the most recent date the person started
work (returned to service).

2. Date PERA Deductions Began.
NOTE: If this date is different from the
beginning employment date, explain in detail
why deductions were not submitted from
date of employment. When completing this
line, avoid using general explanations such
as didn’t earn enough or didn’t qualify.
Instead, indicate the specific exemption as
shown on page 2 of this section, Employees
Not Covered. (If more than one exemption
applies, list all exemptions in detail.) For
example, state that the employee did not earn
$425 a month; position held was not
expected to last more than six months
(indicate the beginning and ending dates for
which the employee was originally hired); or
the person was a full-time student, part-time
employee; etc. If the employee should have
been reported earlier than the date
deductions began, so indicate and send a list
of earnings, by pay period, from the date of
hire. PERA will then determine the amount
due. For more information on an employee
who qualified for PERA coverage prior to
the date deductions began, refer to the
Adjustments Section.

3. Employer Signature and Date. Be sure
to sign and date, so we know who to contact
if we have any questions.

Employee-Completed Items:
4. Social Security Number.
5. Date of Birth,

6. Legal Name (Last, First, Middle
Initial). -

7. Address (Number and Street or Route
and Box Number, City, State, and Zip
Code).

8. Name of Spouse. If unmarried, leave
blank.

9. Spouse’s Birth Date. If unmarried,
leave blank.

10. Previous or Current PERA Service
Information. Check appropriate box. If
"yes" is checked, list member number (if the
member number is unknown, leave blank).

11. Beneficiary Designation. If no one
qualifies to receive a monthly survivor
payment after a member’s death, PERA will,
upon application, pay the member’s
contributions to the person or persons listed
as beneficiary on this form. Employees who
wish to change or update this designation
may complete a Change of Beneficiary form,
available through PERA.

12. Signature of Employee (use pen).

State law requires employers to submit a
PERA Membership form for each new or
reinstated member. The information on the
form will be used to administer the
employee’s PERA account and, eventually,
to compute a refund, a retirement annuity, or
a survivor or disability benefit. Certain
information requested on the form is private;
that is, it may be made available only to the
employee, to the PERA staff who must use it
in the normal course of conducting business,
and to the employer. No private data will be
shared with any unauthorized person or
agency without the employee’s written
consent.

7/1/93
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Coordinated Plan PERA

the address change on the Salary Deduction
A dé:hangesc; nBNanf]e' Report. However, address changes for
ress, and benefticiary PERA retirees, disabilitants, and survivor
benefit recipients may only be made by letter
To cl;ange a name, addrc?ss, and/or or change form, withythe geneﬁt recipgent’s
beneficiary, the employee is to complete a signature.
Change of Name, Address, and/or
Beneficiary form and send it to the PERA Do not use this form for Defined
office. If reporting only an address change Contribution Plan (DCP) members and life
for an active member, the change can be insurance plan participants. Refer to the
made by either calling, writing a letter, DCP or Life Insurance Section for detailed

completing the change form, or by indicating  information.

PUBLIC ERAPLOYEES RETIREMENT ASSOCIATION
514 St. Peter Street, S_u1te 200, St. Paul, MN 55102

CHANGE OF NAME, ADDRESS, AND/OR BENEFICIARY

NSTRUCTIONS: USE PEN. Before following instructions shown below, read raversas side for fects about dete requesied.

“* To report @ neme ch-nu- choak "u Mame Change box inpert your Social Security numbar, birth dete, maritel status,
and PERA the Neme and Former Last Nama line, sign this form, and return it to the PERA office.

* To report an eddress chnnu check the Address Change box, insert your Social Security numbar, birth date, and PERA membar
numbar, compiste the N-m- line end both Address lines, sign this form, and return it to the PERA office.

® To ch your b isry. check the Baneficiary Change box, insert your Social Security numbaer, birth dete, end PERA membar
number, complete th- N-mn Addrese, end Beneficiary lines, sign this form, and return it to the PERA office. If you mre
perticipating in PERA’s Group Life insursnce Plan and wish to change your insurence beneficiary designation, you must
request & saparste form for that purpose from our office,

NOTE: If wa do not have the neme end birth dete of your spouseg and you would like your annusi Personal Beneflt sut-mom

to include bunsfit estimetes with your spouse as "joint annuitany,” »n-.r¥ your spouse’s name snd birth date und Bign below.

A “joint Bnnuitent” is the person you would name Bt retirement to receive 8 monthiy benefit upon your death

CHECK REASON{S) FOR COMPLETING THIS FORM: | ] MAME CHANGE [_] ADDRESS CHANGE (jneusmmcnmcz

Member's Scc. Sec. No. Birth Date (Mo.Day, Yr.) Moeritel Status: PERA Member Number
[T single (] Married
Neme of Member — PRINT (Lest) {Firmt) {Middia Initial) {Former Last Nemes, f Any)

Address of Membar — PRINT (Numbsr end Street)

City State Zip Code
Neme of Spousa ~ PRINT (Last) I {First) {Middie Initiel) Spouse’s Birth Dete (Mo. Day, Yr)
I —————
DESIGRATION OF BENMEFKIARY: By deai ting ficiery, you sre providing erplicit ingtructions to PERA for distribution
of your -mployoo mtrlbutm efter your death --lumlng m survivor benefit or ennuity is paysble. Your distribution
inatr ust be v clzer; therefore, we must ask you to comply with the following:
1. Idonﬁ!y your bnn-ﬂd-rv by full neme, releti hip (it licable), and address. H your baneficiary is 2
merried women, usa her givea name, not her husband's first name {Mary J. Doe, not Mra. John. Doe).

2. # you name minor ohildren, do net deeignate the guardienlsl on this form as it cannot be sccepted.
Instructione such as wihe shelt be nemad legal guardien of minor children should be pleced in your will.

3. i you neme more than one Primary Benefticiery, you may heve portions distributed equally or unequally.
H vou wish equal distribution, you may leave the portion column blank and equel sheres will be essumed.
H unequs! dlll"bﬂl‘oﬂ ia dnivod. you must ingert below the portion esch person is to receiva.

4. C ] the i ONLY i you wish to provide paymant instructions in the event
that NONE of th. Pﬂm.vv Im'&chrhl survive you.

lmbvr.voh‘nv h ey en PERA secords ( $udi eny b i
may hove mads for ‘s Gm-. Ul. h-ur-ncc Flm) -nd harti th- following: (More spaece ie provided on uvcu. side.)

PRIMARY BENERCIARY: i oas beneficiary =~ pay full refund. W more then one — psy survivors equelly unless noted etherwise.
Portion

Aol 4t 1

to R.c.i
Full Name of Beneficiary Rolationship Address (Street, City, Stete, Zip) Not Equel §hlfll

I

CONTIGENTY BENEFICIARY: ¥ nens of the sbeve—named survives mae, | designete the lollowing es benaficiary:

[

1.

2

3.

4,

8.
Seaaaty od Emglay Use pan. W e mermed woman, do nol use husband B hrst nama.) T Dete
PWOOO1E8-01 {7/1/88) - OVER ~
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PERA

Coordinated Plan

Terminated Employees
Returning to Work

An employee who terminates public
employment, remains off work for 30 days
or more and returns to a non-temporary
position must re-qualify for PERA coverage.
This means that if monthly earnings are
more than $425, PERA membership is
mandatory unless another exemption applies.
If a PERA-covered employee returns to
work with the same employer in a
non-temporary position within 30 days, the
employee must again be reported regardless
of the amount of earnings. An employee
who terminates a part- or full-time job and
returns to work in a temporary position does
not qualify for PERA coverage until
employment goes beyond six months and
salary exceeds $425 a month.

Returning to Work While Drawing
a Monthly PERA Retirement or
Disability Check

PERA retirees collecting monthly
retirement payments may return to public
service, after 30 days, but they cannot make
contributions to PERA. In order to be
considered retired, a person must terminate

public service and be off work for at least 30

days.

Retirees are subject to the annual earnings

limitations set by Social Security. (These
limitations change annually. Please contact
the Social Security Administration or PERA
to get the current limits.) Therefore,
employers must report the gross earnings of
these retirees to PERA on their regular
Salary Deduction Reports even though
PERA deductions are not taken. For more
information on reporting, refer to the
Reporting Section. Do not report elected
official earnings, because their salary is not
included in the limitation.

PERA reduces or suspends (offsets) future
pension payments to retirees who exceed the
earnings limitations.

PERA deductions may or may not be taken
on earnings of employees collecting monthly
PERA disability payments. Whether or not
deductions should be taken is handled on a
case-by-case basis. Please call the PERA
office if your agency employs a person
collecting monthly PERA disability
payments,

7/1/93
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Coordinated Plan

PERA

e

Prior Membership Rules

The first part of this section described the
current requirements for mandatory and
optional membership. The rules and laws
governing membership have changed over
the years.

Earnings Requirements: Per Month
Prior to July 1, 1961 $ 50
July 1, 1961, through March 23, 1974 75
March 24, 1974, through June 2, 1977 150
June 3, 1977, through April 30, 1981 250
May 1, 1981, through June 30, 1988 325
July 1, 1988, through present 425

Temporary or Seasonal Positions

Persons employed in temporary or
seasonal positions for 90 days in a year were
exempt from membership prior to July 1971
when the limit was changed to 120 working
days in a calendar or school year. Effective
July 1, 1988, to be exempt from PERA
membership, employment must not exceed
six consecutive months.

Employees Participating in Other Funds

Before July 1, 1988, PERA membership
was optional for part-time employees
contributing to another qualified Minnesota
public pension plan based upon a separate
full-time job. After July 1, 1988,
membership became mandatory for the
part-time employee under these same
circumstances.

Stipulations For Employees

Employees were exempt if annual
compensation was stipulated in advance to be
not more than:

July 1, 1973, through March 23, 1974 $ 900

Page 14
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March 24, 1974, through June 2, 1977 1,800
June 3, 1977, through April 30, 1981 3,000
May 1, 1981, through June 30, 1988 3,900
July 1, 1988, through present 5,100
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PERA

Basic Plan

Participants in the Basic Plan are employees hired prior to
January 1, 1968, who did not elect Social Security coverage.

Does new employee have prior service not covered by Social
Security which began before January 1, 1968, and ended within 30
days of the date employment began in your unit or department?

|
No

Not eligible for
the Basic Plan

!

Yes
|

or firefighter, election judge, patient

Yes

Not eli‘gible for
the Basic Plan

Is the person hired an independent
contractor, full-time police officer

or inmate personnel, emergency
employee, resident physician,
medical intern, foreigner, PERA
retiree or disabilitant, volunteer
firefighter?

!

No
!

No

Did monthly earnings exceed $425?

!
Yes

]

Is this employee an elected official?

! |

No Yes
| |
PERA PERA
Membership Membership
Mandatory Optional

7/1/93

Reporting Manual For Payroll And Personnel Officers Page 1



Basic Plan

PERA

Introduction

This section explains:

- Basic Plan membership
qualifications,

- Basic Plan exclusions and options,
- eligible earnings,
- enrollment,

- terminated employees returning to
work, and

- prior membership rules.

First, we will discuss those employees who
can and cannot participate.

Basic Plan Membership
Qualifications

Basic Plan Contribution Rate

Member Share

Employer Share
8.23 percent of salary

10.73 percent of salary

Although the Basic Plan has been closed to
new membership since January 1, 1968,
about 3,200 workers are still active in the
plan. Participants in the Basic Plan are
employees hired prior to January 1, 1968,
who did not elect to coordinate their pension
coverage with Social Security. Accordingly,
Basic Plan members do not contribute to
Social Security on their public employment
earnings. However, Basic members had an
opportunity to elect Medicare coverage in
October 1989. Those who elected to do so
contribute to Medicare (the 1993 rate is 1.45
percent of earnings).

Basic Plan Exclusions and
Options

As mentioned earlier, the Basic Plan is
closed to new membership. Although new
members are not enrolled in the Basic Plan,
changes in the nature of a Basic member’s
job - or a Basic member’s switch to a new
job - can present questions about the
individual’s continued participation in the
plan.

For instance, all of the exclusions listed in
the Coordinated Plan section apply to the
Basic Plan as well. A Basic member, for
example, must withdraw from participation
if the member’s job was changed to part time
and the member enrolled as a full-time
student. Also, a Basic employee who
resigns his or her Basic job to accept an
elected position will have the option to either
continue or discontinue participation in

"PERA.

Eligible Earnings

Generally, PERA-¢ligible earnings are
considered gross salary and are paid to
employees for labor performed or services
rendered. PERA contributions are to be
made from total (gross) salary before
deducting deferred compensation,
supplemental retirement plans, or other
voluntary reductions in salary.

Gross salary includes regular wages,

“overtime earnings, compensatory time, pay

for used vacation and used sick leave,
holidays, retroactive wage settlements, and
merit increases. Gross salary also includes
bonuses, unless the bonus is paid at or
because of retirement.

By law, some forms of compensation are
not subject to PERA deductions and must not

Page 2
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PERA Basic Plan

e e e e e

be reported on the Salary Deduction Report.
Excluded compensation is unused sick leave
or unused vacation payments, severance pay,

jury duty pay, and charges assessed for
personal use of a company vehicle.

employer-paid flexible spending accounts,
retirement incentive pay or retirement
bonuses, lump-sum settlements not attached
to a specific earnings period, payments in
advance for expenses or reimbursements for
expenses, workers’ compensation payments,
long-term/short-term disability payments,

A chart is shown to easily identify salary
that is and is not PERA deductible.

PERA -deductible earnings are not identical
to Social Security-deductible earnings. For
Social Security and salary information
contact the Internal Revenue Service at 1 800
829-1040.

Salary Subject to PERA
Withholding

Salary Not Subject to PERA
Withholding

Earnings, wages, and overtime

Used vacation and used sick leave pay
Merit increases aﬁd/or bonuses
Retroactive or back pay
Compensatory pay

Longevity pay

Stability pay

Per diems paid in addition to expenses

Salary paid in addition to workers’
compensation payments

Employee - paid flexible spending accounts,
cafeteria plans, health care expense accounts,
day care expenses, or an amount that reduces
the employee’s salary

Employee suggestion awards
Salary paid to district court reporters

Federal and state grants, unless grant by-laws
specifically prohibit the use of grant money
{funds) for pension contributions

Fees paid to employees (excluding court
reporters) in addition to salary

Periodic or lump-sum unused annual
(vacation) or unused sick leave payments -

Severance pay

Retirement incentive pay or r_e_tu_emem
bonuses

Lump sum settlements not agrached toa
specific earnings period

All payments made to an employee instead of
any employer-paid group insurance coverage,
including the difference between single and
family rates

Expense payments, per diem payments that
represent expenses, uniform expense
payments, and flat monthly expense payments

Workers’ compensation payments
Long-term/short-term disability payments

Employer-paid flexible spending accounts,
cafeteria plans, health care expense accounts,
day care expenses, or an amount pand to an
employee to pay for insurance premiums that
is in addition to the employee’s regular salary

Jury duty pay

Charges assessed for personal use of a
company vehicle

Fees paid to district court reporters
Salary paid to election judges

7/1/93
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Basic Plan PERA
—

deduction submitted to PERA, or within 30

How to Enroll Emﬂoyees days of the first deduction.

for Members

ip

All items on the form are to be completed.

A completed and signed membership form The following pages describe how to
must be submitted to PERA for each new complete those items on the membership
employee who qualifies for PERA form about which questions are often asked.

membership. The form is required when the

employee is beginning a new job, even if Completed Items:
one was submitted by a previous employer 1. Beginning Employment Date. For an
or by the current employer. employee newly hired by your agency but

Basic members are to complete a pink
membership form. The membership form
must be sent to PERA with the first

who was a Basic Plan member or Police and
Fire Plan member hired before January 1,
1968, in another governmental agency, this

PUBLIC EMPLOYEES RETIREMENT ASSOCIATION

518 St. Peter Street, Suite 200, St. Paul, MN 55102 PERA OFFICE USE
Telephone (612) 296-7460

MEMBERSHIP — COORDINATED OR BASIC FUND

MSTRUCTIONS: Usa this form to report s HEW, REINSTATING. OR TRANSFERAING EMPLOYEE. The ] = to
the top i tha bory st 4 tha lower section. Plesse read roverse eside for fects ab data «d
NOTE: CK CURRENT SALARY AND STATUS REQUIREMENTS TO ENSURE PERA ELGIBILITY. Beginning Employment Dete
E Unit No. = Unique Code vernmental Subdivisi and Department . Month Dsy Yeer
M 0001~00 . City of Anytown ' ;3 5 9 X 1
I’; Date PERA Dedy, 78 Bepan {If diferent from baginning amployment date, indicets raason for delay in deductione.)
Employee did not exceed $425 month :
o t e a thie an elected position ave employees read seation on feverse side.) X) Neo
: custodian
mploy ignature an tle R ) . Data
R ZZ %2!51 @% , W et %/7X
Employea's Socie curity A Birth Date (Mo, Day, Yr.) Saxn Marital Stetus
443-21-1111 4 ' 5/21/55 iauuhmﬁm-l- [} single £3] Married
Ruome of Employae — FRINT TFirst] @ Imitial) Former Last Namesa, I Any)
’ Nelson Mary E [Smith
Addroea ~ PRINT (Number and Street] ",
123 Main Street s
Tty . Btate Zip Code []
Anytown 7 MN 55555
Nome of Spouse — PRINT (Last) (Firat) I FAtadle Tnitiel) pouse’'s rt ate O T
Nelson 8 ]John L 3/17/853 e .g
Ber of PERAY ] Yea* Previous/Current PERA Member No: ___ ™~ (X] No

MEHOHYKN 6

Have you ever been of mre vou now &
*i yue, piease complete Record of Public Servics sectlon on reverse side,

Wive you ever been & mamber of any othor Minnasola public retirement system of Tocel relief associstion? |__J| Yes® [A] No
d *}f you. neme svetem end dates of memberahip: N
DESIGNATION OF BENEFICIARY: By desi t ab ficiary, you ere providing eaplicit instructions to PERA for distribution
of your smpioyes contributions after your death sssuming no survivor benefit or annuity is payable. Your distribution

instructions must be sbsolutely clear; thersfore, we must snk you to comply with the following:
1. & Hy your b ficiary by full reme, relati hip (if licable}), and add ¥ your beneficiery is a
married woman, use her given name, not her hushend’s tirst name (Mary J. Doe, not Mra. John Doa).
2. ¥ you nema minor ohildren, do not designate tha guardian(s) on this form ss it cennot be sccepted.
Instructione such es who shell be named legal guardian of minor children should ba piaced in your will.
3. if you neme mora then one Primery Beneficiery, you mey have portions dietributed equally or unaquaslily.
1f you wish equsl distribution, you may leave the portion column blenk wnd equal shares will be assumad.
it unequael distribution iz desired, you must insert below the portion esch beneficiary is to receive.
4. C 4 the C ing Benaficiary section GNLY if you wish to provide paymant instructians in the event
that NONE of the Primary Beneficiarias survive you,

da { S eli b N

| horeby revokm eny past daeal £ [ ficiery which mevy aen PERA Boy
may heove mada for PERA’s Group Life Insuranca Plan) end beartd the following: (More wpeca is provided on
PRIMARY BENEFICIARY: K ene beneficiery — paey full refund, "m&mw—mwrﬁmm-lyunhnnd-dolh._vwb&

Portion
to Receive If

v < i
reverse side.)

Full Namea of B ticiary RAalsti hi 1 1 Address {Street, City, Stete. Zip) Not Eqgual Shares
tJohn L, Nelson husbandl 123 Maip Street,. Anytown MN BESES
2
3
4,

CONTINGENT BENERCIARY: M nece of the sbeve—named survives ma, | d 3 tha fall ing e benaficiarv:
Timothy Nelgon 50D 123 Main Street, Anytown MN _S5558
2Lauri Nelson  ldaughtek  (same as aboue) .
3
4.

_muro of EMployee m-u pan. If a mamead woman, do not uaa husband s Meet neme.} [ﬁl-¢

- -y -
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PERA

Basic Plan

is the date the employee started working.
For a reinstating employee this is the most
recent date the person started work (returned
to service).

2. Date PERA Deductions Began.

3. Employer Signature and Date. Be sure
to sign and date the form, so we know who
to contact if we have any questions.

Employee-Completed Items:
4. Social Security Number.
S. Date of Birth.

6. Legal Name (Last, First, Middle
Initial).

7. Address (Number and Street or Route
and Box Number, City, State, and Zip
Code).

8. Name of Spouse. If unmarried, leave
blank.

9. Spouse’s Birth Date. If unmarried,
leave blank.

10. Previous or Current PERA Service
Information. Check appropriate box. If
"yes" is checked, list member number (if
unknown, leave blank).

11. Beneficiary Designation. If no one
qualifies to receive a monthly survivor

payment after a member’s death, PERA will,

upon application, pay the member’s
contributions to the person or persons listed
as beneficiary on this form. Employees who
wish to change or update this designation

may complete a Change of Beneficiary form,

available through PERA.
12. Signature of Employee (use pen).

State law requires employers to submit a
PERA membership form for each new
member. The information on the form will
be used to administer the employee’s PERA
account and, eventually, to compute a
refund, a retirement annuity, or a survivor
or disability benefit. Certain information

requested on the form is private; that is, it
may be made available only to the employee,
to the PERA staff who must use it in the
normal course of conducting business, and to
the employer. No private data will be
shared with any unauthorized person or
agency without the employee’s written
consent.
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Basic Plan PERA
—

the address change on the Salary Deduction

A dc?hangesc: nBNanfl_e,_ Report. However, address changes for
ress, an eneticiary PERA retirees, disabilitants, or survivor

benefit recipients may only be made by letter

To change a name, address, and/or or change form, with the recipient’s
beneficiary, the employee is to complete a signature.
Change of Name, Address, and/or
Beneficiary form and send it to the PERA Do not use this form for DCP members
office. If reporting only an address change and life insurance plan participants. Refer to
for an active member, the change can be the DCP or Life Insurance Section for
made by either calling, writing a letter, detailed information.

completing the change form, or by indicating

PUBLIC EMPLOYEES RETIREMENT ASSOCIATION
514 St. Peter Street, Suite 200, St. Paul, MN 55102

CHANGE OF NAME, ADDRESS, AND/OR BENEFICIARY

NSTRUCTIONS: USE PEN. Bofore following Instructions shewn helow, read reverse side for facts sbout date requested.
® To report @ neme change, check the Nams Chenge box, ingert your Social Security numbar, birth date, maritel status,
and PERA b b & the N and Former Lagt Neme line, sign this form, and return it to the PERA oftice.

® To report en sddress changs, check the Address Chenge box, insert your Social Security number, birth date, and PERA membar
bear, ] the N Mine and both Addrese linee, sign this form, end return it to the PERA office.

® Yo cheng b ficiary, the Beneficiery Change box, insert your Social Security numbar, binh dete, and PERA member
numbar, complete the Nemae, ard B ficiary lines. sign this form, and return it to the PERA office. If you sere
participating in PERA’s Group Life Insuranoe Pian and wish to change your insurence benaficiery designation, you must
request @ separate form for that purpose from our office.

NOTE: If we do not heve the neme and birth date of your spouse and you would like your snnual Personal Benefit Statement

to ‘ lude b #H with your spouse &8s “joint annuitany,” insert your spouse’'s neme and birth dete end sign below.

A "joint annuitent” is the person you would name at retirement to receive & monthly benefit upon your death.

bdd

CHECK REASOM{S) FOR COMPFLETING VIS FORM: DMCHANGE _ADDRESSCHANGE BENEFICIARY CHANGE
Member's Soc. Sec. No. Birth Date (Meo.Day, Yr.) Maeritel Status: PERA Member Numbar

[ sinpte [] Married
Name of Mamber — PRINT {(Laet) {First) {Middia Initial) (Former Last Names, If Any)

Address of Member - PRINT (Number end Street)

City State 2ip Code
Name of Spousa - PRINT (Lest) ||—ﬂm) haiddie Initial) "Epouse’s Birth Dete (Mo, Day, Yr)
DESIGNATION OF BEMREFICIARY: By designating a bonoaciarv. you are providing enplicit instructions to PERA tor distribution
of your emplioves centributions after your desth assuming no surviver b fit or ity is pavebl Your distribution
instructions must be sbsolutely clear; theretore, we must esk you to comply with the tollowing:
1. tdentify your beneficiery by full name, relatl hip (i ficable), end eddress. H your beneficiary is &

married wormnan, use har given nrame, not her husband's first neme (Mery J. Doe, not Mra. John. Doe).

2. If you neme minor childrea, do nat designete the puardianis) on this form es it cannot be sccepted.
Instructions such as who shall be named legal gusrdian of minor children should be pleced in vour will

3. ¥ you neme more than ens Primary Banseficiary, vou may heve portions distributed equally or unequatly.

 you wish equal distribwtiea. you mey leave the portion column blank and equel shares will be assumed.

H unequal distribution s desived, you must insert below the portion each pergon is to receive.

C lete the C i B ficlary (U ORNLY i yvou wish to provide payment instructions in the event

that NONE of the Primary Beraficiaries survive vou,

| hevoby revola any desl 5 of b Rolery which may eppear aa PERA records ing aay b ficiery desl

may hove made for ‘e Group Life lnswente Piea) and subatitute the foliowing: (More epace e provided on reverse side.)
PRIMARY BENEFRICIARY: I oao beneficiery - poy full refund. # more then ens — poy Burvivers equally unless noted otherwisae.

o ——— et rti

- 10 R-n.oic. it
Full Name of Beneficlary |Relationship Address (Street, City, Stete, Zip) Not Equal Sheres

4.

t Py 1 '

g b @ N

CONTINGENT BENERCIARY: ¥ wene of the shove-ramed suivives wma, | designste the following es beneficlery:

1.

2

3,

4.

5.
& dﬁ', (Use pexn. '.-n\“mmdom\mhuth-nd'lﬂtﬂmi <1 Date
PWO0016~-01 (7/1/88) - OVER -
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PERA

Basic Plan

Basic Members Who Have
Terminated and Returned to
Work

A Basic Plan member who terminates
employment and returns to a PERA-covered
position within 30 days, either with the same
or a different employer, remains in the Basic
Plan. But if the break in employment is
more than 30 days, the individual is
considered a new employee and must
re-qualify for PERA membership. This
means that if earnings are more than $425 in
one month and the position will last more
than six months, PERA membership in
either the Coordinated or Police and Fire
Plan is mandatory.

Returning to Work While Drawing
a Monthly PERA Retirement or
Disability Check

PERA retirees collecting monthly
retirement payments may return to public
service, after 30 days, but they cannot make
contributions to PERA. In order to be
considered retired, a person must terminate

public service and be off work for at least 30

days.

Retirees are subject to the annual earnings
limitations set by Social Security. (These
limitations change annually. Please contact
the Social Security Administration or PERA
to get the current limits.) Therefore,
employers must report the gross earnings of
these retirees to PERA on their regular
Salary Deduction Reports even though
PERA deductions are not taken. For more
information on reporting, refer to the
Reporting Section. Do not report elected
official earnings; because their salary is not
included in the limitation.

PERA reduces or suspends (offsets) future
pension payments to retirees who exceed the
earnings limitations.

PERA deductions may or may not be taken

on earnings of employees collecting monthly
PERA disability payments. Whether or not

deductions should be taken is handled on a
case-by-case basis. Please call the PERA
office if your agency employs a person
collecting monthly PERA disability
payments.
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Basic Plan

PERA

s

Prior Membership Rules

The first part of this section described the
current requirements for mandatory and
optional membership. The rules and laws
governing membership have changed over
the years.

Earnings Limitations: Per Month
Prior to July 1, 1961 $50
July 1, 1961, through March 23, 1974 75
March 24, 1974, through June 2, 1977 150
June 3, 1977, through April 30, 1981 250
May 1, 1981, through June 30, 1988 325
July 1, 1988, through present 425

Temporary or Seasonal Positions

Persons employed in temporary or
seasonal positions for 90 days in a year were
exempt from membership prior to July 1971
when the limit was changed to 120 working
days in a calendar or school year. Effective
July 1, 1988, to be exempt from PERA
membership, employment must not exceed
six consecutive months.

Employees Participating in Other Funds

Before July 1, 1988, PERA membership
was optional for part-time employees
contributing to another qualified Minnesota
public pension plan based upon a separate
full-time job. After July 1, 1988,
membership became mandatory for the
part-time employee under these same
circumstances.

Stipulations for Employees

Employees were exempt if annual
compensation was stipulated in advance to be
not more than:

Page 8
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July 1, 1973, through March 23, 1974 $ 900
March 24, 1974, through June 2, 1977 1,800
June 3, 1977, through April 30, 1981 3,000
May 1, 1981, through June 30, 1988 3,900
July 1, 1988, through present 5,100
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Police and Fire Plan

Employee serving as a police officer or firefighter after
July 1,1961, becomes a member of the Police and Fire Plan

Is this police officer or firefighter
hired on a full-time basis?

|

No

|

Has a resolution been
adopted authorizing
coverage in the Police
and Fire Plan?

——— Yes

Did monthly earnings
exceed $4257

Not eligible for the
Police and Fire Plan

| |

No Yes

!

