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Chapter One:  Introduction
Purpose of the Employer Guide 
The Employer Guide is designed to help employers with the tasks of contribution payment and 
reporting to TRS. It also serves as a reference on TRS policies, procedures, and benefits. 

TRS is not responsible for any advice and/or guidance regarding any TRS matter received from a 
non-TRS source. Any TRS member or employer who relies upon non-TRS advice and/or guidance 
does so at his, her, or its risk.  To be safe, advice and/or guidance from non-TRS sources should 
be confirmed with TRS. Please remember, the application of TRS laws and rules and the federal 
statutes and regulations governing TRS can be quite complicated and not fully understood nor 
appreciated by those who do not deal with TRS matters on a daily basis. 

Distribution of the TRS Employer Guide
The most current version of the guide is available on the TRS website,  
http://trsil.org/employers/guide. Employers can type key words within the TRS search engine to 
immediately find answers inside the guide. TRS encourages the use of the online edition to elimi-
nate the possibility of referring to an outdated, printed Employer Guide as a reference tool. 

When changes are made to the guide, an email is sent to each employer with a hyperlink to the 
guide and details about the changes. In addition to these updates, employers will periodically 
receive Employer Bulletins. These bulletins are addenda to the Employer Guide and may also be 
found online.

The role of the employer
Employers provide a vital link between members and TRS. They forward member and employer 
contributions, report member earnings and service credit information, and disseminate informa-
tion about TRS to more than 160,000 active members. Information provided by employers deter-
mines members’ current service credit, creditable earnings, and retirement contributions and, 
thus, their future retirement benefits.

Accuracy in reporting and payment is vital because benefits from TRS are based on service credit, 
creditable earnings, and contributions reported by employers. TRS’s effectiveness in benefit 
administration rests largely on the reports provided by employers.

Please be advised that if the TRS Board has a reasonable suspicion that a false record has been 
filed with the System, it is required to report the matter to the appropriate state’s attorney 
for investigation.

Governing statute
(40 ILCS 5/16-101 et seq.; 80 IL Adm. Code 1650.10 et seq.)
The Illinois Pension Code and the Illinois Administrative Code establish the laws, rules, and poli-
cies governing the Teachers’ Retirement System.

http://trsil.org/employers/guide
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Board rules
(40 ILCS 5/16-105, 16-163 through 16-181.2)
A 15-member Board of Trustees carries out the provisions of the Illinois Pension Code. Trustees 
include the state superintendent of education (ex officio); seven representatives of the public 
who are appointed by the governor; five members of TRS who are elected by active members; 
and two retired members who are elected by TRS annuitants. The board appoints the executive 
director, who is responsible for the administration of TRS.

TRS qualified pension plan status
As a qualified pension plan subject to the Internal Revenue Code, Section 401(a), TRS members 
receive the benefits of

• tax-sheltering of mandatory retirement contributions in the year that they are made to TRS;

• deferral of income taxes on contributions until a member's retirement, at which time the 
member’s effective tax rate may be lower; and

• tax-free accumulation of interest credited to each member's account.

To maintain the qualified pension plan status, TRS must meet certain Internal Revenue Service 
requirements, including:

• annual benefit and contribution limitations

• compensation that may be included for benefit calculation purposes

• benefit eligibility provisions

• benefit distribution limitations

• rollover restrictions

TRS is committed to maintaining compliance with all requirements for qualified pension plans.

Administrative review
(80 IL Adm. Code 1650.620 et seq.; 40 ILCS 5/16-200)
Any member, beneficiary, annuitant, or employer may appeal a TRS staff determination of a 
claim or interpretation of the Illinois Pension Code to the Board of Trustees Claims Hearing 
Committee within six months after the determination or interpretation. An appeal is initiated by 
filing a written request for an administrative review with the executive director. Contact the TRS 
Springfield office for more information about administrative reviews.

Confidentiality
(80 IL Adm. Code 1650.160)
TRS acquires information regarding a member’s employment from the member’s employer. All 
information contained in a member’s record is confidential.  This information is provided to the 
member upon request and to representatives of the member upon written request. Information 
may also be provided to other retirement systems subject to the Illinois Retirement Systems 
Reciprocal Act, the Illinois Department of Central Management Services for annuitant health 
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insurance purposes, and the Social Security Administration for government pension offset deter-
mination and windfall elimination purposes. Member information may also be given pursuant to 
a subpoena issued during court proceedings.

Freedom of Information Act
Under the Illinois Freedom of Information Act (FOIA), the media, academic researchers, pri-
vate businesses and members of the general public can request data on every active and retired 
TRS member. TRS member information that must be released includes: name, age, membership 
dates, employers, contribution amounts, creditable earnings and service and benefit amounts.

TRS does not and will not disclose private and personally identifiable information such as a mem-
ber’s Social Security number, birthdate, any part of a home address, personal email address, tele-
phone number or bank account information.

Publications
In addition to the Employer Guide, TRS publishes the Comprehensive Annual Financial Report, 
Annual Financial Report Summary, and the Topics & Report newsletter. TRS also produces the Tier I 
Member Guide and Tier II Member Guide and numerous brochures on a variety of benefit topics.

Publications, forms, and general information are available through the TRS website at 
https://www.trsil.org.

Information can also be obtained by email or telephone. You may email the Employer Services 
and Accounting Departments at employers@trsil.org or call at (888) 678-3675. Members 
may reach the Counseling Services Department by email at members@trsil.org or by 
calling 877-927-5877 (877-9-ASK-TRS).

http://www.trsil.org
mailto:employers%40trsil.org?subject=
mailto:members%40trsil.org?subject=
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Chapter Two:  Membership
Teacher defined
Teachers who are certified under the provision of the Illinois School Code, employed in Illinois 
public common schools located outside the city of Chicago, and employed in positions requiring 
certification by the Illinois State Board of Education are members of TRS.  The law was revised 
in 2013 to establish that a teacher is deemed to be certified if required to be licensed by the Illinois 
State Board of Education. On July 1, 2013, Illinois implemented a new system of educator licensure 
that replaced the previous system of educator certification. 

A teacher is defined by Illinois law as any educational, administrative, professional, or other staff:

• employed in the public common schools outside the city of Chicago in a position requiring cer-
tification under the School Code.

• employed in any facility of the Illinois Department of Human Services in a position requiring 
certification under the School Code.

• employed as a security employee in any facility of the Illinois Department of Human Services 
in a position requiring certification under the School Code who was a member of TRS on 
June 1, 2001 or July 1, 2001, and did not elect to become a member of the State Employees’ 
Retirement System on either June 1, 2001 or July 1, 2001. 

• employed in any facility of the Illinois Department of Corrections in a position requiring certifi-
cation under the School Code who was a member of TRS on May 31, 1987, and did not elect to 
become a member of the State Employees’ Retirement System.

• employed in an educational program servicing two or more school districts in accordance with 
a joint agreement authorized by the School Code or by federal legislation and in a position 
requiring certification under the School Code.

• employed by and under the supervision and control of a regional superintendent of schools 
or the chief administrative officer of the education service centers established under 
Section 2-3.62 of the School Code and serving that portion of a Class II county outside a city 
of 500,000 or more inhabitants, provided this position requires the person to be certified and 
is in an educational program serving two or more districts in accordance with a joint agree-
ment authorized by the School Code or federal legislation.

In addition, membership in the Teachers’ Retirement System also includes any regional superin-
tendent of schools, assistant regional superintendent of schools, state superintendent of edu-
cation, any person employed by the Illinois State Board of Education (ISBE) as an executive, any 
executive of the boards engaged in the services of public common school education of which the 
state superintendent of education is an ex-officio member and any person who was employed by 
and a member of TRS on August 17, 2001, and any person hired by TRS on or after August 17, 2001.

The following individuals also are TRS members if they are certificated under the School Code:

• any employee of a school board association operating in compliance with the School Code, 
Article 23.

• any educational, administrative, professional, or other staff employed in a charter school 
operating in compliance with the Charter School Law.
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• any officer or employee of a statewide or national teacher organization who has previous 
service credit with TRS and who is employed by the organizations and files an irrevocable 
election prior to January 5, 2012 to become a member, and did not receive credit for the ser-
vice under any other article of the Illinois Pension Code.

Any employee who qualifies as a member of TRS becomes a TRS member as a condition of 
employment and is deemed to consent to deductions from his or her salary for TRS contributions.

Positions covered by TRS
To qualify for TRS membership, the positions listed below must require teacher (educator) 
licensure and the individuals in those positions must be teacher licensed.

Position
•Assistant athletic director  

requiring licensure*
•Athletic director requiring licensure* 
• Classroom teacher
• A school administrator requiring licensure
• A chief school business official 

requiring licensure
• Driver’s education teacher 
• Homebound teacher
• Human Resources director/superintendent 

requiring licensure*
• Librarian 
• Part-time teacher

• Retired teacher when post-retirement 
limitations are exceeded

• School counselor
• School nurse
• School psychologist
• School social worker
• Speech language pathologist unless 

contracted under 5/14-6.04 of the 
School Code

• Substitute teacher
•Technology director requiring licensure* 
•Technology specialist requiring licensure*
• Tutor requiring licensure*

* Depending on the job duties, these positions may or may not require licensure.

Positions not covered by TRS
Individuals employed in the following positions are not members of TRS but may qualify for 
membership in the Illinois Municipal Retirement Fund (IMRF). A teacher who is not licensed 
in Illinois is not covered by TRS, even if he or she performs the duties of a classroom teacher. 
For more information about individuals covered by IMRF, consult the IMRF Manual for 
Authorized Agents.

Position
• A school administrator in a position not 

requiring licensure 
• Adult education teacher
• Assistant athletic director not 

requiring licensure*
• Athletic director not requiring licensure*
• Athletic official with IHSA or similar contract
• Audiologist
• Behavior analyst
• Buildings and grounds manager
• Bus driver
• Cafeteria worker

• Clerical worker
• Coach unless performed by a full-time or part-

time contractual teacher
• Construction manager
• Custodian
• Graduate general administrator intern
• Home educator/parent educator
• Human Resources director/superintendent 

not requiring licensure*
• Individual aide
• Mobility instructor
• Nurse, if not licensed by ISBE

* Depending on the job duties, these positions may or may not require licensure.
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• Occupational therapist
• Paraprofessional/teacher’s aide 
• Physical therapist
• Physical therapist assistant
• Psychologist intern
• Retired teacher when compliant with post-

retirement employment limitations
• ROTC instructor
• Secretary 
• Security guard
• Social worker intern

• Speech and language pathologist assistant
• Student teacher 
• Student worker
• Technology director not requiring licensure*
• Technology specialist not requiring licensure*
• Transportation director
• Tutor not requiring licensure*
• Truant officer
• Contract speech-language pathologist under 

Section 5/14-6.04 of the School Code

* Depending on the job duties, these positions may or may not require licensure.

The preceding lists are not all-inclusive. As stated on page 1, teachers who are licensed under the 
provisions of the School Code and are employed in positions requiring licensure are members of 
TRS. Contact ISBE at compliance@isbe.net with any questions regarding licensure requirements. 

Professional development
Providing professional development on a full-time or part-time contractual basis for a TRS-
covered employer requires teacher licensure. Licensed individuals holding this type of position 
would qualify for TRS membership.

Providing professional development on an as-needed basis or providing technical assistance or 
in-service training of a limited duration does not require teacher licensure. If a teacher is only 
providing professional development on an as-needed basis or providing technical assistance 
or in-service training of a limited duration and is not employed as a full or part-time teacher for 
another TRS-covered employer, the earnings would not be reportable. Please refer to Chapter 3, 
page 4 for guidance in reporting extra-duty earnings for full and part-time contractual, substitute 
and part-time noncontractual teachers.

Employees of regional superintendents’ offices 
Persons employed by a regional superintendent’s office are TRS members if they are:

• educational, administrative, professional, or other staff employed in an educational program 
serving two or more districts in accordance with a joint agreement authorized by the School 
Code or federal legislation;

• employed in a position requiring educator licensure; and

• licensed.

All regional superintendents and assistant regional superintendents are TRS members.

Third-party employment agencies providing  
substitute teachers 
Public Act 100-813 allows a school district to hire substitute teachers from third-party staffing 
agencies if certain requirements and procedures are met as outlined in Section 5/2-3.173 of the 
School Code. ISBE has adopted rules to operate the program. Districts must complete an ISBE 
form and submit it to ISBE to hire third-party substitute teachers from employment agencies. 
Substitute teachers hired from third-party agencies are not reportable to TRS.

mailto:compliance%40isbe.net?subject=
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Consultants and independent contractors
An individual who contracts with an employer to provide services for which educator licensure is 
required qualifies as a TRS member. Contributions on earnings are required even if the contract 
characterizes the individual as an “independent contractor.” Paying an individual who qualifies as 
a TRS member through accounts payable rather than through payroll does not exempt that indi-
vidual from TRS contributions.

Any individual claiming to be an independent contractor exempt from TRS membership or the 
post-retirement employment limitations governing annuitants must file federal Form SS-8, 
Determination of Worker Status for Purposes of Federal Employment Taxes and Income Tax 
Withholding, with the Internal Revenue Service seeking confirmation of independent contractor 
status. A federal Form SS-8 independent contractor determination must be filed with TRS before 
an individual can be considered exempt from TRS membership or the post-retirement employ-
ment limitations.

Speech-Language Pathologist
Beginning with the 2004-05 school year, Public Act 93-0110 amended the School Code 
(Section 105 ILCS 5/14-6.04) permitting districts to contract for speech-language pathol-
ogy services while making reasonable efforts to employ a speech-language pathologist or 
after reasonable efforts have been unsuccessful. Contract speech-language pathologists 
under 105 ILCS 5/14-6.04 are not TRS members and should not be reported to TRS. 

Employers must complete a form certifying that the requirements of Section 5/14-6.04 of the 
School Code have been met. If employers have a contract speech-language pathologist under 
Section 5/14-6.04 of the School Code, they should contact TRS Employer Services.

Speech-language pathologists not under Section 5/14-6.04 of the School Code continue to be 
members of TRS.

Tier 1 and Tier 2 membership
Public Act 96-0889 added a section to the Pension Code that applies different benefits to anyone 
who first contributes to TRS on or after January 1, 2011 and does not have any previous service 
credit with a pension system that has reciprocal rights with TRS. These members are referred to 
as Tier 2 members. 

A teacher or administrator is a Tier 1 member if he/she:

• worked for a TRS-covered employer in a licensed position (including subbing) prior to 
Jan. 1, 2011;

• became a member of TRS prior to Jan. 1, 2011 but took a refund of his/her TRS contributions;

• became a member of a retirement system that has reciprocal rights with TRS prior to 
Jan. 1, 2011; or

• became a member of a reciprocal system prior to Jan. 1, 2011 but took a refund.

Please note that nonlicensed, extra-duty work (such as coaching) done prior to Jan. 1, 2011 does 
not qualify the person for Tier 1 membership.
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A teacher or administrator is a Tier 2 member if he/she:

• never worked in a licensed position for a TRS-covered employer prior to Jan. 1, 2011;

• never was a member of a reciprocal retirement system prior to Jan. 1, 2011.

For additional information regarding benefits for Tier 1 and Tier 2 members, please refer to 
Chapter 11, Retirement Benefits and Chapter 13, Death Benefits. 

Membership date
(80 IL Adm. Code 1650.310)
The effective date of membership in TRS is the date of employment as recorded by the employer. 
If the employer has not recorded the date of employment, the date of membership is the first 
payroll day for which contributions are required.

Enrollment as a member
The new Gemini pay-period reporting system will enroll a new member into TRS when he/she is 
reported by a TRS-covered employer in Gemini for the first time. The employer will report the 
member’s first day of work as the employment begin date. After a new membership has been 
established with TRS, the member will receive a new member packet with a form to designate 
his/her beneficiaries.

Whenever a member wishes to change a previously designated beneficiary, he/she must com-
plete a new Beneficiary Designation form. Such a change may be necessary due to a change in 
the member’s family status (e.g., marriage, birth, divorce or death).

Employees covered by Medicare
All TRS members hired after March 31, 1986, including retired TRS members who teach, and 
all persons who change employers after March 31, 1986, are subject to the Medicare tax. 
Annexations, consolidations, and transfers result in continuing employment; therefore, Medicare 
contributions are not required for members hired before April 1, 1986. The total Medicare tax 
is 2.9 percent of salary: the employer pays 1.45 percent and the member pays 1.45 percent. 

