ERM Enroliment Decisions and Timeline QRG -
Employer

NOTE: To ensure that both employers and INPRS staff perform functions in ERM consistently
and efficiently, the ERM manuals have been written for Employer and Staff. The
Employer versions are available from the Employer Reporting & Maintenance page of
the INPRS website. (IC 5-10.2-2-12.5)

Use this Quick Reference Guide (QRG) to ensure that | Enrollment Decisions and Timeline Topics Covered

enrollment decisions are made according to the timeline.
g Payroll/Wage and Contribution Dates

Questions about joining INPRS are addressed on the e 1977 Fund
INPRS website on the Employer Joining Process FAQs e PERF
page. o TRF
1977 Fund

1. Contact the INPRS Employer Pension Plan Administration (EPPA) team at (888) 876-2707 to inform INPRS
you want to join. An Employer Services Representative (ESR) gathers information to determine if eligibility to
join the '77 Fund.

2. Actuarial Survey- only needed if you are interested in seeing the cost of purchasing service.
e Submit a complete, error free actuarial survey.

e First cost calculation of seven time periods (Example: 1 year, 3 year, 5 year, all years of service) is paid
for by INPRS, subsequent calculations are at a cost to employer.

e The cost calculations are provided by the INPRS-funded actuary within 60 days of submission of a
complete and error free actuarial survey.

3. Resolution to Join from Local Board

o Complete, sign, date, and submit the Resolution Electing to Join the 1977 Police Officers’ and
Firefighters’ Pension and Disability Fund as Administered by the Indiana Public Retirement System which
is available by contacting the EPPA team.

e Current Employer Contribution Rates are available at http://www.in.gov/inprs/ercontributionrates.htm on
the INPRS website.

4. Resolution for Employer Pick-Up of the 6% Mandatory Member Contributions from Local Board.

e Submit a completed, signed, and dated Resolution for Employer Pick-up of the Mandatory Member
Contribution (State Form 55544) which is also available on the INPRS website.

5. Application for Membership
e Local Board appoints a doctor, psychologist and establishes local mental standards.
e Medical Authority needs 30 days from receipt of complete baseline to review.

e Submit a completed, signed, and dated Application for Membership (State Form 4928) which is also
available on the INPRS website.

6. Certified Salary
e City Controllers and City Clerk-Treasurers certify annually, salary of first class patrolman or firefighter.

e Submit a completed, signed, and dated Certified Salary Letter which is also available on the INPRS
website.

7. Authorized Agent
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o Local Board designates the employer contact authorized to get account set up in ERM and be
responsible for adding additional contacts, roles.

e Submit a completed, signed, and dated Authorized Agent Designated to Perform Necessary Duties (State
Form 54190) which is also available on the INPRS website.

8. ERM System Data Set Up

o Employer completes and submits an Employer Reporting and Maintenance (ERM) System Online Data
Setup and User Authorization (State Form 54851) which is also available on the INPRS website. This is
for payroll reporting purposes in the ERM system.

e Wage and Contribution Reporting — See the Payroll/Wage and Contribution Submission Dates section of
this document.

9. New Unit Approval Letter

e The ESR will mail you a new unit approval letter with the new Submission Unit number.

PERF

1.

Employer
Effective:12/01/2019
Version: 2.0

Contact the INPRS EPPA team at (888) 876-2707 to inform INPRS you want to join. An ESR determines your
current participation status to determine if you are eligible to join. If an employer is not eligible to join PERF,
the ESR will inform you and provide the applicable Indiana Code(s).

New Unit Initial Information letter — sent by an INPRS ESR.

Actuarial Survey, if applicable - only required if your unit wants to purchase prior service in the PERF Hybrid
Plan). ESR follows up within two weeks of receipt of this form.

e Submit a complete, error free actuarial survey.

e First cost calculation of seven time periods (Example: 1 year, 3 year, 5 year, all years of service) is paid
for by INPRS, subsequent calculations are at a cost to employer.

e The cost calculations are provided by the INPRS-funded actuary within 60 days of submission of a
complete and error free actuarial survey.

Resolution to Join

e Complete, sign, date, and submit the Resolution Electing to Join the Public Employees’ Retirement Fund
as Administered by the Indiana Public Retirement System which is also available on the INPRS website.