Is this employee an
elected official?

|

l

No Yes
PERA PERA
Membership Membership
Mandatory Optional
7/1/93 Reporting Manual For Payroll And Personnel Officers Page 1



Police and Fire Plan

PERA

Introduction

This section explains:

- Police and Fire Plan membership
qualifications,

- membership exclusions,
- membership options,
- eligible earnings,

- what to do when you hire a police
officer or firefighter who may work
multiple jobs with the same
employer,

- enrollment,

- terminated employees returning to
work, and

-  prior membership rules.

First, we will discuss those employees who
can and cannot participate.

Employees Covered

Police and Fire Plan
Contribution Rate

Member Share
8 percent of salary

Effective January 1, 1994, the Police
and Fire Plan contribution rate will be 7.6
percent member share and 11.4 percent
employer share.

Membership in the PERA Police and Fire
Plan is mandated for the following
employees:

Employer Share
12 percent of salary

1. All full-time police officers and
professional firefighters whose salary
exceeds $425 in any month. Police and Fire
Plan members do not contribute to Social
Security on their public employment

earnings. However, police officers and
firefighters hired after March 31, 1986, must
pay the Medicare deduction (1.45 percent -
1993 rate).

2. Volunteer firefighters who are not
covered under a local relief association
under Chapter 424A must participate in
PERA Police and Fire Plan if they earn
more than $425 in any month.

Volunteer firefighters who receive credit in
a local relief association operating under
Chapter 4244 are excluded from PERA
coverage, with the exception of volunteer
firefighters who were reported for
participation in PERA prior to July 1, 1989,
based on their volunteer firefighter earnings.
These employees must continue their PERA
participation — even if they are also
participating in a local relief association.

Membership Exclusions

The following employees are excluded
from membership in the Police and Fire Plan:

1. All public employees whose job duties
do not encompass fire fighting and law
enforcement.

2. Police officers and firefighters in
temporary positions (employment will last
less than six months).

3. Employees who earn less than $425
each month.

4. Part-time police officers and firefighters
- unless their employer’s governing body
agrees to have them enrolled in the Police
and Fire Plan (see Part-time Police Officers
and Firefighters on page 3).

5. Volunteer firefighters covered by a
relief association because of their firefighting
activities.

Page 2
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PERA

Police and Fire Plan

Police and Fire Plan
Options and Exclusions

Theoretically speaking, the exclusions and
options available to the Coordinated Plan
apply as well to the Police and Fire Plan.

As a practical matter, however, few of these
exclusions or options will apply to Police
and Fire Plan members. For instance, there
are, presumably, few if any election officers
or physician interns employed in law
enforcement. (Election officers and
physician interns are excluded from PERA.)
But there might be part-time police officers
or firefighters who are also full-time students
and, as a result, are excluded from
participation in the PERA Police and Fire
Plan. And, certainly, there are elected law
enforcement officials who will want to
exercise the right to participate in the Police
and Fire Plan. (See Membership Exclusions
listed under the Coordinated Plan for a
complete list of exclusions and options.)

Optional Membership at
Employer Discretion

Employers may exercise options for
part-time officers, police officers and
firefighters who transfer to another position,
and dispatchers and jailers with regard to
membership in the PERA Police and Fire
Plan.

Part-time Police Officers and Firefighters

Part-time police officers and firefighters
contribute to the PERA Coordinated Plan
unless a resolution is adopted by the
employer making them eligible for coverage
in the Police and Fire Plan. A sample
resolution is shown.

Police and Fire Plan Members
Transferred to Another Position

A member of the Police and Fire Plan who
is transferred to a different position with
associated police or fire functions (such as, a
jailer, dispatcher or fire inspector) in the

same department or a related department
with the same employer may continue Police
and Fire Plan coverage if a resolution is
adopted by the employer.

A Police or Fire Plan member who is
elected or assumes an appointed position,
including but not limited to, the positions of
city council member, city manager, or
finance director is not eligible to retain
membership in this Plan, but may be covered
by the Coordinated or Defined Contribution
Plans.

Fire Inspectors and Fire Marshals

Fire inspectors and fire marshals must pay
into the Coordinated Plan unless their
primary job is that of firefighting. A
resolution must also be adopted, by the
employer, making them eligible for coverage
in the Police and Fire Plan.

Dispatchers and Jailers

Dispatchers and jailers must pay into the
Coordinated Plan unless the position requires
POST Board licensing and their primary job
is that of law enforcement (with the
exception of a person transferred from a
police or firefighter position as explained
above). A resolution must also be adopted,
by the employer, making them eligible for
coverage in the Police and Fire Plan.

(Sample Resolution)

Resolved that the City Council of the City of
Anytown, duly assembled in meeting on
June 2, 189X, does hereby declare that
effective f(insert date) the position John Smith
holds is that of a police officer (firefighter) as
defined in Minnesota Statutes, Section
353.64, Subdivision 2. (Subd. 3 for a
firefigher) Said employee shall, therefore,
become a member of the Public Employees
Retirement Association Police and Fire Plan.

1, Jack Jones, City Clerk, do hereby certify
that the foregoing copy is a true and correct
transcript of a resolution adopted by the city
council of the City of Anytown on June 2,
199X,

Jack Jones (signature)

7/1/93
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Police and Fire Plan

PERA

T S e |

Eligible Earnings

Generally, PERA-eligible earnings are
considered gross salary and are paid to
employees for labor performed or services
rendered. PERA contributions are to be
made from total (gross) salary before
deducting deferred compensation or
supplemental retirement plans, or other
voluntary reductions in salary.

Gross salary includes regular wages,
overtime earnings, compensatory time, pay
for used vacation and used sick leave,
holidays, retroactive wage settlements, and
merit increases. Gross salary also includes
bonuses unless the bonus is paid at or
because of retirement.

By law, some forms of compensation are

not subject to PERA deductions and must not

be reported on the Salary Deduction Report.
Excluded compensation is unused sick leave
or unused vacation payments, severance pay,
employer-paid flexible spending accounts,
retirement incentive pay or retirement
bonuses, lump sum settlements not attached
to a specific earnings period, payments in
advance for expenses or reimbursements for
expenses, workers’ compensation payments,
long-term/short-term disability payments,
jury duty pay, and charges assessed for
personal use of a company vehicle. The
chart shows how to easily identify salary that
is and is not PERA deductible.

PERA-deductible earnings are not identical
to Social Security-deductible earnings. For
Social Security and salary information
contact the Internal Revenue Service at 1 800
829-1040.

Salary Subject To PERA
Withholding

Salary Not Subject To PERA
Witholding

Earnings, wages, and overtime

Used vacation and used sick leave pay
Merit increases and/or bonuses
Retroactive or back pay
Compensatory pay

Longevity or stability pay

Per diems paid in addition to expenses

Salary paid in addition to workers’
compensation payments

Employee-paid flexible spending accounts,
cafeteria plans, health care expense accounts,
day care expenses, or an amount that reduces
the employee’s salary

Employee suggestion awards
Salary paid to district court reporters

Federal and state grants, unless grant by-laws
specifically prohibit the use of grant money
{funds) for pension contributions

Fees paid to employees (excluding court
reporters) in addition to salary

Periodic or lump-sum unused annual (vacation) or
unused sick leave payments

Severance pay
Retirement incentive pay or retirement bonuses

Lump Sum settlements not attached to a specific
earnings period

All payments made to an employee instead of any
employer-paid group insurance coverage,
including the difference between single and family
rates

Expense payments, per diem payments that
represent expenses, uniform expense payments,
and flat monthly expense payments

Workers' compensation payments
Long-term/short-term disability payments

Employer-paid flexible spending accounts,
cafeteria plans, health care expense accounts,
day care expenses, or an amount paid to an
employee to pay for insurance premiums that is in
addition to the employee’s regular salary

Charges assessed for personal use of a company
vehicle

Jury duty pay
Fees paid to district court reporters
Salary paid to election judges
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PERA

Police and Fire Plan

Police Officers/Firefighters
Who Also Hold a Non Police
or Fire Position

Employees holding multiple jobs with the
same employer pay PERA deductions on
combined earnings only if the jobs are
covered by the same fund. For PERA
purposes, the Basic and Coordinated Plans
are in the same fund, but the Police and Fire
Plan is separate. Earnings are not combined
if an employee in the Police and Fire Plan
takes a second job that may be covered by
the Coordinated Plan. (See the chart below
for an example dealing with an employee
with multiple jobs for the same employer.)

To further illustrate the point, an
individual works part time as a janitor for
employer A and pays into the Coordinated
Plan. The employee is offered and accepts a
full-time job as a police officer for employer
A that will pay $2,000 per month. Because

the Coordinated Plan and the Police and
Fire Plan are considered separate, earnings
Jrom these two positions are not combined
even though the employee simultaneously
holds these jobs. For this employee,
therefore, Coordinated deductions continue
on the janitor job, but Police and Fire
contributions will need to be paid on the
police officer position.

Changing the example will demonstrate
when earnings should be combined. If the
above Coordinated employee accepted a
part-time job as a police officer (which is, by
definition, in the Coordinated Plan unless the
city council passes a resolution to make it
Police and Fire), earnings must be combined
and Coordinated deductions taken on all
earnings. For more information on
employees holding multiple positions refer to
the section Employees With More Than One
Public-Sector Job.

An individual works two positions

Employee not eligible
for PERA on part-time
position because

earnings are less than
$425 *

with the same employer

Full-time police or fire position

Part-time non-police and fire position
- - earns less than $425 a month *

Coordinated Plan

* If part-time earnings exceed $425, employee must pay into the

7/1/93
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Police and Fire Plan

PERA

s

How to Enroll Employees
for Mlembership

A completed and signed membership form
must be submitted to PERA for each new
employee who qualifies for PERA
membership. The form is required when the
employee is beginning a new job even if one
was submitted by a previous employer or by
the current employer.

Police and Fire Plan members are to
complete a green membership form. The
membership form must be sent with the first
deduction submitted to PERA, or within 30
days of the first deduction.

All items on the form are to be completed.
The following pages describe how to
complete those items on the Police and Fire
membership form about which questions are
often asked.

INSTRUCTIONS:
the top L

ploy must L

MEMBERSHIP — POLICE AND FIRE FUND

Usa this form to raport a NEW, REINSTATING, OR TRANSFERRING EMPLOYEE. Thae lay
the ] $ the lower saction.

— S — e T et e Y e T ——
NOTE: CHECK CURRENT SALARY AND STATUS REQUIREMENTS TO ENSURE PERA ELIGIBILUITY,

PUBLIC EMPLOYEES RETIREMENT ASSOCIATION
514 St. Peter Street, Suite 200, St. Paul, MN 55102
Telephone (612) 296-7460

I PERA OFFICE USE

iz to
dats ¢

b

Plasse read reverse side for fects

Beginning Employment Date

Month  Day

E Unit Na. - Unique Code Governmantal Subdivision and Department Year 1
M 0000-~00 City of Anytown 06—25-9X
P Date PERA Daductions Began (If diffarent from baginning employment data, indicate reason for delay in JedUCtiONS.}
L 06-25-9X 2-
O [ Employee's Position Title Ts this an aelected position? T VYes (Have employee read section an reverss side.) [y] NoO
Y . R Is employes part-time? [| Yes (Attach certified copy of resoiution adopted by governing body
E Police Officer stating position is that of "police officer” or “fire fighter.”) [X| No
Employers_Signature and Titie Oate
R 3 .
f P e e W Ll 740?/4,{/
Employee’'s Sociel Security Ne. Birth Date (Mo, Day, Yr.) Sex Maritel Status
221-22-2311 09-09~-62 (3 Male ] Female| [] Single [¥X| Married
Neme of Employea — PRINT [Last 6 ["First) ‘| TMiddie 1mitial) {Formaer Last Namaes, If Any)
_Nelson_ Steven P
Address ~ INT {Number and Street}

7

111 Main Street
ity

Anvtown
ame of Spouse - T (Last)

State Zip Coda
MN 55555
TFirst] TMiddie Initial] Spouse’e Birth Date (Mo. Oay, Yr)
8 [ E ‘01=-03—-64

Nelson Marx
Bve you esver been of are you now & member of Y4

*If yes, please complate Record of Public Service section on reverse side.

Yeos* Provious/Current PERA Membar No:

TXNe |

10

“If yas, name system and dates of membership:

Have you ever besn @ momber of any other Minnesota public retirement system or local relief association? |_] Yes* [¥| Na

of your employee contributions after
1.
2,
3.

HmorwXnm

4.

- )

1 hareby revoke eny pest desi H of b

DESIGNATION OF BENEFICIARY: By designating 8 benseficiary, you sre providing explicit instructions to PERA for distribution
[ | vour death gssuming no survivor benefit or annuity is peysble. Your distribution
instructions must be absolutaly cleer; therefore, we must ask you to comply with the following:
Identify your beneficiary by full name, ralationship (it applicable), and address. W your beneficiary is &
maerriad woman, use her given name, not her hugsband’s first name (Meary J. Doe, not Mre. John Doe).
It you name minor children, do not designate the guardian{s) on this form as it cennot be accepted.
Instructions guch &8 who shall be nemad legal gusrdian of minor children should be placed In your will.
If you neme more than ane Primary Beneficiary, you may have portions distributed equaelly or unequally,
It you wish equal distribution, you may leave the portion coiumn blenk and equal shares will bo assumad.
If unequst distribution is desired, you must insert below the portion each beneficiary is 10 raceive.
Complete the Contingent Baneficiary section ONLY if you wish to provide payment instructions in the event
that NONE of the Primsry Baneficieries survive you.

may heve made for PERA’S Group Life Insurance
PRIMARY BENEFICIARY:

11

Full Neme of Beneficiary Retationship

i v
Plan} and

h mey epp an PERA da {; luding any b ficiary desi ti 1]
batitute the foll a: {More is provided on reverge side.)
If more then one - pay survivors equally unlesg noted otherwisa.

It one beneficiary — pay full refund.

Address (Street, City, State, 2ip)

Portion
to Recaive If
Not Equal Shares

MN 55555

f &«m /z/am

1..Maxry Nelson Spouse 111 Main Street Anytown
2.
3
4.
CONTINGENT BENEFICIARY: If none of the above-named survives ma, | designete the following ws beneficiary:
1._Jason Nelson Son 111 Main Street, Anytown MN 55555
r A
3
4.
[~ Signatiure of Emplayee (Use pon. TF 3 marned waman, do not use RUEBand’s Tirsi name —Oate

12

Yiz/Gx

WO00018-02 (7/1/788)

1 -
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PERA

Police and Fire Plan

Completed Items:

1. Beginning Employment Date. For a
new employee, this is the date the employee
started working. For a reinstating employee,
this is the most recent date the person started
work (returned to service).

2. Date PERA Deductions Began.
NOTE: If this date is different from the
beginning employment date, explain in detail
why deductions were not submitted from
date of employment. When completing this
line, avoid using general explanations such
as didn’t earn enough or didn’t qualify.
Instead, indicate the specific exemption as
shown on page 2 of the Coordinated Plan
section, Employees Not Covered. (If more
than one exemption applies list all
exemptions in detail.) For example, state
that the employee did not earn $425 a
month; position held was not expected to last
more than six months; or the person was a
full-time student, part-time employee; etc. If
the employee should have been reported
earlier than the date deductions began, so
indicate and send a list of earnings, by pay
period, from the date of hire. PERA will
then determine the amount due. For more
information on an employee who qualified
for PERA coverage prior to the date
deductions began, refer to the AdJustments
Section.

3. Employer Signature and Date. Be sure
to sign and date, so we know who to contact
if we have any questions.

Employee-Completed Items:

4. Social Security Number.

5. Date of Birth.

6. Legal Name (Last, First, Middle).

7. Address (Number and Street or Route
and Box Number, City, State, and Zip
Code).

8. Name of Spouse. If unmarried, leave
blank.

9. Spouse’s Birth Date. If unmarried,
leave blank.

10. Previous or Current PERA Service
Information. Check appropriate box. If
"yes" is checked, list member number (if
unknown, leave blank).

11. Beneficiary Designation. If no one
qualifies to receive a monthly survivor
payment after a member’s death, PERA will,
upon application, pay the member’s
contributions to the person or persons listed
as beneficiary on this form. Employees who
wish to change or update this designation
may complete a Change of Beneficiary form
available through PERA.

12. Signature of Employee (use pen).

State law requires employers to submit a
PERA membership form for each new
member. The information on the form will
be used to administer the employee’s PERA
account and, eventually, to compute a
refund, a retirement annuity, or a survivor
or disability benefit. Certain information
requested on the form is private; that is, it
may be made available only to the employee,
to the PERA staff who must use it in the
normal course of conducting business, and to
the employer. No private data will be
shared with any unauthorized person or
agency without the employee’s written
consent.

7/1/93
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Police and Fire Plan PERA
s

the address change on the Salary Deduction

Changes in Name, Report. However, address changes for

Address, and Beneficiary PERA retirees, disabilitants, or survivor
benefit recipients may only be made by letter
To change a name, address, and/or or a changepform witi theyrecipient’s d

beneficiary, the employee is to complete signature.

Change of Name, Address, and/or

Beneficiary Form and send it to the PERA Do not use this form for DCP members

office. If reporting only an address change and life insurance plan participants. Refer to

for an active member, the change can be the DCP or Life Insurance Section for

made by either calling, writing a letter, detailed information.

completing the change form, or by indicating

PUBLIC EMPLOYEES RETIREMENT ASSOCIATION |
514 St. Peter Street, Sufte 200, St. Paul, MN 55102 °

CHANGE OF NAME, ADDRESS, AND/OR BENEFICIARY

INSTRUCTIONS: USE PEN. Before following ingtructions shown balow, read reversa side for fects about data requested.

* To report & name chanun. check IM Nlm. Ch-m box, insert your Sociel Snourtt ber, birth dete, marital atatus,
and PERA P tha N and Former Lest Nemae line, sign lhns form, und return it 10 the PERA office.

¢ To report en address change, check the Address Change box, insert your Soclel Security numbar, birth date, snd PERA member
numbar, complete the Name line and both Address linas, sign this form, and return it to the PERA office.

* To chenge your beneficiery, check the B ficiary Ch box, insert your Socis! Security number, birth dete, and PERA member
number, complnu the Nama, Address, end Benesficiery lines, gign this form, end return it to the PERA office. If you ere
participating in PERA's Group Life Insurance Plan end wish to change your insurence beneficiary designetion, you must
request 8 separate form for that purposs from our office.

NOTE: i wo do_not have the neme and birth dete of your spouse and you would like your annusl Personal Benefit Stetemeant

to include benefit estimates with your spouse a8 "joint snnuitant” ingert your spouse’s name and birth dete and sign below.

A “joint ennuitant” is the person you would name st retirement to receive a monthly banetit upon your death,

CHECK REASON(S) FOR COMPLETING THIS FORM: DNAMECHANGE —ADDRESSCHANGE BENEFICIARY CHANGE
Member's Soc. Sec. No. Birth Data {(Mo.Day, Yr.) Maeritel Stetur: PERA Member Numbar

) single [[] Merried
Naeme of Member — PRINT (Last) {First) {Middie Initial) {Former Last Nemes, if Any)
Address of Member ~ PRINT (Rumbar and Strest)

City State Zip Code

Reme of Spouse -~ PRINT {Last) I (Firat) {Middle Initial) Spouse’s Birth Date (Mo, Day, Yr}

DESIGNATION OF BEMEFICIARY: By dasignating & bcm'ieurv, vyou are providing explicit instructions to PERA for distribution
of your emplovee enmrlbuﬂom witer your death sysuming no survivor benefit or ennuity is payable. Your distribution
inatructions must be y clear:; fore, we mun ask you to comply with the following:

1. ldentify your bon.f‘curv bv full nama, relats (¢ licable), and sddress. if your beneficiary is a
maerriad woman, use har given Rama, not her hu-hond't first name (Mary J. Doe, not Mrs. John. Doe).

2. i you name minor children, do not dasignate the guardian(s) on thiz form as it cannot be sccepted.
instructions such ss who shall be namead legs! guardisn of minor children should ba placed in yvour will

3. H you name more than one Primery Bansficiary, you may have portions distributed equally or unequally.
If yvou wish equal distribution, you may lesve the portion column blenk and equal sheres will be essumaed.
n unoquul distribution & dmfod. you must insert below the portion sach person is 10 receive.

4. the Contl B i ti ONLY i you wish to provide payment instructions in the evant
that NONE of the annfy Bonchcumn BUrvive vou
L] ef bensficisry whi on PERA records laxcluding any baneficiary designation §

kareby revoks may sppesr
may have made for gﬂA: Gn-. I.‘. nsuranca Plan) .nd substitute the lo“owm.. (More gpace is provnd.d on raverse side.)

PRIMARY BENEFICIARY: If one beneficiery — pay full refund. ¥ more then one — pay Buvvivors equslly unless noted otherwisa.
Porti
p to R-c;oi\’/‘o H
Full N of B ficiery Releti hip Address (Street, City, State, Zip) Not Equal Sheres

g w N

CONTINGENT BENERCIARY: K rone of the sbove—mamed survives we, | designste the following es benaficiery:

aoa N oo

S % of Employee (Usa pen. W & mamed woman, do not usa husband's first ] T Date

PWO00D18-01 (7/1/88) - OVER -
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PERA

Police and Fire Plan

Terminated Employees
Returning to Work

An employee who terminates public
employment, remains off work for 30 days
or more, and returns to a non-temporary
position must re-qualify for PERA coverage.
This means that if monthly earnings are
more than $425, PERA membership is
mandatory unless another exemption applies.
If a PERA-covered employee returns to
work with the same employer in a
non-temporary position within 30 days, the
employee must again be reported regardless
of the amount earned. An employee who
terminates a part- or full-time job and
returns to work in a temporary position does
not qualify for PERA coverage until
employment goes beyond six months and
salary exceeds $425 a month.

Returning to Work While Drawing

a Monthly PERA Retirement Check

PERA retirees collecting monthly
retirement payments may return to public
service, after 30 days, but they cannot pay
contributions to PERA. In order to be
considered retired, a person must terminate

public service and be off work for at least 30

days.

Retirees are subject to the annual earnings

limitations set by Social Security. (These
limitations change annually. Please contact
the Social Security Administration or PERA
to get the current limits.) Therefore,
employers must report the gross earnings of
these retirees to PERA on their regular
Salary Deduction Reports even though
PERA deductions are not taken. For more
information on reporting, refer to the
Reporting Section. Do not report elected
official earnings; because their salary is not
included in the limitation.

PERA reduces or suspends (offsets) future
pension payments to retirees who exceed the
earnings limitations.

PERA deductions may or may not be taken
on earnings of employees collecting monthly
PERA disability payments. Whether or not
deductions should be taken is handled on a
case-by-case basis. Please call the PERA
office if your agency employs a person
collecting monthly PERA disability
payments.

7/1/93
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Police and Fire Plan

PERA

Prior Membership Rules

The first part of this section described the
current requirements for mandatory and
optional membership. The rules and laws
governing membership have changed over
the years.

Employees Participating in Other Funds

Before July 1, 1988, PERA membership
was optional for part-time employees
contributing to another qualified Minnesota
public pension plan based upon a separate
full-time job. After July 1, 1988,
membership became mandatory for the
part-time employee under these same

Earnings Requirements: Per Month .
Prior to July 1, 1961 §s50  clreumstances.
July 1, 1961, through March 23, 1974 75 Stipulations For Emp[oyees
March 24, 1974, through June 2, 1977 150
June 3, 1977, through April 30, 1981 250 Employees were exempt if annual
May 1, 1981, through June 30, 1988 325 compensation was stipulated in advance to be
July 1, 1988, through present 425 not more than:
July 1, 1973, through March 23, 1974 $ 900
Temporary or Seasonal Positions March 24, 1974, through June 2, 1977 1,800
June 3, 1977, through April 30, 1981 3,000
Persons employed in temporary or May 1, 1981, through June 30, 1988 3,900
seasonal positions for 90 days in a year were July 1, 1988, through present 5,100
exempt from membership prior to July 1971
when the limit was changed to 120 working
days in a calendar or school year. Effective
July 1, 1988, to be exempt from PERA
membership, employment must not exceed
six consecutive months.
Reporting Manual For Payroll And Personnel Officers 7/1/93
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PERA Defined Contribution Plan
L. - - . . . . - e e ]

Is employee eligible for the PERA Defined Contribution Plan?

Is the person hired basic or Is the person elected, or a person
advance life support emergency appointed to fill a vacancy in an
medical service personnel? elected office?
Yes No Yes
l Membership Denied I
Did the employer Yes Is the person an
elect DCP coverage Membership Denied | — elected county
for their basic and sheriff?
advanced life support No
emergency medical — | nronhership Denied l
service personnel?
| No
Yes
. !
Did the basic and advanced life Is the elected official already
support emergency medical service covered by the PERA Basic
employee elect coverage within 30 days or Coordinated Plan on their
from the date of hire or from the date elected service?
in which the employer authorized
coverage, whichever is later?
| ]
Yes No Membership Denied
!

Is this person already covered by
another public or private pension
plan because of ambulance

employment?
}
No Yes No
Membership Membership Membership
Optional Denied Optional

7/1/93 Reporting Manual For Payroll And Personnel Officers Page 1



Defined Contribution Plan

Introduction

The Defined Contribution Plan (DCP)
administered by the Public Employees
Retirement Association (PERA) was
established by the Minnesota Legislature in
Minnesota Statutes, Chapter 353D. It is
exclusively for elected officials and basic and
advanced life support emergency medical
service personnel.

This section is designed to explain:

- who is eligible for DCP member-
ship,

- the procedures for enrollment,

- and the options available to elected
officials for purchasing past service.

Eligibility/Contributions

Listed are the types of employees eligible
to participate in the Defined Contribution
Plan and their respective contribution rates.

Elected Officials

An official is eligible to enroll if he or she
is an elected local government officer or a
person appointed to fill a vacancy in an
elected office. The official cannot already
be a member of the Public Employees
Retirement Association for service rendered
in that elected position. In addition, an
elected official is eligible for the DCP only
with regard to the position to which the
official was elected by the public at large in
the political subdivision. An elected county
sheriff is not eligible for the Defined
Contribution Plan for service rendered as
sheriff.

Participation in the DCP begins on the first
day of the pay period for which the
contributions were deducted, or if the pay

period coverage dates are not provided, the
date on which the membership form or
contributions are received by PERA,
whichever is first. The election to
participate in the plan is revocable.

" The contribution rates for an elected
official are:

Member Share Employer Share

5 percent of salary 5 percent of salary
Ambulance Personnel

Participation is open to basic and advanced
life support emergency medical service
personnel whose employers have elected to
participate. Once a service elects to enroll,
its eligible personnel individually elect to
participate or decline to participate in the
plan within 30 days. Personnel who
participate in another public or private
pension plan because of their ambulance
employment are not eligible to join the
PERA Defined Contribution Plan. An
election to participate by the service or an
individual is revocable.

The employer sets the amount of the
employer contribution to be paid on behalf
of its employees. The contribution must be
based on a per call or period of alert duty, or
if salaried employees, upon a fixed percent
of salary. Paid employees may elect to ‘
contribute to the plan, but their contributions
may not exceed the employer contribution.

Eligible Earnings

Generally, PERA-eligible earnings are
considered gross salary and are paid to
employees for labor performed or services
rendered. PERA contributions are to be
made from total (gross) salary before
deducting deferred compensation or

Page 2
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PERA

Defined Contribution Plan

e

supplemental retirement plans, or other
voluntary reductions in salary.

Gross salary includes regular wages,
overtime earnings, compensatory time, pay
for used vacation and used sick leave,
holidays, retroactive wage settlements, and
merit increases. Gross salary also includes
bonuses, unless the bonus is paid at or
because of retirement.

By law, some forms of compensation are
not subject to PERA deductions and must not
be reported on the Deduction Report.
Excluded compensation is unused sick leave
or unused vacation payments, severance pay,
employer-paid flexible spending accounts,
retirement incentive pay or retirement
bonuses, lump sum settlements not attached
to a specific earnings period, payments in
advance for expenses or reimbursements for
expenses, workers’ compensation payments,
long-term or short-term disability payments,
jury duty pay, and charges assessed for
personal use of a company vehicle.

Elected officials who earn salary for
service on committees and boards that are
not within the same governmental entity to
which the official was elected (examples are
joint and regional boards) cannot have DCP
withholding. Per diems which are simply a
reimbursement for incurred expenses or
fixed payments intended to be used to pay
expenses are also not considered salary for
PERA purposes. Also, any compensation
for service which is not considered a regular
part of the duties for which the individual
was elected are not PERA deductible.

A chart shows how to easily identify
salary that is and is not subject to PERA
withholding.

PERA-deductible earnings are not identical
to Social Security-deductible earnings. For
Social Security and salary information,
contact the Internal Revenue Service at 1 800
829-1040.

Salary Subject to DCP

ithholding

Salary Not Subject to DCP
Withholding

Earnings, wages, and overtime

Used vacation and used sick leave pay

Merit increases, bonuses, and/or incentive pay
Retroactive or back pay

Compensatory, longevity, or stability pay

Per diems paid in addition to expenses

Salary paid in addition to workers’
compensation payments

Employee - paid flexible spending accounts,
cafeteria plans, health care expense accounts,
day care expenses, or an amount that reduces
the employee’s salary

Employee suggestion awards

Federal and state grants, unless grant by-Jaws
specifically prohibit the use of grant money
(funds) for pension contributions

Fees paid to employees (excluding court
reporters) in addition to salary.