During the 2003-04 school year, TRS conducted a one-time Medicare-only referendum for mem-
bers who had been continuously employed since March 31, 1986. These members were given the 
opportunity to elect to prospectively participate in Medicare. In June 2004, TRS notified employ-
ers of those members who elected to contribute to Medicare, and they began making contribu-
tions and accumulating Medicare credit for salary earned on or after July 1, 2004. 

TRS does not collect the Medicare tax. This tax is paid directly to the Internal Revenue Service.

Employees covered by Social Security
Active and retired members of TRS cannot contribute to Social Security on earnings covered by 
TRS. The Social Security Administration considers annuitants of a retirement system as “cov-
ered” by the system. Therefore, retired TRS members employed as substitute teachers cannot 
contribute to Social Security.
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Earnings that are not reportable to TRS (e.g., bus driving and paraprofessional/teacher’s 
aide), are subject to Social Security and may be reportable to the Illinois Municipal Retirement 
Fund (IMRF).

If you have questions regarding proper withholding, refer to the grid on page 8. This grid lists 
various extra duties and teaching positions performed by active and retired teachers and 
whether TRS or Social Security and/or Medicare should be withheld. Please use this for general 
guidance and contact the Social Security Administration for specific questions.

Social Security notification requirements for employees
The Social Security Protection Act of 2004 requires employers to provide a written notice to new 
employees not covered by Social Security who begin work on or after January 1, 2005. The notice 
informs TRS-covered employees that they are not covered by Social Security, but are covered 
by a public retirement system (TRS). The notice also provides an explanation of the affect a pen-
sion based on earnings not covered by Social Security can have on an employee’s Social Security 
benefit, such as a reduction due to Government Pension Offset (GPO) Provision or Windfall 
Elimination Provision (WEP). 

All TRS members hired after January 1, 2005 must be provided with the notice and sign the form 
because TRS members do not contribute to Social Security. Please use the Social Security num-
ber as the employee’s identification number. The TRS code (TRS employer number) should be 
used for the employer’s identification number. Copies of the signed forms must be sent to the 
TRS Springfield office, where they will be filed in the members’ records. 

The notice is available on the Social Security Administration web site, 
www.socialsecurity.gov/form1945. The page contains information on the notice and how the 
form can be downloaded or ordered from the site.

Questions about the notification requirements should be directed to the Social Security 
Administration, (800) 772-1213, or the employer’s local Social Security office.

Employees covered by IMRF
Many employees of school districts are covered by the Illinois Municipal Retirement Fund (IMRF), 
and contributions must be made for those employees to that retirement fund. IMRF mem-
bers must also contribute to Social Security. Consult the IMRF Manual for Authorized Agents for 
more information.

If a licensed teacher is employed as a teacher for part of the school day and in a non-TRS-covered 
position (e.g., paraprofessional/teacher’s aide or secretary) for the remainder of the day, report 
to TRS earnings and service information for the portion of the day the individual is employed in 
the TRS-covered position. Report all extra duties related to the academic program or involving 
the supervision of students to TRS. Do not report earnings or service information to TRS from 
the non-TRS-covered position, but evaluate the noncovered position separately for possible 
IMRF coverage. Please refer to Example 13 in Chapter 5. 

http://www.socialsecurity.gov/form1945
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Employees who are TRS annuitants
Do not collect TRS contributions from retired employees who are receiving an annuity from 
TRS unless TRS post-retirement employment limitations are exceeded. See Chapter 10, Post-
Retirement Matters, for information about post-retirement employment limitations. 

Retired members’ hours worked and earnings will be reported under the new pay-period report-
ing system when it becomes available. TRS will notify employers and annuitants when the annui-
tant is close to exceeding or exceeds post-retirement limitations.

Foreign teachers
A teacher from a foreign country who is licensed in Illinois and performs work that requires 
licensure under the School Code qualifies for TRS membership. The type of visa an individual 
holds does not impact if he/she will be eligible for TRS membership. 

Notification of felony conviction
TRS members who have been convicted of work-related felonies are not eligible for TRS mem-
bership and benefits. According to the Illinois Compiled Statutes (40 ILCS 5/16-199):

Felony conviction. None of the benefits provided for in this Article shall be paid to 
any person who is convicted of any felony relating to or arising out of or in connection 
with his or her service as a teacher.

The School Code (105 ILCS 5/21B-85) requires the employing school board to notify TRS of any fel-
ony conviction of a TRS member. TRS strongly encourages employers to contact the TRS Office 
of Legal Counsel as soon as possible if a TRS-covered employee is charged with a work-related 
felony and inform the office of any developments in the case.
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Duty TRS Medicare Social Security
A F.T or P.T. teacher at a district after March 31, 1986 who 
teaches summer school. X X

A F.T or P.T. teacher at a district prior to April 1, 1986 who 
performs summer extra duties that are related to the 
academic program, such as curriculum writing.

X

A F.T. or P.T. teacher who performs summer work not 
involving teaching or supervising students or related to 
the academic program.

X X

A F.T. or P.T. teacher from a neighboring school district who 
teaches summer school.

X X

A F.T. or P.T. teacher from a neighboring school district 
who performs summer extra duties related to the 
academic program.

X X

A F.T. or P.T. teacher from a neighboring school district who 
performs summer extra duties not related to the academic 
program.

X X

A substitute or hourly teacher during the school year who 
teaches summer school. X X

Substitute or hourly teacher during the school year 
who performs summer extra duties that do not require 
licensure, but are related to the academic program.

X X

A substitute or hourly teacher during the school year 
who performs summer extra duties that do not require 
licensure and not related to the academic program.

X X

A substitute or hourly teacher who performs extra duties 
during the school year that do not require licensure, but 
are related to the academic program.

X
X

A substitute or hourly teacher who performs extra duties 
during the school year that do not require licensure and 
are not related to the academic program.

X X

A teacher who has never taught for a TRS-covered 
employer and teaches only summer school. X X

A retired teacher who teaches during the school term. X
A retired teacher who teaches summer school that 
requires licensure. X

A retired teacher who performs extra duties that do not 
require teacher licensure, but are related to the academic 
program (does not count against post-retirement 
employment limitations).

X

Earnings that are in excess of 401(a)(17) limits. X
Earnings that are in excess of Tier 2 limits. X

This chart should only be used as a guide. Specific Social Security or Medicare questions related to withholding should be referred to the 
Social Security Administration. 

Employee coverage guide
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Chapter Three:  Creditable Earnings
Creditable earnings defined
In general, “creditable earnings” are forms of compensation that are recognized by TRS as sal-
ary for reporting and retirement purposes. TRS accepts many, but not all, types of compensa-
tion. The Illinois Administrative Code defines “salary” for TRS reporting purposes; the definition 
is reproduced at the end of this chapter.

Creditable earnings are the basis upon which member contributions, employer contributions, 
and benefits are calculated.

Types of creditable compensation
Reportable creditable earnings include (but are not limited to) the following compensation items 
for active TRS members:

• salary for regular contractual teaching duties

• wages for substitute teaching

• wages for homebound teaching

• earnings for extra duties performed during the school year (See “Payment for extra duties”)

• contractual teachers: extra duties related to teaching or the academic program, or involv-
ing supervision of students

• noncontractual teachers: only extra duties requiring teacher licensure

• earnings for summer school (See “Summer earnings”)

• bonuses

• honorariums paid to union officers

• longevity stipends

• wages while using vacation, sick leave, and personal days

• lump-sum payments becoming due and payable to a member prior to or with the final regular 
paycheck or last day of work, whichever occurs last (See “Lump-sum payments”)

• contributions to qualified plans eligible for tax-deferral under the Internal Revenue Code, 
Sections 401(a), 403(b), 457(b), and 529

• contributions to flexible benefit plans (See “TRS flexible benefit plans”)

• any portion of the 9.0 percent member retirement contributions paid by the employer as a 
benefit (See “Employer-paid 9.0 percent retirement contributions”)

• member 2.2 upgrade costs paid by the employer as a benefit (See “Lump-sum payments”)

• member optional service costs paid by the employer as a benefit (See “Lump-sum 
payments”)

• salary or back wage payments resulting from contract buy-outs, labor litigation, and settle-
ment agreements (See “Settlement agreements and judgements”)
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• county stipends paid to regional and assistant regional superintendents

• stipends paid to administrators for serving as a board officer or clerk

• gift cards given in lieu of payments that qualify as salary. Gift cards given for work performed 
must be reported on an accrual basis. Follow lump-sum guidelines for reporting gift cards 
given as a bonus (i.e. perfect attendance).

• payment from the Illinois State Board of Education to national board certified teachers for 
mentoring and/or professional development (reportable on an accrual basis). 

Noncreditable compensation
The following compensation items do not qualify as creditable earnings and must not be 
reported to TRS:

• payments to substitute or part-time noncontractual (hourly) teachers for extra duties that do 
not require licensure (See “Payment for extra duties”)

• at termination, lump-sum payments becoming due and payable to a member after receipt 
of the final regular paycheck or last day of work, whichever occurs last (See “Lump-sum 
payments”)

• lump-sum payments made after a member’s death (See “Lump-sum payments”)

• worker’s compensation payments

• jury duty payments

• member THIS Fund contributions paid by the employer as a benefit

• employer TRS and THIS Fund contributions 

• Medicare tax paid by the employer as a benefit

• contributions to or distributions from nonqualified deferred compensation plans 
(e.g., Rabbi trusts)

• employer-paid fringe benefits (unless they are included in a reportable flexible benefit plan) 
including:

• health insurance
• life insurance

• dental insurance
• disability insurance

• expense reimbursements and allowances (regardless of whether they are paid to the mem-
ber or to the provider of the service or product) including:

• housing allowance
• moving expenses
• cellular phone reimbursement
• travel reimbursements and allowances
• automobiles provided by the employer
• membership dues
• publication subscriptions

• dependent care reimbursements
• medical care reimbursements
• tuition reimbursements
• legal fee reimbursements
• contributions to medical savings 

accounts

• options to receive salary in lieu of expense allowances or reimbursements
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• employer contributions to and distributions from medical spending accounts (FSA, HSA)

• compensation that would violate qualified pension plan requirements including:

• tax-deferred payments to nonqualified deferred compensation plans (e.g., Rabbi trusts)

• discriminatory flexible benefit plans for school years 1992-93 through 1998-99 (See “TRS 
flexible benefit plans”)

• nonpersonal services income (e.g., sign-on bonuses)

• earnings and contributions on earnings that exceed the established limit for qualified pen-
sion plans. The earnings limitations are required only for members establishing TRS mem-
bership after June 30, 1996. These limitations are:

Effective  Dates Limitation
1996-97 $150,000
1997-98 
1998-99 
1999-00

$160,000

2000-01 
2001-02

$170,000

2002-03 
2003-04

$200,000

2004-05  $205,000
2005-06 $210,000
2006-07  $220,000
2007-08  $225,000
2008-09 $230,000
2009-10 
2010-11 
2011-12

 $245,000

2012-13 $250,000
2013-14 $255,000
2014-15  $260,000
2015-16 
2016-17

$265,000

2017-18 $270,000
2018-19 $275,000
2019-20 $280,000
2020-21 $285,000

2021-22 $290,000

TRS will inform employers when the compensation limit changes.

• Earnings and contributions that exceed the established limit for Tier 2 members. The earn-
ings limitations are applicable only to members establishing membership with TRS or a recip-
rocal system after December 31, 2010. 
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These limitations are: 

Effective Dates Limitation
2010-11 $106,800.00
2011-12 $108,882.60
2012-13 $109,971.43
2013-14 $110,631.26

2014-15 & 2015-16 $111,571.63

2016-17 $112,408.32
2017-18 $113,644.91
2018-19 $114,951.83
2019-20 $115,928.92

2020-21 $116,740.42

2021-22 $116,740.72

2022-23 $119,892.41

TRS will inform employers when the compensation limit changes. If a Tier 2 member works a partial 
year, reportable creditable earnings are calculated based upon the Tier 2 limit and number of days the 
member worked. For example, a Tier 2 member works 133 out of 260 days at a rate of $200,000. He 
earns $102,307.69 ($200,000/260 x 133). His annual salary rate would be reported as $116,740.42 and 
his creditable earnings as $59,717.21 ($116,740.42/260 x 133). Please note that the reportable earnings 
would be prorated based on the district’s method of proration (e.g.daily, monthly, pay period, etc.).

• Any amount paid in lieu of discontinued or decreased nonreportable benefits, or reported in lieu 
of previously reported compensation, where the conversion occurs in the member’s final seven 
years of service for the purpose of increasing the member’s final average salary. TRS presumes 
any decrease in noncreditable compensation in the last seven creditable school years is for the 
purpose of increasing final average salary.

Payment for extra duties
TRS guidelines for reporting extra duty wages vary depending upon the member’s employment type.

• Full-time or part-time contractual teachers - Payments for extra duties that involve teaching or 
supervising students and other assignments related to the academic program are reportable as 
creditable earnings, regardless of whether the extra duties require licensure. This also applies to 
those who are contractual teachers at one district and perform extra duties at another district.

• Substitute or part-time noncontractual (hourly) teachers - If the Illinois State Board of Education 
requires teacher licensure for the extra duty, the wages are reportable to TRS as creditable earn-
ings. If teacher licensure is not required for the extra duty, the wages are not reportable to TRS.

The Illinois State Board of Education, not the individual employer or TRS, determines whether a posi-
tion or extra duty requires licensure. Extra duties that do not involve teaching or supervising stu-
dents and that are not related to the academic program are not reportable. Earnings for positions 
that are not reportable to TRS (e.g., bus driver or teacher’s aide) are subject to Social Security and 
may be reportable to the Illinois Municipal Retirement Fund (IMRF). Consult the IMRF Authorized 
Agents Manual for specific guidelines.
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Extra duties requiring licensure
Stipends or wages paid for these extra duty positions are reportable to TRS for all active licensed 
teachers, including substitute and part-time noncontractual (hourly) teachers. (See Chapter 2, 
Membership, for additional information regarding positions that qualify for TRS membership.) 
Examples of reportable extra duties requiring licensure include, but are not limited to:

• Acting Principal
• Assistant Athletic Director*
• Assistant Band Director
• Athletic Director*
• Band Director
• Building Trades Instructor
• Computer Lab Instructor (if during the 

school day)
• Co-op or Work Study Coordinator

• Department Chairperson
• Driver’s Education Instructor
• Homebound Teaching
• Internal Substitution
• New Teacher Orientation (if paid day)
• Night Class Teacher (K-12)
• Vocational Director

*  Based on guidance from ISBE, these positions may or may not require teacher licensure 
depending on the job duties involved. 

Extra duties not requiring licensure but related to the academic program and/or 
requiring the supervision of students
Stipends or wages paid for these positions and duties are reportable to TRS for only full-time and 
part-time contractual teachers. Do not report any additional days worked for performing extra duties 
not requiring licensure. These wages are not reportable for substitutes and part-time noncontractual 
(hourly) teachers. Examples of reportable extra duties that do not require licensure include, but are 
not limited to:

• Art Club Sponsor
• Audio Visual and Video Club 

Sponsor
• Band Assistant
• Bell Choir Sponsor
• Bleacher Bums Sponsor
• Bowling Club Sponsor
• Boys Club Sponsor
• Bus Loading Supervisor
• Bus Monitor
• Business Club Sponsor
• Chaperone for events such as 

dances and bus trips
• Cheerleading Sponsor
• Chess Club Sponsor
• Chorus Sponsor
• Class Sponsor
• Coach (Athletic or Team 

Sports) 
• Concession Manager
• Curriculum Planning
• Debate Sponsor

• Detention/Discipline Monitor 
• Drama Club Sponsor
• FFA Sponsor
• FHA Sponsor
• Fitness Program Supervisor
• Flag Squad Sponsor
• Food Service Program 

Manager
• Forensics Sponsor
• Game Announcer*
• Girls Club Sponsor
• Golf Club Sponsor
• Hallway Supervisor
• In-school Suspension 

Supervisor
• Instructor at Teacher Institute
• Intramural Sports Supervisor
• Journalism Club Sponsor
• Lifesaving Instructor
• Literary Club Sponsor
• Lunchroom Supervisor
• Math Honor Society Sponsor 

• Math Team Sponsor
• Mentor
• Music Production Director
• Music Production Technical 

Director
• National Honor Society 

Sponsor
• Newspaper Sponsor
• Pep Club/Booster Club 

Sponsor
• Physical Activities School 

Director
• Playground Supervisor
• Pom Pom Squad Sponsor
• Professional Development (see 

Chapter 2, page 3)
• Prom Sponsor
• Registration Worker if related 

to academic program. Not 
reportable if duties are 
clerical.