NOTE: The effective date included on the Resolution cannot be later than 60 days after the
approval date and no retirement benefit may be paid until six months after the effective
date of the Resolution. (IC 5-10.3-6)

e The Resolution is reviewed by the INPRS Board for approval.

e Current Employer Contribution Rates are available at http://www.in.gov/inprs/ercontributionrates.htm on
the INPRS website.

Resolution for Employer Pick-Up of the 3% Mandatory Member Contributions for new employers is included in
the Resolution Electing to Join the Public Employees’ Retirement Fund as Administered by the Indiana Public
Retirement System which is also available on the INPRS website.

Authorized Agent

e Submit a completed, signed, and dated Authorized Agent Designated to Perform Necessary Duties (State
Form 54190) which is also available on the INPRS website.

ERM Enrollment Decisions and Timeline QRG - Page 2 of 4 |v|

AVA |'PRS

INDIANA PUBLIC RETIREMENT SYSTEM


https://forms.in.gov/Download.aspx?id=7721
https://forms.in.gov/Download.aspx?id=7721
https://forms.in.gov/Download.aspx?id=10245
https://forms.in.gov/Download.aspx?id=10245
https://forms.in.gov/Download.aspx?id=11612
https://forms.in.gov/Download.aspx?id=11612
http://www.in.gov/inprs/ercontributionrates.htm
https://forms.in.gov/Download.aspx?id=11612
https://forms.in.gov/Download.aspx?id=11612
https://forms.in.gov/Download.aspx?id=7721
https://forms.in.gov/Download.aspx?id=7721

ERM Enroliment Decisions and Timeline QRG -
Employer

7. ERM System Data Set Up

o Employer completes and submits an Employer Reporting and Maintenance (ERM) System Online Data
Setup and User Authorization (State Form 54851) which is also available on the INPRS website. This is
for payroll reporting purposes in ERM.

e Wage and Contribution Reporting — See the Payroll/Wage and Contribution Submission Dates section of
this document.

8. New Unit Approval Letter

e The ESR will mail you a new unit approval letter and the original resolution containing a PERF seal with
the new Submission Unit number.

TRF

Under Indiana Code 5-10.4 and 35 Indiana Administrative Code 14-1, if you are a public school, you are required

to join.

1. Contact the INPRS EPPA team at (888) 876-2707 to inform INPRS you want to join. An ESR reviews your
submitted forms and provide you with approval letters and a submission unit number.

2. Resolution to Join

o TRF does not have a Resolution like PERF and the 1977 Fund; however, there is an application.
Complete, sign, date and submit the Employer Enroliment (State Form 53268) which is also available on
the INPRS website.

e Current Employer Contribution Rates are available at http://www.in.gov/inprs/ercontributionrates.htm on
the INPRS website.

3. Resolution for Employer Pick-Up of the 3% Mandatory Member Contributions.

e Submit a completed, signed, and dated Resolution for Employer Pick-up of the Mandatory Member
Contribution (State Form 55544) which is also available on the INPRS website.

4. Authorized Agent

e Submit a completed, signed, and dated Authorized Agent Designated to Perform Necessary Duties (State
Form 54190) which is also available on the INPRS website.

5. ERM System Data Set Up

e Employer completes and submits an Employer Reporting and Maintenance (ERM) System Online Data
Setup and User Authorization (State Form 54851) which is also available on the INPRS website. This is
for payroll reporting purposes in ERM.

e Wage and Contribution Reporting — See the Payroll/Wage and Contribution Submission Dates section of
this document.

6. New Unit Approval Letter

e The ESR will mail you a new unit approval letter with the new Submission Unit number.
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Payroll/Wage and Contribution Submission Dates

This applies to the 1977 Fund, PERF, and TRF and works according to your calendar set up in the Employer
Reporting and Maintenance (ERM) application.

1.
2.
3.

The employer sets the payroll dates. Those dates are when wage and contributions are due to INPRS.
INPRS gives a 7-day grace period after the employer’s payroll date.

On the 8th day after the payroll date, if the wage and contribution submission has not been received by
INPRS, it is considered late.

At 38 days INPRS begins charging penalties.
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