Periodic or lump-sum unused annual {vacation) or
unused sick leave payments

Severance pay

Retirement incentive pay or retirement bonuses

Lump sum settlements not attached to a specific
earnings period

All payments made to an employee instead of
any employer-paid group insurance coverage,
including the difference between single and
family rates

Expense payments, per diem payments that
represent expenses, uniform expense payments,
and flat monthly expense payments

Workers’ compensation payments
Long-term/short-term disability payments

Employer-paid flexible spending accounts,
cafeteria plans, health care expense accounts,
day care expenses, or an amount paid to an
employee to pay for insurance premiums that is
in addition to the employee’s regular salary

Charges assessed for personal use of a company
vehicle

Jury duty pay
Salary paid as an election judge

7/1/93
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Defined Contribution Plan

PERA

Enroliment

digits are - 50. For elected officials, the last
two digits are - 51.

A completed and signed Defined
Contribution Plan Membership Form must
be submitted to PERA for each new

If PERA has not assigned a DCP unit
number, leave this block blank, and PERA
will assign your agency a number.

employee who participates in the DCP. The

form is required even if one was submitted

by a previous employer.

The membership form is to be submitted to
PERA when sending payment for employee
and employer contributions. For elected
officials, membership in the Defined
Contribution Plan begins on the first day of
the payroll period in which contributions

2. Employee’s Job Title. List the title of
the position the employee holds.

3. Employer’s Signature, Title, and
Date. This certifies that the employee is
eligible to enroll.

4, Social Security Number. Enter social
security number.

were withheld from elective salary. If

contributions are
submitted without a
membership form, the
membership form must
be sent within 60 days of
the receipt of
contributions or the
elected official will not
be considered a
participant in the plan
and PERA will issue a
refund of contributions.

Membership Form

Item-By-ltem
Instructions

1. Unit No.-Unique
Code. PERA’s
identification number
assigned to each
employer, to be used on
all correspondence. The
unit number is a six-digit
number. The first four
digits identify the
employer. The last two
digits, called a unique
code, designate the type
of employee for DCP
members. For
ambulance service
personnel, the last two

PUBLIC EMPLOYEES RETIREMENT ASSOCIATION
514 St. Peter Street, Suite 200, St. Puﬂ MM 55102-10%0
Telephone (612) 296-~7460
MEMBERSHIP — DEFINED CONTRIBUTION PI.AN

: Use this form to enroll en employee who, based on current

PERA OFFICE USE

INSTRUCTIONS.
Ilnod on (h. raverte side. Pm Aisto b- complutod by Qhu employer. Part B musl be mmpm.d nnd ngmd by tM employea,
For en the of elzcted official’ sida.

and &n 'a right to purchase pael sarvice, BeO rOVeres

Unit No. = Unique Co«1

Name of Employing Unit lJab Title of Employee 2
0001-51

City of Anytown Councilperson

1 certity that this em ibla %o partici in_this pisn based on hiu/her current poarion with our gency.
Employars Signature nh Date

o tamcs [lreds 3 01/01/9%
Have you ever been’s member sr of PERA'S Dafined Contribution Plan? [ Yes - Intart Member No:

7'@'707

lndm-le the -mploymonl upon which m-- application is based:
! survice p
{x] Electad lau| public official, wt»ch I undlnllnd cannot mclud- -mplovmunt a3 a county sheriff or compansetion for
wny survice | may perform on en | board, even if pert of my elected official dutiss

Social Security Number 4 Birth Oate (Ma, Day, Yr.) Male £ F ' M l!I" Stlltu " 4

-2222 02/20/58 72 ate £ pamate nole X3 Marrie
Name PRINT  [Last) (First) {Middte tnitial} {Farmer nemals), it any)
Doe Jane J. Jones

Address PRINT {Number and Straet)
123 Main Street

City State Zip Code
Anytown 55555
e T
WVESTMENT SELECTION - Use whale percentage figures, the totel of which must equal 100%.
Pescantsge

We zdvise you to review a current Prospactus

5()' Income Shsre Account
befora making ea investment sslection. H no

Growth Shara Account

| Common Stock index Account 6 initial zeloction la made, we are required
| Band Market Account by lew to invest ¥ contributions in the
1 | Money Market Account tncoma Share Acccount,

S0l Fixed Interest Account
100%
DESIGNATION OF BENEFICIARY, By i 9 explicit i for of
your emplayes contributions sfier your death. Whu\ camphtlnn Ihin ncuon pluu comply wm- the lollowlng items:
1. Idantify yout heneficiary by full name, relationship (it appliceblel, and address. If your boneficiery is a
maerried women, use her given name, not har husbend’s frn name {Mary J, Doe, nol Mrs. John Doa),
2. I you name minor children, do not desigaste the di ) on this form ss it cannot be accepled,
Instructions such &3 who 3hall be named legal guardun o' minor childran should be placed in your wIII
3. ¥ you name more than one Primary Baneficiary, you may have portions d squally or
H you wish equs! dluribu!mn you maey leava the portion column blenk and equsi :)uru wilt be Auum-d
it unaqual dmnbumm is desired, you must insart balow the portion each benaficiary is to receive.
4. C i the Baneficiary ssction ONLY if you with to provide paymaent instructions in the event
that NONE of tha Prirmary Bomﬁcunn survive you.
| hereby revoke t designations of banefici. v sppasr on PERA Dafined Contribution Flan Records
n?gam momm (More space is provi -d on rlvcru side.)

PRIZAARY BENEFICIARY: ¥ one baneficiery - pay full refund B more than one ~ pay survivors equally unless noled otherwise.

;onlons to
Full Name of Baneliciery Relati i 8 Add {Straat, City, State, Zip) Unaqual Shlrn
J: D, 123 Main Street Anytown, MN 55555

I S

CONTINGENT BENEFICIARY: H noag of the above-nemed survives ma, | desi

t._Dawid Dne Son 123 Main Street, Bnytown MN 556551

~

3

ol

v

ab

|hm options md sen -w-r- of !M Plan’s mm and oumﬁm Further, | yadorstand
{RA}.

may wvuuN bnpod tho tax d
Y

oy 3
'_Snumdimplwumum Hum'nodwmdommhwbu\d‘lﬁm»m..l

|0l'I

L E

“mm/s#w Kios.

<1 -
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PERA

Defined Contribution Plan

5. Name. Enter last, first name, and
middle initial; complete mailing address.

6. Investment Selection. Employee and
employer contributions are invested in
accounts selected by the employee. Whole
percentages are used for the various
investments and must total 100 percent.
(Refer to the Investment Options Booklet for
information on the individual funds.)

7. Previous or Current DCP Service
Information. Check appropriate box. If
"yes" is checked, list member number (if
unknown, leave blank).

8. Beneficiary designation. PERA will,
upon application, pay the member’s
contributions to the person or persons listed
as beneficiary on this form. Employees who
wish to change or update this designation
may complete a Change of Beneficiary form,
available through PERA.

9. Signature of Employee (use pen).

State law requires employers to submit a
PERA membership form for each new or
reinstated member. The information on the
form will be used to administer the
employee’s PERA account. Certain
information requested on the form is private;
that is, it may be made available only to the
employee, to the PERA staff who must use it
in the normal course of conducting business,
and to the employer. No private data will be
shared with any unauthorized person or
agency without the employee’s written
consent.

Investment Options

Under DCP, participants determine how
employee and employer contributions are to
be invested through the purchase of shares in
accounts of the Minnesota Supplemental
Investment Fund. Total contributions plus
investment performance determine the
ultimate benefit, which is paid as a lump
sum upon withdrawal.

How it Works

Members must designate a percentage of
total payroll contributions to be placed in
one or more of the accounts of the
Minnesota Supplemental Investment Fund.
The total of the percentages may not exceed
100 percent. If a member assigns less than
100 percent of all contributions to specific
accounts or makes no allocation, the balance
will be used to purchase shares in the
Income Share Account.

Members of the DCP also have the option
of changing allocations or transferring all or
portions of previously purchased shares from
one account to another at any time. The one
exception is the Fixed Interest Account.
Transfers may be made into this fund only
once a year—in the fall— when the new
contract is announced. Funds transferred
into this account must remain in the account
until the contract reaches maturity or until
the member terminates public service.

Participants may choose from six
investment options, ranging from a fixed
interest fund to a stock market index vehicle.
These funds were established by the State
Board of Investment to meet varying
investment goals. Following is a brief
description of the six investment options.
Refer to the "Investment Options" brochure
for more detailed information.

Income Share Account — This fund has
an objective of earning a high rate of return
from increases in market value and current
yield. The investment mix of the fund is
approximately 60 percent common stocks,

7/1/93
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Defined Contribution Plan

PERA

35 percent bonds and 5 percent cash. This is
a balanced investment program involving
some risk in return for a higher average
return than would be available through a
money market.

Growth Share Account — The primary
objective of this fund is to generate high
returns from increases in market value.
Thus, approximately 95 percent of the fund’s
assets are invested in stocks with the
remainder in cash. - This investment is for
those who feel the stock market, over time,
will provide higher returns than other types
of investments. Conversely, the risk to the
investor is higher.

Common Stock Index Account — Like
the Growth Share Account, this fund is
invested in common stocks. While the
Growth Share’s assets are managed by
advisors, however, the Common Stock Index
Account has its assets invested in
~ approximately 2,000 different stocks chosen
to match the return produced by the Wilshire
5000. This is a stock index, much like the
Dow Jones.

Money Market Account — The Money
Market Account invests in short maturity,
fixed-income investments that pay rates
competitive with those available in money
markets. The fund’s assets are invested in
high quality, short-term investments, such as
U.S. Treasury bills, bank certificates of
deposit, repurchase agreements and high
grade commercial paper. There is no
investment in stocks or long-term bonds.

Bond Market Account — The Bond
Market Account invests solely in fixed
income securities (bonds). These high
quality government and corporate bonds
have intermediate to long-term maturities,
from three to 20 years.

Fixed Interest Account — The most
secure fund offered by the Minnesota
Supplemental Investment Fund, the Fixed
Interest Account, invests in guaranteed
investment contracts (GICs) offered by
major U.S. insurance companies and banks.

The objective is to protect investors from

-loss of their original investment, while

providing a fixed rate of return over a
three-year period. This conservative
approach, however, also limits the potential
for more substantial increases in value
offered by the less secure funds.

The State Board of Investment accepts bids
for GICs annually. Participants in the fund
make contributions over the following 12
months and receive the guaranteed rate for
the remainder of the contract period.

Lump-sum transfers to the Fixed Interest
Account (including payments for past
service) may be made only once a year when
a new Fixed Interest Account contract is
opened. PERA notifies DCP participants in
writing when such transfers may be made.
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PERA Defined Contribution Plan
T T s,

Changes in Name, complete Notice of Change Form and send it
to the PERA office.
Address, Beneficiary or
Investment Option If reporting only an address change, the
change can be made by either calling,
For change in name, address, beneficiary writing a letter, completing the change form,
or investment option, the employee is to or by indicating the address change on the
DCP deduction report.

PUBLIC EMPLOYEES RETIREMENT ASSOCIATION
514 St. Peter Street, Suite 200, St. Paul, MN 55102-1090
Telephone (612) 296-7460
- NOTICE OF CHANGE - DEFINED CONTRIBUTION PLAN

Before cohl:pletmﬁ this form, plesse read the instructions and datails about th- data requested on the rwam side. Changes

raported made to ¥out Deafinad Contribution Plan gccount anly. vou n lo make

yau have under PE RA, you muat request and complete a differant Changa form. form must be llgncd -nd dated in ink.
CHANGE(S) BEING MADE: [ ) Name | ] Address | ] Beneficiary [ J 1 t t {See Prospectus for Opti & Datails)
Name (PRINT) - Last, First, Middie initial lFormcr Name Social Security No. | DCP Member No.
Address
City State Zip Code

BENEFICIARY CHANGE - lngtructions on how to pl this tion and sp for additi are on the reverse side.
1| REVOKE ANY PAST DESIGNATIONS MADE FOR MY PERA DEFINED CONTRIBUTION PLAN ACCOUNT AND SUBSTITUTE:
PRIMARY BENEBCIARY: If one beneficiary ~ pay full refund. f more than one — pay survivors equally unless noted otherwige.

Partion {%)
Full Naeme of Benaficiary (Print) Relationahip Address (Street, City, State, Zip) 1f Not Equal
1
2
2 3.
4.
CONTINGERNT BENEFICIARY (OPTIONAL): H NONE of the sbove-named survives me, | designate the following &s baneficiary:
1
2
3.
4,
SELECTION OF INVESTMENT OPTIONS FOR FUTURE CONTRIBUTIONS - Use wholie parcentages only. The totel must be 100%.
Percentage Percentage
3 .| Income Share Account i | Bond Markst Account
I | Growth Share Account | | Money Market Account
L | Common Stock Index Account i | Fixed Interast Account

IMPORTANT: The total of all percentages you insert here must equal 100%.

e —————————— s —
TRANSFER ALL PAST INVESTMENTS - Identify (by check mark) the account{s} you wish ALL PAST INVESTMENTS transferred
from (loft side). Indicate (by whole parcentages) the accouni(s) you wish sl past contributions transferred to {right side).

Trensfer All Investments From ~ Check Appropriate Box{es) Transfer To — Insart Whola Percentage Figure(s)
{ ] Income Share Account | | Income Share Account
4 | | Growth Share Account | Growth Share Account

| Bond Market Account | Bond Market Account
| | Money Market Account | Money Market Account
| | Alt of the Above Accounts in Which | Have Money Invested 100%

|

| Common Stock Index Account |__ | Common Stock Index Account
S
|

TRANSFER A PORTION OF PAST INVESTMENTS - indicate dollar amount(s) & accounts you wish the amount{s) trensferred from/to.
Dollar Amount{s) Transferred From: Dollar Amount(s) Transferred To:

$ Incoma Shara Account $ Income Share Accaunt
5 $ Growth Share Account $ Growth Share Account
$ Common Stock Index Account $ Common Stock Index Account
$ Bond Market Account $ Bond Market Account
$ Money Market Account $ Money Market Account
6 Signature (This Form Must ba Signed in Pan and dated to be valid.) Date

PWO00017-02 (09-92)
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Defined Contribution Plan

PERA

Terminated Employees
Returning to Work

Elected officials

An elected official who discontinued
coverage or terminates public office and who
is now again in an elected position must
re-enroll if he/she chooses to participate. If
an elected official is re-elected to the same
office without a break in service, DCP
membership is continuous. Should an
elected official change from an elected
position to a non-elected position, DCP
membership is discontinued.

Ambulance Service Personnel

If an ambulance service employee who
participates in DCP changes employment to
another ambulance service covered by the
DCP, he/she has the option to continue
participation. But to do so, commencement
in another participating ambulance service
must occur within 30 days.

Should an employee change from an
ambulance service position to a
non-ambulance position or to an ambulance
service not covered by the DCP,
membership is discontinued.

Elected Officials Purchasing
Past DCP Contributions

Elected officials who exercise their option
to participate in DCP and who have previous
uncovered service as an elected official may
pay contributions on that past service
performed before June 30, 1991, to be
invested in their DCP account. Uncovered
service is service as an elected official for
which an employer did not contribute to a
pension plan on the elected official’s behalf.

PERA calculates the amount of past
contributions by using the Coordinated or
Basic contribution rates in effect at the time
the service was rendered rather than using
the current 5 percent rate. If the elected

official chooses to pay these past
contributions, the employer is required to
pay the corresponding employer
contribution. Payment of these past
contributions also requires payment, by both
participant and employer, of 6 percent
interest compounded annually.

Elected officials may choose to pay all or
part of past contributions. Also, payment
may be made in installments. The Internal
Revenue Service limits payment of past and
present (both employee and employer)
contributions to 25 percent of taxable income
from elected service in the current calendar
year.

Generally, taxable income is gross salary
from elected service minus contributions
made to the DCP and other qualified tax
deferred plans (like a 401K) or non-qualified
457 plans using earnings from the elective
service.

Only elected officials who enroll in DCP
may make past contributions on uncovered
service. Elected officials interested in
making a purchase should ask their
employer(s) to complete a "Record of
Annual Earnings for Elected Officials" and
mail it to PERA. Employers can obtain the
Record of Annual Earnings form by calling
the PERA office.

Listed below are the steps for payment
of past contributions:

1. A DCP Membership form and DCP
Record of Annual Earnings are submitted to
PERA.

2. Upon receipt of the DCP Record of
Annual Earnings, PERA calculates the total
cost of purchasing past contributions and
sends the information to the elected official
along with a DCP Worksheet to be used to
submit payments for past service.
Simultaneously, PERA will mail a separate
notice to the employer informing them of
their total potential liability for the
employee’s past service.
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3. The elected official completes the DCP
Worksheet to compute the maximum amount
of past service that may be paid in the
current tax year.

4. The elected official submits payments
for past contributions to PERA with the
completed DCP Worksheet. The payments
may be made on a quarterly basis or at the
end of the calendar year.

5. Upon receipt of the elected official’s
payment, PERA bills the employer for the
corresponding employer share of past
service.

6. Annually, PERA mails to the elected
official with unpaid past service updated
costs along with a DCP worksheet.

Elected officials have until January 31 of
each year to make payments for past service
based upon earnings in the previous year.
Employers have until May 15 to make their
payments.

In February of each year, PERA asks
employers to report the taxable salary of
elected DCP members who paid past
contributions for the prior tax year.
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Introduction

This section is to help employers
determine whether PERA membership is
required for employees who hold more than
one public-sector job. The situations that are
described are:

- Employees working multiple positions
for different employers

-  Employees working multiple positions
for the same employer

- A person working a part-time position
and a full-time job

-  Employees who change from one job to
another

- An employee working two temporary
positions

- A person working a part-time position
earning less than $425 monthly and a
temporary position

- A person working a part-time position
earning more than $425 monthly and a
temporary position

- Police officer/firefighter who also holds
a part-time non-police/fire position

- Employees who hold an elected and
non-elected position

- School district personnel who hold both
a certified and non-certified job

- Volunteer ambulance personnel who
also work in a PERA-covered position

-  Employees under the annual stipulation
who change to full-time employment

. = Terminated employees returning to work ~

- PERA retirees returning to public
employment

First, we will discuss whether the jobs
are for the same or a different employer.

Employees Working Multiple
Positions For Different
Employers

When a person is employed by two
different governmental agencies (such as a
city and a school district), the employee
must qualify for PERA coverage separately.
However, if a person is working in two
departments within a governmental agency
this is considered the same employer.
Example: a county may have different
departments; such as human services,
transportation, parks and recreation,
revenue, etc.

If employees have two PERA or
potentially PERA-eligible jobs and these
positions are with different employers, the
jobs are considered independent of one
another. Under these circumstances,
earnings are not combined for PERA
reporting purposes. Here is an example to
illustrate the point:

An employee has one position for
employer A which is part time with earnings
of $200 per month. The same employee
holds a second position with employer B with
earnings of $1,000 per month. Earnings are
not combined because the jobs are for
different employers. Therefore, PERA
deductions are taken on the job with
employer B, but not on the earnings from
employer A.

For PERA purposes, individuals who
change employment and begin a new
position with a different employer must
re-qualify for PERA coverage.

When A Basic Member Takes A
Different Position

A Basic Plan member who terminates
employment and returns to a PERA-qualified
position within 30 days, either with the same
or a different employer, remains in the Basic
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Plan. But if the break in employment is
more than 30 days, the individual must
participate in the PERA Coordinated Plan if
PERA membership eligibility has been met.

Employees Working Multiple
Positions For The Same
Employer

When a person is employed by two
different governmental agencies (such as a
city and a school district), the employee
must qualify for PERA coverage separately.
However, if a person is working in two
departments within a governmental agency it
is considered the same employer. Example:
a county may have different departments
such as human services, transportation,
parks and recreation, revenue, etc.

If an employee holds two jobs with the
same employer, earnings are combined and
PERA deductions are taken on the total gross
earnings of both jobs, unless one or both of
the positions is temporary. A temporary
position exists when an employee is hired
for a pre-determined period of time not to

" exceed six consecutive months.

There are some situations in which -
earnings from different positions may or
may not be combined even if the employee
works for only one employer. These are
described in the next several pages.

A person working both full- and
part-time positions

PERA

Employees who change from one
job to another

An employee in a PERA-covered job who
in 30 days or less begins a new position
maintains continuous PERA membership,
unless:

= there is a termination and a 30 day
break, (in this instance, the employee
must re-qualify for coverage)

= the new position is temporary (if
employment from two temporary
positions surpasses six consecutive
months, membership is required if
monthly salary exceeds $425)

« the former position is covered by the
Coordinated Plan and the new position
requires membership in the Police and
Fire Plan, membership in the
Coordinated Plan ceases upon
termination of that job. The reverse is
also true. If the former job was in the
Police and Fire Plan and the new
position is in the Coordinated Plan,
membership in the Police and Fire Plan
ends with acceptance of the Coordinated
job. When membership in ezther the
Police and Fire or Coordinated Plan
ceases under the circumstances just
noted, the employee may apply for a
refund of contributions made while in
the former position.

Employee working two
temporary positions

If the employee holds a part-time job with
earnings of $200 per month and a full-time
job paying $1,000 per month with the same
employer, earnings are combined. PERA
deductions are taken on the combined
earnings of $1,200.

If an employee resigns or is dismissed
from a temporary position and within 30
days accepts another temporary position,
PERA membership would be required from
the beginning of reemployment, unless the
total period covered by both positions is less
than six consecutive months or the monthly
earnings requirements are not met.

If there was at least 30 days between the
termination of one temporary position and
the reemployment in the other temporary
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position, another six-month exemption can
be used on the second temporary position.

A person working a part-time
position earning less than $425
monthly and a temporary position

Membership eligibility of an employee
who holds concurrent temporary and
non-temporary positions is determined by the
salary of each separate position. In the
situation where an employee works a
part-time position, earning less than $425
monthly, and a temporary position, PERA
coverage is denied on both positions. If the
temporary position exceeds six months, and
combined monthly salaries exceed $425, the
employee must be reported to PERA for
coverage from that point forward on both
positions,

A person working a part-time
position earning more than $425
monthly and a temporary position

Membership eligibility for an employee
who holds concurrent temporary and
non-temporary positions is determined by the
salary of each separate position. In the
situation where an employee works a
part-time position earning more than $425
monthly and a temporary position, PERA
coverage is required on the part-time
position because earnings are more than
$425 a month. PERA contributions are due
on the temporary position only if it exceeds
six months.

Police officer/firefighter
who also holds a non-police or
fire position

Police and Fire Fund contributions are
required on the full-time police officer or
firefighter position. Non-police or fire
positions that pay less than $425 a month do
not qualify for PERA coverage. However,
if earnings exceed $425 a month in the

position, the employee must be reported for
Coordinated Plan coverage. ‘

Coordinated and Basic Versus Police
and Fire

Employees who hold multiple jobs with
the same employer pay PERA deductions on
combined earnings only if the jobs are
considered in the same fund. For PERA
purposes, the Basic and Coordinated plans
are in the same fund, but the Police and Fire
Plan is a separate fund. Earnings are not
combined if an employee in the Police and
Fire Plan takes a second job covered by the
Coordinated Plan — and vice versa.

To illustrate the point, an employee works
part time as a janitor for employer A and
pays into the Coordinated Plan. The
employee is offered and accepts a full-time
Job as a police officer for employer A that
will pay $2,000 per month. Because the
Coordinated Plan and the Police and Fire
Plan are considered separate, earnings from
these two positions are not combined even
though the employee simultaneously holds
these jobs. For this employee, therefore,
Coordinated deductions continue on the
Jjanitor job, but Police and Fire contributions
will need to be paid on the police officer
position.

A part-time police officer or firefighter
also holds a part-time non-police or fire
position

If the police job, as illustrated for the
above individual, were part time paying
more than $425 a month, deductions
normally would be reported to the
Coordinated Plan (unless the city council
passes a resolution authorizing coverage in
the Police and Fire Plan). In this example,
we are assuming the city council did not pass
a resolution. Therefore, earnings are to be
combined and Coordinated deductions taken
on all earnings. This is the case when a
Coordinated member holds multiple
positions for the same employer that are not
full-time police and fire jobs.
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Employees who hold an elected
and non-elected position

When a Basic member takes a
different position

If an employee holds both an elected
position and a non-elected position, he/she
can participate in two different PERA Plans.
The elected position is eligible for the
Defined Contribution Plan (DCP) or the
Coordinated Plan (if earnings exceed $425 in
a month). The non-elected position would
be covered under the Coordinated, Basic or
Police and Fire Plan. DCP contributions
cannot be withheld from the earnings of a
non-elected position.

The elected official has the option to
participate in the DCP plan on the elected
position or the Coordinated Plan if earnings
exceed $425 in a month. PERA membership
is mandatory on the non-elected position if
membership qualifications have been met.

School district personnel who
hold both a certified and
non-certified job

Another special case can emerge if an
employee has both a certified job [normally
covered under Teachers Retirement
Association (TRA)] and a non-certified job
(normally covered under PERA) for the
same school district. If you are unable to
determine eligibility in a situation where an
employee holds TRA- and PERA-eligible
positions, contact the TRA office for a
determination, That number is (612)
296-2409 or toll free 800 652-9747.

As a general rule, the majority of
combined salary dictates whether the
employee contributes to TRA or to PERA.
If over 50 percent of the salary earned is for
teaching, then contributions from combined
salary are paid into TRA. If over 50 percent
of salary is from the non-teaching position,
then contributions from combined salary are
paid into PERA — if combined monthly
earnings exceed $425.

A Basic Plan member who terminates
employment and returns to a PERA-qualified
position within 30 days, either with the same
or a different employer, remains in the Basic
Plan. But if the break in employment is
more than 30 days, the individual must
participate in the PERA Coordinated Plan if
PERA membership eligibility is met.

Volunteer ambulance
personnel who also work a
PERA-covered position

Volunteer ambulance personnel who are
advanced life support emergency medical
service staff and who were not reported for
participation in one of PERA’s retirement
plans (Basic, Coordinated and Police and
Fire) for that volunteer service prior to
July 1, 1989, are excluded from participation
in those plans for that service.

One exception to this exclusion applies to
volunteer ambulance personnel who hold a
separate PERA-covered position in addition
to a volunteer ambulance position — in the
same governmental agency. These
individuals may elect to pay PERA
deductions on ambulance earnings.
Volunteers may make this election if they do
not already contribute to another public or
private pension plan on their ambulance
earnings.

Example: A full-time custodian working in
city hall who is a PERA Coordinated
member and also a volunteer ambulance
driver for the city may elect to have
volunteer ambulance service earnings
credited to the PERA Plan to which
custodian deductions are credited. Under
this election, earnings from both the
custodian and ambulance positions are
combined and Coordinated deductions are
withheld.

This option is available only if volunteers
are not participating in some other public or

Page 4

Reporting Manual For Payroll And Personnel Officers

7/1/93




PERA

Employees With More Than One Public-Sector Job

private pension plan that covers their
ambulance service. Once exercised, the
election to take PERA deductions on
ambulance earnings is revocable.

Employees under the annual
stipulation who change to
full-time employment

A stipulation can be cancelled without an
obligation for omitted deductions if an
employee’s original job status is changed
from part time to full time, and this change
will cause the employee to exceed the $5,100
(or other stipulated) earnings limitation.
PERA can consider the cancellation either
because the employee resigned the original
part-time position to accept another job
which is full time, or because job
responsibilities were added to the original
part-time job which caused it to become full
time.

If an employer finds it necessary to cancel
a $5,100 annual stipulation, submit the
following information to PERA:

(1) a copy of the employee’s $5,100
annual stipulation for that contract year,

(2) a letter explaining the circumstances
of the employee’s change of employment
status, and

(3) a list of the employee’s earnings from
the beginning of the stipulated period.

Following review of this material, PERA
will decide if past contributions would be
due.

Terminated employees
returning to work

An employee who terminates public
employment, remains off work for 30 days
or more and returns to a non-temporary
position must re-qualify for PERA coverage.
This means that if monthly earnings are
more than $425, PERA membership is
mandatory unless another exemption applies.
If a PERA-covered employee returns to
work with the same employerin a
non-temporary position within 30 days, the
employee must again be reported regardless
of the amount earned. An employee who
terminates a part- or full-time job and
returns to work in a temporary position does
not qualify for PERA coverage unless
employment goes beyond six months and
salary exceeds $425 a month.

PERA retirees returning
to public employment

For an individual to be considered retired,
he/she must terminate and remain out of
public service for at least 30.days. After 30
days, however, a retiree can return to public
service, collect the full retirement annuity,
but cannot make contributions to PERA.

But, a retiree’s earnings must remain within
specified annual limitations or the PERA
annuity will be suspended or reduced (offset).

When a retiree returns to employment
covered by any of PERA’s Plans, no
contributions are to be reported to PERA.

In this case, employers must report the gross
earnings of the retiree to PERA on the
Salary Deduction Report even though PERA
deductions are not taken. Do not report
elected officials’ earnings; their salary is not
included in the limitation. Refer to the
Reporting Section of this manual for detailed
information on reporting earnings on retirees.
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Introduction

General Reporting Issues

The purpose of this section is to explain in
detail how and when employer and employee
contributions are to be submitted to PERA.
It also explains how to complete the forms
used to report earnings and contributions.