• Safety Patrol
*  Reportable as creditable earnings provided that the member is responsible for supervising stu-

dents while performing these duties.
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• Scholastic Bowl Sponsor
• Science Club Sponsor
• Scorekeeper*
• Special Olympics
• Speech Club Sponsor
• Speech Judge
• Stipend for setting up 

classroom
• Student Council Advisor
• Student Teacher Supervisor
• Study Hall Supervisor

• Supervisor of Students at 
School Events

• Swim/Aquatics Club Sponsor
• Teaching after school under 

21st Century Grant**
• TV News Service Director
• Technical Director of Musical 

Productions
• Theater Business Manager
• Ticket Taker*
• Timekeeper*   

• Translator/Interpretor*
• Twirler Club Sponsor
• Tutoring**
• Usher
• Web Site Coordinator/

Maintenance
• World Languages Sponsor
• Writers Club Sponsor
• Yearbook Business Advisor
• Yearbook Editor

*  Reportable as creditable earnings provided that the member is responsible for supervising stu-
dents while performing these duties.

**  Based on guidance from the Illinois State Board of Education, the duties may or may not require 
teacher licensure depending on the duties involved.

Nonreportable positions and duties
Stipends and wages paid for these duties are not reportable to TRS. (See Chapter 2, Membership, 
for additional information regarding positions that do not qualify for TRS membership.) 
Examples of nonreportable positions and duties include, but are not limited to:

• Asbestos removal 
• Bus driving
• Cafeteria work
• Clerical assignments in 

business office
• Computer hardware and 

software maintenance

• Construction manager
• Custodial or 

maintenance work
• Noncertified administrative 

positions (ex. some HR 
positions)

• Scorekeeping, announcing 
games, time-keeping, ticket 

taking and security at 
school events if the duties 
do not involve supervision 
of students

• Paraprofessional/
Teacher’s Aide

• Stipend for moving 
classrooms (custodial)

Extra-duty earnings 
Does the Illinois State Board of Education require teacher licensure for the duty?

Yes No
Extra-duty earnings are 
reportable.

Was the extra duty performed by a  
contractual teacher?

No Yes
Extra-duty earnings 
are not reportable.

Did the duty involve supervision of students 
or was it related to the academic program?

 Yes No
Extra-duty earnings 
are reportable.

Extra-duty earnings 
are not reportable.
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Summer earnings 
Summer school and summer extra duties requiring teacher licensure
Wages for performing summer duties that require teacher licensure are reportable for all active 
TRS members. Summer earnings that require teacher licensure are reportable to TRS regardless 
of the member’s employment type or contract status. Examples of reportable summer duties 
that require licensure include: summer school teaching, summer substitute teaching, and sum-
mer homebound teaching.

Summer extra duties not requiring teacher licensure
Like the regular school term, TRS guidelines for reporting summer extra duty wages that do not 
require teacher licensure vary depending upon the member’s employment type.

• For full-time (F) or part-time contractual teachers (P) during the school term 

 Payments for summer extra duties that involve teaching or supervising students and other 
assignments related to the academic program are reportable as creditable earnings. 

• For substitute (S) or part-time noncontractual/hourly (H) teachers during the school term 

 Payments for summer extra duties that do not require teacher licensure are not reportable 
as creditable earnings. Summer duties that do not require teacher licensure include: summer 
curriculum writing, summer coaching, and summer workshop participation.

For members who are full-time or part-time contractual teachers during the school term, these 
types of summer extra duties are reportable to TRS. For members who are substitute or hourly 
teachers during the school term, these types of summer extra duties are not reportable to TRS. 
The same guidelines now apply to both summer extra duties and extra duties during the school 
term. Chapter 5 provides information regarding employment types.

If a member is employed as a contractual (F or P) teacher with one employer during the regular 
school term and also works for a second employer during the summer months performing report-
able summer extra duties, the member’s extra duty wages from the second employer are report-
able to TRS using employment type (E).

Service credit
TRS recognizes service credit for performing duties that require teacher licensure under the 
School Code. Service credit is granted for days worked Monday through Friday. When a member 
performs summer work for which teacher licensure is required, the employer must report the 
additional days worked as Days Paid.

Accrual reporting requirements
TRS requires earnings be reported on an accrual basis. Accrual reporting requires earnings to 
be reported in the period in which services are performed, which may not coincide with the 
period in which earnings are paid. Creditable earnings for services performed from July 1 through 
June 30 should be reported each year. When a summer assignment begins in June and continues 
into July, the related earnings must be reported in the fiscal year in which the service was per-
formed, regardless of when payment is actually issued to the member (see “End-of-career salary 
increases”). 
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Example:
A teacher is employed to teach a 20-day summer school session for which she receives $1,000 on 
August 1. Summer school begins the last week of June and ends the third week of July. The $250 
accrued earnings for five days worked in June must be reported as days paid and as creditable 
earnings for the school year ended June 30. The remaining $750 earned in July must be reported 
as days paid and as creditable earnings in the school year beginning July 1. See Chapter 5, 
“Summer school” and “Accrual accounting” for additional examples.

Noncovered employment
Earnings are not reportable to TRS for members employed only during the summer months to 
perform duties that do not involve teaching or supervising students or are not related to the aca-
demic program (for example, maintenance or custodial duties). The member would contribute to 
Social Security on these earnings. The member may also be required to contribute to the Illinois 
Municipal Retirement Fund (IMRF) on these earnings. Contact IMRF for more information.

Lump-sum payments 
Severance and lump-sum payments becoming due and payable prior to or concurrent with the 
receipt of the member’s final paycheck for regular earnings or prior to the member’s last day of 
work are reportable as creditable earnings. Severance payments becoming due and payable to 
a terminated/retired member after receipt of the final regular paycheck and last day of work are 
not reportable. Typically lump-sum payments may include compensation for accumulated sick 
leave or vacation days, employer payment of a member’s 2.2 upgrade cost or optional service 
balance, retirement incentives, and contract buy-outs.

Lump-sum payments made to a member in years prior to the member’s final year of employment 
are reportable in the school year that the payments are due and payable to the member. 

Examples:
• On June 15, a teacher paid over 12 months retires. His last paycheck for regular earnings is 

received August 25. He receives retirement incentive payments on July 15 and August 30. 
Pursuant to an agreement, one retirement incentive payment is due and payable with the 
final paycheck. The 2nd payment is due and payable after the final paycheck. The July 15 pay-
ment is reported to TRS; the August 30 payment is not reported since it was due and payable 
after the last paycheck.

• An administrator terminated service March 1. On March 15, she received her final regular 
paycheck and a lump-sum payment for accumulated vacation days. On May 1, she received 
a contract buy-out payment. The March 15 amount is reportable; the May 1 amount is not 
reportable because it was payable after her final paycheck was issued.

• A teacher paid over 12 months received his last regular paycheck on August 25. On August 28, 
he resigned and received severance pay on September 4. The severance pay is not reportable 
to TRS.

• A nine-month teacher retired and received her last regular paycheck on June 15. On July 15, 
her former employer approved and issued a bonus payment. The bonus is not reportable 
to TRS.
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• A teacher paid over 12 months resigned and retired August 21. He received his last regu-
lar paycheck on August 22. A retirement incentive is payable upon resignation. Due to pay-
roll processing time requirements, the payment was not actually made until August 30. The 
retirement incentive is reportable since it was due and payable prior to the date he received 
his last regular paycheck.

• An administrator paid over 12 months submitted his resignation on July 1 to be effective the 
following April 30. His retirement incentive of $10,500 was paid with his monthly paychecks 
from July through April. The $10,500 is reportable to TRS.

• A nine-month teacher retired effective May 30, the last day of school. He received his final 
regular paycheck on May 25 and a retirement incentive on May 30. The retirement incentive 
is reportable since it was due and payable on the teacher’s last day of work.

• A teacher submitted his resignation on April 15, 2021, to be effective the last day of the fol-
lowing school term (June 4, 2022). Retirement incentives were paid May 1, 2021; July 15, 2021; 
and May 3, 2022. The first May payment and the July payment were due and payable in 
the 2020-21 school year and reportable as 2020-21 creditable earnings. The May 3, 2022 pay-
ment is due and payable in 2021-22 and therefore, reportable as 2021-22 creditable earnings.

Payments issued after a member’s death
Accrued salary issued to a member’s estate is recognized as creditable earnings. However, 
lump-sum payments issued after a member’s death are not recognized as creditable earnings.

Example:
A teacher died on March 3. On March 15 his employer issued a check for $4,520. This check 
included $20 for extra duties completed in February, $3,000 accrued teaching salary for days of 
service through March 3, $500 for unused personal leave days, and a $1,000 bonus. The $3,000 
accrued salary and $20 extra duty payment are reportable as creditable earnings. The payments 
for unused personal leave days and bonus are not reportable to TRS as creditable earnings.

Employer payment of optional service and 2.2 upgrade costs 
When an employer pays a TRS optional service accounts receivable or the 2.2 upgrade cost 
for a member as additional compensation, the payment may be reportable as creditable earn-
ings. Please follow reporting guidelines established for lump-sum payments when determin-
ing the reportability of employer payments for a member’s accounts receivable balance. The 
check’s issue date to TRS for a member’s optional service or 2.2 upgrade payment is considered 
the date paid when applying the lump-sum rules. An Employer Payment Coupon should be com-
pleted and returned with the employer payment. (See Chapter 7, Optional Service Credit and 
Payment Options.)

If an employer paid a member’s 2.2 upgrade cost and the member later reimburses the employer 
for any amounts that are refunded to the member due to the recalculation of the upgrade 
cost, the employer must complete an Employer’s Report of Adjustments to Earnings form to 
reduce the annual salary rate and creditable earnings in the year the upgrade cost was originally 
reported as creditable earnings.

If an employer pays an amount due for the member’s THIS Fund contributions due on optional 
service credit, the amount paid for health insurance is not reportable as creditable earnings.
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See Chapter 7, Optional Service Credit and Payment Options, for more information on the pay-
ment of optional service credit.

Bonus payments subject to forfeiture
Any lump-sum payments that are subject to forfeiture or conditioned upon the occurrence of 
a future event (e.g., retirement) are creditable earnings in the school year that they are paid to 
the member. However, if the condition upon which the payment is based does not occur and 
the payment is repaid to the employer, the employer must notify TRS. TRS will process an adjust-
ment to remove the forfeited payment from previously reported creditable earnings.

Payment for future services
Payments at termination for future services are not reportable as creditable earnings.

Example:
A teacher retired June 15 and received a $6,000 bonus. In return, she agreed to teach the next 
school year for 100 days without pay. The normal substitute rate is $60 per day. The bonus is not 
reportable as creditable earnings.

In addition, a member who prearranges post-retirement employment may not be eligible to 
retire. (See Chapter 10, Post-retirement Matters.)

Salary conversions
TRS must make informed actuarial predictions of its future liabilities. It cannot act as a prudent, 
informed plan and at the same time allow members to withhold contributions on substantial 
earnings amounts until the last few years before retirement. Therefore, the definition of salary 
reportable to TRS as creditable earnings excludes converted benefits. Any amount paid in lieu of 
discontinued or decreased nonreportable benefits (or reported in lieu of previously nonreported 
compensation) will be excluded from creditable earnings if the change in compensation struc-
ture occurs during the member’s final seven years of service. 

If a non-reportable benefit item is discontinued or decreased within the member’s last seven 
creditable school years of employment, TRS presumes the benefit was converted to salary for 
the purpose of increasing the member’s final average salary. To overcome this presumption, the 
member or employer must submit evidence to TRS that clearly and convincingly proves that the 
change in compensation structure was due to

• a change in a collectively bargained agreement applicable to all individuals covered by 
the agreement,

• a change in employer policies affecting a group of similarly situated members, some of whom 
are not within seven years of retirement eligibility, or 

• a change in family status.

The documentation must clearly establish that the change in compensation structure was not for 
the purpose of increasing the member’s final average salary.
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Example:
Administrator A received a $2,500 travel allowance annually. Three years before retirement, 
Administrator A’s travel allowance was discontinued and his salary was increased. For each 
of the final three years of service, TRS will exclude $2,500 of Administrator A’s salary from 
creditable earnings.

Example:
Administrator B received board-paid health insurance. Five years before retirement, 
Administrator B’s employer converted the board-provided insurance benefit into a flexible bene-
fit plan and began offering him the option to receive $10,000 cash in lieu of health insurance. The 
flexible benefit plan was not offered to any other employees. For each of the final five years of 
service, TRS will exclude the $10,000 flexible benefit plan compensation from Administrator B’s 
creditable earnings. 

End-of-career salary increases 
When a member retires, the employer is required to pay TRS a contribution equal to the actuar-
ial value of pension benefits that result from any salary increase over 6 percent that is used in the 
final average salary calculation. Additional exemptions from employer contributions for salary 
increases over 6 percent apply only in specified circumstances. See Chapter 8, Excess Costs, for 
more information on employer contributions and exemptions. Salary increases up to 20 percent 
per year with the same employer will still be used in the calculation of the member’s final aver-
age salary (See Chapter 11, Retirement Benefits). TRS will continue to recognize the full salary as 
creditable earnings.

As discussed on page 7, TRS requires earnings to be reported on an accrual basis. Accrual report-
ing requires earnings to be reported in the fiscal year the work was performed, which may 
not coincide with the period in which earnings are paid. Salary for work performed cannot be 
deferred and reported in a later fiscal year or never reported.

Employers may provide members with retirement incentives. Retirement incentives identified or 
paid as salary increases in the member’s final year(s) of employment must be reported to TRS on 
an accrual basis. If a member receives an increase in his/her salary, the entire salary is reportable 
as creditable earnings for the period worked, even if the increase exceeds 6 percent. It is not per-
missible for the employer to exclude any portion of the member’s earned salary from creditable 
earnings, even if payment of the salary increase (or a portion of the salary increase) is delayed 
until after the member’s retirement. The total accrued salary is reportable as creditable earnings, 
regardless of when it is paid. 

In addition, if a member performs reportable extra duties such as coaching, lunchroom super-
vision, class sponsorship, internal substitution, etc., and receives creditable compensation, the 
earnings must be reported to TRS as creditable earnings regardless of whether the member’s 
earnings increase by more than 6 percent.

TRS does not recognize renegotiations of prior year base salaries. Once the salary has been set 
and the services have been rendered in full, TRS will not recognize a retroactive change to a 
member’s base salary for a prior fiscal year when the change is agreed upon after the June 30 
ending date of the affected school year. Therefore, if an employer requires a member to repay 
salary increases received due to a change in the member’s retirement plans, TRS will not process 
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an adjustment to reduce the prior year’s creditable earnings. Instead, TRS will recognize the 
repayment as a reduction of creditable earnings for the year in which repayment occurs or the 
final year of service if repayment occurs after retirement. 

If a member receives a retirement incentive that is not identified or paid as a salary increase, but 
is identified as a bonus or lump sum and is paid in one or two lump-sum payments, the lump sum 
reporting guidelines are applicable. Any lump sums becoming due and payable prior to or concur-
rent with receipt of the member’s final paycheck for regular earnings or the last day of employ-
ment are reportable as creditable earnings. Lump-sum payments becoming due and payable until 
after the terminated/retired member’s final regular paycheck and after the last day of employ-
ment, are not reportable as creditable earnings.

For lump-sum payments made to a member in years prior to the final year, refer to the  report-
ing guidelines and examples on pages eight and nine. If a member is required to repay lump-sum 
retirement incentives as a result of changes in his/her retirement plans, please refer to “Bonus 
payments subject to forfeiture” on page 10. 

Examples:
Teacher A received a 20 percent increase in salary over the prior year’s salary ($50,000) as a 
retirement incentive ($50,000 x 1.20 = $60,000). The total salary of $60,000 is reportable as cred-
itable earnings because the retirement incentive is an increase in salary. Even if a portion of the 
$60,000 was paid after Teacher A’s last day and after her final paycheck, $60,000 is reportable 
because accrual reporting requires the earnings to be reported in the fiscal year the work was 
performed regardless of when the earnings were paid.

Teacher B received a base salary of $51,000 for his final year of teaching. Teacher B also received 
a $10,000 lump-sum retirement incentive equal to 20 percent of the prior year’s base salary of 
$50,000. $2,000 of the retirement incentive was paid with his last paycheck for regular earn-
ings on August 21 and $8,000 was paid in September after his last day of work and after his last 
regular paycheck. In accordance with the lump-sum reporting guidelines, $2,000 of the retire-
ment incentive is reportable as creditable earnings and $8,000 of the retirement incentive is not 
reportable as creditable earnings. Therefore, his reportable salary is $53,000 ($51,000 current sal-
ary plus $2,000 reportable lump sum). 