Accurate reporting is important to
employees, because information supplied by
employers will ultimately be used to
determine when PERA members can retire
and the value of their pensions.

There are three separate types of deduction
reports. The particular version to be used
depends upon the fund to which the
employees belong.

= A Salary Deduction Report (green on
white) is used for members of the
Basic, Coordinated, and Police and Fire
plans;

e A Police and Fire Consolidation Fund
Deduction Report (gray on white) must
be used for members of the Police and
Fire Consolidation Plan; and,

e A Defined Contribution Deduction
Report (salmon) is required for
members of PERA’s Defined
Contribution Plan (DCP).

Four major topics are discussed in the
following pages. The first segment
addresses the general reporting requirements
and procedures that apply to all funds. This
is followed by three sections that provide
detailed instructions for completing the three
different types of deduction reports.

For information on the life insurance
billings, refer to the Insurance Section. For
information on reporting missing (omitted)
employer and employee contributions or
DCP buybacks, refer to the Adjustment
Section of this manual.

. Originals and Duplicates

of Deduction Reports

All deduction reports are three-part forms.
The original and membership copy (the page
immediately below the original) must be
submitted to PERA with payment of
employee and employer contributions. The
third copy is to be retained by the employer.

How to Send Payments

Separate checks must be submitted for
each of the following types of payments:

1. employee and employer contributions to
the Coordinated, Basic, Police and Fire, and
Police and Fire Consolidation Plans;

2. employer and employee contributions to
the PERA Defined Contribution Plan;

3. late charges;
4. life insurance billings;

5. missing (omitted) employer and
employee contributions; and

6. buyback payments for the Defined
Contribution Plan.

Checks are to be made payable to the
Public Employees Retirement Association.
Checks for employee and employer
contributions must be attached to the
deduction report for which payment is
submitted. Payments for late charges, life
insurance premiums, missing employer and
employee contributions, and DCP buybacks
are to be returned with the billings for those
payments. Please do not send cash
through the mail.

Payments that are sent to PERA without
the properly completed reports or billings
will be returned to the employer for
correction.
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Employee Contributions Tax
Deferred

Employee contributions to any of the
PERA retirement plans are not taxed by
either the state or the federal government
until withdrawn. Contributions are
considered withdrawn when they are paid
out as a refund, a pension, or a survivor or
disability benefit.

PERA deductions are computed on total
gross salary or earnings. Federal and state
taxes are calculated on the amount remaining
after PERA contributions are subtracted
from gross salary. It is this amount, gross
salary minus PERA contributions (and other
tax-deferred contributions), that is shown on
the employee’s W2 form as federal and state
gross wages. Contact the Internal Revenue
Service for complete details on the
completion of the W2 form.

Coordinated Plan Member Example:

$500.00
(500.00 x 4.23%)
$478 85 - Amount subject to Federal
and state withholding

Eligible Earnings

Generally, PERA-eligible earnings are
considered gross salary and are paid to
employees for labor performed or services
rendered. PERA contributions are to be
made from total (gross) salary before
deducting deferred compensation or
supplemental retirement plans, or other
voluntary reductions in salary.

Gross salary includes regular wages,
overtime earnings, compensatory time, pay
for used vacation and used sick leave,
holidays, retroactive wage settlements, and
merit increases. Gross salary also includes
bonuses unless the bonus is paid at or
because of retirement.

By law, some forms of compensation are
not subject to PERA deductions and must not
be reported on the Salary Deduction Report.
Excluded compensation is unused sick leave
or unused vacation payments, severance pay,
employer-paid flexible spending accounts,
retirement incentive pay, or retirement
bonuses, lump-sum settlements not attached
to a specific earnings period, payments in
advance for expenses or reimbursements for
expenses, workers’ compensation payments,
long-term or short-term disability insurance
payments, jury duty pay, and charges
assessed for personal use of a company
vehicle.

A chart on the next page shows how to
easily identify salary that is and is not PERA
deductible.

PERA-deductible earnings are not
identical to Social Security-deductible
earnings. For Social Security and salary
information contact the Internal Revenue
Service at 1 800 829-1040.
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Salary Subject To PERA
Withholding

Earnings, wages, and overtime

Used vacation and used sick leave pay
Merit increases and/or bonuses
Retroactive or back pay
Compensatory pay

Longevity pay

Stability pay

Per diems paid in addition to expenses

Salary paid in addition to workers’
compensation payments

Employee - paid flexible spending
accounts, cafeteria plans, health care
expense accounts, day care expenses, or
an amount that reduces the employee’s
salary

Employee suggestion awards
Salary paid to district court reporters

Federal and state grants, unless grant
by-laws specifically prohibit the use of
grant money (funds) for pension
contributions

Fees paid to employees (excluding court
reporters) in addition to salary.

Salary Not Subject To
PERA Withholding

Periodic or lump-sum unused annual
(vacation) or unused sick leave payments

Severance pay

Retirement incentive pay or retirement
bonuses

Lump-sum settlements not attached to a
specific earnings period

All payments made to an employee
instead of any employer-paid group
insurance coverage, including the
difference between single and family
rates

Expense payments, per diem payments
that represent expenses, uniform
expense payments, and flat monthly
expense payments

Workers’ compensation payments

Long-term or short-term disability
insurance payments

Employer-paid flexible spending
accounts, cafeteria plans, health care
expense accounts, day care expenses, or
an amount paid to an employee to pay
for insurance premiums that is in
addition to the employee’s regular salary

Charges assessed for personal use of a
company vehicle

Jury duty pay
Fees paid to district court reporters
Salary paid to election judges

. PERA-de
1800 829-1040

: ductible earnings are not identical to Soc lSecunty leductil
- For Social Security and salary information contact the Internal Revenue

g
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Reporting for Basic,
Coordinated, and
Police and Fire Plans

Computer Versus Manual
Reporting

PERA operates two reporting systems for
the Salary Deduction Report. One is for
employers who use computer systems
compatible with PERA’s systems and who
have passed PERA’s "test" process. The
other system is for employers who do not
report with computer technology. There
are, of course, some differences in
procedures between the two systems. The
non-computer (or manual) and computer
reporting issues are discussed below. A
separate segment appears later in this manual
which details the specifications for computer
reporting and PERA’s test process.

Manual Reporting Process

PERA generates Salary Deduction Reports
for those government employers who do not
use computer technology to report to PERA
and for those that have not completed
PERA’s testing process. Under this system,
PERA generates a separate Salary Deduction
Report for each payroll. This means, for
example, that PERA will produce two
reports for employers who have employees
with a monthly pay period and a bi-weekly
pay period. When PERA generates the
Salary Deduction Report, all items are
completed except for earnings, deductions,
status code changes, paid date, and
beginning and ending pay period dates. The
employer must report employee earnings,
compute employee and employer
contributions, show changes in employment
status, if any, sign the report, and return it
with payment to PERA. Upon receipt of a
completed Salary Deduction Report, PERA
generates another and mails it to the
employer. Normally a new report is mailed
two to three working days after PERA’s
receipt of a completed report.

If additional PERA-generated Salary
Deduction Reports are needed, either
because one was not received or because a
special report needs to be submitted; i.e. for
retroactive pay, please call the PERA office.
Additional reports will be produced as
needed. Photocopies of Salary Deduction
Reports will not be accepted.

Comp'uter Reporting

Employers using a computer reporting
system have passed PERA’s test process and
submit Salary Deduction Reports in paper
copy as well as on PERA-approved
computer media. PERA can accommodate
reporting done by a number of
IBM-compatible computer systems. For
complete details about computer reporting
and PERA’s test process, see the section on
Computer Reporting later in this manual.

When to Submit Deduction
Reports and Payments

Deduction reports and payments for
contributions to the Basic, Coordinated, and
Police and Fire plans must be received by
PERA within 20 days of the date employees
are paid, or 20 calendar days from the end
of the pay period, whichever is later. If the
20th day falls on a weekend or a holiday,
payment must be received the workday
before. Payments received after the due date
will be assessed a late charge. (If no paid
date appears on the report, PERA will use
the end of the pay period to determine the
payment due date.) The late charge is 6
percent of the total amount payable to PERA
for payments five days or less past due. A
10 percent interest charge is assessed for
payments past due for more than five days.
The minimum late charge is $10. Late
charge interest is compounded annually.
PERA will compute and bill for all late
charges. Do not include late charges with
your payment when submitting late
deduction reports.
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Detailed Instructions for
- Completing the Salary
Deduction Report

As mentioned earlier, the Salary
Deduction Report is used for the Basic,
Coordinated, and Police and Fire plans.
When completing this report, list members
of each individual plan separately with Basic
members first, Coordinated members
second, and Police and Fire members last.
Within each of these plans, list members
alphabetically by last name.

Item-By-ltem Instructions

These instructions refer to the sample
Salary Deduction Report on the following

page.

1. Employer Unit Name and Address: If
PERA generates the Salary Deduction
Report, check the employer name and
address for accuracy. If incorrect, draw a
line through the wrong information and write
in the correct information. - If the employer
prints the report, list employer name and
employer address.

2. PERA Mail Date: This is the date the
Salary Deduction Report was mailed by
PERA. If the employer rather than PERA
produced the report, the item may be left
blank.

3. Unit Number: PERA’s identification
number assigned to each employer to be
used on all correspondence. The unit
number is a six-digit number. The first four
digits identify the employer. The last two
digits, called a unique code, normally
designate the type of pay period schedule
used for the particular group of employees
listed on the report or a different department
within the same employer unit.

The unit number and unique codes are
assigned by PERA. DO NOT change these
numbers without prior approval from PERA.
If the unit number is unknown or
unassigned, contact PERA.

4. Pay Period: Show the beginning and
ending dates of the pay period over which
salary or wages, including overtime, were
earned. A separate Salary Deduction Report
must be submitted for employees being paid
for earnings in addition to their regular
salary or wages (such as retroactive pay,
back pay, contract settlements, stability pay,
longevity pay), and for employees on
different pay periods and pay schedules.
Refer to page 9 for more details.

5. Paid Date: Show the date on which the
employees received their checks. If blank,
PERA uses ending pay period date.

6. Member Number: Indicate the six-digit
member number issued by PERA. If a new
or reinstating member is being reported,
leave blank (do not print zeroes), and
PERA will issue a member number. If
PERA generates the Salary Deduction
Report, new member numbers will appear
on the next report produced. If the
employer rather than PERA generates the
report, PERA will mail the employer a list
with new member numbers.

7. Member Name and Social Security
Number: List the member’s legal name as
shown on the PERA membership form.
Members are to appear alphabetically by last
name, first name, and middle initial. Place
the member’s Social Security number
beneath the name. Please do not use
punctuation.

8. Status Change and Effective Date:
Complete this item if a new member is being
reported, or if a current member is on a
leave of absence, not working for a given
pay period, receiving workers’
compensation, terminating service, or is a
PERA retiree or disabilitant who has
returned to work. Indicate the status with
the appropriate code listed below.

All status codes, except Q, B, and I, are
to be reported only if there is a change in
the member’s status since the last reported
payroll period. If no change in status has
occurred since the last reported payroll

771/93
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period, leave this item blank. Employees
with the status codes of Q, B, and I, are to
appear on the report for each pay period the
status will apply. An effective date must
accompany all codes except Q, B, and L.

N = new employee

T = termination

K = maternity, paternity, or adoption

C = death

L = layoff

M = medical leave of absence

P = personal leave

R = reinstated from prior PERA service
X = military leave

W = workers’ compensation

A = returned from layoff, leave, strike,
worker’s compensation

Q = A member (does not include a
PERA retiree or disabilitant) who is not on a
leave status and is still considered actively
employed but has no earnings in the payroll
period. Among other things, it is used for
workers on strike and for part-time workers
who did not work during the pay period.

B = An employee who is receiving a
monthly retirement check from PERA who
has returned to work and for which there are
earnings in the payroll period. Refer to the
last page of this section for additional
reporting information.

I = An employee who is receiving a
monthly PERA disability check who has
returned to work and for which there are
earnings in the payroll period. Refer to the
last page of this section for additional
reporting information.

9. Gross Amount Earned: This is gross
salary before deduction of state and federal
taxes and PERA deductions. Do not report
salary that is not PERA deductible, except

for the salary of a PERA retiree or
disabilitant who has returned to work, (but
do not withhold PERA contributions). For a
list of deductible and non-deductible earnings
refer to Eligible Earnings.

10. Basic Plan: Show the 8.23 percent
deduction for each Basic employee. This is
8.23 percent times the amount in Gross
Amount Earned by that individual Basic
member (item 9).

11. Coordinated Plan: Show the 4.23
percent deduction for each Coordinated
employee. This is 4.23 percent times the
amount in Gross Amount Earned by that
individual Coordinated member (item 9).

12. Police and Fire: Show the 8 percent
(7.6 percent effective January 1, 1994)
deduction for that employee. This is 8 (7.6)
percent times the amount in Gross Amount
Earned by that individual Police and Fire
Plan member (item 9).

Items 13 thru 26, Fund Summary Totals

These totals are to appear on only one
page of the Salary Deduction Report, either
the first or the last page of the report.
Please do not combine totals from separate
Salary Deduction Reports (different unique
codes) in Fund Summary Totals.

13. Gross Earnings: The total of all
Basic Plan members’ gross earnings, listed
in column 9, EXCLUDING the earnings of
Coordinated and Police and Fire Plan
employees and those of employees who have
returned to work and are receiving a PERA
monthly check. '

14. Gross Earnings: The total of all
Coordinated Plan members’ gross earnings,
listed in column 9, EXCLUDING the
earnings of Basic and Police and Fire Plan
employees and those of employees who have
returned to work and are receiving a PERA
monthly check.

Page 6
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15. Gross Earnings: The total of all 16. Total Employee Contributions:
Police and Fire Plan members’ gross Total all Basic Plan member deductions
earnings, listed in column 9, EXCLUDING listed in column 10.
the earnings of Basic and Coordinated Plan

employees and those of employees who have 17. Total Employee Contributions:
returned to work and are receiving a PERA Total all Coordinated Plan member
monthly check. deductions listed in column 11.

GOVERNMENTAL UNIT OFFICE
SALARY DEDUCTION REPORT

Salury Deduction Reports and check made payable to Public Employees Retirement Association (PERA) covering all contributions
must be received in the PERA office within 20 days after deductions are made. See reverse side for details und instructions.

(] } - o 1 PER 7M/'8‘3£ 9_2\15 6\(4)-6 im-(-):.aorx;cmm:
2Z CITY OF ANYTOWN L - 3
gz
S JANET E. ADAM, PAYROLL CLERK - PAY PERIOD -
<L P. O, BOX 1 .
;é} ANYZOWN MM 55555 AR R
z < 1 i A 1
SEE REVERSE SIDE FOR CODES > PA]D DATE 7//.? /9K o
MEMBER NAME OF MEMBER AND TYPE OF STATUS CHANGE GROSS AMT, BASIC FUND TOOR FUND | POLICE & FIRE |
NUMBER SOCIAL SECURITY NO. AND EFFECTIVE DATE EARNED m m r?:ﬂ
6 BASIC FUND 8,23 PERCENT 9 1 0
JOHNSON FRANK
022222 | 111-11-1111 I JAPD sp\| pof P
COORDIRNATED FUOND 4.Z3 TERURNT 1 1
AUVAR JANET E
333333 | 222-22-2222 g 29 0 7
BARER DAVID
123123 | 121-12-1212 m a2 Sox -0- —o-
ECKERSLY MARY L v 7
213213 | 231-23-2312 /350 4/ SToz
MILLER RICHARD P .
411111 | 424-34-6444 Yo £D0. 00 —
HURKIS JASUN T
323232 | 243-23-1322 o Ny —0 -
PARKER JAMES ~ 2293
262278 =om00 22/-# LAGA 2P 223
PERCY WILLTAH J
473234 | 357-12-5425 W, oo 9. 90
SURENSON ANITX
213222 | 231-67-2538 93205 F0.97
NELsow mary &
Ntz e an-our” n_s/fex £3.50 .54
POLICE AND FIRE FUND 8 PERCENT 1 2
ANDERSON JOHN
800000 | 462-45-2745 PLLA /03. PG
NELSON STEVER P
833333 | 221-22-2311 4 Ybs/ax P0.00 4400
NOTE: SIGN LAST PAGE AND ANY PAGE GROSS EARNINGS (TOTAL EACH FUND)
LS P TR LRI GL (4P| P2 IN AOH LA
TOTAL EMPLOYEE CONTRIBUTIONS §23% 423% 0 & ]8% |
AUTHORIZED SIGNATURE & DATE PRE;)RED oot 15 cach solumm) 72 P\ a0g./ "2{0 67 {1
) % 423% 12%
W/Zﬁ_ TOTAL EMPLOYER CONTRIBUTIONS ]l [ 1.2/ 5"\ 206,73 /) 0y
TOTAL ADDITIONAL EMPLOYER % we o
/ w73 CONTRIBUTIONS 20 12./9 2
CONTACT PERSON & DAYTIME PHONE NO. r GRAND TOTAL CONTRIBUTI 2 ) 29 ol Als~ "//7 23

L—@ 232~ 5333 r ENCLOSE A COMPLETED MEMBERSHIP FOR EACH NEW/RUNS;%,%TLBE%G

Use pink forms for Coordinated/Bssic members and green for Police & Fire members

PW-00202-03 (11,90)
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18. Total Employee Contributions:
Total all Police and Fire Plan member
deductions listed in column 12.

19. Total Employer Contributions:
Calculate the total employer contributions by
multiplying the total gross earnings, listed in
Item 13, by the 8.23 percent Basic
contribution rate. Or, indicate the same
amount as listed in Item 16.

20. Total Employer Contributions:
Calculate the total employer contribution by
multiplying the total gross earnings, listed in
Item 14, by the 4.23 percent Coordinated
contribution rate, Or, indicate the same
amount as listed in Item 17.

21. Total Employer Contributions:
Calculate the total employer contributions by
multiplying the total gross earnings, listed in
Item 15, by the 12 percent (11.4 percent,
effective January 1, 1994) Police and Fire
Plan employer contribution rate.

22. Total Additional Employer
Contributions: Calculate the total employer
contribution for Basic Plan members by
multiplying the total gross earnings, listed in
Item 13, by 2.5 percent.

23. Total Additional Employer
Contributions: Calculate the total employer
contribution for Coordinated Plan members
by multiplying the total gross earnings, listed
in Item 14, by .25 percent.

24. Grand Total Contributions: Indicate
the grand total by adding the Basic Plan
members’ employee, employer, and
additional employer contributions. This is
Item 16 + Item 19 + Item 22 = Item 24,

25. Grand Total Contributions: Indicate
the grand total by adding the Coordinated
members’ employee, employer, and
additional employer contributions. This is
Item 17 + Item 20 + Item 23 = Item 25.

26. Grand Total Contributions: Indicate
the grand total by adding the members’
employee and employer contributions for the

Police and Fire Plan. This is Item 18 +

Item 21 = Item 26.

27. Authorized Signature and/or
Contact Person: The person who
completed the report should sign the form,
show title, and telephone number during
normal business hours. If someone other
than the person who completed the form
signs as authorizing official, please also list a
contact person, so that PERA can reach the
person who completed the report if we have
a question.
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When Additional Reports Are

Needed

Separate Salary Deduction Reports must
be submitted under a number of conditions.
The following examples show when separate
reports need to be submitted.

Example 1. Employees on different pay
periods. PERA determines pensions, in
part, by the intervals in which salary or
wages are earned. One service credit is
awarded for each month actually worked.
Therefore, PERA must know the exact

Salaey Dedistion Repuein snd chee

CITY OF ANYTOWN
5 JAHET E. ADAM, PAYROLL CLERK
O. BOX

% mnde puyahic Lo Puhtic alt
Must bo racaived in the PLRA office withln 20 days afier Geductions ure made. sao revere -ua fur uu-u- und {nuiruciions.

FIRA AT TAT

QCOVERNMENTAL UNIT OFFICE
BALARY DEDUCTION REPORT

Biweekly Report

TR TR T
0001~00

FAY FrRNNY

THOM
2 t DAy ' yean
il (PX 1

Moy o
i

Gl
nay 1 vean
=

PW.O0202-0 (§1.2%0)

L el FII-Z3I3

Roviowm " wn 53588
SGE RCVERSE SIOE TOR CODTE. > PAID DATU 7/‘/“’ —
MUMUBLK AAME 0F MEMBER AND TYPE OF STATLIS CHANGF ORONS AMT, WASK ™ 1IN VMM L NI AR & TR 1l
| AR . SOCTAL ACURITY Nau AND KFFLCRVE DaTh GaRNED B =250 IO WY o .. W DA ]
BABIC VUND 6.23 PERGENT .
JOHNSON PRANK
n22222 [3Vimitartin 2. 50| _AanpsT |
COORDINATED FUND 4,23 PERCENT
: ADAM JANET E -
333333 | 222-22-2222 e, U SO Gfe. s <2<t
BARKER DAVID
123123 |121-12-1212 L2 G- KD - PX -8~ e
ECKERSLY MARY L
213213 {231-23-2312 . SRR, V7 — TPO7
MILLER RICHARD P
411111 | 424-34-4444 . B oo —
MORRIE JASON L
223232 | 243-23-1322 Pevd - o= —e -
PARKER JAMES T i
242278 | 000-00—0vOy T Lo, ZF. Er X~
PERCY WILLIAM J
473236 | 357125425 S o0 27227 .
SORENSON ANITA —
213222 | 231-67-2538 PR3 05" Fo. P7. |
son Mary &
%—u—uu Y - N -8 .4 xsy
POLICE AND FIRE PUND 8 PRRGENT
ANDERBSON JOHN -
AE2~85m2745 R . Rl | VLEP & ]
NELSON STEVEN P
833333 | 221-22-2311 .. Buao. o0 & oo
NOTU SUON_ LAST PAGHE AND ANY PAOH CIROAS EARNINGS CIOIAL FACH FUNI
ORI & T s A R /YLD | P82 Y| ROR G2,
AUTH SIGNATURE & DATE PREPARED e e e ons 3 Py 2 ®
/24‘41‘ ey 2 %/qx VOTAL UMILOYLR CONTRIBUTIONS
TOTEA
TOIAL ADDITONAL TMELAIVER
,0 Cead CONTHIREHINS
CONIAC PRI RSON & DAY ITRIR PHENE NO. I GRAND TUFAL CONTRIBUIBONS

HNGLORE A CUMELETED MEMBERSHIN FOR EACH NEW,RIINSIATING EMPLOY L

Usc pink forma for Coordinsted, Bask: memhers

And greca (or Pol

hee & Fire nien

Salury Deduction

CITY OF ANYTOWHN

——

WERF XKD CRT
ANRES  Oat

Reports and check mude payable 10 (FERA) sl
must be received in the PER A office within 20 duys Pt g B Rgamec i TR A A P A AL

FIXA WATLED DATE | T

PAYROLL CLERK

GOVERNMENTAL UNIT OFFICE
SAI.ARV DEDUCTION REPORT

Monthly Report

0001-01

PAY FERIOC

PWe0UTI 0 (11 sy

@QLZES -833X3

JANET l A.DAH.
B,
ANYTOHN HN 55555
ZEE REVERIE SIDE FOR COOES > PAID DM—E
MEMBER NAME OF MEMREZER AND ARG VSt Xy T CROS AMT, BARKT FURD RN TUNG | FOLREL & FIRE
NUMBER AL RECUR| AND EFFECTIVE EARNED %1
BASIC FUND 8.23 PERCENT
ANDERSON ANNA
065454 ABA=6L2-5216 L2350 AR L
kofe]
LARSEN JOSEPH P
28373% ALE-ER-ARLT Poo.cp B9 P
BMITH MARCARET
226826 AT b2 I bBIR FO0.00 RL: 4S5
WNATE $IGN LAST PAGE_AND ANY PAGL CIROAR EARNINGS (TOTAL EACH FUND) OO0 . OO 'AO, O
BNk NG A AT R A RGE £220 AT
[ACTIORIZED HONATURE & GATE FRFFARES ] TUTAL EMPLOYEE CONTRIBUTIONS L% i "
ACTIIORIZED KIONAT EMILOYEE 2 50 T PP
iz TOTAL EMPLOYER CONTRIBUTIONS . ”3:,( I ra
ITIONAL EMPLO! nx e
g oy TNRORIE vER F 25~ |7
ToN FERION & DAYTIME FRONE NG ] GRAND YOTAL CONTRISUTIONS PP | /14273 l

ENCLOSE A COMPLETED MEMBERSHIF FOR RACH NFW/RFINTTATING EMPLOYEE
Use pink forma for Cnordinated /Bati¢ memben and green for Police & Fie memhern

period in which
employees work.
PERA considers the
period worked the
pay period; it must
have both a beginning
and an ending date.
Usual pay period
lengths are a week, a
month, or two weeks
(also known as
bi-weekly pay
period). A separate
Salary Deduction
Report must be
submitted for
‘employees on these
different pay periods,
even if there are
times that they are
paid on the same
dates. Note that for
each type of pay
period, PERA
assigns a different
unique code to the
unit number.
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Example 2. Employees on different pay
schedules. Pay schedule refers to the

STyt

otwe:

AmEEs T

GOVERNMENTAL UNIT OFFICE

SALARV DEDUCTION REPORT

Salnry Deduciion Reporis und odicek hude payable (o Pub! Re (PIR
office within 20 daya e o e e eyl e Foe u i v

musl be racoived in the PERA

reniont A

A ) cnwormr ali contributions
nusructiong.

FRRA MATLI DATTE | VIAF RO ari)

PWadiden1 111,%0)

I

} CITY OF ANYTOWN 0001-00
. VAV SrRHRT
JANET E. ADAM. PAYROLL CLERK Two Week Delay m Payment R T
P, O, BOX 1 1 BAY 1vEAR| MO, + DAY 'YEAN
ANYTOWH MN 55555 VZ 1ol PN el
[SEE e VERSE S TR COUEd ) > PAID DATH..Z2a,
MMM NAME OF MEMBER AN TYPE OF SIATUS CHANUE CGROUSSE AMI RASK' FUND CORM. LN PHHE A VIRE
RUMDES EOCIAL SECURITY MO AND TILCTIVE GATU LANNUD T [\ } x4
BASIC FUND 8.23 PERCENT
JOHNBON PRANK T
022222 L 111lmtlailil, ZML@ ABBLRST L
COORDINATED FURD 4.23 PERGHNT - |
- ADAM JANET E
243333 [ 222-22-2222 G do i
BAKER DAVID 4
123123 | 121-12-1212 L Lo O - FX - 8- — - N
ECKERSLY MARY L '
213213 | 231-23-2312.,. .__ ABRe v TPOD ;
MILLER RICHARD ¥ |
411111 | 424-34-4444 - = < 0.0 — ;
MORRIS JASON L
323232 | 243-23-1322 2 - a— — o -
PARKER JAMEH -
42270 | 0o 2= L2, P42
PERCY WILLIAM J
473234 | 357-12~5625 v, o0, 29.97 .
BORENSON ANITA
A3222 | 231-67-2538 D32 05 T, PF
Son Mary £ .
So-svee S - N _7-8-FX Rs.50 sy
POLICE AND FIRE FUND 8 PERGENT
ANDERSON .JOHN T
800000 |_662-45-2245 L RGbid SAZ LY
NELBON STEVEN P !
833333 | 221~22-2311 ... Fxo.o2 .00
NOYIL: SK CHROSS DARNINGS ",IAI HACH FUNI)Y
PO VIO WY LB S | PRI R o2 |
AUTHORIZED SKONATURE & DATE PREPARFD © ° HOIAL LMILOYLL COMIRIBU IONS .L/,.Z/K ““‘aé P ""'/E 2 PP
2, Fexiu ERE (Y =
TOTAL EMPLOYLR CONTRIBUTHING
” C  rors.. Yo ox v hs | goe sz | roz.
l‘)IAL Ai)l)l l!()NAL LMPu)\‘kK s A% >
g bnld Clad ONTRIOUT FROR prVed i
CONTACYT PERSON & DAY TIMFE PHONE NO. [ GRAND TOFAL CONTRIBUTHINS ;m 74 _%/ 4//7”
b () IF-533F

12 A COMPLETED MEMBERSIHI l‘l’bl'( hA\II NBW/RI IN&IAI"N{I hMl"ll)VFV
reen

NCLOG
ln pink (orim v Coordinated./Ausic mcmhc

e ]

Salary Dedusiion Reporis and chack made psyable to Public

GOVERNMENTAL UNIT OFFICE

SALARV DEDUCTION REPORT

RA) covering zl) contributions

P
must be received in the PER A office within 20 days alter a:ductlom are made. Sec reverse sido fnf details and instructions.