Teacher C received the same salary and retirement incentive as Teacher B; however, he also 
earned $7,500 for coaching. Teacher C’s reportable salary is $60,500.00 ($53,000 + $7,500).

Settlement agreements and judgements 
When a TRS-covered employer and member enter into a settlement agreement or contract 
buy-out to resolve a disputed action or other employment issue, the member’s creditable earn-
ings and service credit may be impacted by the terms of the agreement. TRS must review each 
settlement agreement to determine the amount of creditable earnings and service credit that 
can be recognized. The Illinois Pension Code, Section 16-158.1, authorizes the audit of school 
district records.
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Retroactive settlement agreements
To ensure the reportability of service and earnings credit in settlement agreements covering a 
retroactive time period while a member was away from his or her teaching position, the settle-
ment agreement must contain:

• the time period for which the member would have received salary or service credit,

• a statement that the settlement is an award of back salary, and

• the salary amount the member would have been paid during the period covered by the set-
tlement agreement had the employment issue not arisen.

Contributions on retroactive settlement agreements are based upon the salary the member 
would have otherwise earned if not for the employment issue. All required contributions must be 
paid within one year after the date of the settlement agreement; otherwise interest is charged at 
the applicable statutory rate from the date of the agreement.

Prospective settlement agreements
To ensure the reportability of service and earnings credit in settlement agreements covering a 
prospective time period, the settlement agreement must contain:

• the time period for which the member is to receive service credit (not to exceed one year),

• a statement declaring that the member is to be employed in a position requiring licensure, 
and

• a statement confirming that the member will continue to receive the same salary on regular 
pay dates and fringe benefits to which he or she would be entitled.

If the agreement contains a resignation date, the date must not be prior to the end of the time 
period covered by the settlement agreement.

Court judgements
To ensure the reportability of service and earnings credit awarded pursuant to a judgement of a 
court of law, the judgement order must contain:

• the time period for which the court determines the member should have received salary or 
service credit,

• a statement that the judgement is an award of salary, and

• the amount of salary the member would have received during the period covered by 
the judgement.

Contributions on judgements are based upon the salary a member would have otherwise earned 
if not for the issue being litigated. The following items are excluded from creditable earnings:

• any court costs for which the member is reimbursed,

• any attorney’s fees a court may award, and
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• any damages ordered paid by a court which do not reflect salary or wages but may be 
assessed on the employer as nonpecuniary damages (i.e., pain and suffering) or a penalty to 
prevent future abuse (i.e., punitive damages).

TRS flexible benefit plans 
A flexible benefit plan offers a choice between insurance and options that qualify as cred-
itable earnings (e.g., cash, a tax-sheltered annuity under the Internal Revenue Code [IRC], 
Section 403[b], or a qualified tax-deferred compensation plan under IRC, Section 457[b]).

Amount to report
The amount reportable is equal to the amount of the salary option (e.g., the amount of the cash, 
403[b] tax-sheltered annuity, or 457 [b] tax-deferred compensation plan option). This value 
is reportable for all members covered by the plan, including those who select the insurance 
benefit option.

Benefit plans without a salary option are not reportable as creditable earnings. For example, a 
plan that offers a choice between life, health, and disability insurance is not reportable.

Salary options in lieu of expense allowances or reimbursements are not reportable as creditable 
earnings. For example, a plan that offers a choice between salary or mileage reimbursement is 
not reportable.

Reporting flexible benefit plans
All flexible benefit plans offering a choice between insurance and options that would qualify as 
salary (e.g., cash, a 403[b] tax-sheltered annuity, or a 457[b] tax-deferred compensation plan) are 
reportable as creditable earnings.

Examples: 
• An employer offers a salary add-on plan as part of the negotiated agreement. All teachers 

may receive $500 cash in lieu of health insurance. The cash option is paid each pay period 
over 24 pays ($20.83). Regardless of the option chosen, $20.83 is reported as Payment 
Reason of FB (Flexible Benefit Plan) for all teachers, regardless of the option selected.  

• A negotiated agreement provides for a flexible benefit plan that allows teachers $1,200 to be 
applied toward the purchase of health and/or life insurance, or a 403(b) tax-sheltered annu-
ity. The 403[b] tax sheltered annuity is paid once per year in May. In May, $1,200 is reported 
as Payment Reason FB for all teachers, regardless of the option chosen.

Salary reduction plans
Under a salary reduction plan, the member may choose either:

• nontaxable benefits, the cost of which is deducted from the member’s salary. As a result, the 
member’s taxable income is reduced by the same amount. 

• none of the benefits, effectively receiving cash.

Salary reduction plans are considered to have a cash option for TRS reporting purposes. The 
creditable earnings reported to TRS must include the amount of gross wages before any bene-
fit deductions.
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Example:
Teacher A and Teacher B both have $60,000 salaries paid over 24 pays. Teacher A chooses to 
have $1,500  ($62.50 per pay) deducted from her salary to pay for family insurance coverage. 
Teacher B selects none of the possible benefits.

Teacher A Teacher B
Base salary (BS) $2,500.00 $2,500.00
Tax-sheltered insurance -          62.50 - 0
IRS taxable income $2,437.50 $2,500.00
TRS creditable earnings $2,500.00 $2,500.00

Pick up of employee contributions
Illinois law requires employers to pick up on a before-tax basis the entire 9.0 percent TRS mem-
ber contribution. As a result, the 9.0 percent contributions are treated as employer contributions 
under the Internal Revenue Code and are excluded from the member’s taxable income, regard-
less of who actually pays the 9.0 percent contribution.

However, these contributions are considered salary and are to be included in the member’s full 
annual rate and earnings when reported to TRS. The employer decides which method (reduction 
or add-on) to use for the 9.0 percent contributions in the adopted salary schedule. Regardless 
of the salary schedule adopted by the employer, creditable earnings include TRS contributions. 
Taxable earnings exclude TRS contributions.

Member-paid 9.0 percent retirement contributions
A member’s payment of his or her retirement contributions is referred to as the “salary sched-
ule reduction method.” Under this method, creditable earnings are equal to the salary sched-
ule amount. Employers withhold the 9.0 percent member contributions from the member’s 
salary and remit the contribution to TRS. Taxable earnings are the creditable earnings less the 
retirement contribution.

Example
($60,000 full annual rate per the salary schedule paid over 24 pays)
Base salary (BS) $2,500.00 
9.0 percent contribution x 0.090
Contribution amount to be remitted $225.00

Taxable earnings
Base salary (BS) $2,500.00
Less 9.0 percent contribution - 225.00
Taxable earnings $2,275.00

Employer-paid 9.0 percent retirement contributions
An employer’s payment of any portion of the 9.0 percent retirement contribution is referred to 
as the “salary schedule add-on method.” Employers using this method agree to pay all or a por-
tion of the 9.0 percent member contribution in addition to the salary schedule amount. This 
method results in an employer cash outlay in excess of the member’s salary schedule amount.
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Employer payment of any portion of the member’s retirement contribution results in an increase 
in reportable earnings equal to the employer payment. To determine creditable earnings, add 
the portion of the 9.0 percent contribution that is employer paid to the salary schedule amount. 
Creditable earnings may be calculated by multiplying the member’s salary by an add-on factor 
(see the Table of factors).

When the employer agrees to pay the entire 9.0 percent contribution, creditable earnings are 
computed by multiplying the salary schedule times 1.098901 or by dividing the gross salary 
by 0.91. The contribution is then equal to 9.0 percent of creditable earnings. The 9.0 percent 
member contribution may also be computed by multiplying the salary schedule times 0.098901.

Taxable earnings are equal to creditable earnings less the retirement contribution. If the 
employer is paying the full 9.0 percent contribution, taxable earnings are equal to the salary 
schedule amount.

Example: Salary schedule add-on method
$60,000 full annual rate paid over 24 pays

 
9.0 Percent Board Paid 4.5 Percent Board Paid

Salary schedule amount paid per pay $2,500.00 $2,500.00
Add-on factor x 1.098901 x 1.047120
Base salary (BS) $2,747.25 $2,617.80
9.0 percent contribution x 0.090 x 0.090
Contribution amount to be remitted $247.25 $235.60
Base salary (BS) $2,747.25 $2,617.80
Salary schedule amount paid per pay - 2,500.00 - 2,500.00
Contribution paid by the employer $247.25 $117.80
Contribution to be remitted $247.25 $235.60
Contribution paid by the employer - $247.25 - 117.80
Contribution paid by the member $0 $117.80
Base salary (BS) $2,747.25 $2,617.80
Less 9.0 percent contribution - $247.25 - 235.60
Taxable earnings $2,500 $2,382.20
OR:

9.0 Percent Board Paid 4.5 Percent Board Paid
Salary schedule amount paid per pay $2,500.00 $2,500.00

÷ 0.91 ÷ 0.955
Base salary (BS) $2,747.25 $2,617.80
9.0 percent contribution x 0.090 x 0.090
Contribution amount to be remitted $247.25 $235.60

Full Annual Rate
Salary schedule amount $60,000.00 $60,000.00
Add-on factor x 1.098901 x 1.047120
Full annual rate $65,934.06 $62,827.20
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Table of factors
Select the appropriate factor from this table when computing creditable earnings and contribu-
tions to remit to TRS under the salary schedule add-on method.

Percent Paid
By Employer

Salary
Schedule Factor

Creditable
Earnings

Contribution
Paid By

Employer

Contribution
Deducted From

Member’s Salary

Contribution
To Be Remitted
(9.0 percent)

0.5 $10,000 1.005025 $10,050.25 $50.25 $854.27 $904.52
1 10,000 1.010101 10,101.01 101.01 808.08 909.09
1.5 10,000 1.015228 10,152.28 152.28 761.43 913.71
2  10,000 1.020408 10,204.08 204.08 714.29 918.37
2.5 10,000 1.025641 10,256.41 256.41 666.67 923.08
3 10,000 1.030928 10,309.28 309.28 618.56 927.84
3.5 10,000 1.036269 10,362.69 362.69 569.95 932.64
4 10,000 1.041667 10,416.67 416.67 520.83 937.50
4.5 10,000 1.047120 10,471.20 471.20 471.20 942.40
5 10,000 1.052632 10,526.32 526.32 421.05 947.37
5.5 10,000 1.058201 10,582.01 582.01 370.37 952.38
6 10,000 1.063830 10,638.30 638.30 319.15 957.45
6.5 10,000 1.069519 10,695.19 695.19 267.38 962.57
7 10,000 1.075269 10,752.69 752.69 215.05 967.74
7.5 10,000 1.081081 10,810.81 810.81 162.16 972.97
8 10,000 1.086957 10,869.57 869.57 108.69 978.26
8.5 10,000 1.092896 10,928.96 928.96 54.65 983.61
9 10,000 1.098901 10,989.01 989.01  0.00 989.01

Questions
For questions regarding the computation of creditable earnings or the amount of contributions 
due on reportable salary, please contact the Employer Services Department at (888) 678-3675, 
option 1 or by email at employers@trsil.org. 

mailto:employers%40trsil.org?subject=Creditable%20earnings


Chapter 3 - Page 18 - Creditable Earnings

80 Illinois Administrative Code, Ch III, Section 1650.450, Subtitle D
Compensation Recognized as Salary 

a) “Salary” means any form of creditable compensation received by a member in consideration of services rendered 
as a teacher, subject to all applicable limits and restrictions imposed on qualified plans under the Internal Revenue 
Code.  “Salary” directly related to specific work performed during a school year is recognized on an accrual basis.  
Other creditable compensation is recognized on a cash basis.  The System reserves the right to determine the year 
of salary recognition.  The following common examples are for illustration only and do not limit the System’s right 
to evaluate and determine other forms of creditable and non-creditable compensation. 

b) Examples of creditable compensation recognized as “salary”: 
1) The gross amount of compensation earned or accruing to the member during the school year in a function 

requiring certification as a teacher. 
2) Additional compensation earned during the school year for the performance of extra duties, not requiring 

teacher certification, but which involve the supervision of students or are related to the academic program, 
provided the member is employed as a full-time or part-time contractual teacher and establishes active ser-
vice credit in that position during the school year.

3) The amount of back salary awarded to a member as a result of a settlement or judgment obtained due to a 
disputed dismissal, suspension or demotion. Court costs, attorney’s fees, other compensatory damages and 
punitive damages shall not be reportable as salary.  The back salary amount reported to the System under 
this Section shall be equal to the amount the member would have earned had the dispute not occurred, 
regardless of the actual amount paid. 

4) Lump-sum payments (e.g., retirement incentives, bonuses, payments for unused vacation and sick days) 
received by the member or becoming due and payable to the member prior to or concurrent with receipt of 
final paycheck for regular earnings. 

5) Contributions made by or on behalf of the member to qualified deferred compensation plans (sections 401(a) 
and 457(b) of the Internal Revenue Code), salary reduction plans or tax sheltered annuities under sec-
tion 403(b) of the Internal Revenue Code. 

6) Amounts that would otherwise qualify as salary under subsections (b)(1) through (b)(5) but are not received 
directly by the member because they are used to finance benefit options in a flexible benefit plan; provided, 
however, that to be reportable, a flexible benefit plan cannot include non-qualifying deferred compensa-
tion.  For the System’s purposes, a flexible benefit plan is an option offered by an employer to its employees 
covered under the System to receive an alternative form of creditable compensation in lieu of employer-pro-
vided insurance. 

c) Examples of non-creditable compensation not recognized as “salary”: 
1) Lump-sum payments (e.g., retirement incentives, bonuses, payments for unused vacation and sick days) 

becoming due and payable to the member subsequent to receipt of final paycheck for regular earnings. 
2) Any lump sum payment made after the death of the member. 
3) Expense reimbursements, expense allowances, or fringe benefits unless included in a reportable flexible ben-

efit plan. 
4) Any monies received by the member under the Workers’ Compensation Act or the Workers’ Occupational 

Diseases Act. 
5) Compensation for extra duties not requiring teacher certification performed by substitute and part-time 

non-contractual teachers.
6) Any amount paid in lieu of discontinued or decreased non-reportable benefits, or reported in lieu of previ-

ously non-reported compensation, where the conversion occurs in the member’s final seven years of service.  
If any form of non-creditable or non-reported compensation in any of the member’s last seven creditable 
school years of employment exceeds that of any other subsequent year, the System will presume the differ-
ence to have been converted into salary in the subsequent year.  To overcome the presumption, the mem-
ber must submit documentary evidence to the System that clearly and convincingly proves that the change in 
compensation structure was due to a change in a collectively bargained agreement applicable to all individu-
als covered by the agreement, a change in employer policies affecting a group of similarly situated members 
some of whom are not within seven years of retirement eligibility, or a change in family status, and not to 
increase final average salary. 

7) Any amount paid by an employer as the employer’s one time contribution (or on behalf of the employee 
as the employee’s one-time contribution) required by the System as part of the statutory early retirement 
option in Section 16-133.2 of the Act. 

8) Options to take salary in lieu of employment-related expense allowances or reimbursements. 
9) Employer payment of the member’s Teachers Health Insurance Security Fund contribution. 
10) Commissions (i.e., payments to a member based upon a percentage formula). 
11) Contributions to and distributions from nonqualified deferred compensation arrangements. 
12) Employer contributions to and distributions from medical spending accounts.

(Source:  Amended at 35 Ill. Reg. 2788, effective January 25, 2011)



Chapter 4 - Page 1 - Payment of Required Contributions

Chapter Four: Employer Payments
Employer remittances have two categories:

• contributions that are due to TRS based upon the payroll schedule the employer has submitted to 
TRS, referred to as “Pay period contributions.” 

• payments due to TRS that are shown on the monthly online Employer Bill, referred to as 
“Billed amounts.”

Pay period contributions 
Contribution types and rates
Employers remit five types of contributions after a payroll has been issued:

• member TRS retirement contributions 

• employer TRS contributions for member benefit increases 

• employer TRS contributions on salaries paid from federal funds 

• member Teachers’ Health Insurance Security (THIS) Fund contributions

• employer Teachers’ Health Insurance Security (THIS) Fund contributions

The contribution rates are as follows:

Contribution type

7-1-14
through
6-30-15

7-1-15
through
6-30-16

7-1-16 
through
6-30-17

7-1-17
 through
6-30-18

7-1-18
 through
6-30-19

7-1-19
 through
6-30-20

7-1-20 
through
6-30-21

Member TRS 
retirement contribution 9.4% 9.4% 9.0% 9.0% 9.0% 9.0% 9.0%

Employer TRS 
contribution for member 
benefit increase

0.58% 0.58% 0.58% 0.58% 0.58% 0.58% 0.58%

Employer TRS 
contribution on 
federally-funded 
salaries*

33.0% 36.06% 38.54% 10.10% 9.85% 10.66% 10.41%

Member THIS  
(insurance) contribution 1.02% 1.07% 1.12% 1.18% 1.24% 1.24% 1.24%

Employer THIS  
(insurance) contribution 0.76% 0.80% 0.84% 0.88% 0.92% 0.92% 0.92%

Remittance procedures are discussed beginning on page 7.
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Member TRS retirement contributions
(40 ILCS 5/16-152)
All active TRS members are required to contribute 9.0 percent of their creditable earnings to 
TRS.  Legislative factors may increase or decrease the rates. The contribution is used for the 
following purposes:

• retirement annuity - 7.5 percent

• automatic annual increases in annuity - 0.5 percent,

• death benefits - 1 percent

The contribution was:

Rate Effective Date
8.0% July 1, 1971 through June 30, 1998
9.0 July 1, 1998 through June 30, 2005
9.4 July 1, 2005 through June 30, 2016
9.0 July 1, 2016

While the contribution is a member obligation, the employer may agree to pay this contribution 
for the member as a benefit. Member TRS contributions are tax exempt and must be excluded 
from the employee’s taxable income.

Employer TRS contributions for member benefit increases
(40 ILCS 5/16-158)
Employer contributions are provided by the state of Illinois and TRS-covered employers.

• The state of Illinois contributes to TRS on behalf of employers under the continuing appro-
priation law. The contribution is adjusted annually. The state of Illinois remits these contribu-
tions directly to TRS.

• TRS-covered employers contribute 0.58 percent of creditable earnings. 

The 0.58 percent of creditable earnings contributed by the employer to TRS is identified as the 
“employer TRS contribution for member benefit increase.” It was created in 1998 as part of 
the 2.2 legislation. Because implementation of the 2.2 retirement formula meant that TRS would 
pay higher benefits to annuitants, the legislation had to provide additional funding sources. As a 
result, the member contribution rate increased, the state of Illinois contributions increased, and 
the new employer contribution was created. 

The contribution was:

Rate Effective Date
0.3% July 1, 1998
0.58 July 1, 1999
0.18 January 1, 2002
0.58 July 1, 2003
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Employer TRS contributions on salaries paid from federal funds
(40 ILCS 5/16-158)
An employer contribution is due on any portion of a member’s salary that is creditable earnings 
and paid from special trust or federal funds, including stipends and substitute pay, administered 
by the employer. The employer contribution for federally-funded salary must be paid in addition 
to (not in lieu of) the member TRS retirement contribution and the employer TRS contribution 
for member benefit increases. 

The contribution was: 

Rate Effective Date
10.50% through June 30, 2005
7.06 July 1, 2005
9.78 July 1, 2006
13.11 July 1, 2007
17.08 July 1, 2008
23.38 July 1, 2009
23.10 July 1, 2010
24.91 July 1, 2011
28.05 July 1, 2012
35.41 July 1, 2013
33.00 July 1, 2014
36.06 July 1, 2015
38.54 July 1, 2016
10.10 July 1, 2017
9.85 July 1, 2018

10.66 July 1, 2019
10.41 July 1, 2020

Examples of programs paid from federal funds include, but are not limited to:

• Title I (programs include Low Income and Migrant Education)

• Title II (programs include Teacher and Principal Training)

• Title III (programs include Immigrant Education Program)

• Title IV (programs include 21st Century)

• Title V (programs include Rural Education Initiative)

• Title X (programs include Education for Homeless Children)

• Special Education I.D.E.A. (programs include Flow Through and Preschool Education) 

• Race to the Top

• Vocational Education

Do not include earnings paid from state or federal funds provided under Title XX for adult and 
youth education classes for persons whose schooling has been interrupted.
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Health insurance (THIS Fund) contributions
(5 ILCS 375/6.6)
Effective July 1, 1995, all active TRS members, including substitute and part-time teachers who 
are not employees of a state agency covered by the state employees’ health plan, are required to 
make contributions to the Teachers’ Health Insurance Security (THIS) Fund. 

The member THIS Fund contribution was: 

Rate Effective Date
0.50% July 1, 1995
0.65 Jan. 1, 2002
0.75 July 1, 2003
0.80 July 1, 2005
0.84 July 1, 2007
0.88 July 1, 2010
0.92 July 1, 2012
0.97 July 1, 2013,
1.02 July 1, 2014
1.07 July 1, 2015
1.12 July 1 , 2016
1.18 July 1, 2017
1.24 July 1, 2018

While the contribution is a member obligation, the employer may agree to pay the contribution 
for the member as a benefit.

Effective January 1, 2002, the member THIS Fund contributions are tax exempt and must be 
excluded from the employee’s taxable income.

An employer THIS Fund contribution became effective January 1, 2002. 

The contribution was: 

Rate Effective Date
0.40% January 1, 2002
0.50 July 1, 2003
0.60 July 1, 2005
0.63 July 1, 2007
0.66 July 1, 2010
0.69 July 1, 2012
0.72 July 1, 2013
0.76 July 1, 2014
0.80 July 1, 2015
0.84 July 1, 2016
0.88 July 1, 2017
0.92 July 1, 2018
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Member and employer THIS Fund contributions support the Teachers’ Retirement Insurance 
Program (TRIP). TRS acts as a service agent for the Department of Central Management Services 
(CMS) for the collection of THIS Fund contributions. THIS Fund contributions cannot be commin-
gled with TRS assets. Therefore, THIS Fund contributions must be remitted separately and can-
not be transferred to or from other TRS contribution accounts.

TRS annuitants who return to teaching after retirement do not pay member TRS or THIS Fund 
contributions unless they exceed the post-retirement employment limitations. See Chapter 10, 
Post-Retirement Matters, for more information on post-retirement employment limitations.

Employer payroll schedule 
Each April, all contributing employers (except state agencies) are asked to complete an online 
Payroll Schedule form. An example is available on page 12. After signing in to the secure 
Employer Access area of the TRS website, the Payroll Schedule form is available by selecting 
“Payroll Schedule” from the left navigation bar. 

On the Payroll Schedule form, employers should enter the upcoming fiscal year’s payroll dates 
for TRS-covered employees’ (teachers and administrators). 

After saving the payroll dates, employers may view and print a Pay Period Schedule Report. 
An example is available on page 13. The Pay Period Schedule Report shows the reported pay-
roll dates and can be used by employers to record remittance information. If any payroll dates 
change, employers may make updates online until August 31. The updates are entered on the 
Update Payroll Schedule form. An example is available on page 14. A corrected Pay Period 
Schedule Report can be printed.  If updates are needed after August, employers should con-
tact the TRS Accounting Department by calling (888) 678-3675, option 2, or by email at 
employers@trsil.org. 

Employers may also view the district’s contact information and may enter and save changes 
as needed.

Contribution due dates
Employer remittance of member and employer contributions for salary paid between the 1st 
and 15th of the month is due by the 25th of the month. Remittance for salary paid between 
the 16th and the last day of the month is due by the 10th of the following month. All contribu-
tions for the school year ending June 30 are due by July 10.

TRS will assess a penalty if contributions are not received by the due date. To avoid a penalty 
assessment, the transaction must be completed by 3:30 p.m. (Central Standard Time) at least one 
banking business day prior to the due date. Contributions must be remitted electronically. See 
page 7. If no amount is due for a pay period, a transaction for zero dollars should be submitted.

If remittances are not received within 90 days of the due date, TRS is authorized to take action to 
collect the amounts by filing a claim with the Office of the State Comptroller against any future 
state funds due to the employer (40ILCS 5/16-158.1).

mailto:employers%40trsil.org?subject=
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Billed amounts
On approximately the 26th of each month, employers are notified via email that the Employer Bill 
is available online in the Employer Access area of the TRS website. After the employer logs in to 
the Employer Access area, the bill is accessed by selecting “Billing” from the left navigation bar. 

An invoice number is shown on the bill. The bill is separated into sections. The number is even for 
amounts due to TRS and odd for amounts due to THIS Fund.

Employers have the capability to edit billed items when they will not be paying the billed amount. 
This is required so TRS can correctly apply the amount paid. 

Retirement Costs/Other
Section 20 lists amounts due from the employer because of members retiring and the employer 
contributions due for salary in excess of the governor’s statutory salary. The two categories of 
employer retirement costs are Excess Sick Leave and Excess Salary Increase. These amounts due 
are further explained in Chapter 8.

Employer Pay Insurance
Section 25 lists the monthly premiums some employers have agreed to pay for their retired 
teachers’ health insurance. 

Penalties/Other
Section 30 lists penalties owed to TRS. Penalties are assessed for late pay period contribution 
remittances, for the employer under-remitting the previous school year’s pay period remittances 
based on the Annual Report of Earnings (referred to as “report difference”), and for submitting 
the Annual Report of Earnings after the August 15 due date. The type of penalty, the due date, 
and date of receipt are shown on the bill.

The late contribution penalty is the greater of the interest TRS would have earned if the contribu-
tions had been received by the due date, or $50. Currently, TRS charges 7.0 percent interest per 
annum for late payment. This amount is subject to change annually.

The report difference penalty is calculated the same way. By law, July 10 is the last day to deposit 
contributions for the previous fiscal year (40 ILCS 5/16-155). Payments TRS receives after July 10 
are subject to the report difference penalty.

The late Annual Report penalty only applies to reports submitted after August 15 and is $250 per 
day from August 16 until it is submitted.

After the Annual Report is submitted, the employer can send a penalty waiver request to the TRS 
Employer Services Department. The request should indicate why the due date was not met and 
should include any supporting documentation.

Adjustment to Earnings
Sections 40 and 45 list contributions owed to TRS and THIS Fund, respectively, because of an 
adjustment to earnings (ATE) to a member’s previous school year earnings. Member accounts 
(service credit and creditable earnings) will not be updated until ATE amounts are paid in full.
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Report Difference Contributions
Sections 50 and 55 list contributions owed to TRS and THIS Fund, respectively, because prior fis-
cal year contributions were underpaid. Amounts due are calculated after the Annual Report of 
Earnings is reviewed. TRS transfers any overpaid TRS contributions to underpaid TRS contribu-
tions so only remaining underpayments are shown on the Employer Bill. Any remaining overpay-
ments are refunded to the employer.

Billed item due dates
Billed amounts are due upon receipt of the bill. Do not prepay items that will appear on the 
Employer Bill. Billed amounts must be remitted electronically. Remittance procedures follow.

Remitting payments to TRS
Pay period contributions and billed amounts must be remitted electronically via touch-tone tele-
phone or the Internet. Only payments requiring an employer payment coupon, such as employer 
payment of a member’s 2.2 or optional service cost, can be paid by check. (See Chapter 7, 
Optional Service Credit and Payment Options.)

Whether employers remit by phone or Internet, transactions must be completed by 3:30 p.m. 
(Central Standard Time) at least one business banking day prior to the due date in order for the 
payment to be considered timely.

How the electronic funds transfer (EFT) system works
EFT enrollment and banking changes
New employers must complete the Electronic Funds Transfer Form (see page 15) to initi-
ate the necessary EFT banking relationship. This form is available on the TRS website. The 
new employer should mark  “Add New Account” at the top of the form and provide all of the 
requested information.

The Electronic Funds Transfer Form is also used to submit banking information changes to TRS. 
The employer should mark “Notice of Change” at the top, complete the necessary informa-
tion, note the effective date, sign and date the form, then fax the form to the TRS Accounting 
Department at (217) 753-0969.

Personal identification number (PIN)
Whether employers remit by phone or the Internet, the same personal identification num-
ber (PIN) is used. However, the phone must be used to change or establish a PIN. To start, call 
(800) 230-1107. Enter the employer number and PIN, then select option 6 to submit the desired 
change. The PIN should be securely kept because it provides access to the system.

Information needed for a remittance
Whether employers remit by phone or the Internet, the required data input script the employer 
follows is identical. To make a payment, employers need the TRS employer number (TRS code), 
PIN, and information for the type of payment the employer is making, such as the fiscal year, pay 
period, bill invoice and section numbers, and dollar amounts. Employers may remit multiple pay 
periods or multiple contribution types in the same session.
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Option types on the EFT data input script
• Option 1 – Member and Employer Contributions: used for pay schedule remittances of mem-

ber TRS retirement contributions, employer TRS contributions for member benefit increases, 
and employer TRS contributions on salaries paid from federal funds.

• Option 2 – Teachers’ Health Insurance Contributions: used for pay schedule remittances of 
member and employer THIS Fund contributions.

• Option 3 – TRS Remittance Payment: used for all TRS Employer Bill remittances. Enter the bill 
section and invoice number shown on the bill. If employers have amounts due for more than 
one bill section, each amount needs to be entered separately.

• Option 4 – THIS Fund Remittance Payment: used to pay THIS Fund Employer Bill amounts. 
Enter the bill section and invoice number shown on the bill. If employers have amounts due 
for more than one bill section, each amount needs to be entered separately.

Telephone remittance
Dial (800) 230-1107 and follow the prompts on the script – see pages 16 and 17. A five-digit ref-
erence number will be assigned to each completed transaction and should be recorded, along 
with the debit date, on the Pay Period Schedule Report (example on page 13). The system is avail-
able 24 hours a day, seven days a week, including holidays.

To inquire about or cancel a payment, dial the 800 number shown above and select option 5 after 
entering the employer number and PIN. Employers will be connected with an operator who can 
access their account information.

Internet remittance
The employer’s computer should use either the latest version of Internet Explorer  or  Firefox, 
and a screen resolution of 1024 x 768 is recommended. The system is available 22 hours a day 
(with a nightly maintenance window), seven days a week. The most advanced security avail-
able is used to ensure the privacy of payment information and all transactions are conducted 
over a Secure Sockets Layer (SSL) connection secured with 128-bit encryption. The system uses 
a time out feature — employers will automatically be logged off if the system is inactive for 
five minutes.

To make an Internet payment: 

• Access the TRS website at https://www.trsil.org and sign in to the secure Employer Access 
area.

• After signing in to the Employer Access area, select “Online Payments” from the left 
navigation bar.

• Enter the employer number and PIN (personal identification number) on the Log On screen, 
then select “Log On.”

• On the Select Payment Type screen (example follows), choose the desired payment option. 
These options correspond to the options available on the EFT telephone script. 

• On the Make a Payment screen (example follows), enter the appropriate values in the dis-
played fields and select “Continue.”

http://trsil.org
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• On the Confirm Payment Information screen (example follows), review the information for 
accuracy. If it is correct, select the “Submit Payment” button. If it is incorrect, select the “Edit 
Payment” button to make changes.

• The employer reference number will be shown on the Payment Acknowledgement screen. 
Print this page as a receipt for the payment (or, employers may capture the printer friendly 
file to save it to a location of their choice). If another payment is necessary, select “New 
Payment.” Otherwise, select “Log off.”

To inquire about or cancel a payment (example follows), after entering the employer PIN, from 
the left navigation bar select on “Cancel a payment” or “Payment Inquiry.” The payment history 
will be displayed with available cancellation options. Please be aware that time frame limits do 
exist for the cancellation and inquiry options.

Payment warehousing
The EFT system allows employers to “warehouse” payments by specifying a future debit date. 
The date can be up to 30 days in the future for TRS and THIS Fund contributions (options 1 and 2).

Account information
Remittances, as well as other account activity, can be viewed from the TRS website. After signing 
in to the secure Employer Access area, select ”Accounts” from the left navigation bar. Various 
reports are also available by selecting “Reports” from the menu. TRS recommends that employ-
ers use these online features to ensure that payments have been applied as intended. In addi-
tion, the information can aid the employer when completing the Annual Report of Earnings. 
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Form: EFT Examples
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https://www.trsil.org 

Welcome to TRS! 

Home I Payments • I Account • I Help • I Logout 

Payment History 

To view previously submitted payments, select an Employer number from the drop dow 

Employer Number: !All vi 
Start Date: \0511112018 

End Date: IOB/0912018 

Total records displayed: 6 out of6 [ Export to CSV I [ Show All Available ! 
Drag a column header and drop it here to group by that column 

Employer ,,,,,,... y P1ym11t1 Contribution .... � y 
Number ·- Time(MT) ,,,. ....... 