A A & wu«-uuu.u.]
02

(’&_ 2;58 -I333

PW-OOX203 (1 E W

’5;2} CITY OF ANYTOWN o001~
JANET E. ADAM, PAYROLL CLERK : PAY FERICD
£a] Mol mox 1 No Delay in Payment T T
ge ANYTOWN MW 335555 B Yl e 202 Y 5
e REvERE T o > PAID DATE Za/eX
MEMAER NAWE OF MEMBER AND OF FIATUS CHANGE GROGE AMY. PASIKC FUND TOOR, FURD | FOLKE & FIRE |
SUMBER MHIAL SECLRITY NO R EARNED sl (a3¥x1 %1
T PE -
¥R HARY B
329987 |376-26=3122 T 0 PR a2 25
SON JOSEPH
222122 |362-33-2432 /. 0O o2l
T
284118 | 362-24-2532 Ps0. 82D 25 TP
PARKER DAVID
181721 |243=23-2415 R PS RS T4ERD
214211 |342-35-3734 G 7R 25 P
NOTE. $IGN LAST PAGE AND ANY PAGE OROSS EARNINGS (TOTAL EACH FUND) A2
fo e i UL RN 6 ‘?, X2
[AUNIORIZED SIGNATURE & DATE FREFARED TOTAL EMPLOVEE CONTRISUTIONS % % ~
T2 X TOTAL EMPLOYER CONTRIBUTIONS 2% aanx ax
e TOTAL ADDmONAL EMPLOYER WX Ux
iw Cled A2, cobyrimmol FALd
CONTACT FERSON & DA ME FHONE NOQ GRAND TUTAL CONTRIBUTIONS 330‘ ‘ 2

ENCIDSE A COMPLETED MEMBERSHIP FOR EACH NEW/REINSTATING EMPLOYEE,

pink forms for Conmvdinated/Batic membens

and green for Polica & Fite memhery |

PERA

amount of time that elapses from the end of
a pay period to the date employees are paid.

For example,
employees paid
two weeks after
the end of the
payroll period
and employees
paid on the last
day of the
payroll period
must be
reported on
separate Salary
Deduction
Reports -- even
if pay dates are
identical. Note
that for each
type of pay
period, PERA
assigns a
different
unique code to
the unit

number.
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PERA Reporting

Example 3. Payment of earnings other compensatory time pay -- if outside the
than routine salary and wages. These current payroll period. PERA needs these
non-routine earnings include: retroactive special earnings reported separately in order
pay, contract settlements, TRA adjustment to correctly compute average salary.
for transfer of contributions, bonus and Average salary in turn is used to calculate
longevity pay, and overtime and pensions and disability and survivor benefits.
SOVERNMENTAL URIT GFFiCE The unit

BALARY DEDUCTION REPORT

Hobury Deduction Heporis und check made payabla to Public Empioyaen R:llnmnm Assochuton (PLRA) covering ait contributions
s he received in the PERA office within 20 dayx ufter dedusiloos ure made. Naw revirss kide for dotuaidn and insiruciions numoper an
EE } PERA MATLEFD WA TIRTY R TNRAT TR .
EZ QITY OF ANYTOWN 0001-00 d
by JANET E. ADAM, FAYROLL CLERX ’ Rouﬁn'e Sala I PAY YR T ur}lque Co. c
#4 FP. O, BOX 1 11 th
4 ANYTOWN MN  B5SSS ry A m/v AR RN =By 3 WI1ll remain the
WeE REVTRST W0T TOR COD > PAID DATE Tl f th
M MR “NAMITOF MUMBER AND TYTE OF STATUS CHANGE GROIS AMT, HARK PUNTY uvg»g. FIRTS TR R A FIRIT Same OI' e
| Numees N ROCIAL KECLRILY N AND KERLCTIVEE BRTL | T ARSED o reEed, FPERE O N I x5 Y
BASIC FUND 8.23 PERCENT routine and
JCHNBON FRANK e, i 1
022222 | 1oimtonil P X WLV non routine
COORDINATED FUND 4,23 FERGENT T : deduction
- ADAM JANET E
333333 | 222-22-2222._.. G 20 << report
BAKER DAVID
123123 | 121=12-1212 _. . P X RS . SN R A — - po .
ECKERSBLY MARY L
213213 ] 231-23~2312 AS R v o d
MILLER RICHARD P .
13231 |l a28-34-4ads = A2 e - ed
Laasiattes Deduction
323232 | 243-23-1322 o2 - g _0 -
PARKER JAMES 14 -2 I'CpOl'tS mllSt
242278 | 0RO-RE=—OGOT A ® T~ W N il .| s=e3 o]
PERCY WILLIAM J

473234 | 357-12-5425 S £2: 27 ShOW the

BORENSON ANITA

| 213222 | 231-67-2538 | PEROS |, .. .. T PZ :
Nalmn foecs © N 7-z-9x Rr.z0 =y || period over

.
which
POLICE AND FIRE FUND B FPERGENT

D P ) sozp9 || PAyments were

NELEOM STEVEN ¥

.
A333233 | 221-22-27913 — e —— P a2 O P LA ] ea_rned. Ihls
. .
NOTL: SION LAY PACI AN ANV pACH CIROAK HEARNINGS CIOIAL BACH BUNDY | /gl o | <P 20 24/ 2oRF .2 perlod 1S
CONTAINING A HIATUN CHEA NG
TOIAL EMI s TR o h
ACITHORIZND SKINATURE & DATE PREFPARED I b ORI R0 e / recorded as t [+]
/714-1[ e %/@X TOTAL EMPLOVER CONTRIBUTKING "'""‘/
TTE RN 2R
TOTAL ADDITIONAL TMPLOYER I
p Ead s N T T OR A2
CONTACPPLASON & DAYYTIME FHONU NO. | GHRANID IO FAL CONTREBLTHINS 28D, 232
‘M ‘,33 i a - " NCEANE A (‘(’M‘ 15 “"Nl) MPMI"‘“NI"I O HACH NNW/N' INKIAI‘N(I l'MI LIV R
lhd pink 1hrms ‘oo €l Hasic alenmhers and grecn fiw
PW-OU202-0) ¢ 1£290) & oS

QOVERNMENTAL UNIT OFFICE
SALAHY DEDUCTION REPORT

Sajury Deduction Reports und check mude payabis 10 Publi R A) sl
muxt be received in the PERA uiTive within 2t tuys witer d.du‘.lloﬂl ars made. 3‘. fuverse ﬁdc fof d.lll\l and lnnruuluns
o’ TERA MAILED DATE TNIT % THIOLE (ol
g( } CITY OF ANYTOWN 0001-00
= - A‘—g
= JANET E. ADAM, PAYROLL CLERX Ll PAY PEH KD
380 EnSonmt k Non-routine sala T | v e e
§5 ANYTOWN MN 53353 ry LB e Ry g
[VEE REVTRiT R T (T | > PAID DATE .. Z
WP IARER TE OFf MEMBER AND TYIE OF VAT UL THAROY TOORR AN, TR PUND T COUR_FUNG | TOLICE & FiRE
NUM BER NONED NN A AND EVYFECTIVR DATE CARNLD =] fER2rw) ¥zl

BASIC ¥UND 8.23 FPERCERT

JOHREGH FRANK
022222 { 111=-11-1111 HF./3 B0. 2

COOUDINKTED FURD %4, 23 PERCHNT

ATDAH " JARET E

333333 | 222-22-2222 SPKE o0 22.32
DAXEW DAVID

123123 | 12)-12-1212 EPR 22,
ECKERGLY HAKY L 2 7a

213213 | 231-23~2312 Re &2 X-0=3 ke rid

HILLER RKITHARD ¥
411111 | 424=24-b444
ROREIE —JXSUR™ L
323232 | 243-23-1322
PXRKER " TAHES
242278 | 000-00-0000 Bl ¢ Pr el
PERCY WILLTAW J
473234 | 357-12-5425
SORERBUR ARTTK

213222 | 231—-67-2538 2 PE, 00 i’

POLICE AND FIRE FUND 8 PERZENT

ARNDERSUON JOHH
800000 | 462-43-2745 X279 RSP
RELBOR STEVEW ¥
$33333 221=-22~2311

ROTE ;IQN |_Ag-r PACIE. AND ANY PAGE OROSSI EARNINGS (TOTAL EACH FUND)
AINING A BTATUS CHANOE B S8 (/BP0 R0 | FIY. LR
2%
THORIZED SION T & DATE PREPARED ) TOTAL EMFLOYEE CONTRISUTIONS % FEELY
AU ATURE & DATE PREFAR rorst Subaaisons In oach soturan) F0. V7 , AP
42_?:..1_.____
Ya/7x TUTAL EMPLOVER CONTRIBUTIONS L% o pE e P
3 : 4
TOIAL ADDINONAL EMFLOVER TA W
CONTHIBU 110} G.A I, 5
CONTALT PERBON & PAYTIME PHONE NG, ! ORAND TOTAL CONTRIBUTIONS Dp. PO Bl £ P8
= - ENCLOSE A COMPLETED MEMBERSHIF POR EACI) NEW/REINSTATING EMPLOVEE.
Use pink forms for Coordinated/Basic members and green for Police & {ire mambert.

PW-00201-0) () 1./%0)
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Pay Period on the Salary Deduction Report.
For example, if a group of employees were
paid a bonus of $1,000 as a reward for
exceptional performance in 199X, the bonus
is considered to have been earned over the
entire (calendar or fiscal) year. The pay
period in this instance is January 1, 199X, to
December 31, 199X, One thousand dollars
must be listed as gross earnings and PERA
deductions must be taken on that amount.
All employees receiving the bonus can be
reported on a single report, if the date the
bonus was paid was the same and the period
over which the bonus was earned was
January 1 through December 31.

When non-routine salary is reported, the
employer is to identify on the top of the
Salary Deduction Report the type of pay.

Reporting Police and Fire
Consolidation Plan Members

A Police and Fire Consolidation Fund
Deductions form (see next page) is used to
report those local police or fire relief
associations who transferred administrative
duties to PERA. The Police and Fire
Consolidation Deductions form consists of
an original (gray and white), a PERA
membership copy (yellow), and an employer
copy (pink). The original and PERA
membership pages must be returned to
PERA intact when remitting payment.

Completing the Police and Fire
Consolidation Fund Deductions Report is
similar to completing the Salary Deduction
Report. PERA generates Police and Fire
Consolidation Deduction forms for those
employers who do not use computer
technology to report to PERA and for those
who have not passed PERA’s "test"
process. When PERA prints partial reports,
all information is completed on the deduction
report except the paid date, beginning and
ending pay period dates, earnings, employer
and employee contributions, and status
change codes. PERA mails these partially
completed reports to employers who supply

- this missing information. Employers return

completed reports to PERA with remittance
for employer and employee contributions.
(For complete details about computer
reporting, see Reporting on Magnetic Tape
or Diskettes later in this section.)

Item-By-Item Directions

1. Unit Name and Address: List
employer name and address.

2. Unit No-Unique Code: Indicate the
PERA -assigned employer unit number with
unique code.

3. Pay Period: Insert pay period coverage
dates, both beginning and ending pay period
dates.

4. Paid Date: State the date employees
were paid.

5. Base Pay For Period: Provide base
pay for this pay period (as described in
by-laws).

6. Member Number: Indicate the
six-digit member number issued by PERA.
If a new or reinstating member is being
reported, leave blank (do not print zeroes)
and PERA will issue a member number. If
PERA generates the Salary Deduction
Report, new member numbers will appear
on the next report produced. If the
employer rather than PERA generates the
report, PERA will mail the employer a list
with new member numbers.

7. Name of Member and Social Security
Number: List employees in alphabetical
order by last name, first name, middle
initial. Show the member’s Social Security
number under the name.

8. Status Change and Effective Date:
Indicate any change in employment status
(see back of deduction form for changes that
need to be reported and the corresponding
letter codes); give effective date of new
status.

Page 12
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9. Gross Salary: Show actual gross salary
(PERA-defined gross salary) earned in the
pay period for those members who elected
PERA coverage. For those members who
did not elect PERA coverage, show actual
earnings if they are greater than base pay.

If not, leave blank.

10. Deduction: This is the 8 percent (7.6
percent, effective January 1, 1994) PERA
employee contribution. It is 8 percent (7.6
percent) of earnings paid (from Item 9) and
is shown here only for the following
employees:

(a) those who elected PERA coverage over-
relief association coverage; and (b) those
who have not made the election AND whose
actual earnings (from Item 9) are greater
than base pay (in Item 11).

11. Base Pay: List base pay ONLY for
those employees who have not yet made
their election AND whose actual earnings (in
Item 9) are less than or equal to base pay
(Item 11). This item should be blank for
those employees who elected PERA
coverage. It is also blank for employees

O

PUBLIC EMPLOYEES RETIREMENT ASSOCIATION

POLICE AND FIRE CONSOLIDATION FUND DEDUCTIONS
READ INSTRUCTIONS ON REVERSE SIDE BEFORE COMPLETING

Unit Name & Addrass: 1 PERA Muil Dete Unit No-Uniqua Ggde
City of Anytown 0001-78
Janet E. Adam, Payroll Clerk PAY £
P. O. Box 1 Mo. BV we. Mo. 'bay Ve
Anytown MN ‘ 55555 6 - 21 - 9 7 -5 - 9X
’ Paid Date Basa Pay for Period
[CODES ON REVERS 7-12-9X 1000.00
ERBEN T WAME OF MEMBER AND |
| SOCIAL SFCURITY NO BASE PAY NEDUCTION.
s Anderson Peter H 7 i €
083331 222-22=-888 651.39 132,131
Brook James C
808363 463~37-3723 8 1771.86 141,75
Miller John K
808254|473-37-4273 M 4-30-9X
Morris Janet
B08376| 473~47-2659 1524.54 121.96 1 1 12___
Nelson Joseph
805234)483-76—-4753 1000,00 80.00
Olson Karen K
805382| 390-48-6746 1839.14 147.13
Olson Thomas
804383]| 473~-56-3753 1449.31 115.94
Parker Michael C
803473]|375-67-5762 W 1-15-9X
Smith Lawrence
804374} 485-37~-3729 1000,00 80,00
[7Y) {8)
NOTE: SIGN LAST PAGE AND ANY PAGE TOTAL SALARY DED) S——————
ONTAINING A STAT HANGE WERE BASED ON 8236.24 2000.00 p—r—r
AUTHOR|ZED SIGNATURE & DATE PREPA TOTAL EMPLOYEE (C) (D)
r/;zz D Lo 2 & 2 }0/4/ DEDUCTIONS 658.89 60.00
TiTL GRAND TOTAL SALARY
/ 2./ é’dmz Add the Amounts You lnsertad in Boxes (A) and {8) Above
NAME & PHONE NO. OF A CONTACT PERSON GRAND TOTAL EMPLOYEE DEDUCTIONS
/R S FZ B33 Add the Amounts You Inserted in Boxes (Cl snd (D) Above 818.89
MAIL CHECK AND COMPLETED FORRM TO: GRAND TOTAL EMPLOYER CONTRIBUTIO
PUBLIC EMPLOYEES RETIREMENT ASSH. (PERA) 12% of tha Amount You Inserted in Box 15) ABOVE 1,228.35
$14 ST. PETER STREET, SUITE 200, GAAND TOTAL (CHECK AMOUNT)
ST, PAUL, MN 58102 Add the Amounts You Inserted in Boxes (F) end (G) Abova 2,047.24
PW-00203-01 {12-87) White & Canary - PERA Office Pink - Employer’'s Copy
7/1/93 Reporting Manual For Payroll And Personnel Officers Page 13
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covered under the relief association AND
whose actual salary is greater than base pay.

12. Deduction: For only those employees
with a base pay value in Item 11, multiply 8
percent times that base pay to determine the
employee deduction. Employees should not
have a deduction listed in both Item 9 and
Item 11.

13. Authorized Signature and/or
Contact Person: The person who
completed the report should sign the form,
show title, and telephone number. If
someone other than the person who
completed the form signs as authorizing
official, please also list a contact person so
that PERA can reach the person who
completed the report if we have a question.

14A. through 14H. - Fund Summary
Totals

A. Total Gross Earnings: total column

9, the sum of employee actual earnings paid.

B. Total Base Pay Salary: total column
11, the sum of employee base pay.

C. Total Employee Deductions: total
column 10, the sum of employee deductions
calculated using actual earnings.

D. Total Employee Base Pay
Deductions: total column 12, the sum of
employee deductions calculated using the
employees’ base pay.

E. Grand Total Salary: total Items 14A
and 14B, all employee earnings or base
salaries.

F. Grand Total Employee Deductions:
total Items 14C. and 14D. This is the total
of all employee deductions.

G. Grand Total Employer
Contributions: multiply 12 percent (11.4
percent, effective January 1, 1994) times
the value in Item 14E. This is the total
employer contribution.

H. Grand Total Check: total Items 14F
and 14G. This is the payment to PERA for
all employee deductions and employer
contributions. :

When to Submit Deduction
Reports And Payments

Deduction reports and payments for
contributions to the Coordinated, Basic,
Police and Fire and Police and Fire
Consolidation plans must be received by
PERA within 20 days of the date employees
are paid, or 20 calendar days from the end
of the pay period, whichever is later. If the
20th day falls on a weekend or a holiday,
payment must be received the workday
before. Payments received after the due date
will be assessed a late charge. (If no paid
date appears on the report, PERA will use
the end of the pay period to determine the
payment due date.) The late charge is 6
percent of the total amount payable to PERA
for payments five days or less past due. A
10 percent interest charge is assessed for
payments past due for more than five days.
The minimum late charge is $10. Late
charge interest is compounded annually.
PERA will compute and bill for all late
charges. Do not include late charges with
your payment when submitting late
deduction reports.

Page 14
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Reporting Defined Contribution
Plan Members

For ambulance service employees,
employer and member contributions are to
be sent to PERA regularly and periodically
using the Defined Contribution Deduction
Report (see next page). For elected
officials, reports and contributions are to be
submitted monthly.

The Defined Contribution Deduction
Report consists of an original (salmon), a
PERA membership copy (white), and an
employer copy (yellow). The original and
PERA membership copy must be transmitted
to PERA with all pages included. PERA
generates the Defined Contribution
Deduction Reports for those employers who
do not report using computer technology.

Employers who have data processing
equipment available can print on the Defined
Contribution Deduction Reports with their
own computer systems. Employers who
print on these reports must follow the
instructions listed under Item-By-Item
Instructions. Currently PERA is not
accepting this data on tape or diskette.

Item-By-ltem Instructions

1. Unit Name and Address: List
employer name and address.

2. Unit Number-Unique Code: Indicate
the PERA-assigned employer unit number
with unique code (six digits total).

3. Paid Date: Show the date on which the
employees received the checks.

4. Member Number: Indicate the six-digit
member number issued by PERA for this
plan. If a new or reinstating member is
being reported, leave blank (do not print
zeroes) and PERA will issue a member
number. If PERA generates the DCP
Deduction Report, new member numbers
will appear on the next report produced. If
the employer rather than PERA generates the

report, PERA will mail the employer a list
with new member numbers.

5. Name of Member and Social Security
Number: List the legal names of all
members alphabetically by last name, first
name, and middle initial. Show the
member’s Social Security number under the
name.

6. Type of Status Change and Effective
Date: Indicate status change, if any, and the
effective date of that change. Status changes
need to be reported for a new member, or
the termination or death of a member. See
the reverse side of the deduction report for
the letter codes used to report these changes.

7. Employer Contribution: Indicate the
amount of the employer contribution for
each employee. For ambulance service
personnel, the employer determines the
amount of the contribution to be paid on
behalf of each participating employee.
Contributions must be based upon a unit
value per call or period of alert duty, or if
salaried employees, a fixed percentage of
salary. For elected officials, the employer
contribution is 5 percent of earnings.

8. Employee Contribution: Members
who are ambulance service employees and
paid for their services may elect to
contribute to the plan; employee
contributions may not exceed the employer
contribution. For elected officials, the
contribution is 5 percent of earnings.

9. Gross Salary - This is gross salary of
an elected official before deduction of state
and federal taxes and PERA deductions. Do
not report salary that is not PERA-deductible.

Items 10 through 13.
Fund Summary Totals

10. Total Contributions: total the values
in column 7, the sum of employer
contributions.

11. Total Contributions: total the values
in column 8, the sum of employee
contributions.

7/1/93
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12. Grand Total: Add Item 10 and Item official, please also list a contact person so
11. This is the total of employer and that PERA can reach the person who
employee contributions and the amount that completed the report.
should be remitted to PERA.

13. Authorized Signature and/or When Payments to PERA Are Due
Contact Person: The person who Contributions to the Defined Contribution
completed the report should sign the form, Plan made for elected officials must be made
show title and telephone number. If at least monthly. For ambulance personnel,
someone other than the person who contributions must be made on a regular and
completed the form signs as authorizing periodic basis.

PUBLIC EMPLOYEES RETIREMENT ASSOCIATION

DEFINED CONTRIBUTION DEDUCTION REPORT
READ INSTRUCTIONS ON REVERSE SIDE BEFORE COMPLETING
Unit Neme & Address:

Unit No-Unique Code

City of Anytown 1 0001-51
Janet E. Adam, Payroll Clerk

P. O. Box 1 Paid Deate
Anytown MN 555585 7/12/9X% :3
SEE REVERSE FOR CODES SEE REVERSE
MEMBER NAME OF MEMBER AND TYPE OF STATUS CHANGE EMPLOYER EMPLOYEE GROSS SALARY
Anderson Erin G 12.50 12.50 250.00
438574 384-37-3857
Carlson John C 51.25 51.25 1025.00
438592 584-37-4739
Donaldson David 1.77 1.77 35.40
435868 349-587-6874
Larson Harold 77.05 77.05 1540.90
439584 865—-47~5748
Miller Jane E 105.00 105.00 2100.00
436685 584~-48-5971
Olson Jane M T 7/3/9%X
439875 594-86—-8976
o4
TOTAL CONTRIBUTIONS
Totat Each Column} $ 247.57 $ 247.57
GRAND TOTAL (Add Employee
snd Emplover Amounts) $ 495.14 1 2
MAIL CHECK AND COMPLETED FORMIS) TO: NOTE: SIGN LAST PAGE AND ANY PAGE CONTAINING A STATUS CHANGE. ALSO,
PUBLIC EMPLOYEES RETIREMENT ASSOCIATION | PLEASE ENCLOSE A COMPLETED MEMBERSHIP FORM FOR EACH NEW EMPLOVEE.
514 ST. PETER STREET, SLHTE 200, Authorized Signature and Date
ST. PAUL, MN 55102-1080 %?/9X 1 3
Twis
)4;&-_4( Cleg l
Mama & Telaphone Mo, of a Contact Person
ot) 533-33 3%
PW-D0204-03 (5-90) Original & 1et Copy (Saimon & White} - Return to PERA 2nd Copy {Canary) - Retain
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Returning to Work While Drawing
a Monthly PERA Retirement Check

PERA retirees collecting monthly
retirement payments may return to public
service, after 30 days, but cannot make
contributions to PERA. In order to be
considered retired, a person must terminate
public service and be off work for at least 30
days.

Retirees are subject to the annual earnings
limitations set by Social Security. (These
limitations change annually. Please contact
the Social Security Administration or PERA
to get the current limits.) Therefore,
employers must report to PERA the gross
earnings of these retirees on their regular

Salary Deduction Reports, even though
PERA deductions are not taken. Do not
report elected official earnings; their salary
is not included in the limitation.

PERA reduces or suspends (offsets)
pension payments to retirees who exceed the
earnings limitations during the year.

PERA deductions may or may not be taken
on earnings of employees collecting monthly
PERA disability payments. Whether or not
deductions should be taken is handled on a
case-by-case basis. Please call the PERA
office if your agency employs a person
collecting monthly PERA disability
payments.

7/1/93
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Introduction

The purpose of this section is to explain in
detail the specifications for computer
reporting and the PERA test process.

Reporting on Magnetic
Tape or Diskettes

Employers that have PERA-compatible
data processing equipment available can
print on the PERA Salary Deduction Reports
and Police and Fire Consolidation Deduction
Reports with their own computer systems
and mail them to PERA with a magnetic tape
or diskette -- if such materials have passed
PERA’s testing process.

Currently PERA is not accepting the
Defined Contribution Deduction Report
information on tape or diskette.

Employers who wish to generate their own
Salary Deduction Reports must submit a tape
or diskette that meets PERA specifications
and requirements in addition to the paper
copy of the report. Specifications for tapes
and diskettes can be found under Part 1.
Part 2 explains the diskette and tape format
requirements, Part 3 shipping information,
and Parts 4 and 5 describe member and
fund summary record format specifications.

Test Process For Computer
Reporting

PERA requires a testing period of those
employers either switching from a manual
reporting system to a computer reporting
system or moving from one computer
reporting system to another. The
computer reporting specifications section
describes, among other things, the kinds of
computer media (diskette and tape) that can

be accommodated as well as the record
format that must be used.

Employers intending to begin or switch to
computer reporting should contact the PERA
office to obtain the instructions and materials
needed to begin testing.

During the test process employers will
essentially need to do some double reporting
to PERA. This means that employers must
continue their current reporting method
while, at the same time, submitting test
materials of the new method. This dual
reporting must continue until PERA
approves the new reporting method.

Some employers switching from one
computer reporting system to a new
computer reporting system will temporarily
be placed on a manual reporting system — if
there is not sufficient time to complete the
test process of the new reporting method
before the old one must be discontinued.
Under the temporary manual system, PERA
will generate deduction reports and mail
them to employers for completion until the
test process has been completed.

Computer reporting requires that both
computer media and paper copies of
deduction reports be routinely submitted.
Accordingly, test materials will need to be in
both forms. After reviewing submitted
media and paper copies, PERA will notify
employers either that changes are needed or
that materials comply with PERA
specifications. If specifications are met, the
test process is completed and employers may
discontinue dual reporting and report only
under the approved new method. Employers
who have not received this approval must
resubmit test materials with the changes
PERA indicated are necessary. Please
clearly label as "TEST" all materials
submitted to PERA during the testing period.

7/1/93
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Part 1 — Diskette and
Tape Specifications

A. Personal Computer Reporting
Specification Requirements

Personal computer diskettes submitted to
PERA must be compatible with an IBM PC,
XT, AT, or PS/2.

1. The following diskette specifications are
supported:

(@) 5.25" floppy diskettes
= Single or double sided

= Single, double, or high (quad) density

(b) 3.5" diskettes
= Single or double sided

= Single or double density

2. Diskettes must be created using
MS-DOS or PC-DOS

3. Create a fixed length, sequential,
ASCII data file with a record length of 128
bytes (characters).

4. Each 128-byte record must be
terminated with a CARRIAGE
RETURN/LINE FEED control character
sequence (ASCII characters 13 & 10).

5. The file must be named "nnnnnn.FM5,
replacing *nnnnnn’ with the PERA Unit
Number and Unique Code. (Example: Unit
9404-00 would create a file named
940400.FMS.

This naming convention allows creation of
separate files and permits multiple unique
codes to be reported on a single diskette.

B. 8-Inch "Floppy"
Diskette Specification

Eight-inch diskettes must have the
characteristics of diskettes created on IBM
System 34, IBM System 36 (Model 5360),
or IBM 3740 data entry system.

1. Use an 8" floppy diskette.
Single-sided, single density diskettes or
dual-sided, double-density. PERA cannot
accommodate 5.25-inch diskettes created on
System 36.

2. Diskette records are to be 128 bytes in
length

3. Header label format is as follows:

a. Diskettes created on IBM 3740 system

= Address 00001 through 00004
to be blank

e Address 00005 "ERMAP in
columns 1 -5

s Address 00006 to be blank

e Address 00007 "VOLI1IBMIRD" in
columns 1 - 10
and have a "W" in column 80

e Address 00008

Columns:
1- 4 HDRI1
5-22 PAYROLL (file name)
23-27 00128 (record length)
28 Blank
29-33 01001 (beginning of
extent)
34 Blank
35-39 (end of extent)
numeric field
40 - 74 Blank
75-79 (end of data)

numeric field

If the diskette contains multiple header
labels, keep the first header label at address
00008. The additional header labels should
have a "d" (delete) at addresses 9 through
26. The end of the extent address should be
greater than the end of the data address.

Page 2
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b. Diskettes created on IBM System 34
or 36

= Initialize diskette in 128 bytes per sec-
tor form with a VOLUME ID of
IBMIRD. This can be accomplished
by using the following procedure:
INIT IBMIRD,,FORMAT

= Create a basic data exchange file
named PAYROLL on the diskette.
This is achieved by using the transfer
procedure to transfer disk file named
PAYROLL to diskette:
TRANSFER PAYROLL,F1, IBMIRD

¢. Member and Fund Summary Records
must be in the format as described on the
following pages.

d. PERA will retain one current diskette
for each unique code for use as a backup in
case there is a problem with a subsequently
submitted one. PERA may be in possession
of two to three diskettes, however,
depending upon whether there is a backlog
in processing reports (diskettes).

e. Diskettes will be returned as soon as
possible after processing.

C. Magnetic Tape Specifications

Magnetic tape files supplied to PERA must
have the characteristics of tape files created
on IBM 3400 Series Tape Units:

9 track

1600 or 6250 BPI

0.6 inch minimum inter block gaps
Odd parity

Width 0.5 inch

EBCDIC in display (unpacked)
format

1. Tape records are to be 128 bytes in
length, blocked at four records per block.
The record layout must be in 128 bytes. The

last block may contain fewer records and
must not be padded.

2. PERA will accept labeled or unlabeled
tapes. If labeled, standard IBM header and
trailer labels are required. Header labels
must precede data and be separated from the
data by one tape mark. Trailer labels must
follow the data and be separated from the
data by one tape mark. If unlabeled tapes
are used, the data must be followed by two
tape marks.

Part Il - Diskette and Tape
Record Format Specifications

The diskette and tapes submitted to PERA
must include two types of records:

A. A Member Record (see Part IV,
Member Record Format) must appear for
each PERA member whether or not there
were earnings for that pay period. Ifa
member does not have earnings, report the
employment status by using the member
status change codes (found in the Reporting
Section, under Detailed Instructions For
Completing The Salary Deduction Report,
Item 8) in the area provided on the Member
Record (columns 89-90). Member records
should bear the following characteristics:

1. List PERA members alphabetically by
last name within each fund. List Basic
members first, Coordinated members
second, and Police and Fire members last.

2. The diskette or tape must match the
printed Salary Deduction Report. That is,
member names and funds on the diskette or
tape must be in the same order as on the
Salary Deduction Report. Also, punctuation
is not to be used in the name field or
anywhere on the Salary Deduction Report.

3. Paid date and pay period coverage
dates (beginning and ending pay period
dates) on the Member Record must match
the printed Salary Deduction Report.

7/1/93
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4. Left zero fill all numeric fields. Left
justify all alphabetic fields except "status
change," where the left position is to be
blank.

B. A Fund Summary Record (See Part
V, Fund Summary Record Format) showing
the totals of employee and employer
contributions must precede individual
member records for that fund. In other
words, the Basic Fund summary record must
appear before the individual Basic Member
Records. The Coordinated Fund Summary
precedes Coordinated member records and
the Police and Fire Fund Summary appears
before the Police and Fire member records.

Fund summary records must conform to
the following specifications:

1. Fund Summary Totals must appear on
both the paper copy of the Salary Deduction
Report and the diskette or tape. In addition,
fund summary totals must appear on either
the first or last page of the Salary Deduction
Report for each pay period and unique code.

2. Paid date and pay period coverage
dates on the Fund Summary Record must
match those on the printed Salary Deduction
Report.

3. Left zero fill-all numeric fields. Left
justify all alphabetic fields except "status

change," where the left position is to be
blank.

Part lll - Mailing Instructions for a
Tape or Diskette

It is the employer’s responsibility to see
that the tape or diskette submitted is correct
and received in the PERA office at the same
time as or before the Salary Deduction
Report. An external mailing label is needed
on the diskette or tape with the following
information:

1. the unit number and unique code(s)

2. payroll coverage date(s) and paid
date(s)

3. preparer’s name and return address

Only the processor’s name and return
address will be required if a single tape is
submitted with data for more than one
employer.

Place the diskettes or tapes in a carton or a
protective container with the return address
and mark FRAGILE.

In the event a tape or diskette cannot be
processed or is damaged, we will contact the
employer to submit another tape or diskette.

Page 4
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Part IV

Member Record Format - 128 Byte Record

Distette and Tape

Columns

Field Erom Thru Total Remarks

Transaction Code 1 2 2 Will always be 08

PERA Member Number 3 8 6 If unknown, fill with zeros (show blanks
on the Salary Deduction Report)

Social Security Number 9 17 9

Name of Member 18 40 23 Last name, First name, MI, (UPPER CASE)

Unit Number 41 46 6 4-digit unit number, 2-digit unique code
Example: 000100

Fund Code 47 47 1 1 Basic 3 Police & Fire
2 Coordinated 6 Police & Fire Consolidation

‘Paid Date 48 53 6 Month, Day, Year

Date PERA Receives Report 54 59 6 Leave Blank (PERA use only)

Beginning Date of Pay Period 60 65 6 Month, Day, Year

Ending Date of Pay Period 66 71 6 Month, Day, Year

Pay Period Code 72 73 2 01 Weekly 05 Quarterly 09 Omitted

: 02 Biweekly 06 Semiannually Deductions

03 Semimonthly 07 Annually
04 Monthly 08 Retroactive 10 Other

Amount of PERA Deduction 74 80 7 Basic: 8.23% Police & Fire: 8 %*
Coordinated: 4.23% Police & Fire Cons.: 8%*

*7.6 % effective 1/1/94,

Gross Amount Earned 81 88 8

Status Change 89 90 2 Status Change Code (Refer to the Reporting Section,
under Detailed Instructions For Completing The
Salary Deduction Report, Item 8). Left position
should be blank. If unable to mclude this data, fill
these fields with blanks.

Effective Date of

Status Change 91 96 6 Month, Day, Year.

If unable to include this data, fill fields with zeros.

Account Number 97 101 5 Fill with zeros (PERA use only)

Filler 102 128 27 Blank spaces (PERA use only)
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Part V
Fund Summary Record Format - 128 Byte Record

Diskette and Tape

Columns
Field .. From Thru  Total Remarks
Transaction Code 1 2 2 Will always be 01
Unit Number 3 8 6 4-digit unit number, 2-digit unique code
Fund Code 9 9 1 1 Basic 3 Police& Fire
2 Coordinated 6 Police and Fire Consolidation
Paid Date 10 15 6 Month, Day, Year
Date PERA Receives Report 16 21 6 Leave Blank (PERA use only)
Beginning Date of Pay Period 22 27 6 Month, Day, Year
Ending Date of Pay Period 28 33 6 Month, Day, Year
Pay Period Code 34 35 2 01 Weekly 05 Quarterly =~ 09 Omitted
02 Biweekly 06 Semiannually Deductions
) 03 Semimonthly 07 Annually
04 Monthly 08 Retroactive 10 Other
Fund Total . 36 44 9 Total of employee and employer contributions
for one fund
Total Employee Contribution 45 52 8 Basic: 8.23% Police & Fire: 8 %*
Coordinated: 4.23% Police & Fire Cons.: 8%*
*7.6 % effective 1/1/94.
Total Employer Contribution 53 60 8 Basic: 8.23% Police & Fire: 12%*
Coordinated: 4.23% Police & Fire Cons.: 12%*
*11.4% effective 1/1/94.
Total Additional
Employer Amount 61 68 8 Basic: 2.5% Police & Fire: 0%
Coordinated: .25%  Police & Fire Cons.: 0%
Account Number 69 74 6 Fill with zeros (PERA use only)

Filler 75 128 54 Blank spaces (PERA use only)
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Introduction

This section explains the steps to take if:
-  reporting an overlooked
PERA-eligible employee,
- an-employee was reported in error,

- contributions were reported on
salary that was not subject to
withholding,

- a member becomes a full-time
student and a part-time employee,

- an employee was reported to the
wrong PERA or TRA Fund,

- a wrongful discharge suit is filed
with an employer,

- a contract settlement or retroactive
payment is to be paid, and

- an elected official chooses to
purchase past service.

First, we will discuss the steps you should
take if you discover an unreported but
PERA-¢ligible member.

Reporting of Overlooked
PERA-Eligible Employees

If you discover a PERA-eligible employee
who was either overlooked or mistakenly
excluded and for whom deductions were not
withheld, PERA considers the missing
employee and employer contributions
"omitted deductions."

To report this missing information, you
have two options available. Under Option
One, PERA bills the employer. Option Two
allows the employer to make an adjustment
on the deduction report. (Option Two is
available if omitted deductions started within
60 days before the current pay period.)

Option One

In order for PERA to bill for missed
employee and employer contributions, you
will need to follow the five steps explained
below.

Step 1. On the next Salary Deduction
Report to be submitted to PERA, list the
new member’s name with the deductions for

that pay period. Do not calculate or remit
past employee or employver deductions.

Step 2. File a Membership form.

Step 3. Send a list of earnings, by pay
period, from the first of the month in which
the employee qualified for membership to
the date PERA deductions began. (Because
of a three-year statute of limitations, if
contributions have been omitted for more
than three years, send a list of earnings
covering the previous four calendar years.)

If an employee’s PERA qualification date
and date of hire are different, indicate the
exclusion that prevented PERA membership
from the date of hire. Note: If the
exclusion for membership was because the
employee was under the $5,100 annual
stipulation, send a copy of the stipulation,
annual salary for each year (school year for
school employees), and a breakdown of
salary by pay period for the current year. If
the employee was a full-time student who
worked part-time, list the date on which the
full-time student and part-time employee
status ended. Do not go beyond four years.

Step 4. PERA will determine the amounts
due and send an Omitted Deduction Billing
Report to the employer.

Monthly, an Outstanding Omitted
Deduction/Interest Report will be mailed to
employers who have past due omitted
deductions. This report will show payments
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that have been received, the balance that
remains due, and interest projected 30 days
from billing date or calculated through date
payment was made in full.

An employee must pay only those
deductions omitted during the 60-day period
before enrollment in PERA in which he/she
had earnings, and the employer must pay
any remaining employee deductions. The
law states that an employer must not attempt
to recover from the employee those
deductions paid by the employer.
Therefore, if payments are made by a
member beyond the 60-day period, we will
be obligated to return the overpaid
contributions to the member, and request
payment from the employer.

Step 5. Upon receipt of the billing report,

not a part of your payment, and the reason
for the exclusion. Without an explanation of
why a payment does not equal the grand
total shown on the billing, we will be unable
to determine which member accounts to
credit.

Omitted contributions for terminated
employees

If the unreported employee has terminated
public employment, inform PERA of the
employee’s termination date, date of birth,
address, and Social Security number. The
employer will not be billed for the
employee’s share. (The employee has the
option to pay his/her share to obtain this
service credit.) The employer will be billed
for the employer contribution amount plus
interest.

1Ssue a Sepal,-ate PUBLIC EMPLOYEES RETIREMENT ASSOCIATION UNIT NO.-UNIQUE CODE
check covering OMITTED DEDUCTION BILLING REPORT 0001-01
the omitted WAPORTANT - READ EXPLANATORY INFORMATION ON REVERSE SIDE [ﬂﬂw‘m—
. 07/15/9X 08/15/9X
deductions and
accrued interest CITY OF ANYTOWN N B EMPLOYEES RETIREMENT ASSAL
u -TCSL JANET E. ADAM, PAYROLL CLERK gt
due and mail with | p ¢ Box 1 ST. PAUL, 14N 55102-1090
the billing report. | ANYTOWN MN 55555 o e S per ety m.,,.m iR
If for some reason b pay hes ua in 30 davs.
you cannot send S AMOUNTS DUE FROM eum.oval\mem -
payment for all Of | | rena uewsen nuusen eurtovee wae & Ssw Emcones  |comrmmumions: | contmaurons | von oeTans
the employees
listed, identify on 111111 NELSON MARY E $ 73.25 0.00 77.82 9,52
the billing the (05/01/8X - 06/30/9X}
employees, the 220222 JOHNSON JOSEPH s 48.22| 130.51 198,91 | 15.35
amount which is (03/01/9 - 05/31/9X) ~48.22 190,91
BALANCE DUE AFTER PAYMERT:  0.00 8.00
A sample 333333  ANDERSON SUSAN $ 3.73| 20.19 54,99 | 7.50
Omitted (01/07/9% - 03/31/9X)
Deduction
Billing Report is
shown.
TOTAL OF EACH COLUMN $ 104,98 % 159 70 |$ 140,81 |$ 32.37
GRAND TOTAL - AMOUNT TO REMIT TO PERA $ 437,86
*Under the law, B8R em, meNLYm“L oo fwlhowdlwu\dumvmhthchﬂuvpomdm
‘?‘h:vbvw::\'“m ::: attempt to recover thou mtdhﬂmw from the employes, W OFHW"
| DATE
PW-00205-01 (5/92) KEEP ONE COPY - RETURN ONE COPY WITH PAYMENRT
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Option Two

An adjustment for missed (omitted)
deductions can be made by the employer on
the Salary Deduction Report for employee
deductions that go back less than 60 days
from the current pay period. DO NOT GO
BEYOND THAT 60 DAYS. For
adjustments that started more than 60 days
back, refer to Option One.

Example: An employee made $500 from
July 1 through July 15. No PERA
deductions were taken. On the next payroll
dated July 16 through July 31, the employee
earned $250. Since the employee earned
more than $425 with the first July payroll
period, the employer can report and submit
deductions for $750 on the Salary Deduction
Report submitted for the July 16 through
July 31 payroll.

When an adjustment is made, explain on
the Salary Deduction Report the following
information:

(1) Identify the member by placing in the
status column that past-due deductions are
included.

(2) Indicate the pay period(s) for which
contributions are being reported. Be sure
to indicate the correct coverage dates
for the full adjustment period or the
member may not receive proper service
credit. DO NOT GO BEYOND THE
60-DAY LIMIT.

(3) Show the adjusted salary. If the
salary is already preprinted (by your
computer service or department), simply
cross out the old information with a
single. thin red line and make the
correction in red ink above the preprinted
entry. PERA will make the correction on
the magnetic media.

(4) Show the adjusted contribution(s) in
the fund column and in the fund summary
totals. If the salary is already preprinted
(by your computer service or department),
simply cross out the old information with

a_single, thin red line and make the

correction in red ink above the preprinted
entry. PERA will make the correction on
the magnetic media.

(5) Make the necessary grand total
changes to reflect the amount of all
corrections.

(6) Issue payment to reflect adjusted
amount,

Employee Reported In Error

If an employee who did not qualify for
coverage was reported in error, PERA can
refund the overpayment or, in some
circumstances, an adjustment can be made
by the employer on the deduction report.

If the employee’s contributions reported in
error started before January 1, 1990, the
employee has the option to continue or
discontinue PERA coverage. In this
instance, send a letter to PERA explaining
the reason the employee does not qualify for
coverage and keep withholding
contributions. PERA will notify the
employee of his or her options and notify the
employer accordingly.

If contributions were first reported after
January 1, 1990, stop withholding
deductions in all instances except for
individuals who may be independent
contractors. Indicate on the deduction report
why these individuals are not eligible and
provide the following additional supporting
documentation:

- full-time student and part-time
employee - student status form

- $5,100 annual stipulation - copy of
stipulation form

- city manager - Election of Exclusion
form must be filed

- temporary employee - identify dates of
employment period

- independent contractor - submit a copy
of the contract and PERA will inform
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the employer if withholding should
stop.

If a membership form has not been filed
with PERA, please also give the employee’s
address, birth date, and Social Security
number.

PERA can refund the overpayment or the
employer may adjust the deduction report if
the employee has not terminated and the
correction is made within one month.

PERA issues a refund

PERA can refund the employee
contributions reported in error with interest
directly to the employee and the employer
share to the employer. PERA will then issue
a Form 1099 to the employee at the end of
the year.

If the deduction(s) submitted in error is
less than $5, a refund is not issued unless
requested by the employer.

Employer adjusts deduction report

An adjustment (credit or debit) for
contributions reported in error may be made
up to 60 days prior to the current pay
period. Interest is not available for credit
adjustments under this option. No
adjustments can be made on terminated
employees. Credit adjustments can be made
only if there is money on a similar deduction
report submitted at the same time (in the
Fund Summary Totals) to recover the
payment. Any other deduction in error will
be refunded by PERA.

When an adjustment is made, explain on
the deduction report the following
information:

(a) Identify the employee by noting in the
status column that an adjustment is made,
with an appropriate explanation.

(b) Indicate the pay period(s) being
adjusted.

(c) Show the adjusted salary. If an
incorrect salary is already preprinted (by

your computer service or department),
simply cross out the old information with
a single. thin red line and make the
correction in red ink above the preprinted
entry. PERA will make the correction on
the magnetic media. Note: if the salary is
a negative, the negative sign(-) must be
shown.

(d) Show the adjusted contribution(s) in
the fund column and in the fund summary
totals. If an incorrect contribution is
already preprinted (by your computer
service or department), simply cross out
the old information with a s_mla._mm_md
line and make the correction in red ink
above the preprinted entry. PERA will
make the correction on the magnetic
media. Note: If the contribution is a
negative, the negative sign(-) must be -
shown.

(e) Make the necessary grand total

changes to reflect the amount of all
corrections.

(f) Issue payment to reflect adjusted
amount.

Contributions Reported on
Salary Not Subject to
Withholding

When an error is made on a member or
members where employee and employer
contributions were reported on salary that is
not subject to PERA withholding, make the
adjustment on the following deduction report
or within 60 days of the current pay period,
with the appropriate explanation and affected
pay period dates. If an adjustment is not
made within the 60 days, send a letter to
PERA with the appropriate explanation and
affected pay period dates, and PERA will
refund the overpayment.

Page 4

Reporting Manual For Payroll And Personnel Officers

7/1/93




PERA Adjustments
[aEmeE e e e

Member Becomes a Full-Time
Student And A Part-Time
Employee

the school must complete the Full-Time
Student, Part-Time Employee Certification
Form (sample shown below).

A Coordinated, Basic, or Police and Fire When an employee begins full-time school
Plan member who becomes a full-time attendance, stop withholding deductions and
student and a part-time employee isno submit the certification form to PERA with
longer eligible for PERA coverage. In this the Salary Deduction Report on which the
situation, the employee, the employer, and last deduction or no deduction appears.

PUBLIC EMPLOYEES RETIREMENT ASSOCIATION
514 St. Peter Street, Suite 200, St. Paul, MN 55102
Telephone (612) 296-7460

FULL-TIME STUDENT, PART-TIME EMPLOYEE CERTIFICATION

INSTRUCTIONS: Use this form to confirm stetug B3 & full-time student, pari-time employee who is pt from membarship
in PERA. Any refund payable based on this status will be delsyed until recaipt of this pleted form. Part A is to be
completed by the student/employee. Part B should be plated by the dited schoal in which this student is
enrolled full-time. and Part C is to be leted by the ployer. Signatures ure required in both Parts B and C for
thiz form to be valid.
IMPORTANT FACTS ABOUT THE INFORMATION ON THIS FORM
This certification is necessary to determine exemption from membership in PERA, pursuent to Minnssota Statutes, Section
353.01, Subd. 2b {m), which reads in part as follows:
“Public employee” does not mean: . . ., Fuli~time students who ure enrolled and are regularly sttending
classas at en sccredited school, college, or university . . . .
The information on this form will be used to identify the PERA membar account snd to assist in processing & refund
peymaent of PERA contributions. All information, except the Socisl Security number, student’s address, name of school,
and enroliment dates, iu clessified es PUBLIC data which can be givan to anyona for any purpose. The Social Security
number, sddrees, school, and enroliment dates are classified as PRIVATE and are aveilable only to thig individual, to
the staff who must use it in the normal course af ducting PERA busi and to entities suthorized by lew. No
private date of this individus! will be shared with uny unauthorized person or agency without informed written consent.
FOR COMPLETION BY EMPLOVEE/STUDENT
P Neme (PLEASE PRINT) - Last, First, Middle Initial Social Security Numbear PERA Mamber No.
A
R Address [PLEASE PRINT] - Number and Street
T
City State Zip Code
A T NOTE: 1118 your responsibility ta inform your employer if your full-time school attendance stops while you are still
employed on a pert-time besis.
FOR COMPLETION BY ACCREDITED SCHOOL
p | ) hereby certify that the above-named is/was in Beginning Date Ending Date {Actusi or Anticipated)
A full-time attendance eccording to this echool’s
standards and prectices for the following period:
R Name of School
T
B Signature and Title of School Otficial Date
FOR COMPLETION BY EMPLOYER
P Is the ebove-named employed by your governmental unit on a part-time basis?
A [0} Yes. PERA deductions will be discontinued as of this date:
R D No, employee termineted service on this dete:
T 3 No. employed full-time {deductions must continue)
Governmental Subdivision and Department Unit No. -~ Unique Code
¢ Authorized Signature and Title Date
[T ROYE: When full-time school aitend or il employment changes [rom part-time to full~time,
employee will be eligible for PERA membership if earnings exceed current selary raquiremants.
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Employee R?J)orted in Wrong
und

Method One
Multiple - Year Error

If a person was incorrectly reported in the
wrong PERA Fund (such as a person
reported under the Coordinated Fund who
should be Police and Fire Fund, or vice
versa), start reporting the employee in the
correct fund and make an adjustment (credit
or debit) if the correction can be made
within 60 days of the error. When an
adjustment is made, show on the deduction
report the affected pay period dates with an
explanation. If an adjustment is not made
within 60 days, send a letter to PERA with
the appropriate explanation and affected pay
period dates. PERA will bill for any
additional amount due or refund any
overpayment.

Employee reported to PERA who
should be TRA

If a person is incorrectly reported to
PERA rather than the Teachers Retirement

Association (TRA), take the following steps:

1. Stop withholding PERA contributions
and start withholding TRA contributions.

2. Send a letter to PERA and TRA
explaining the situation.

Upon receipt of written notification from
the employer, PERA will transfer the
employee and employer contributions to
TRA.

Employee reported to TRA and

should be PERA

If you are in doubt whether to put an
employee under TRA or PERA, contact TRA
for that determination.

There are two methods to enroll an
employee in PERA who was reported to
TRA in error. Method One is to be used
when contributions have been reported to
TRA beyond the current school year.
Method Two is to be used when TRA
contributions have been withheld during the
current school year only.

If an employee is incorrectly reported
to TRA instead of PERA, beyond the
current year, please do the following:

1. Notify PERA and TRA of the error.

2. Stop withholding TRA contributions
and start withholding PERA contributions
(if PERA qualifications have been met).

3. PERA will notify you, the employer,
to submit a list of gross earnings by pay
period covering the period in question.
Upon receipt of the earnings, PERA will
determine when the person qualified for
PERA membership and ask TRA to
transfer the employee and employer
contributions to us.

4. File a PERA membership form. If an
employee’s PERA qualification date and
date of hire are different, indicate the
exclusion that prevented PERA
membership from the date of hire. If the
exclusion for membership was because
the employee was under the $5,100 annual
stipulation, send a copy of the stipulation
and a breakdown of salary by pay period
for the current year. If the employee was
a full-time student and part-time
employee, list the date on which the
full-time student and part-time employee
status ended. Do not go beyond four
years.

Note: Once all the information is
received and the transfer from TRA is
processed, PERA will then notify the
employer if payments remain due or if
PERA needs to refund any overpayments.

Method Two
Single - Year Error

If a person is incorrectly reported to
TRA instead of PERA, during the
current school year only, please do the
following: '
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1. Stop withholding TRA contributions
and start withholding PERA contributions
(if PERA qualifications have been met).

2. File a PERA membership form. If an
employee’s PERA qualification date and
date of hire are different, indicate the
exclusion that prevented PERA
membership from the date of hire. If the
exclusion for membership was because
the employee was under the $5,100 annual
stipulation, send a copy of the stipulation
and a breakdown of salary by pay period
for the current year. If the employee was
a full-time student and part-time
employee, list the date on which the
full-time student and part-time employee
status ended. Do not go beyond four
years.

3. Send a check and a separate salary
deduction report representing the current
year PERA employee and employer
contributions (transfer from TRA), and
include on the deduction report the
period(s) over which the salary and
contributions were earned. This period is
recorded as the Pay Period on the
deduction report. Identify on the top of
the deduction report that this payment
represents an adjustment of deductions
made in error to TRA when they should
have been taken for PERA.

Remember, when a school district makes
an adjustment transferring contributions
from TRA to PERA for current year
contributions, the employer is to send a letter
with the Salary Deduction Report on which
the contributions are being reported
explaining the situation.

PERA will not bill for interest or late
filing for contributions reported to the wrong
fund.

Wrongful Discharge Settlement

If a wrongful discharge suit is filed with an
employer, regardless of whether for
veterans’ preference, age discrimination,
race discrimination, or any other reason,
please do the following:

1. Notify PERA that a claim has been
filed.

2. Advise attorneys involved that PERA
has an interest in the settlement.

3. PERA should be given the opportunity
to participate in the case.

4, Have PERA calculate the employee and
employer contributions due, based on the
gross salary that would have been paid, had
the person not been discharged. Submit a
list of earnings that would have been paid to
the employee had the employee not been
discharged.

5. If the dollar amount to be paid to
PERA is specified in the court order, it
should be based on gross salary before
subtracting unemployment compensation,
workers’ compensation, or wages from other
sources. If not, PERA will ask that an
amended order be issued by the court.

6. Copy of the court order is required
when payment is made to PERA.

7. If a copy of the court order is sent to
PERA without payment, the employer will
be billed for the employee and employer
contributions due. Interest will be charged
to the employer on member and employer
contributions at 8.5 percent compounded
annually, expressed monthly, between the
date the contribution amounts would have
been paid to the date of actual payment.
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Contract Settlements and
Retroactive Pay

A separate deduction report must be
submitted for non-routine earnings, such as
retroactive pay, contract settlements, bonus
and longevity pay, overtime and
compensatory time pay, if earned outside the
regular pay period. Deduction reports must
show the period over which these payments
were earned. This period is recorded as the
pay period on the deduction report. Refer to
the Reporting Section for more details on
reporting non-routine salary.

If additional deductions are due on a
terminated member, submit to PERA on the
deduction report with appropriate
explanation and pay period dates. If the
terminated member has already received a
refund, PERA will automatically send an
additional refund. If the terminated member
is drawing a pension, the pension will be
recalculated.

Elected Officials Purchasing
Past DCP Contributions

Elected officials who exercise their option
to participate in the Defined Contribution
Plan (DCP) and who have previous
uncovered service as elected officials may
pay contributions on that past service
performed before June 30, 1991, and invest
them in DCP. Uncovered service is service
as an elected official for which an employer
did not contribute to a pension plan on the
elected official’s behalf.

PERA calculates the amount of past
contributions by using the Coordinated or
Basic contribution rates in effect at the time
the service was rendered rather than using
the current 5 percent DCP contribution rate.
If the elected official chooses to pay these
past contributions, the employer is required
to pay the corresponding employer
contribution. Payment of these past
contributions also requires payment by both

participant and employer of 6 percent
interest compounded annually.

Elected officials may choose to pay all or
part of past contributions. Also, payment
may be made in installments. The Internal
Revenue Service limits payment of past and
present (both employee and employer)
contributions to 25 percent of taxable income
from elected service in the current calendar
year.

Generally, taxable income is gross salary
from elected service minus contributions
made to the DCP and other qualified tax
deferred plans (such as 401K) or
non-qualified 457 plans using earnings from
the elective service.

Only elected officials who enroll in the
DCP may make past contributions on
uncovered service. Elected officials
interested in making a purchase should ask
their employer(s) to complete a "Record of
Annual Earnings for Elected Officials" and
mail it to PERA. Employers can obtain the
Record of Annual Earnings form by calling
the PERA office.

Listed below are the steps for payment
of past contributions:

1. A DCP Membership form and DCP
Record of Annual Earnings are submitted to
PERA.

2. Upon receipt of the DCP Record of
Annual Earnings, PERA calculates the total
cost of purchasing past contributions. The
information is sent to the elected official
with a DCP Worksheet to be used to submit
payments for past service. At this same
time, PERA will mail a separate notice to
the employer informing them of the total
potential liability for the employee’s past
service.

3. The elected official completes the DCP
Worksheet to compute the maximum amount
of past service that may be paid in the
current tax year.
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4. The elected official submits payments Elected officials have until January 31 of
for past contributions to PERA with the each year to make payments for past service
completed DCP Worksheet. The payments based upon earnings in the previous year.
may be made on a quarterly basis or at the Employers have until May 15 to make their
end of the calendar year. payments.

5. Upon receipt of the elected official’s In February of each year, PERA asks
payment, PERA bills the employer for the employers to report the taxable salary of
corresponding employer share of past elected DCP members who paid past
service. contributions for the prior tax year.

6. Annually, PERA mails to the elected
official with unpaid past service updated
costs along with a DCP worksheet.
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Annual Reports

Introduction

This Section explains the reports that are
requested from employers on an annual basis
and the statements mailed to PERA-covered
employees each year. First, we will discuss
the list employers must provide to PERA
identifying persons not participating in
PERA.

Annual Exclusion Reports
Formerly "Payroll Abstracts"

As part of PERA’s reporting requirements,
employers submit lists each year so PERA
staff can verify that persons eligible for
membership are actually enrolled. In
fulfilling this legal requirement, employers
have had two formats from which to select.
One format has been referred to as an
"exception report"” because it contains only
those persons who did not contribute to
PERA. The other option is to list ALL

individuals who received wages, including
PERA members and non-members (a
“payroll abstract"). In both options,
employers listed persons paid during the last
full pay period in their "contract year,"
which is May for school districts and
December for all other government agencies.

Effective the end of the 1993-94 school
year (for school districts) and 1994 calendar
year (for all others), the exception reports
and payroll abstracts will be replaced by a
single, standardized report referred to as an
Exclusion Report. This annual report will
be expanded to cover more than just those
persons employed during one pay period in a
year and to include the reason (using new
exclusion codes) individuals do not have
coverage in a qualified public pension plan,
as listed in Minnesota Statutes 356.30,
Subdivision 3.

A sample of the new report is shown
below. Detailed information and instructions -
can be found on the following pages.