0&/0412017 01:00 PM TEA.CHER Wob 

O&I04J2017 12:57PM MEMBER/ ... Wob 

0Ml1/2017 02:39PM MEMBER/ Wob 

0&IOt/2017 12:14PM MEMBER/ ... Wob 

0&/01/2017 08:SSAM MEMBER/ Wob 

07113/2017 10:13AM MEMBER/ ... Wob 

'!,a � 

Go to top of page 

P.1y1MC1t 

Amount 

Make a Payment 

Cancel a Payment 

� 

BaonkAecount y 
O.bil0.1tie 

$1.00 08110/2017 

$13.00 08/10/2017 

$1.00 08/0312017 , ... 0&'03/2017 

S100.00 03110/2017 , ... 07114/2017 

C 2001+2017 First Data Government Solutions, LP. All Rights Reserved. Privacy Policy 

Relfle- Status y 
Number 

40006 Scheduled 

40005 Scheduled 

10012 Cancelled 

10008 S.ltlod 

10005 Cancelled 

30001 S.ltlod 

Displaying ttems � + 6 of 6 
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Form: Employer Pay Schedule

�·i38¥ii·i& 

Payroll Sdaedule 

School Year: 12018-19 vi I Select I 
1

st 
Pav 

July: 
Auqust: 
September: 
October: 
November: 
December: 
Januarv: 
Februarv: 
March: 
Aoril: 
May: 
June: 

Pav eeriod Schedule Reoort � 

Siqn Out 

A«ounting O,.�rtnwnt: (888) 678-367:5 

1mpfpym@tnil.org 

Please contact the Accounting Department at {888} 678-3675, option 2 or employersCJltr5il.9rg if changes are necessary. 
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Form: Employer Pay Period Schedule Report
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Update Payroll Schedule

�·i38¥ii·i& 

Update Payroll Schedule 

School Year: 2018-19 

1st Pay 

July: � 
August: � 
September: D 
October: D 
November: D 
December: D 
January: D 
February: D 
March: D 
April: D 
May: D 
June: D 

2nd Pay 3rd Pay 4th Pay 

� D D 
� D D 
D D D 
D D D 
D D D 
D D D 
D D D 
D D D 
D D D 
D D D 
D D D 
D D D 

5th Pay 

D 
D 
D 
D 
D 
D 
D 
D 
D 
D 
D 
D 

Siqn Out 

A«:ounting 0..J,Mrtn-nt: (888) 678-367:5 
r'!PPYr:J@bJil.org 
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SAMPLE

Form: Electronic Funds Transfer Program Enrollment Form

Electronic Funds 
Transfer Form

Employer Number (7 digits) __ __ __ __ __ __ __

Employer Name (please print) __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ 
(25- character maximum: name as it should appear for ACH presentation to your financial institution and to TRS.) 

Check the appropriate box and indicate the effective date.

Add New Account (new employer) Effective Date  _____________________ 

Notice of Change (different banking information)

Delete Account (no longer a valid employer)

ABA/Routing # (9 digits) __ __ __ __ __ __ __ __ __ Checking Savings
(Identifies the financial institution where the employer’s account is maintained; can be found in the bottom MICR line of the employer’s 
check.)

Bank Account # (17-digit maximum) __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __
(Account number used to pay the remittance; typically, the second number in the bottom MICR line of the employer’s check. Do not 
include the check number.)

Daily Debit Maximum (optional) $__,__ __ __,__ __ __.__ __

Teachers’ Retirement System (the ‘System’) is hereby authorized to present debit entries, which the employer 
through its authorized agent originates, to the bank account identified above and the bank is authorized to debit 
such account for the payment(s). The employer’s participation in the EFT program is mandatory and subject to 
the rules and regulations issued by the System, as amended from time to time.  The person who executes this form 
on behalf of the employer represents to the System that he or she is authorized to do so. 

_____________________________ ________________________ _______________
Signature of Responsible Business Official  Title Date

Please fax the completed form to the TRS Accounting Department at (217) 753-0969.  Thank You.

DO NOT COMPLETE THIS SECTION (Internal Use Only)

Level I#         6 2 7 9   Level II# Location # & Disc Data B PIN(Disc Data G) (For NEW Only)
Member/Employer Contribution: 0 1  7 Digit Employer Number Y0000

Teachers’ Health Insurance Security Fund: 0 2  7 Digit Employer Number Y0000
TRS Remittance: 0 4  7 Digit Employer Number Y0000

THIS Fund Remittance: 0 5  7 Digit Employer Number Y0000

06002015 3/07 



Chapter 4 - Page 16 - Payment of Required Contributions

SAMPLE

Form: Instructions for Electronic Funds Transfer (EFT) Program for Employer Remittances

Online form  06002025 1/12 For assistance, please contact the TRS Accounting Department at (888) 678-3675 from 8:30 a.m. to 4:30 p.m.

Instructions for Employer 
Electronic Funds Transfer (EFT)

SYSTEM INSTRUCTIONS

• The system is available to you 24 hours a day, seven days a week, including weekends and holidays.
• To be considered timely, calls must be completed by 3:30 p.m. (Central Time) at least one business banking day before the payment 

due date.
• You must enter the date you would like your bank account debited.  You may specify a future bank account debit date. This date 

cannot be a weekend or Federal Reserve Bank holiday and must be at least one business day in the future.  For pay period 
contributions (options 1 and 2), you have up to 30 days in the future to settle. For billed items (options 3 and 4), you may designate 
up to 40 days in advance.

• You may remit multiple pay periods or multiple contribution types in the same phone call. 

Please have the following information ready before calling.  
• For ALL remittances:

o 7-digit employer ID number
o PIN code
o Amount(s), as dollars and cents
o Bank account debit date (6-digit MMDDYY)

• AND for pay period contributions you will also need:
o Employer Pay Period Schedule Report
o Fiscal year (4-digit CCYY)
o Pay period (values 01-60, inclusive)

• OR for billed items you will also need:
o Bill invoice number and bill section number

Call toll-free: (800) 230-1107
1. System: Welcome to the Teachers’ Retirement System of the State of Illinois. Please press 1 now.  

Employer: 1.
2. System: Please press the pound (#) sign after each entry to speed your call.
3. System: Please enter your 7-digit employer number.

Employer: __ __ __ __ __ __ __ #.
4. System: Enter your PIN code.

Employer: __ __ __ __ #
5. System: To make a member and employer contribution, press 1. To make a Teachers’ health insurance contribution,

press 2. To pay TRS billed items, press 3. To pay THIS Fund billed items, press 4. To perform a cancellation or 
inquiry about a payment, press 5. For a PIN code change, press 6.

Employer: __  #.
System: 1# - proceed to step 6a – Option 1

2# - proceed to step 6a – Option 2
3# - proceed to step 6a – Option 3
4# - proceed to step 6a – Option 4
5# - hold for operator assistance
6# - follow along as prompted
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SAMPLE

Online form  06002025 1/12 For assistance, please contact the TRS Accounting Department at (888) 678-3675 from 8:30 a.m. to 4:30 p.m.

Option 1 - For Member and Employer Contributions:
(Refer to Employer Pay Period Schedule Report.)
6a. System: Enter the fiscal year for which you are 

remitting contributions.
Employer: __  __ __  __ # (CCYY) 

6b. System: Enter the pay period.
Employer: __  __  #

6c. System: Enter the total member TRS contributions.
Employer: $_____________________ . ______#

6d. System: Enter the total employer contributions from 
special trust or federal earnings.

Employer: $_____________________ . ______#
6e. System: Enter the total employer’s contributions for 

member benefit increase.
Employer: $_____________________ . ______#
System: Your TOTAL for all amounts entered is: 

__________________dollars and
__________cents.

To accept, press 1. To correct and re-enter (all amounts), 
press 2.
Employer: 1# (accept) – proceed with steps #7, 8, 9.

2# (correct) – return to step #6a and
re-enter.

Option 2 - For Teachers’ Health Insurance Contribution:
(Refer to Employer Pay Period Schedule Report.)
6a. System: Enter the fiscal year for which you are 

remitting contributions.
Employer: __  __ __  __ # (CCYY) 

6b. System: Enter the pay period.
Employer: __  __  #  

6c. System: Enter the TOTAL member and employer  
THIS Fund contribution amount (in dollars 
and cents).

Employer: $_____________________ . _______#
System: You entered: _______________dollars and  

___________cents.
To accept, press 1.   To correct and re-enter, press 2.
Employer: 1# (accept) – proceed with steps #7, 8, 9.

2# (correct) – return to step #6a and re-enter.

Option 3 - For Payment from a TRS bill:
6a. System: Enter the bill invoice number of the bill you 

are paying from.
Employer: __  __  __  __ __  __ #

6b. System: Enter the TRS bill section number for which 
you are making payment.

Employer: __ __ # 
6c. System: Enter the dollar amount for the TRS bill 

section number.
Employer: $_____________________ . ______
System: You entered: _______________dollars and 

___________cents.
To accept, press 1.  To correct and re-enter, press 2.
Employer: 1# (accept) – proceed with steps #7, 8, 9.

2# (correct) – return to step #6a and
re-enter.

Option 4 - For Payment from a THIS Fund bill:
6a. System: Enter the bill invoice number of the bill you 

are paying from.
Employer: __  __  __  __ __  __ #

6b. System: Enter the THIS Fund bill section number for 
which you are making payment.

Employer: __  __ # 
6c. System: Enter the dollar amount for the THIS Fund 

bill section number.
Employer: $_____________________ . _______
System:  You entered: _______________dollars

and ___________cents.
To accept, press 1.   To correct and re-enter, press 2.
Employer: 1# (accept) – proceed with steps #7, 8, 9.

2# (correct) – return to step #6a and
re-enter.

7. System: Enter the date you would like your bank account debited (required).  
Employer: __  __  __  __  __  __  # (MMDDYY).
System: You entered a debit date of ________________.

To accept, press 1.  To correct and re-enter, press 2.
Employer: 1# (accept)  - proceed with step #8.

2# (correct) - return to step #7.
8. System: Thank you.  Your contribution has been accepted.  Your reference number is ________________________.  

Repeating, your reference number is ____________________________. 
9. System: To disconnect, press 1.  To continue, press 2.

Employer: 1# - Thank you for using the Teachers’ Retirement System.  
2# - To report for the same employer number, press 1. (Returns to step #5.)

To report for a different employer number, press 2. (Returns to step #3.)
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Index of Examples
Example Description Example Page
Accrual 53-55 37

Days Worked Report 59

Docked days - full-time 20 22

Docked days - full-time teacher 
docked at substitute rate

22 22

Docked days - part-time contractual 21 22

End-of-career salary increases 56 38

Extra duty - full-time 16 20

Extra duty - part-time contractual 17 21

Extra duty - part-time noncontractual 19 21

Extra duty - retirement 60 54

Extra duty - substitute 18 21

Federal funds 50-52 36

Flexible benefit plan - full-time 
employed partial year

36 29

Flexible benefit plan - full-time teacher on leave 
of absence, flexible benefit plan prorated

37 29

Flexible benefit plan - full-time teacher on leave 
of absence, flexible benefit plan not prorated

38 30

Flexible benefit plan - teacher 
and administrator plan

39 30

Full-time - administrator with 11-month contract 6 17

Full-time - administrator with 12-month contract 5 16

Full-time - disability 58 52

Full-time - employed partial year 1 15

Full-time - federal funds 4 16

Full-time - four clock hours daily 2 16

Full-time - paid over 12 months 3 16

Full-time - retirement 57 50

Jury duty - district makes partial payment 41 31

Military service 42 32

Multiple employers - full-time and extra duty 25 24

Multiple employers - full-time 
and part-time contractual 

23 23

Multiple employers - part-time contractual 24 23

Multiple employers - substitute 26 24

Multiple employment types - 
full-year employment

27 25

Multiple employment types - part-
time noncontractual and substitute

29 26

Multiple employment types - 
substitute to full-time

28 26

Multiple employment types- part-
time contractual and substitute

30 26

Noncreditable earnings - converting 
fringe benefits to salary

46 34

Noncreditable earnings - employer payment 
of member’s THIS Fund contribution

47 34

Example Description Example Page
Noncreditable earnings - travel 
allowance with salary option

45 34

Part-time contractual - partial year 8 18

Part-time contractual - refund 59 53

Part-time contractual - three days per week 7 17

Part-time noncontractual - homebound teacher 9 18

Part-time noncontractual - social worker 10 18

Prepayment of earnings 49 35

Sabbatical leave 48 35

School administrator - retirement 62 56

Substitute - also teacher’s aide 13 19

Substitute - death 61 55

Substitute - full days 11 19

Substitute - paid at two different 
rates and nonlicensed duties

14 19

Substitute - paid full-time rate 15 20

Substitute - partial days 12 19

Summer extra duty - full-time 33 28

Summer extra duty - substitute 34 28

Summer school - full time 31 27

Summer school - substitute 32 27

Summer school only 35 28

Tax-sheltering - salary schedule add-on method 44 33

Tax-sheltering - salary schedule 
reduction method

43 32

Workers’ compensation - 
employer pays partial salary

40 31

Sick Leave Certification for Public Act 94-0004 Forms
Full-time - retirement 57 51
School administrator - retirement 62 57

Non-Fatal Edit Code Examples Example Page
Annual salary rate and creditable 
earnings reported correctly 

1 4

Annual salary rate reported incorrectly 2 4

Annual salary rate and creditable earnings 
reported incorrectly on Supplementary Report

3 5

Returning to teaching after temporary disability 4 5

Annual salary rate and creditable earnings 
reported correctly for current and prior years

5 6

Days paid, annual salary rate and earnings 
reported incorrectly in the prior year

6 7

Part-time contractual (P) teacher 
for whole year with no docks

7 8

Part-time contractual (P) teacher with docks 8 8
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Importance of the Annual Report of Earnings
The Annual Report of Earnings provides the information necessary to establish and record 
earned service credit, salary rates, creditable earnings, and contributions for members. The integ-
rity of each member’s retirement record depends upon the accuracy of this report. The Annual 
Report also provides the information necessary to prepare the member’s TRS Benefits Report.

Every TRS employer is required to file an Annual Report with TRS each fiscal year. 

Information for the Annual Report of Earnings 
The Annual Report of Earnings should include only earnings for the cur rent fiscal year. After the 
Annual Report has been filed, necessary corrections can be made by filing an Employer’s Report 
of Adjustments to Earnings form for previously reported earnings.

When a claim for benefits (retirement, disability, death) or refund is initiated prior to the date 
TRS completes the review of the Annual Report, a Supplementary Report form must be com-
pleted by the employer. 

Filing the Annual Report of Earnings and related forms
Employers are required to file their Annual Report of Earnings via the web-based Annual 
Reporting System (ARS). Submission is entirely online. There are no forms or additional doc-
uments to mail. The ARS allows multiple users to access the system and work on the Annual 
Report at the same time. Employers also have the ability to enter edit explanations, earnings, 
terminated sick leave, leave of absence, or sabbatical leave information for each member on 
one screen.

In June of each year, TRS emails instructions for using the web-based ARS and filing the Annual 
Report of Earnings. 

Web-based ARS
After signing in to the secure Employer Access area, employers can navigate by using menu items 
located on the left side of the screen. 

Import/Recover/Delete - Use to import data from an employer file, recover data from the 
prior year’s Annual Report, delete earnings information, or delete all employees from the 
Annual Report.

Importing employee records is a time-saving process that allows employers to gather payroll 
information in a fixed-length ASCII format and then import the data into the ARS. Modifications 
to the imported data are generally necessary to properly report Annual Report data in accor-
dance with TRS guidelines. 

If the recover option is used, the process will recover from the TRS database all employees 
that have service and earnings information from the prior year. This will take into account any 
employees added or deleted during the prior year through the adjustments to earnings or Annual 
Report processes. 

Employee List - Use to view a list of all employees on the Annual Report. On this screen, use the 
“Update” link to modify or delete employee information, including employee demographic infor-
mation, earnings, terminated sick leave, leave of absence, and sabbatical leave.
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Add Employee - Use to manually enter an employee to the Annual Report. Employers will be 
prompted to enter addresses for all new TRS members.

Remittances - Use to enter the amounts remitted for each contribution type.

Compliance Questionnaire - Use to complete the Compliance Questionnaire.

Reports - Use to view and print various reports.

Submit to TRS - Use to view an Annual Report checklist, enter contact information, and submit 
a completed Annual Report to TRS. Once the Annual Report is submitted, employers will receive 
an email confirming TRS has received the report.

Note: if you are entering data on a screen, you must first save the information before selecting a 
menu item to prevent losing any unsaved data.

Edit process — fatal and non-fatal edits
The edit process gives the employer an opportunity to correct reporting errors or explain situa-
tions that TRS will be required to research. Each edit is assigned a number and is either fatal or 
non-fatal. Employers can print a list of all edit codes by selecting on “How To Use This System” 
on the left navigation bar, then selecting “TRS Edits.” Edits invoked on each member can be 
viewed on the “Update Employee” screen. Fatal edits will be shown in red and non-fatal edits 
in black. A short description of the edit will be shown with the edit number. To see a detailed 
description of the edit code and instructions for addressing the edit, refer to the printed edit list 
or select the at the end of the edit description.

Fatal edits
A fatal edit identifies incorrect or incomplete information and must be corrected before the 
Annual Report can be submitted to TRS. 

An example of a fatal edit with incorrect information is Edit 4215 - “Creditable earnings are 
greater than annual salary rate.” Annual salary rate cannot be less than creditable earnings. 
Either annual salary rate or creditable earnings must be corrected. For additional information 
on reporting annual salary rates refer to pages 13-14, “Annual Report Information–Annual sal-
ary rate.”

An example of a fatal edit with incomplete information is Edit 5203 - “Total number of days paid 
is required and must be a whole number. If employment type is extra duty, enter zero.” For 
employment types full- time, part-time contractual, part-time noncontractual and substitute, 
enter the total number of days (Monday through Friday) the teacher performed licensed work. 
Ensure partial days are not converted to whole day equivalents. A zero must be entered for 
employment type extra duty. For additional information on days paid refer to page 13, “Annual 
Report Information–Days paid.”

Non-fatal edits
A non-fatal edit does not necessarily mean that the information entered is incorrect. Many edits 
are reasonableness checks, prompting TRS to verify the member data. Review the reported infor-
mation. If the member has been correctly reported, enter an explanation for the edit. A detailed 
note on the “Edit Report” may prevent an inquiry from TRS. Employers should not modify the 
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member data solely because an edit exists. Modifications to the member data should be made 
only if the original information is incorrect or not in accordance with reporting guidelines.

Non-fatal edit examples
In the first example shown, the information reported is correct but a detailed explanation is 
required on the edit report. 

Edit 4288 - “The daily rate (computed by dividing the annual salary rate by the number of days in 
the employment agreement) multiplied by the total number of days paid is not within $1,000.00 
of creditable earnings for a full-time member age 50 or greater.” Review the reported informa-
tion and correct if in error. This edit often occurs when rate and earnings are correct, but the cal-
culation appears incorrect because the member received extra duty or lump-sum payments. If 
the annual salary rate and creditable earnings are both correct, please provide a detailed break-
down of the reported annual salary rate and creditable earnings.

The following edit explanations do not provide enough detail for TRS  to complete processing 
the Annual Report. TRS will be required to contact the employer for additional information. 

 “The teacher was docked.”  
“On leave of absence for part of the year.”   
“Earned extra duties.” 

Example 1: Teacher 1 annual salary rate and creditable earnings have been  
reported correctly 
Annual Report of Earnings

Name
Empl 
Type 

FTE %
Contract 

Days
Days Paid Annual Salary 

Rate
Creditable 
Earnings 

Member TRS  
Contributions 

Federal 
Funds

Teacher 1 F 100 180 15 51,300.00 5,327.78 479.50

Include the following detailed explanation on the edit report:

Base $50,000.00 ÷ 180 x 14.5 days paid = $4,027.78
Internal sub 300.00 300.00
Committee work 500.00 500.00
Coach + 500.00 +  500.00
Total $51,300.00 $5,327.78

In the second example, the information reported is incorrect and after the correction is made, 
the edit is no longer invoked.

Example 2: Teacher 2 annual salary rate has been reported incorrectly 
Annual Report of Earnings

Name
Empl  
Type 

FTE %
Contract 

Days
Days Paid Annual Salary 

Rate
Creditable  
Earnings 

Member TRS  
Contributions 

Federal  
Funds

Teacher 2 F 100 180 100 50,000.00 28,877.78 2,599.00

In researching this member, the district discovered the annual salary rate had been reported 
incorrectly. This member earned $1,100 for timesheet extra duties such as chaperoning, internal 
substitution, and curriculum work that was not included in the annual salary rate.

Base $50,000.00  ÷ 180 x 100 days paid =  $27,777.78
Internal sub, chaperone, curriculum +    1,100.00 +    1,100.00
Total $51,100.00 $28,877.78
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When the annual salary rate was corrected to $51,100.00, Edit 4288 no longer invoked on 
this member.

Name
Empl  
Type 

FTE %
Contract 

Days
Days Paid Annual Salary 

Rate
Creditable  
Earnings 

Member TRS  
Contributions 

Federal  
Funds

Teacher 2 F 100 180 100 51,100.00 28,877.78 2,599.00

The following edits invoke when the Annual Report does not match information provided on the 
Supplementary Report.

Edit 4225 -  “Annual salary rate on the Annual Report is not within $500.01 of the annual salary 
rate reported on the Supplementary Report.”  

Edit 4226 – “Creditable earnings on the Annual Report are not within $500.01 of the creditable 
earnings reported on the Supplementary Report.”

Review the reported information. If the Annual Report amount is correct, submit a cor-
rected Supplementary Report. If the Supplementary Report amount is accurate, correct the 
Annual Report.

For members who returned to teaching after receiving a refund or temporary disability benefit, 
note the member’s return date and if the Supplementary Report is correct through the last day 
paid prior to the refund or disability.

In addition, if the member earned extra duties after returning, note the duties performed along 
with a breakdown of the duties earned.

Example 3: Teacher 3 annual salary rate and creditable earnings were reported 
incorrectly on the Supplementary Report 
On the Supplementary Report,  Teacher 3 was reported with total annual salary rate and credit-
able earnings of $75,000.00.

Annual Report of Earnings

Name
Empl 
Type 

FTE %
Contract 

Days
Days Paid Annual Salary 

Rate
Creditable 
Earnings 

Member TRS  
Contributions 

Federal 
Funds

Teacher 3 F 100 180 180 76,200.00 76,200.00 6,858.00

In researching this member, the district discovered that there was $1,200 of extra duty earned 
during the year for club sponsorships, internal substitution and hallway and bus supervision.  The 
district submitted a revised Supplementary Report.  See Revisions on page 48.

The edit will continue to invoke until TRS has reviewed the revised Supplementary Report.  
Include the following explanation on the edit report:

 “The Annual Report is correct.  A revised Supplementary Report has been submitted to cor-
rect the Supplementary Report to include extra duties earned during the year.”

Example 4: Teacher 4 returned to teaching after temporary disability
Teacher 4 was on temporary disability during the year. Edits 4223 and 4226 invoked. 4223 – “Total 
number of days paid on the Annual Report is not equal to the total number of days paid reported 
on the Supplementary Report.
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She was reported as follows on the Supplementary Report:

Annual Report of Earnings

Name
Empl 
Type 

FTE %
Contract 

Days
Days Paid Annual Salary 

Rate
Creditable 
Earnings 

Member TRS  
Contributions 

Federal 
Funds

Teacher 4 F 100 180 100 52,350.00 29,238.89 2,631.50

In researching this member, the district discovered that she had returned to teaching and earned 
additional extra duties after her return.  The Supplementary Report is correct as of the date she 
started receiving disability benefits.  Do not correct the Supplementary Report.

The following edit explanations do not provide enough detail for TRS to complete processing the 
Annual Report. We will be required to contact you for additional information.

 “Teacher 4 was on a leave of absence for disability.” 
“Annual Report is correct.” 
“Teacher 4 returned to teaching.”

Add the following explanation:

 “The Supplementary Report is correct. Teacher 4 returned to teaching on March 16, 2019. She 
earned $100 of extra duties for attending a curriculum writing workshop after her return.”

Edit 4242 – “The member was full–time at the same district in the prior year and is reported 
as full–time this year with a 25 percent or more rate increase from the prior year without the 
same percentage change in FTE. Additionally, the current days in the employment agreement are 
within 10 days of the prior year employment agreement.” Review the reported information for 
the current year and the prior year to determine if the member has been reported correctly. If 
the member was reported correctly, document the reason for the increase.

Example 5: Teacher 5 annual salary rate and creditable earnings reported correctly for 
both current and prior years
2019-20 Annual Report of Earnings

Name
Empl 
Type 

FTE %
Contract 

Days
Days Paid Annual Salary 

Rate
Creditable 
Earnings 

Member TRS  
Contributions 

Federal 
Funds

Teacher 5 F 100 180 180 35,000.00 35,000.00 3,150.00

Employer

Social Security number Member's name 

Claim Type: Disability Benefit

Last day of school term or employment agreement, if longer:

Employment type:

Full-time

Part-time Noncontractual (Hourly/Daily)

Part-time Contractual

Extra Duty

Substitute

Earnings Information for 2018-19 School Year
Date of last payment for regular earnings:

Number of days in employment agreement:

Total number of days paid:

DO NOT convert partial days into full day equivalents. Count every paid day, Monday through Friday.

Actual number of hours worked:

2018-19 
School Year

Annual
Salary Rate

Creditable
Earnings

Member TRS 
Contributions 

(9.0%)
Base
Flexible Benefit Plan
Extra-duty
(coaching, driver's education, cheerleading sponsor, 
etc.)
Severance / Lump-sum**
(bonus, sick leave, retirement incentive, etc.)
Totals:
**Date of Severance / Lump-sum Payment:

(If paid out over several periods, enter last date paid.)

PLEASE COMPLETE QUESTIONS ON THE NEXT PAGE.

Supplementary Report 
For 2018-19 School Year 

Disability Benefit

This Supplementary Report has not been submitted to TRS.

 180 
 44

 52,000.00 12,711.11
 
 
 250.00 250.00

 52,250.00 12,961.11  1,166.50
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2020-21 Annual Report of Earnings

Name
Empl 
Type 

FTE %
Contract 

Days
Days Paid Annual Salary 

Rate
Creditable 
Earnings 

Member TRS  
Contributions 

Federal 
Funds

Teacher 5 F 100 180 180 45,000.00 45,000.00 4,050.00

In researching this member, the district discovered that she had been reported correctly in 
both years but had earned several extra duty stipends in 2020-21 that she did not have in 2019-20.

The following edit explanations do not provide enough detail for TRS to complete processing the 
Annual Report. We will be required to contact you for additional information.

 “Reported correctly.” 
“Worked all year.”

Add the following explanation:

 “Teacher 5 did not have any extra duties in 2019–20. In 2020–21, she earned $4,600 for being 
the volleyball coach, $4,600 for being the golf coach and $100 for chaperoning a dance.”

Example 6: Teacher 6 days paid and annual salary rate reported incorrectly in the  
prior year
2019-20 Annual Report of Earnings

Name
Empl 
Type 

FTE %
Contract 

Days
Days Paid Annual Salary 

Rate
Creditable 
Earnings 

Member TRS  
Contributions 

Federal 
Funds

Teacher 6 F 100 180 180 24,000.00 24,000.00 2,160.00

2020-21 Annual Report of Earnings

Name
Empl 
Type 

FTE %
Contract 

Days
Days Paid Annual Salary 

Rate
Creditable 
Earnings 

Member TRS  
Contributions 

Federal 
Funds

Teacher 6 F 100 180 180 40,800.00 40,800.000 3,672.00

The district discovers that the teacher was reported incorrectly during the prior year.

The district should email the Employer Services Department at employers@trsil.org to request 
an Employer’s Report of Adjustments to Earnings (ATE) form to correct prior year reporting 
errors. Include the member’s name, last four digits of the Social Security number, the corrected 
days paid, annual salary, creditable earnings and amount of salary paid from federal funds. For 
the corrected annual salary rate, list the base rate, flexible benefit plan earnings, extra-duty earn-
ings and lump sums. TRS will complete the ATE form to correct 2017-18 reporting error.

The district sent the following email to TRS:

 “Teacher 6 was reported incorrectly during the 2019-20 school year. She was reported 
with 180 days paid. She did not work the full year. Her days paid and annual salary rate need 
to be corrected. She worked 120 days. Her annual salary rate was $36,000.00. She did not 
have any extra duties.  None of her earnings were paid from federal funds.”

Add the following explanation:

 “Teacher 6 was reported incorrectly during the 2019-20 school year. An email has been sent 
to the Employer Services Department for a correction to the 2019-20 school year.”

mailto:employers%40trsil.org?subject=
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Edit 5233 – “Annual salary rate exceeds creditable earnings by more than $0.99 for an employ-
ment type of part-time contractual.”  Verify the employment type, annual salary rate and cred-
itable earnings are reported correctly. Do not report the full-time (100%) equivalent salary rate 
for part-time contractual members. Instead, annual salary rate should reflect what the mem-
ber would earn in the part-time position for the entire school term. If an employment type of 
part-time contractual is correct and the member taught the entire year with no days docked, 
annual salary rate should be corrected to equal creditable earnings.

Example 7: Teacher 7 Part-time contractual (P) teacher for whole year with no docks
Annual Report of Earnings

Name
Empl 
Type 

FTE %
Contract 

Days
Days Paid Annual Salary 

Rate
Creditable 
Earnings 

Member TRS  
Contributions 

Federal 
Funds

Teacher 7 P 60 180 180 54,000.00 32,400.00 2,916.00

In researching this member, the district discovered that she worked three days per week the full 
school term with no days docked. The district made the following correction and the edit no lon-
ger invoked.

Annual Report of Earnings

Name
Empl 
Type 

FTE %
Contract 

Days
Days Paid Annual Salary 

Rate
Creditable 
Earnings 

Member TRS  
Contributions 

Federal 
Funds

Teacher 7 P 60 180 180 32,400.00 32,400.00 2,916.00

In the following example, the teacher was docked and the district needs to add an 
edit explanation.

Example 8: Teacher 8 Part-time contractual (P) teacher with docks
Annual Report of Earnings

Name
Empl 
Type 

FTE %
Contract 

Days
Days Paid Annual Salary 

Rate
Creditable 
Earnings 

Member TRS  
Contributions 

Federal 
Funds

Teacher 8 P 80 180 175 33,920.00 32,987.25 2,968.25

The following edit explanations do not provide enough detail for TRS to complete processing the 
Annual Report. We will be required to contact you for additional information.

 “Teacher 8 was docked.” 
“Teacher 8 is an 40 percent teacher.” 
“Teacher 8 ran out of sick leave days.”

Add the following explanation:

 “Teacher 8 works five days per week and he was docked five days. He also 
earned $320 dollars for internal substitution. His rate was calculated as fol-
lows:  $33,600 + 320 = $33,920.00. His earnings were calculated as follows:  
$33,600.00 ÷ 180 = 186.67 x 175 = 32,667.25 + 320 = $32,987.25.

Tip: Employers may find it helpful to filter the Annual Report to show employees who have fatal 
errors only or non-fatal errors only while addressing the edits.
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Annual Report Remittances
Enter the total remittances for the member retirement contributions, employer federal funds 
contributions, employer contributions for member benefit increase, and total THIS Fund con-
tributions on the “Remittances” screen. Please refer to “Accounts” or “Reports” under the 
“Accounting” section of the Employer Access area for fiscal year-to-date totals when enter-
ing the remitted contributions. After entering the contributions, save and view the report. 
Amounts less than $50 in any of the accounts either due to TRS or to the employer will be 
waived. After this waiver, the ARS will net the TRS contributions and provide it on the Annual 
Report Remittances TRS report as the total amount due to TRS or the amount to be refunded to 
the employer. The ARS will provide the amount due to TRS or to be refunded to the employer 
from the Teachers’ Health Insurance Security (THIS) Fund on the Annual Report Remittances 
THIS Fund report. TRS acts as a service agent for the Illinois Department of Central Management 
Services (CMS) for the collection of the THIS Fund contributions. Due to this, TRS cannot process 
any transfers between the TRS contribution accounts and the THIS Fund contribution account. 
These reports may be printed for the district’s use from the “Reports” menu item.

If there is an amount due to TRS, please remit it by August 15 using the EFT system to avoid the 
potential for late payment penalties. For the 2020-21 school year, enter “2021” as the fiscal year 
for which contributions are being remitted and “60” as the pay period. 

Please call the TRS Accounting Department with questions about the remittance of retire-
ment and THIS Fund contributions. Contact the TRS Employer Services Department with ques-
tions about the reconciliation of the contributions. Both departments can be reached at 
(888) 678-3675 or employers@trsil.org.