Annual PERA Exclusion Report

Unit Number: 9999-00, 9999-01 Sample
Name of Employer: Anytown School
Contract Year: 1993-1994
Date Prepared: 6/6/94
.. Has | Salary for
Exclusion Social Security ~ Individual’s ~ Employment Annual Last Pa Pay
ode Number Name eased Salary ~ Period in Year Cycle
001 477-00-4869 Jones, John No $ 529.05 $ 326.99 Biweekly
003 473-47-2438 Anderson, Mary No 4,018.22 468.90 Biweekly
009 382-48-4859 Nelson, Joseph No 44,018.00 0.00 Annually
101 456-37-3755 Smith, Jane Yes 5,225.45 0.00 Biweekly
104 354-26-4826 Johnson, Allen No 525.00 525.00 Monthly
201 483-58-8888 Andrews, Mark No 5,055.45 505.35 Monthly
301 396-85-2849 Peters, Thomas No 3,945.43 123.45 Biweekly
302 493-58-2223 Hansen, Sally Yes 4,934.55 0.00 Biweekly
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Who Is Included On The New
Report

The employer is to list all persons who
worked during the school year for school
employees and calendar year for non-school
employees but did not have pension
deductions withheld from their salary. This
includes all employees and independent -
contractors currently employed and those
who terminated service during the past year.

Do not include employees who were
not contributing to PERA at the start of their
employment or the contract year IF they
were enrolled in PERA before the year
ended. You should also not include
employees who hold positions for which
earnings are covered by Teachers Retirement
Association (TRA), Minnesota State
Retirement System (MSRS), Duluth
Teachers Retirement Fund Association,
Minneapolis Teachers Retirement Fund
Association, St. Paul Teachers Retirement
Fund Association, Minneapolis Employees
Retirement Fund, or any police or
firefighters relief association governed by
section 69.77.

Do not include independent contractors
when the individual or firm has provided
you with a Minnesota Tax or Federal
Employer I.D. number in place of a Social
Security number, or when you issue one
check to a firm for the work performed by
more than one of their employees.

There are two options in which Exclusion
Reports can be filed. One is for the
employer to generate the report and the other
is for PERA to send a blank report for the
employer to complete.

PERA will automatically send notification
to the employers 30 to 60 days before the
end of the school or calendar year. Included
with the notice will be a blank Exclusion
Report for employers to complete.
Employers can choose to use the form sent
by PERA or print their own.

PERA-Printed Exclusion Report

When PERA generates the Exclusion
Report, the employer name, ‘unit number,
and contract year will be printed. In
addition, columns will be identified for the
employer to complete. The items requested
will be the exclusion code, Social Security
number, name of person, person’s
employment status at year end, salary paid
for the year, salary paid during the last pay
period of the year, and pay cycle for the last

pay period.

The employer is to complete the report by
identifying persons who were not covered by
a qualified public pension plan. Refer to the
Item-By-Item Instructions for more detailed
information on the completion of this report.

Employer Generated Report

Employers who choose not to use the
single-page report generated by PERA may
print their own, as long as they do not alter
the report format. Whenever possible,
please print the Exclusion Report
information on standard-size paper (8.5" by
11"), rather than computer-size (13.5" by
11"). Currently PERA is not accepting the
Exclusion Report information on tape or
diskette.

When printing the Exclusion Report, list
the persons who were not covered by a
qualified public pension plan in numeric
order by exclusion code. Within each of
these codes, list the individuals in numeric
order by Social Security Number or
alphabetical order by last name. Leave a
blank line between each 3-digit exclusion
category (Oxx, 1xx, 2xx, etc.).

The specific information and format that is
required on the exclusion report is identified
in the Item-By-Item Instructions.
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Item-By-item Instructions

These instructions refer to the sample
Exclusion Report shown onthe first page.

1. Employer’s PER A-assigned six-digit
unit number(s). This number can be found
in the upper right-hand corner of your Salary
Deduction Report(s). If you have multiple
unit numbers, identify all numbers, such as
9999-01 and 9999-11.

2. Name of employer or government
agency.

3. Contract year dates being reported.
For school districts the contract year is based
on the school year starting July 1, 199X
through June 30, 199X; for all other
employers, the contract year is the calendar
year, January 1, 199X, through
December 31, 199X. '

4. Date prepared. This is the date the
employer completed or printed the report.

5. Exclusion code. This 3-digit code
(established by PERA) must appear for each
person to identify the reason the person is
not reported to PERA. Note: Employers
who print their own Exclusion Reports must
list their employees and independent
contractors in numeric order by exclusion
code. For each of these codes, list
individuals in numeric order by Social
Security number or alphabetically by last
name. Refer to the Exclusion Code Section
for a complete list.

6. Social Security Number. You are not
legally required to furnish the social security
numbers of persons who are not contributing
to this pension fund. We ask for these
numbers for identification and comparison
purposes to help up cross reference data
stored in our computer and filing systems.
To assist you, we will include social security
numbers in any written request we make for
clarification of a person’s exclusion from
PERA membership. We recognize that
social security numbers are classified as
private data and ensure that, if provided to

us, we will protect the privacy rights of the
individuals.

7. Names of persons who are or were
employed during the contract year but are
not contributing to a qualified public pension
fund.

8. Person’s employment status at
year-end. Ata minimum indicate whether
the person’s employment has ceased. You
may show the exact status if you so desire.

9. Total gross salary for the year. For
school districts this is gross salary earned
from July 1, 199X through June 30, 199X,
and for all other employers it is salary
earned from January 1, 199X, through
December 31, 199X.

10. Gross salary or wages for each person
during the last pay period of the calendar
year or the last pay period in May for school
districts.

11. Pay cycle. This is the type of pay
cycle for the last pay period. Such as
bi-weekly, monthly, annually, etc.
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Exclusion Codes

This 3-digit exclusion code (established by
PERA) must appear for each personto
identify the reason the person is not reported
to PERA.

Employers who print their own Exclusion
Reports must list their employees and
independent contractors in numeric order by
exclusion code. For each of these codes, list
individuals in numeric order by Social
Security number.

Oxx - Exclusion Codes which begin
with O relate to the employed person’s
affiliation with another entity.

001 Part-time employees who are also
full-time students enrolled in and
regularly attending classes at an
accredited school, college, or university.

002 Employee receives monthly disability
benefits from PERA.

003 Employee receives monthly retirement
benefits from PERA.

004 Foreign citizens with a work permit of
less than three years, or an H-1B visa
valid for less than three years of
employment.

005 Persons who are excluded from coverage
under the federal old age, survivors,
disability, and health insurance program
for the performance of service as
specified in United States Code, title 42,
section 410 (a)(8)(A) as amended.

006 Resident physicians, medical interns,
and pharmacist residents and interns
serving in a degree or residency program
in public hospitals.

007 Students who are serving an internship
or residency program sponsored by an
accredited educational institution.

008 Patient and inmate personnel who
perform services in charitable, penal, or
correctional institutions.

009 Independent contractors and their
employees.

1xx - Exclusion codes which begin with
1 relate to the position held by the
individual

101 Persons hired for a pre-determined
period of time to be less than six
consecutive months AND employment
has not exceeded six months. These
cannot be employees who are hired for
an unlimited period but must serve a
probationary period before they are
considered permanent employees.

102 Emergency employees who are
employed by reason of work caused by
fire, flood, storm, or similar disaster.

103 Persons who hold a part-time adult
supplementary technical institute license
who render part-time teaching service in
a technical institute. '

104 Volunteer ambulance personnel who are
advanced life support emergency medical
service staff who are not covered by the
PERA Defined Contribution Plan.

105 Election officers (judges).

2xx - Exclusion codes which begin with
2 relate to employees who have the
option not to participate in PERA

201 Elected public officers, or persons
appointed to fill an elected position
vacancy who did not choose to
participate.

202 Public hospital employees who elected
not to participate in PERA before 1972.

203 City managers or chief administrative
officers (see Minnesota Statutes, Section
353.028) who filed with PERA an
election of exclusion within six months
of commencement of employment.

3xx - Exclusion codes which begin with
3 relate to the salary of the employee
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301 Employees who earn $425 or less in a
calendar month.

302 Employees whose annual compensation
is stipulated in advance, in writing, to be
not more than $5,100 for a full calendar
year or school year for school
employees.

303 Employees hired after the start of a year
whose annual compensation is stipulated
in advance, in writing, not to exceed a
pro-rated amount, determined by
multiplying $425 by the number of
months left in the year.

4xx Exclusion codes which begin with
4 apply to persons who hold multiple
excluded positions at the same time.

401 Employee holds a part-time position for
which the monthly salary has never
exceeded $425 and this individual holds a
position of less than six consecutive
months.

402 Employee holds a part-time position for
which the annual salary has never
exceeded $5,100 and this individual holds
a position of less than six consecutive
months.

When Exclusion Reports are Due

Exclusion Reports are due in the PERA
office by August 31 of each year for school
districts and February 28 for all other
employers.

Certification of Annual PERA
Exclusion Report

The department head must certify the
accuracy and completeness of the Exclusion
Report before it is filed with PERA. A
Certification of Annual PERA Exclusion
Report form will be mailed to employers
with the notice requesting the annual report.
The department head will be required to

complete and sign the certification form and
return it to PERA with the Exclusion Report.

The department head authorized to sign the
certification would be the person in authority
of the county, school, city, township or
other government agency. For example, it
would be a county auditor, school
superintendent, city manager, or township
official.

Annual "Q" Status Reports

In March of each year, a report is mailed
to employers listing members who did not
have PERA withholding for a given month
with no status code reported on the Salary
Deduction Report. On this report, we ask
that the employer inform PERA of the
employment status of the member during the
time in which contributions were not
reported.

This information is needed in order for
PERA to determine if service credit can be
given for the months in which there is no
PERA withholding. Since PERA pension
calculations are based on months and years
of service credit, it is important that the
employers notify PERA of an employee’s
status during the time in which PERA
contributions are not withheld.

PERA service credit can be given for
months in which salary and contributions
were reported, up to one year for unpaid
medical or workers’ compensation leave, up
to two months for unpaid maternity/paternity
or adoption leave, and up to three months
each year for temporary layoff periods.
Service credit cannot be given to employees
who have no earnings due to not working for
a calendar month or employees on personal
or military leave (unless voluntary payments
are made for an authorized leave).

For an employer to avoid this annual
report, PERA status codes and effective
dates should be placed in the proper column
on the Salary Deduction Report.
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All status codes except Q are to be
reported only for a change in the
member’s status since the last reported
payroll-period. If-no-change in-status has
occurred since the last reported payroll
period, leave this item blank. Employees
with the status code of Q are to appear on
the report for each payperiod that it would
apply. An effective date must accompany all
codes except Q.

T = termination

K = unpaid maternity, paternity, or
adoption leave y

C = death

L = layoff

M = unpaid medical leave of absence
P = personal leave

X = military leave

W = workers’ compensation

A = returned from layoff, leave, strike,
worker’s compensation,

Q = A member (does not include a
PERA retiree or disabilitant) who is not on a
leave or layoff and is still considered actively
employed but has no earnings in the payroll
period. Among other things, it is used for
workers on strike and for part-time workers
who did not work during the pay period.

Employees Who Are On
Leave Status Beyond 13
Months

Once a year, a report is mailed to
employers who have employees on a leave
status for more than 13 months. We ask that
the employer confirm if the members
appearing on the report are still on an
authorized medical, personal or workers’
compensation leave without pay. This
information is requested so our records are
kept up-to-date. PERA membership ends
when you inform us that a person is no
longer on an authorized leave.

Elected Officials
Purchasing Past DCP
Service

In February of each year, employers
receive a listing of Defined Contribution
Plan (DCP) members who have paid more
than $200 in past contributions for the prior
tax year. We ask that the employer certify
the taxable income of the members listed on
the report and the amount the employee
contributed through payroll deductions in the
past year. The report must be returned to
the PERA office by February 28 of each
year.

This annual report is mailed to the
employers of elected officials who have
purchased past service in the DCP. The
information is used to ensure that these
individuals suffer no adverse income tax
consequences, as we need to determine that
the amounts (listed on the payment
worksheets) we have received are within
limits of Section 415 of the Internal Revenue
Code.
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Police and Fire
Consolidation Annual
Billing For Additional

Municipal Contributions

Actuarial valuations are conducted every
year to closely monitor the financial health
of your local plan. If your relief association
plan is not fully funded, the valuation will
determine the amount of the unfunded
actuarial liability of the relief association
benefit plan. The unfunded liability is
amortized to the year 2010. Your city will
be responsible for making an annual
payment to reduce this unfunded liability
until it is fully paid in 2010. This
amortization payment is referred to as your
city’s additional municipal contribution.

Additional municipal contribution
payments are to be made each year by
January 31. If payment is made after
January 31, but before December 31,
interest charges (presently 8.5 percent)
compounded monthly will be assessed for
late payment. If paid after December 31,
interest is charged at a rate four percentage
points higher than the assumed rate,
compounded monthly.

Financial Annual Report

In December of each year, employers
receive the PERA Comprehensive Annual
Financial Report. The information contained
in this report is to be a full and complete
disclosure of the structure and financial
status of PERA and its Funds. In addition,
we enclose the suggested footnote
disclosures for the employers’ annual
reports, so they are in compliance with
current accounting standards.

Personal Benefit Statements

In the fall, PERA issues statements to all
working Basic, Coordinated, and Police and
Fire Plan members. The Personal Benefit
Statement (PBS) reports the members’
service credits, employee contributions
made, and benefits earned through June 30.
The PBS also projects future retirement
benefits based on present earnings and
continuous service to the ages shown on the
statement.

The statements for Defined Contribution
Plan members are mailed semi-annually, in
the months of January and July. The
statement shows, for the past six-month
period, the employee contributions withheld
from salary and the matching contributions
made by the employer. In addition, the
statement reflects payments for past service,
if any were recorded in the six-month
period, as well as how contributions were
invested and the total value of the account
both at the beginning and the end of the
reporting period.

The employer will be notified of the
statements returned to PERA by the post
office. A letter will be mailed to the
employer listing the member names and
addresses of those statements returned to the
PERA office. We ask that the employer
return the listing with a more current address
for any member appearing on the report. If
a more up-to-date address is not available, so
indicate and return the listing to the PERA
office. Statements undeliverable will be
destroyed.
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Introduction

The purpose of this section is to explain
the health and life insurance and deferred
compensation programs available to public
employees through their employers.
Included is a discussion of benefits or
features of each of the programs and
instructions on how employers and
employees are to be enrolled.

The programs discussed are: the
PERA-administered Group Term Life
Insurance Program; the Deferred
Compensation Plan administered by the
Minnesota State Retirement System; and the
Public Employees Insurance Plan (PEIP),
administered by the Minnesota Department
of Employee Relations.

PERA’s Group Term Life Insurance
Program provides decreasing term life and
accidental death and dismemberment
insurance to PERA members enrolled in the
plan.

The Public Employees Insurance Plan is a
health insurance program whose goal is to
provide affordable health insurance to
working and retired public employees who
have either no coverage or insufficient
coverage.

The third program available is the
Deferred Compensation Plan. Deferred
compensation is a long-term retirement plan
in which employee contributions are used to
purchase financial investments and reduce
taxable income.

PERA Group Term Life
Insurance Program

PERA members may enroll in a group life
insurance program and receive decreasing
term life, dependent term life, and accidental
death and dismemberment insurance. This
program is available to active PERA
Coordinated, Basic, Police and Fire and
Police and Fire Consolidation Plan members
whose employers agree to withhold the
monthly premiums as a salary deduction.
Members of the Defined Contribution Plan
are not eligible to participate in the Insurance
Program. . ' o

Employer participation in the program is
voluntary. If the employer agrees to
withhold the monthly premiums, its PERA
members may then participate. Employers
not currently participating in the plan, but
who wish to start should notify PERA in
writing. Enrollment forms will then be
mailed to the employer to distribute to
employees.

This section of the manual explains how to
enroll members and how to complete the
monthly billing reports. It also describes the
benefits provided by the term life, accidental
death and dismemberment, and the
dependent term life insurance provided by
the plan.

Premiums and Coverage

There are two premium rates in the life
insurance program, $9 and $12 per month.

All participants who enroll in the Life
Insurance Program after June 1, 1991 pay
$12 per month.

PERA members participating in the life
insurance program before April 1, 1991
were given the opportunity to either retain
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coverage under the old rate of $9 per month
or to switch to the $12 plan.

The benefits afforded to PERA members
by the life insurance program at the $12
premium are, in most instances,
approximately one third higher than those
available under the old $9 plan. A complete
schedule of the benefits payable for both the
$9 or $12 appears later in this section.

Enrollment

. To enroll in the group term life insurance
program, the PERA member must complete
an enrollment form and return it to PERA.
An example of a completed form appears
below. The enrollment form is incorporated
in the Group Life Insurance brochure as a
tear-off postage-paid card. Completed
enrollment forms are to be sent directly to
the PERA office.

When Members May Enroll

A PERA member can apply for coverage
in the insurance program:

" (1) Within 90 days of first becoming a

member of PERA. If enrolled within

these 90 days, members need not
furnish evidence of good health.

(2) Any time after the 90-day initial
PERA membership period, but
evidence of good health will be
required. Upon receipt of an
enrollment application, PERA will
mail a health statement to the employee
who must complete it and return it to
PERA. PERA will forward the health
statement to the insurance carrier
(Prudential) for approval or denial.
The determination from Prudential may
take two to three months from the date
of application.

(3) During open enrollment.
Generally once a year PERA opens the
insurance program to all working
PERA members. During open
enrollment, members may join the
program without submitting evidence
of good health. Members previously
denied coverage can re-apply during
open enrollment and automatically be
covered.

PUBLIC EMPLOYEES RETIREMENT ASSOCIATION OF MINNESOTA

ENROLLMENT FORM Statements by member to be insured - Please Print l?;r;:;' g umbe

2. Name of Member (FIRSTMIDULE INITIAL. LAST} 3. Male X 4, Date of Birth (0. bAY.YR) 5. Social Security No.
Frank Johnson Female O 5/7/45 253-48-3855

6. Residence (NUMBER, STREEY, CITY, STATE. 2IP CODE) 7. Phone Number 8. Date Employed
454 Maple Street, Anytown, MN, 55555 (612) 222-2222 7/1/85

9, Beneficiary-Full Name (EXAMPLE: MARY A. DOE, NOT MRS, JOHN DOE) (FIRST, MIDDLE INITIAL. LAST) 10, Relationship
Joan A. Johnson Spouse

11. Residence of Beneliciary (NUMBER, STREET, CITY, STATE, 219 CODE} 12. Member's Occupation
454 Maple Street, Anytown, MN, 55555 Accountant

| deciare sbove statements end answers re complete and Lrue and understand they sre the basis for providing life insurance under a policy (of policies) issued by

The Prudentisl to the Natione! Conference on Public Employee Ret L Sy

in which | will participate upon becoming insured. L hereby authorize my employer

to deduct from my wages smounts equal to the contributions required for me toward the premiums for Group Insurence under the N.CPERS. Plan issued by The
Prudential. A photographic copy of this authorizstion shall be s valid s the original. The effective date of coverage will be the first day ol the calendar month coincident

with or otherwise next following payment of my contribution through payroli deduclion,

_@A/M_Qéwn_) s/ ox

Signsture of Member

Subdivision where you are employed

Date Signed
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Notification of Approval

PERA notifies employers of members
approved (or rejected) by the insurer for
coverage. Premiums are not to be
withheld until employers have received
notice from PERA indicating the effective
date of the participant’s enrollment.

A certificate of coverage will be mailed to
the home address of the newly enrolled
participant when PERA receives payment of
the first premium. The certificate will
include details of the policy provided under
this group term life insurance program.

Payment of Premiums

Participants in the life insurance program
must have their monthly premium withheld
from either their pay checks or their PERA
pension checks, unless the employer is
making the payment of premiums. Under
isolated circumstances, however, PERA will
directly bill members for some premiums.

Employee Paid Premiums

Generally, working insurance plan
participants are to have premiums withheld
from earnings by their employer.

Employers in turn are to submit payment for
withheld premiums to PERA via an
insurance billing report. (See the section on
completing the billing report for full details.)

Employer Paid Premiums

Employers purchasing the insurance
premiums for their employees must submit
the premiums monthly along with an
insurance billing. Refer to the section on
Completion of the Insurance Billing Report
for full details on reporting.

Prepayment of Premiums

Non-retired participants may pre-pay
premiums for the life insurance program.
Participants on an unpaid leave of absence or
layoff may pre-pay. Also, many school
district employees find it convenient to

pre-pay premiums for the period their
schools are out of session over the summer.

Pre-payments are to be made through
payroll deduction and must be identified in
the comments column on the billing report.
The amount of the pre-payment and the
months it is to cover must also be indicated.
The maximum permissible pre-payment is
for 12 months of coverage.

Retired Participants

Employed PERA members participating in
the group term life insurance program can
continue in the program as retirees.
Premiums are automatically deducted from
monthly pension checks, except for the first
premium following retirement. (PERA is-
unable to withhold a premium from the first
pension check.) Although premiums will not
be withheld until their second pension check,
most new retirees will find they have
uninterrupted coverage. Because premiums
are withheld the month before coverage,
under most circumstances, the first premium
of the retirement will have been withheld
from a retiree’s last pay check. However, to
prevent interruption in coverage, PERA will,
if necessary, directly bill a new retiree for
premiums that could not be withheld from a
pay check or a pension check.

Participants who wish to discontinue the
life insurance program at retirement are to
notify their employers before they retire and
submit a Notice of Change Form to PERA.
Employers in turn are to advise PERA on
the insurance billing report of the
cancellation and effective date. (See
Cancellation and Changing Beneficiaries.)

Direct Billing

PERA will directly bill participants for
premiums that could not be withheld from
earnings or that were not pre-paid. When
billed, participants are to remit payment
directly to PERA.
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Completion of the Insurance
Billing Report

A sample of the billing report is shown for
your reference. The insurance billing report
consists of an original and employer copy.
The original must be returned to PERA with
payment for premiums withheld.

The billing report lists all insurance
participants in alphabetical order with their
respective PERA member numbers and
Social Security numbers. The billing report
will also list either a $12 or a $9 premium
for each member. At the bottom of the
billing report are lines showing separate

subtotals of $9 premiums and $12 premiums.

A third line shows the total of all premiums
due.

Employers are to show changes in
participant status, if any, in the status and
date column by using one of the status codes
listed below (these codes are also shown on
the back of the billing report). Status codes
are generally used to explain why no
insurance premium could be withheld and,
as a result, why the premium was not
submitted to PERA for that individual.

T = Terminated or retired. If possible,
note in the comments column when a
terminated employee is transferring to
another employer and wishes to continue life
insurance coverage.

C = Death

Q = For whatever reason (layoff, strike,
personal or medical leave, etc.) no earnings
were paid from which to deduct the monthly
premium. PERA will bill participant
directly.

Y = Cancel policy (Notice of Change
Form is also required)

When a premium was not withheld for a
participant listed on the billing report, the
amount listed for that participant is to be
crossed out in the premium column. All
crossed-out premiums are then to be

subtracted from the appropriate $9 or $12
subtotals at the bottom of the page. Except
for death and termination, unless prepaid,
PERA will directly bill members for
premiums that could not be withheld from
earnings. Under these circumstances,
premiums are to be remitted directly to
PERA by the participant. Participants will
be notified that coverage will be terminated
if payment is not made within 30 days.

If prepayments are being submitted,
several adjustments are required. The
PERA-printed premium amount in the
premium column must be crossed out and
the amount of the prepayment inserted. An
indication must be made in the comments
column that a prepayment is being submitted
along with the months it is to cover. Also,
the appropriate $9 or $12 subtotal at the
bottom of the billing report must be adjusted
to reflect the additional premiums being
submitted.

After recording status changes and
adjusting subtotals, the $9 subtotal line and
the $12 subtotal lines are to be added.
Payment is to be submitted to PERA for this
overall total. The billing report is to be
signed and dated and the day-time phone
number noted of the person PERA should
contact with questions. If the contact person
is different from the person signing the
billing report, the name of the contact is to
be provided also.

Premiums are not to be withheld or
submitted to PERA for an individual whose
name does not appear on the monthly billing
report, or whose name has never appeared
on a notification from PERA. Employers
are notified weekly when to start
withholding premiums for newly approved
participants. PERA also notifies employers
of members who contacted PERA directly to
cancel coverage. Billing reports with
unauthorized premiums will be returned.
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Only full $9 or $12 premiums are to be
submitted. PERA cannot, for example,
accept partial premium payments of $4.50 or

Insurance

$3.00. Billing reports and payments
submitted with partial premiums will be
returned to the employer.

PUBLIC EMPLOYEES RETIREMENT ASSOCIATION
INSURANCE BILLING REPORT

PLEASE READ THE INSTRUCTIONS ON REVERSE SIDE

CITY OF ANYTOWN

JANET ADAMS, PAYROLL CLERK
CITY OF ANYTOWN

P O BoX 1

ANYTOWN MN 55555

- =3 [

0001-00
JuLy 199X

MONTH OF COVERAGE

AUGUST 199X

8-5-9X

RETURN WITH PAYMENT TO:

PUBLIC EMPLOYEES RETIREMENT ASSN,
514 SYT. PETER STREET, SUITE 200

ST. PAUL, MN 55102-1090

MEMBER | NAME OF MEMBER AND STATUS
NUMBER | SOCTAL SECURITY RUMBER PREMIUM| & DATE COMMENTS
142957 | ADAM JANET 9.00
354-47-3927
037284} BAKER DAVID L —5-+-88-I7 )
583-28-2861 b-30-9x
215319| ECKERSLY MARY J 12.00
285-26-2713
163892 JOHNSON FRANK 12,00
382-27-3827
253927 | MORRIS JASON L 3.00
323-36-2761
888888 | NELSON STEVEN 1268 Q
292-30-2741
264937 | PERCY WILLIAM M 12,00
263-32-3623 mon the
2n.06 PrePry menT FOT ..
5
167634 §g§§§§ggqe§17A D 586 dueusy, SepTEmBER ¥
OcToher 194X
AT S e /ay | SUBTOTAL OF PREMIUMS AT $9 | $ 32.98
T e o ares SUBTOTAL OF PREMIUMS AT $12 | ¢ 48.23
TOTAL PREMIUMS DUE $ i&lﬁg@

PW-00200-02 (3/91)

RETURN ORIGINAL TO PERA; RETAIN COPY FOR YOUR RECORDS
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Effective Date of Coverage

Coverage for insurance is effective the
first of the month following the month the
first premium was withheld. For example, a
$12 premium withheld in October pays for
coverage effective November 1. The
effective date will be placed on the insurance
certificate provided to each participating
employee.

When Payments Are Due

The billing forms are to be returned to
PERA five working days from the date
premiums are withheld. Do not delay in
submitting payments. To do so could result
in the lapse of coverage for the employees.

Where to Send Payments

Checks are to be made payable to Public
Employees Retirement Association and
mailed with the insurance billing report to
Public Employees Retirement Association,
514 Saint Peter Street, Suite 200, Saint Paul,
MN, 55102-1090.

A separate check must be sent for
insurance premiums. Insurance premium
payments should not be included with any
other payments being made to PERA.

Waiver of Premiums

Premium payments for group term life
insurance may be waived for participants
totally and permanently disabled who were
under 60 years old at the onset of disability.
The fact that the participant receives a PERA
disability benefit does not automatically
qualify for a waiver of premium. Disability
- and whether the premium may be waived -
is determined by the insurance carrier
(Prudential). Prudential periodically reviews
approved waivers to determine whether they
are to be continued. (Accidental death and
dismemberment coverage is not provided
when premiums are waived.) Applications

for waiver of premium may be obtained
from the PERA office.

Schedule of Benefits

Member Life Insurance

A cash payment is made to a named
beneficiary or beneficiaries upon the death of
a participant or dependent. The age of the
participant at death determines the amount
payable. A complete schedule of benefits is
shown.

Dependent Group Term Life Insurance

Life insurance benefits are provided for all
eligible dependents of each insured PERA
member or retiree participating in the
insurance program. The benefit will be paid
in a lump sum to the PERA participant upon
death of an eligible dependent due to any
cause. Eligible dependents are the
participant’s spouse and unmarried children
who are 14 days but less than 21 years of
age. Dependent children include
stepchildren, legally adopted children, and
foster children dependent upon the
participant for support. Dependents in
military service are not eligible. -

Group Accidental Death and
Dismemberment Insurance

In addition to group term life insurance,
accidental death and dismemberment benefits
will be paid for any of the following losses
resulting from a covered accident on or off
the job.

s Loss of Life: full amount of insurance
(Paid to named beneficiaries).

= Loss of: both hands, both feet, sight of
both eyes, one hand and one foot, one
hand and sight of one eye, or one foot
and sight of one eye: full amount of
insurance (Paid to PERA participant).

s Loss of: one hand, one foot, or sight of
one eye: - one-half the amount of
insurance (paid to PERA participant).
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The total payment for any one accident
may not be more than the full amount of
accidental death and dismemberment
insurance. The loss must take place within
90 days after the accident.

Exclusions: The group accidental death
and dismemberment insurance does not

cover a loss resulting from war, suicide or
attempted suicide, infection, infirmity,
disease, medical or surgical treatment
thereof, or by aircraft travel, if the PERA
participant had any duties aboard the aircraft
or if the PERA participant was giving or
receiving training for such duties.

Benefit Schedule $12 Plan

Member Insurance Dependent Group
Mefnber’s Ag? Group Term Accidental Death Term Life
at Time of Claim Life & Dismemberment  Spouse Children
Less than 30 $75,000 $75,000 $15,000 Age6
30 but less than 40 $60,000 $45,000 $15,000 months but
40 but less than 45 $45,000 $38,000 $13,000 less than
46 but less than 50 $30,000 $30,000 $12,000 21 years
50 but less than 55 $22,000 $25,000 $ 8,000 $3,000.
55 but less than 60 $15,000 $21,000 $ 5,000 Children
60 but less than 65 $10,000 $20,000 $ 4,000 age 14
65 and over $ 6,000 $ 3,000 $ 3,000 daysor
over, but
less than 6
months
$100.
Benefit Schedule $9 Plan
Member Insurance Dependent Group
Term Life
Member’s Age Group Tem  Accidental Death )
at Time of Claim Life & Dismemberment Spouse Children *
Less than 30 $55,000 $55,000 $10,000 $2,000
30 but less than 40 $44,000 $33,000 $10,000 $2,000
40 but less than 45 $33,000 $28,000 $10,000 $2,000
46 but less than 50 $22,000 $22,000 $ 9,000 $2,000
50 but less than 55 $17,000 $19,000 $ 6,000 $2,000
55 but less than 60 $11,000 $16,000 $ 4,000 $2,000
60 but less than 65 $ 8,000 $15,000 $ 3,000 $2,000
65 and over $ 4,500 $ 2,000 $ 2,000 $2,000

* Children age 14 days or over, but less than 21
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How to File a Claim

Should an employee or dependent spouse
or child die, contact the PERA office to
initiate an insurance claim. PERA will
contact the beneficiary on how to file a claim.

Cancellation and Changing
Beneficiaries

Individuals who want to withdraw from
the life insurance program must complete the
Notice of Withdrawal section of Prudential’s
Notice of Change Form (shown).
Participants may obtain the change form

from their employers or from the PERA
office. The Notice of Change Form must be
used to change beneficiaries designated to
receive life insurance payments upon the
participant’s death. NOTE: The Notice of
Change form is used for life insurance
purposes only; it is not the same as PERA’s
Change of Name/Address/Beneficiary Form,
which is used to designate the distribution of
funds in the PERA member’s pension
account upon the member’s death.
Prudential will not accept the pension fund
form for the Life Insurance Program.

PUBLIC EMPLOYEES RETIREMENT ASSOCIATION OF MINNESOTA

PRUDENTIAL GROUP LIFE INSURANCE PLAN

NOTICE OF CHANGE FORM
Group Poliay No. G-92860

Complsete this information for any change: (Type or print firmly with a ball point pean.)

l Name

Maember number (certificate number)

Address

I Social Security number

Name of governmental subdivision where employved

Complate the following sections only if appticeble:

CHANGE OF BENEFICIARY (PRUDENTIAL LIFE INBURANCE BENEFICIARY DESIGNATION ONLY)

Change my insurance Beneficiary to:
List fuli name of each person Relationship

1.

Address (Street, City, State, Zip)

2.

3.

(Attech list if more space is needed.)

shares,

Clrcle A, B, or C, if more than one person is designated,
A. More than one beneficiery: Each surviving beneficlary to receive equai shares,
8. Contingent Beneficiery: First nemed to receive full benefit. It not living, next named survivors to receive equal

C. Other: Explain fully the manner in which you wish your benefit to be distributed

Date Insured’s signature

LOST CERTIFICATE STATEMENT
or in any way sncumbered.

possession at any future time.

Deate tnsured’s signeture

{, the undersigned, hereby certify that the Certificate specified above it not in my possession and is not transferred

.
1 agree and promise that } will immediately surrender to the Company the said Certificete that comss into my

NOTICE OF WITHDRAWAL

written by The Prudantial.
Such withdrawal to be stfective on

I, the undersigned member, hereby give notice of withdrawal of participation in the Group Insurance coverage under-

.19

of insurebility satisfectory to the Prudential.
Reason for withdrawal

It is understood and sgreed that by the execution of the Notice of Withdrawal, | forfeit my rights to the coverege
and should | slect after sald date to participate agsin In such insurance, | must furnish, at my own expense, evidence

Date insured’s signature

Return to: Public Employees Retirement Assoclation
Suite 200, Skyway Level
£14 St, Pater Street
St. Paul, Minnesots 55102

Orliginal and yellow copies to PERA. Keep the pink copy for your records,

Date Signature of authorized PERA representative

GRP 83913 Ed 3-01

Cst no, 0428NS2
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Health Insurance

Public employers may offer health and
dental coverage to their employees through
the Public Employees Insurance Plan (PEIP).
PEIP health insurance was first made
available in 1990. Created through
legislation, the plan is designed to offer an
affordable insurance to many small
government employers. These employers
and their employees face rapidly mounting
insurance costs because of the small size of
the employee groups. PEIP, because it is
open to all schools, cities, townships, and
counties in the state, creates a larger
employee pool with the potential for reduced
costs. Among other things, the PEIP
currently offers:

s Competitive large-group rates and
coverage for any size public
organization.

= Medical, dental and life insurance
coverage, including major medical with
high and low deductible options.

=  Freedom to choose from an extensive
network of doctors and hospitals.

« Inpatient, outpatient and emergency
room services.

s  Prescription drug benefits.

«  Optional comprehensive dental care, if
elected by the group.

= $10,000 Basic life insurance, plus
option for supplemental insurance,
dependent life insurance, and accidental
death and dismemberment insurance, if
elected by the group.

PEIP Is Not Limited to PERA
Members

PEIP is not limited to PERA members. It
is available to all public employees whose
employers (or bargaining units) have agreed
to purchase the insurance. The Public
Employees Insurance Plan is administered by
the Minnesota Department of Employee

Relations. Call the Department of Employee
Relations for further details.

The telephone number for PEIP is (612)
296-0633. Employers may also contact the
PEIP marketing company by calling toll-free
1 800 829-5601.

Deferred Compensation

The Minnesota Deferred Compensation
Plan is a non-qualified 457 plan under the
Internal Revenue Code, whose purpose is to
help public employees save for retirement
while reducing tax liability on income.

PERA does not administer the Deferred
Compensation Plan. Questions about the
plan should, therefore, be referred to one of
the marketers of the plan (listed on the
following page) rather than to PERA.

Who May Participate?

The Minnesota Deferred Compensation
Plan is open to all public employees except
those employed by the federal government,.
In addition, participation is limited to those
public employees whose employers are able
to withhold contributions to the plan as
payroll deductions.

How Does Deferred
Compensation Work?

The Deferred Compensation Plan permits
participants to have money deducted from
their paychecks and invested. Federal and
state income taxes are computed on the
compensation remaining after contributions
have been made to the deferred
compensation savings plan. (Contributions
to the plan are tax deferred up to 25 percent
of annual earnings, or $7,500, whichever is
less.) This means that participants’ taxable
income is reduced. Lower income translates
into fewer taxes paid now. In addition,
participants do not pay taxes on investment
earnings. Taxes are, however, due on
contributions and investment earnings when
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withdrawn from the deferred compensation
plan, usually at retirement.

How Are Contributions Invested?

Participants in the plan have the option to
invest through the following:

= Minnesota Supplemental Investment
Fund,

= Minnesota Mutual Life Company and
Northwestern National Life Insurance
Company, and

= Great West Life Assurance Company.

The Minnesota Supplemental Investment
Fund allows participants to purchase shares
in one or more of the six accounts in the
Fund. Each account has a specific
investment goal. Investors realize increases
(or decreases) to their account values as the
value of shares increase or decrease and as
shares pay interest or dividends.

The Great Western Life Assurance
Company and the Minnesota Mutual Life
Company and Northwestern National Life
Company offer fixed or variable annuity
plans.

Additional Facts About
Participation

There is a minimum investment of $10 per
paycheck. The plans generally charge a
sales fee, an administration fee, or both.

How To Enroll in The Deferred
Compensation Plan

Public employees interested in enrolling in
or obtaining more complete information
about the Deferred Compensation Plan
should contact one of the agencies listed
below:

Ochs Services

250 Skyway

400 North Robert Street

Saint Paul, Minnesota 55101
Telephone:612/223-4300

1 800 825-6247 Greater Minnesota

For Minnesota Mutual and Northwestern
Life, and Minnesota Supplemental
Investment Fund.

National Benefits, Inc.

Box 444029

Eden Prairie, Minnesota 35344
Telephone: 612/941-0800

1 800 732-1200 Greater Minnesota

For Great West Life Assurance Company,
Minnesota Supplemental Investment Fund

10 Reporting Manual For Payroll And Personnel Officers 5/93




PERA

Benefits

Introduction

PERA administers two types of Benefit
Plans. The Defined Benefit Plan which
consists of the Basic Plan, Coordinated Plan,
Police and Fire Plan, and the Police and Fire
Consolidation Plan and the Defined
Contribution Plan for personnel employed
by public ambulance services and elected
officials.

The purpose of this section is to explain:

- taxes and PERA contributions

- reportmg terminations or last day
worked in the event of disability
- applying for a refund

- retirement, survivor, disability and
refund information provxded by PERA’s
different Plans

- applying for monthly payments

- and the services PERA offers to
members

First, we will discuss tax-deferred
contributions and the reporting of
terminations.

Taxes and PERA
Contributions

PERA is a tax qualified plan under Section
401(a) of the Internal Revenue Code. Asa
result, federal and state taxes on PERA
contributions are deferred to the time of
withdrawal. Whether a member receives a
lump-sum refund of contributions or a
monthly benefit, PERA will provide current
information about how the refund or benefit
is taxed at the time a refund or annuity is
being paid.

Because PERA is considered a qualified
plan by the Internal Revenue Service, there
may be limits on how much a PERA
member and spouse can contribute to an
IRA. Members should contact the Internal
Revenue Service or a qualified tax advisor to
find out what the limits are.

Reporting Terminations

PERA must be notified in writing by the
employer of a member’s termination date
from public service before a refund or a final
annuity or benefit can be paid.

In the event of a member’s death, PERA
must be notified of the last day worked. In
case of permanent disability, PERA must be
advised of the last day worked and the date
through which the member was paid.

When a member terminates employment,
PERA needs the last date the member was
on the payroll (i.e., the date through which
the member was paid). So, if a member
uses vacation after the last day on the job (to
extend a termination date), report the date
through which used vacation time was paid.

The effective date of termination or
disability, or for deceased members the last
date worked, should be placed in the status
column of the deduction report on which the
last salary deduction appears for the member
affected.

Remember, do not report salary on the
deduction report that is not PERA deductible
(such as unused vacation, unused sick leave,
severance pay, etc.), as described in the
Reporting Section of this manual.
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Applying for a Refund

Refunds are available to any former
member who resigns or is dismissed from
public service. Depending upon the Plan in
which the member was enrolled, other
circumstances for a refund may apply.
However, PERA cannot pay an early or
partial refund, or allow hardship
withdrawals.

A refund of a PERA member’s
contributions forfeits any future benefit for
the former member. Members about to
withdraw contributions should carefully
consider the tax implications and any
resulting loss of benefits before withdrawing
the funds.

Payment of a refund is not automatic.
The member, spouse, or beneficiary must
contact PERA in person, by letter or by
telephone to request an application. PERA
will then mail the appropriate application
form needed to apply for a refund.

Defined Benefit Plans

Basic, Coordinated, Police and Fire, and
Police and Fire Consolidation Plan refunds
of contributions are available at any time to
members who leave public service and have
not yet begun receiving a retirement annuity
or disability benefit. The refund includes
employee contributions, plus interest at the
rate of six percent compounded annually.
Employer contributions are not refunded.
Keep in mind, however, that by taking a
refund the employee forfeits all future
benefits.

Any individual who resigns or is dismissed
from public service and does not, within 30
days of resignation or dismissal, return to a
non-temporary employment position may
request a refund of his or her total member
contributions.

Refunds are also available for members
who are part-time employees and full-time

students or when a member does not return
to work within 30 days after the expiration
of an authorized temporary or seasonal
layoff of three months.

A refund of member contributions plus
interest may also be elected by the
designated beneficiary of a member or
former member who dies before reaching
retirement. If there is no beneficiary,
payment is made to the surviving spouse or,
if none, to the estate of the deceased member
or former member.

If a retiree and designated joint annuitant,
if any, die before all employee contributions
are paid in the form of annuities or benefits,
the remaining balance would be paid in the
same manner outlined for beneficiaries. No
interest is paid to beneficiaries on the
balance in an account if the member has
retired or was receiving disability benefits.

Defined Contribution Plan

A Defined Contribution Plan member,
upon termination of ambulance service
employment or elected office, is entitled to a
lump-sum payment of the value of shares
held, along with interest or dividends that
have accrued. The final value of shares
purchased with employee and employer
contributions, except for the Guaranteed
Return Account, are determined by
economic and market conditions. Thus,
PERA and the State of Minnesota cannot
guarantee that the value of an account will
not decrease to a level below that originally
paid for the shares.

Keep in mind, elected officials who chose
to discontinue participation in the DCP while
still in an elected position are not eligible for
a refund until they have terminated elected
service.

Upon the member’s death, the value of all
accounts is payable, upon application, to the
member’s beneficiaries, or if none are
designated, to the member’s heirs.
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PERA administers several pension plans.
Each has specific benefit and annuity
provisions, depending upon the plan. First
we will discuss the benefits for the Defined
Benefit Plans.

Defined Benefit Plans

Retirement

Basic and Coordinated Members

Two methods are used to compute benefits
for Coordinated and Basic members—a
step-rate benefit accrual formula (Method 1)
and a level accrual formula (Method 2). The
retiring member receives the higher of the
two calculated amounts.

Method 1: Coordinated members accrue
1 percent of the average salary they were
paid over their five highest-paid consecutive
years of service for each of the first 10 years
of public service, and 1.5 percent of that
average salary for each successive year.
Basic members receive 2 percent of their
average salary for each of their first 10 years
of service, and 2.5 percent for each year
thereafter.

Using this calculation, upon retirement
members are eligible for a full (unreduced)
annuity if:

They are 65 or over with at least one year
of public service; or

Their age plus years of public service
equal 90 (Rule of 90).

A reduced early retirement annuity is
payable at any age with 30 or more years of
service (reduced 1/4 percent for each month
under age 62); or as early as age 55 with at
least three but less than 30 years of service
(reduced 1/4 percent for each month under
age 65).

Method 2: Coordinated members earn
1.5 percent of the average salary they were
paid over their five highest-paid consecutive
years of service for every year of public
service, while Basic members earn 2.5
percent of their average salary for each year.

This calculation provides for unreduced
retirement benefits at age 65 for members
first hired prior to July 1, 1989, and at the
age for unreduced Social Security benefits
for those first hired into public service on or
after that date.

Early retirement results in an actuarial
reduction with augmentation (about 6 percent
per year) for members retiring prior to
qualifying for unreduced retirement benefits.

Police and Fire Members

Members receive 2.65 percent of average
salary they were paid over their five
highest-paid consecutive years of service for
each of their years of service.

An unreduced retirement annuity is
payable to members when they meet the
following conditions:

Age 55 with a minimum of three years of
service; or

Age plus years of service equal at least 90.

A reduced retirement annuity is available
to members between the ages of 50 and 55.
There is an actuarial reduction with
augmentation (about 4 percent per year) for
members retiring prior to qualifying for an
unreduced retirement annuity.

Police and Fire Consolidation
Members

Members of the Police and Fire
Consolidation Plan are covered by the
benefit provisions and annuity formula of
their local plans, unless they choose the
benefits available to them under the PERA
Police and Fire Plan. Members may elect
PERA Police and Fire Plan-type benefits:
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- Within six months of the effective date
for the consolidation of the local relief
association with PERA;

- At the time a member is between ages
49 1/2 and 50;

- Within 90 days of termination of
service before retirement age, or

- At the time the member retires or
submits an application for an annuity or
disability.

Legislation enacted in 1993 resulted in two
benefit tiers for consolidation members.
Those groups consolidated before July 1,
1993, are covered by the pre-July 1, 1993
benefit coverage offered through the PERA
Police and Fire Plan, unless their cities adopt
a resolution extending the new benefit
package to those members who elect PERA
Police and Fire Plan benefit coverage. All
groups consolidating after July 1, 1993, will
come under PERA’s administration with the
new benefit coverage offered to those
members who choose PERA Police and Fire
Plan benefit coverage.

Until a pre-July 1, 1993 consolidated relief
association’s city adopts the new benefit
coverage, the pre-July 1, 1993 benefit
provisions apply to members of those local
plans choosing PERA Police and Fire Plan
benefit coverage. That means that members
will receive 2.5 percent of their average
salary over the five highest consecutive
years’ salaries for each year of service. The
eligibility requirements of age and reduction
for early retirement are the same as
described under Police and Fire Members.

Please refer to the section on Disability
Benefits for a description of those benefits.

Employees Who Have Service
With Another Public Pension Fund

Members may elect to combine PERA
service with service in any of the 15
Minnesota public pension funds and qualify
for a retirement annuity from each fund in
which they participate. PERA refers to this
as a Combined Service Annuity. The funds
are:

-  State Employees Retirement Fund

- Correctional Employees Retirement
Program

- Unclassified Employees Retirement Plan
- State Patrol Retirement Fund

-  Legislators’ Retirement Plan

- Elective State Officers’ Retirement Plan

- Public Employees Retirement Fund

- Public Employees Police and Fire Fund

‘- Teachers Retirement Fund

- Minneapolis Employees Retirement
Fund

- Minneapolis Teachers Retirement Fund
Association

- St. Paul Teachers Retirement Fund
Association

- Duluth Teachers Retirement Fund
Association

- Public Employees Local Government
Correctional Service Retirement Plan

- Judges’ Retirement Fund

Members with three or more years of total
service qualify for a combined service
annuity if they have six or more months of
service in each fund and have not begun to
receive an annuity from any of the
designated funds. Benefits are based upon
the formula of each fund and the member’s
average salary over the five highest-paid
years of service, no matter when it was
earned.
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How A Pension Can Be Paid

Members of the PERA Basic and
Coordinated Plans, the Police and Fire
Fund, and members covered by the Police
and Fire Consolidation Fund who elect
PERA Police and Fire-type benefits may
select from several types of retirement
annuities.

Normal Annuity — A Normal annuity is a
lifetime annuity that ceases upon the death of
the retiree. No survivor annuity is payable.

Joint and Survivor Annuities -— At
retirement, members may choose from one
of four Joint and Survivor annuities. All
these annuities are payable for the lifetime of
the retiree. At the time of the retiree’s
death, the designated joint annuitant
continues to receive monthly annuity
payments at varying levels for his or her
lifetime. Depending on the Joint and
Survivor option chosen by the member,

survivor payments are at a 25, 50, 75 or 100

percent level of that received by the
member. The 25 percent and 75 percent
Joint and Survivor annuities were first made
available August 1, 1991,

All Joint and Survivor annuity options
incorporate an automatic "bounce back”
feature that returns the amount of the
annuity to the level of the Normal annuity in
the event the joint annuitant predeceases the
retiree. The cost of this protection is borne
by the funds, not by the retiree.

Pre-Age 62 Supplement — This annuity
option allows a member who retires before
age 62 to receive a greater monthly payment
until he or she becomes eligible for Social
Security at age 62. The monthly annuity
amount is then reduced by at least $100 at
age 62.

Employees Who Retire After
Age 65 ,
Public employees who retire at age 65 or

older with between one and three years of
service in one or more of 12 designated

funds may qualify for a proportionate
annuity. Annuities are paid by each
applicable fund in which the employee has
credit and are based upon the formula of
each fund and the member’s average salary
during the period of service covered by that
fund.

Employees Leaving Before
Retirement

A vested member who terminates public
service may leave contributions in the fund
or funds in which he or she participated and
qualify for an annuity at age 55 or older.
PERA refers to this as a Deferred Annuity.
The annuity amount, calculated as of the
date of termination, will increase at a rate of
3 percent per year, compounded annually,
until the first of the year following the
member’s 55th birthday. It will then
increase at a rate of 5 percent per year,
compounded annually.

Disability Benefits

Members may be eligible for benefits from
PERA if they are unable to work because of
a physical or mental disability. Disability is
defined by statute, and PERA may require
periodic medical examinations of those
receiving these benefits.

Disability benefit calculations are based
upon years of service and average salary
earned during the five highest-paid
consecutive years of service for Basic and
Coordinated members and for Police and
Fire Fund members. In the case of Police
and Fire members, there is a minimum
non-duty disability benefit of 39.75 percent
of that salary. For Police and Fire members
disabled in the line of duty, the minimum
benefit is 53 percent of salary.

Basic and Coordinated members qualify
for disability with three or more years of
service and by meeting the statutory
definition. Police and Fire members qualify
by meeting the definition with one or more
years of service if disabled outside the line
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of duty. If injured in the line of duty, there
is no minimum service requirement.

Members of the Police and Fire
Consolidation Fund may receive disability
benefits under the provisions of their
individual relief association plans unless they
have chosen PERA Police and Fire Plan
benefit coverage. For those local plans who
consolidated after July 1, 1993, or those
local plans consolidated before that date
whose cities have adopted the new benefit
coverage, the benefits are the same as those
described earlier for PERA Police and Fire
Plan members.

If a relief association consolidated before
July 1, 1993, and the city has not adopted
the new benefit coverage available through
the PERA Police and Fire Plan coverage, the
disability benefits are those in effect before
July 1, 1993, That means that if a police
officer or firefighter has elected PERA
Police and Fire Plan benefit coverage, and:

a) is injured in the line of duty, there
is no minimum length of service
required and that person will receive a
minimum benefit of 50 percent of the
average salary over the five year highest
consecutive years’ salaries, or actual
salary if less than five years of service.
If the individual has over 20 years of
service, an additional 2.5 percent will be
paid for each year over 20 years.

b) is injured outside the line of duty,
that person must have a minimum of one
year of service and is eligible for 37.5
percent of average salary over the five
highest consecutive years’ salaries, or
actual salary if less than five years of
service. If the individual has over 15
years of service, an additional 2.5
percent will be paid for each year over
15 years.

Survivor Benefits

PERA also provides survivor annuities or
survivor (death) benefits for families of
members who qualify for such coverage.
The qualifications and types of benefits vary
with each fund.

Under the Basic and Coordinated Plans
and the Police and Fire Fund, a surviving
spouse of a member with three or more
years of service may elect to receive a 100
percent Joint and Survivor annuity. This
optional annuity may be elected instead of
any survivor benefits otherwise payable.

Qualifying survivors of Basic and Police
and Fire Fund members have these
alternative benefits:

- The surviving spouse of a Basic or
Police and Fire Fund member may
receive 50 percent of the member’s
average monthly salary earned during
the last six months of service. Each
dependent child is eligible to receive 10
percent of that average salary. The
maximum monthly benefit to a family is
70 percent of the member’s average
monthly salary.

- The surviving spouse, if a designated
beneficiary, may elect a refund of any
remaining employee contributions in the
account plus 6 percent interest
compounded annually. A refund may
not be elected if there are dependent
children.

Qualifying survivors of Coordinated Plan
members may have these alternative benefits:

- The surviving spouse may elect to
receive survivor coverage for a lifetime,
or for either a specified period of 5, 10,
15, or 20 years. The monthly benefit
paid over the specified period would be
the actuarial equivalent of the lifetime
monthly benefit otherwise payable. If
the spouse chooses one of the four
period benefits, but dies before the end
of the period, the value of the benefit
that would have been paid for the
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remaining time would be paid in a lump
sum to the survivor’s estate.

- If there are dependent children and no
eligible surviving spouse, the dependent
children would be entitled to a benefit
payable until age 20, or for five years if
the child is between ages 15 and 20.

-  The surviving spouse, if designated
beneficiary, may elect a refund of any
remaining employee contributions in the
account plus 6 percent interest
compounded annually.

The member may file a written statement
with PERA directing that the surviving
spouse is not to receive any of the monthly
benefits available by law and that a refund is
to be paid to the beneficiary(ies) listed in the
member’s account.

Survivors of members of the Police and
Fire Consolidation Plan are eligible for
survivor benefits under the provisions of the
individual relief association, unless the
member had already elected coverage under
the PERA Police and Fire Plan. However,
if a Police and Fire Consolidation Plan
member has not elected PERA-type coverage
and is killed in the line of duty, the surviving
spouse may elect benefits payable under
PERA Police and Fire Plan benefits.

Defined Contribution Plan
Members

Members of the Defined Contribution Plan
(DCP), designate a percentage of total
contributions to be placed in one or more of
six accounts of the Minnesota Supplemental
Investment Fund. These accounts include
the Income Share Account, the Growth
Share Account, the Money Market Account,
the Bond Market Account, the Stock Index
Account and the Fixed Interest Account.

Employee and employer contributions are
combined and used to purchase shares in
accounts selected by the employee. Except

for the Money Market and Fixed Interest
Accounts, whose shares are always one
dollar each, shares are purchased at market
prices and belong solely to the employee.

Members may change their investment
selections any time and may also transfer all
or portions of previously purchased shares
from one account to another. Some special
restrictions apply, however, to transferring
funds out of and into the Fixed Interest
Account.

Termination of Service

Proceeds of an account are payable 30
days or more after the date of termination of
service. Since this is a defined contribution
plan, the value of the member’s account is
payable upon termination of public service,
disability, retirement or death. The payment
form is a lump sum. No monthly payments
are available (except for disability). The
lump-sum benefit payment may be rolled
over to another tax-qualified plan or used to
purchase an annuity from an insurance
company. PERA will, at the direction of the
member, send the payment to an insurance
company licensed to do business in
Minnesota for the purpose of purchasing an
annuity.

A member who terminates public service
may leave their contributions in the DCP for
investment. The member may also transfer
funds from one account to another.
However, a terminated member can no
longer submit additional contributions to an
account.

Disability Benefits

Members who qualify for permanent
disability under PERA statutes have the
option of monthly payments from their
account instead of a lump-sum distribution.
The amount of the monthly payments cannot
exceed 10 times the combined employee and
employer contributions for the month
preceding the disability. Also, disability
payments must be in $100 increments. The

7/1/93

Reporting Manual For Payroll And Personnel Officers

Page 7



Benefits

PERA

benefit ends when the disability status ends
or when the account is depleted.

Survivor Benefits

Upon the death of a DCP member, the
value of the accounts are payable, upon
application, to the member’s
beneficiary(ies). No monthly payments are
available.

Applyihg for Monthly
Payments

Payment of a retirement, disability, or
survivor benefit is not automatic. An
application must be filed. - The member,
spouse, or beneficiary may contact PERA in
person, by letter, or by telephone to request
an application. PERA will then mail the
application form needed to apply for the
particular benefit sought.

Defined Benefit Plans

For Basic, Coordinated, Police and Fire,
and the Police and Fire Consolidation Plans,
PERA will pay an estimated retirement
annuity within two weeks of the effective
date of a member’s retirement if PERA has
received a valid retirement application,
evidence of age and name change, and a
Termination Verification Form.

A Termination Verification Form is mailed
to retiring employees within two weeks of
PERA receiving an Application for
Retirement. The employee should bring the
form to the employer to complete, date and
sign. The employer is to return the
completed verification form to the member.
It is the responsibility of the member, unless
otherwise agreed, to return the Termination
Verification Form to PERA. Upon receipt
of the Termination Verification Form, we
issue the estimated payment.

PERA will calculate the final annuity
amount when all salary contributions have

been received. The final annuity is the
actual monthly amount that will be paid for
the duration of the member’s retirement. If
the actual annuity amount is different from
the initial estimated payment, adjustments
for over- and under-payments will be made
retroactively.

Defined Contribution Plan

Under the Defined Contribution Plan, no
monthly retirement payments are available in
the form of a monthly payment. Only a
lump sum is payable. However, disability
monthly payments can be paid if the member
qualifies for permanent disability. The
member will need to file an application,
evidence of age and name change.

PERA Benefits and
Retirement Information
Services

In an effort to make information about
PERA and its benefits more readily available
to our members, the association provides a
variety of services. Available services are
information upon request, in-office
appointments, group meetings, one-on-one
counseling conferences and preretirement
planning workshops as described below:

Retirement Estimate Information

Upon request, PERA will provide a
member with an estimated retirement
benefit. In order to provide this
information, we ask the member to supply
the member number (if known) or Social
Security number, expected retirement date or
dates, and the name and age of the person
who might be designated as a joint annuitant.
Benefit estimates are also available annually
on the PERA Personal Benefit Statement,

PERA Office Counseling

Members approaching retirement may
wish to meet with one of PERA’s benefit
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counselors to discuss their retirement
options. A person wishing to meet with a
counselor should call the PERA office to
schedule an appointment.

Group Meetings

Representatives are available at the request
of the employer to conduct group
information meetings to answer questions
from members and employers about PERA
benefits and reporting procedures. If your
agency would like a representative to attend
a meeting with your employees, call the
PERA Member Services Division to arrange
a time.

One-on-One Conferences

PERA also schedules individual
pre-retirement counseling sessions

throughout Minnesota each year. These
one-on-one conferences provide members
who may retire in the near future with an
opportunity to ask questions about their
individual retirement benefits and benefit
options. The schedule for the conferences
are mailed directly to members age 45 and
older twice a year.

Preretirement Planning Workshops

PERA conducts several preretirement
planning workshops across Minnesota each
year to assist members in preparing for
retirement. These workshops, which run
two consecutive evenings, cover PERA
benefits, Social Security, financial planning,
and other topics related to retirement. The
schedules for the workshops are mailed
directly to the members twice a year.
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PERA Notes

This section of the manual is provided for
the employer to make notes or to file issues
of the PERA employer newsletter (The
PERA"phrase").
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