Reports related to the Annual Report of Earnings
All of the following reports listed will be completed online using the web-based ARS.

• “Draft” Annual Report of Earnings includes edit codes

• “Final” Annual Report of Earnings

• Annual Report Employee Edit Report (refer to “Edit process”)

• Annual Report Remittances (refer to “Annual Report Remittances”)

• Annual Report Terminated Sick Leave Report (refer to “Sick leave reporting”)

• Annual Report Leave of Absence Report (refer to “Leave of absence”)

• Annual Report Sabbatical Leave Report (refer to Chapter 6, “Sabbatical leave”)

• Compliance Questionnaire – this report is used by TRS to gather information regarding the 
district’s policies and practices and to ensure reporting requirements are being met.

• Annual Report Summary of Changes Report – this report summarizes changes made to an 
Annual Report by TRS.

• Prior Year Annual Report of Earnings – employers can view/print prior year Annual Reports.  

 Employers may filter the “Draft” and/or “Final” Annual Report of Earnings for internal 
use. When the filtering option is used, the report will include all employees who meet the 
selected criteria. The filter options are: creditable earnings, federal funds, fatal errors only, 

mailto:employers%40trsil.org?subject=
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non-fatal errors only, terminated sick leave, leave of absence, sabbatical leave, employment 
type, gender, and minimum age. For example: an employer may select federal funds and 
employment type substitute. The report would include all substitute teachers with reported 
federally-funded salaries.

Submitting the Annual Report
After completing the Annual Report and other related forms, the employer is ready to submit the 
Annual Report online. Go to the “Submit to TRS” screen.

If there are any members for which TRS has a Supplementary Report, but they have not been 
included on the Annual Report, they will be listed at the top of the submit screen. Add the mem-
ber to the Annual Report using the “Add Employee” menu item. If the member did not work dur-
ing the school year of the Annual Report, contact the Employer Services Department.

On the submit screen, the employer will be able to view if:

• all fatal edits have been resolved,

• edit explanations have been added for all employees with non-fatal edits,

• remittances have been entered, and

• the compliance questionnaire has been completed.

All fatal edits must be resolved before the employer can submit the Annual Report to TRS. To 
assist TRS in the review of the Annual Report, all non-fatal errors should be reviewed to ensure 
members have been reported correctly. If all information has been reported correctly, the 
employer must add edit explanations for each member with a non-fatal error.

If there are any reported members with a leave of absence, the employer will be asked to com-
plete the first and last days of the school term. If there are no members reported with a leave of 
absence, the employer will not be asked for this information.

If no members are reported with terminated sick leave, a leave of absence, sabbatical leave or 
federally-funded salaries, the employer will be asked to confirm if this information is correct. 

Enter the name and demographic information of the person TRS staff should contact with ques-
tions he/she may have while processing the report.

After all of the above has been addressed, select the “Submit to TRS” button. A message that 
the Annual Report has been submitted to TRS will be displayed. After it has been submitted, the 
employer will no longer be able to make changes to the Annual Report or related reports. The 
employer will be able to view and print reports, view the employee list, and view remittances.

If it is discovered that a reporting error has occurred, please contact the TRS Employer Services 
Department at (888) 678-3675, option 1, or via email at employers@trsil.org.

Deadline
The Annual Report of Earnings is annually due to TRS on August 15. The Illinois Pension Code pro-
vides for a $250 penalty per day for each day the Annual Report of Earnings is not on file after the 
August 15 deadline. Annual Reports failing to materially conform to applicable laws and rules of 
TRS will not be deemed received until properly corrected and resubmitted to TRS. Penalties will 
be assessed if the reports are resubmitted after August 15.

mailto:employers%40trsil.org?subject=reporting%20error
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Another entity, such as a treasurer’s office, CPA firm, etc., may complete the Annual Report. 
However, the employer is responsible for ensuring the Annual Report is completed accurately 
and submitted by the deadline.

Annual Report Information
An index of examples is available at the beginning of this chapter. This page through page 39 dis-
cusses every Annual Report field and provides examples.

Name, date of birth, Social Security number, gender
For each member reported, provide and verify the member’s name, date of birth, Social Security 
number, and gender. If TRS has notified the employer of an incorrect Social Security number, it 
is important that all employer records are corrected. If the employer has recovered information 
from the TRS database, the Social Security numbers, names, dates of birth and genders will be 
listed as shown in the TRS database. 

Do not make changes to names that appear to be incorrect. The changes will not be saved to 
the TRS database. Please have the member(s) complete a Member Information and Beneficiary 
Designation (MIBD) form. 

Employment type
Complete for every member
F – Full-time
• Employed in a TRS-covered position

• Employed for four or more clock hours per day

• Employed for five days per week (Monday through Friday)

• Has an employment agreement to work a specified period of time

• Has an established annual salary rate

P – Part-time contractual
• Employed in a TRS-covered position

• Employed for fewer than four clock hours per day or five days per week

• Has an employment agreement to work a specified period of time

• Has an established annual salary rate

S – Substitute
• Employed in a TRS-covered position

• Employed as temporary replacement of another teacher, regardless of the length of employ-
ment or rate of pay

H – Part-time noncontractual (hourly)
• Employed in a TRS-covered position

• Employed for fewer than four clock hours per day or five days per week

• Paid on an hourly or daily basis

• Doesn’t have an established annual salary rate (e.g., homebound teacher)
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E – Extra duty
• Performs only extra duties that do not require licensure. The Illinois State Board of Education 

(not the individual employer or TRS) determines if a position or duty requires licensure.

• Must be employed as a contractual teacher (F or P) by another TRS-covered employer.

• Report the member as F, P, or H (depending on the employment agreement and daily work 
schedule) if an extra duty requiring licensure is performed.

If a member works in more than one employment type during the school year, the member can 
only be listed once on the Annual Report of Earnings (see “Multiple employment types and mul-
tiple salary rates”).

Clock hours defined
(1) If the member is paid an hourly rate, clock hours are the number of hours for which he or she 

is paid.

(2) For salaried members, clock hours equal the time the member is required to be present.

Planning periods and time between classes for changes are included in clock hours.

The examples in this guide assume a seven clock-hour day unless otherwise indicated.

Full-time equivalency percentage 
Full-time equivalency percentage (FTE %) is required for full-time and part-time contractual mem-
bers. Enter the member’s schedule worked as a percentage. If the member’s work schedule 
changes throughout the year, enter the schedule worked the majority of the year. The number 
must be a whole number between 10 and 100. Round to the nearest whole number. 

Examples: 
• Teacher A works five days per week, half of the day (four hours per day). Enter 50 as the 

FTE percentage. Report employment type as full-time (F).
• Teacher B works a 2/3 schedule every day (five hours per day). Enter 67 as the FTE percent-

age. Report employment type as full-time (F).
• Teacher C works one full day per week. Enter 20 as the FTE percentage. Report employment 

type as part-time contractual (P).
• Teacher D works is a 1/3 teacher with alternating days worked per week. Enter 33 as the 

FTE percentage. Report employment type as part-time contractual (P).
• Teacher E works a 50 percent block schedule working two days per week one week and three 

days per week the next week.  Enter 50 as the FTE percentage. Report employment type as 
part-time contractual (P).

• Teacher F starts the year as a half-time teacher. After two months, his schedule increases and 
he becomes a 100 percent teacher. Enter 100 as the FTE percentage. Report employment 
type as full-time (F).

• Teacher G is a half-time teacher (3.5 hours per day) and a half-time aide. Enter 50 as the 
FTE percentage. Report employment type as part-time contractual (P).

• Teacher H worked two hours per day and was paid 26.67 percent of the base salary. Enter 27 
as the FTE percentage. Report employment type as part-time contractual (P). 

• Teacher I works five full days per week. He takes a leave of absence during the year and only 
works 100 days. Enter 100 as the FTE percentage. Report employment type as full time (F).
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Contract days
Complete for every member
• Equal to the number of days in the school term or the member’s employment agreement, 

if longer.

• For most members, the contract days will be equal to 180 or 185.

• For teachers who perform work requiring teacher licensure during the summer months, con-
tract days must be increased by the number of summer days worked.

• 10-, 11-, or 12-month administrators will typically be reported as 220, 240, or 261 days.

• If a member works a partial year, the contract days will be equal to what he or she would 
have worked had the member been employed the full year.

Days paid
Complete for F, P, S, and H
• Do not complete for E. Enter “0.”

• Report the total number of days, Monday through Friday, during the school year for which 
the member performed duties requiring licensure.

• Do not include:

• unpaid snow days

• days during which only extra duties not requiring licensure were performed

• unpaid holidays and vacations

• Saturdays, unless the day qualifies as a day of service and the service was required due to 
a lawful day of attendance

• days paid by lump sum but not worked, such as accumulated vacation and sick days or 
contract buy-outs

• Credit is granted for each day or partial day worked. Do not combine partial days into full 
day equivalents.

Examples:
• Teacher A worked 72 full days and 36 half days. Report “108” days paid.

• Teacher B worked 180 half days. Report “180” days paid.

• Teacher C worked 5 full days and 4 partial days. Report “9” days paid.

Annual salary rate 
Complete for all members
• For employment type F:

 The annual salary rate should reflect what would have been earned if the member worked 
his or her normal schedule, with no docks, for the entire school term or length of the 
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employment agreement, if longer. Include in the annual salary rate the base annual contract, 
board-paid retirement contributions, flexible benefit plan earnings, earnings for reportable 
extra duties, and reportable lump-sum payments (see Chapter 3, Creditable Earnings).

• For employment type P:

 The annual salary rate must be representative of the part-time schedule. The annual sal-
ary rate represents what would have been earned in the part-time position if the member 
worked his or her normal schedule, with no docks, for the entire school term or length of 
the employment agreement, if longer. Include in the annual salary rate the base annual con-
tract for the position, flexible benefit plan earnings, earnings for reportable extra duties, 
and reportable lump-sum payments (see Chapter 3, Creditable Earnings). Do not report the 
full-time equivalent rate.

• For employment types S, H and E:

 Report the annual salary rate equal to creditable earnings.

If a member is employed at more than one salary rate in a school year, report an average rate 
(see “Multiple employment types and multiple salary rates”).

For assistance in computing annual salary rates, contact the TRS Employer Services Department 
at (888) 678-3675, option 1 or employers@trsil.org.

Creditable earnings
Complete for all members
• Creditable earnings should reflect the actual earnings earned by the member includ ing 

any reportable flexible benefit plan, reportable extra duties, employer-paid 9.0 percent 
member retirement contributions and reportable lump-sum payments. (See Chapter 3, 
Creditable Earnings.)

• On each year’s Annual Report, include only creditable earnings for the reported school year, 
even if prior school-year or future school-year creditable earnings were paid during the cur-
rent school year.

• When prior school year earnings are paid in the current year and they were not reported 
on the Annual Report of Earnings for the prior year, email TRS Employer Services for an 
Employer’s Report of Adjustments to Earnings form. (See Example 56.)

• For F and P employment types: If a member was employed for the entire school term and 
was not docked for any days, annual salary rate will be equal to creditable earnings. Annual 
salary rate will be greater than creditable earnings if the member was docked for any days or 
was employed for less than the full school term. 

• For S, H and E employment types: Annual salary rate always equals creditable earnings.

• Creditable earnings can never exceed annual salary rate.

Member TRS contributions
Complete for all members
• The amount reported is equal to 9.0 percent of the creditable earnings. 

• By law, this amount is excluded from taxable income.

mailto:employers%40trsil.org?subject=
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Federal funds
• List the creditable earnings that were paid from special trust or federal funds. Include any 

portion of the 9.0 percent member retirement contributions paid from federal funds. 

• Include members who received stipends or substitute pay from federal funds. 

• Do not include creditable earnings paid from state funds or federal funds provided under 
Title XX for adult and youth education classes for persons whose schooling has been inter-
rupted or from the Vocational Education Act of 1963.

• Do not list the employer contributions due on salaries paid from special trusts or federal 
funds; list only creditable earnings paid from a special trust or federal fund.

• The payment of a member’s salary from special trust or federal funds will not 
change the reported annual salary rate, creditable earnings or the required member 
retirement contributions.

Annual Report examples
Full-time member
If the member was employed for the entire school term or employment agreement, if longer, 
and was not docked during the period, the annual salary rate will be equal to the creditable earn-
ings. Annual salary rate should not be reported as the full-time or full-load equivalent for a mem-
ber who works less than the employer’s full day or less than full-time.

If the member was F–full-time but was employed for less than the entire school term or was 
docked, days paid should reflect only the actual time worked. Creditable earnings will be less 
than the annual salary rate. The annual salary rate should reflect the amount the member would 
have earned had he or she worked the entire school term.

Members employed for the school term are frequently paid over 12 months. When a nine-month 
teacher has his or her salary paid over a period of time longer than the school term, the employer 
must report salary earned during the school term rather than salary paid. When the member’s 
employment agreement is longer than the school term, the annual salary rate reported must 
reflect the rate for the fiscal year beginning July 1 and ending June 30. 

Example 1: Full-time - employed partial year
Teacher A worked full-time for only the first semester. Her annual salary was $40,000. There 
were 89 paid days in the first semester and 91 days in the second semester for a total of 180 paid 
days in the school term. During the first semester, Teacher A was the girls’ basketball coach. The 
annual coaching stipend was $3,000, of which she earned $1,500.

Annual salary rate:
Base rate $40,000.00
Basketball coach + 1,500.00
Total salary rate $41,500.00

Creditable earnings:
Base earnings: $40,000 ÷ 180 x 89 = $19,777.78
Basketball coach + 1,500.00
Total earnings $21,277.78

Annual Report of Earnings

Name
Empl
Type 

FTE %
Contract 

Days
Days 
Paid

Annual Salary 
Rate

Creditable 
Earnings

Member TRS 
Contributions

Federal 
Funds

Teacher A F 100 180 89 41,500.00 21,277.78 1,915.00
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Example 2: Full-time - four clock hours daily
Teacher B worked all year on a reduced schedule that consisted of four clock hours daily. The sal-
ary schedule rate for a full-load teacher working 8-hour days was $42,000; thus, she was paid 
$24,000.00 (4/7). There were 185 paid days in the school term.

Annual Report of Earnings

Name Empl 
Type FTE %

Contract 
Days

Days 
Paid

Annual Salary 
Rate

Creditable 
Earnings

Member TRS 
Contributions

Federal 
Funds

Teacher B F 50 185 185 24,000.00 24,000.00 2,160.00

Example 3: Full-time - paid over 12 months
Teacher C contracted to teach a nine-month term. She actually earned her $37,000 salary during 
the nine months but was paid on a 12-month basis. Since the Annual Report covers the school 
year from July 1 through June 30, the Annual Report must in dicate the total amount earned by 
June 30, even if salary payments extend through August of the next school year.

Annual Report of Earnings

Name Empl 
Type FTE %

Contract 
Days

Days 
Paid

Annual Salary 
Rate

Creditable 
Earnings

Member TRS 
Contributions

Federal 
Funds

Teacher C F 100 180 180 37,000.00 37,000.00 3,330.00

Example 4: Full-time - federal funds 
One-half of Teacher D’s creditable earnings were paid from federal funds. Total earnings, includ-
ing the federal funds for this teacher, were $32,000. Report $32,000 as annual salary rate 
and creditable earnings, and report $16,000 as the amount of creditable earnings paid from fed-
eral funds.

Annual Report of Earnings

Name Empl 
Type FTE %

Contract 
Days

Days 
Paid

Annual Salary 
Rate

Creditable 
Earnings

Member TRS 
Contributions

Federal 
Funds

Teacher D F 100 185 185 32,000.00 32,000.00 2,880.00 16,000

Example 5: Full-time - administrator with 12-month contract
Administrator E’s contract runs September through August. His contract rate for the current 
year ending August 31 was $60,000. For the year ending the following August 31, his contract 
rate is $62,000. His salary rate and creditable earnings for the current school year are computed 
as follows:

$60,000 ÷ 12 = $5,000/month x 2 (July and August) $10,000.00
$62,000 ÷ 12 = $5,166.67/month x 10 (September through June)  + 51,666.70
   $61,666.70
Annual Report of Earnings

Name Empl 
Type FTE %

Contract 
Days

Days 
Paid

Annual Salary 
Rate

Creditable 
Earnings

Member TRS 
Contributions

Federal 
Funds

Administrator E F 100 260 260 61,666.70 61,666.70 5,550.00
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Example 6: Full-time - administrator with 11-month contract
Administrator F had an 11-month employment agreement. His contract period was for the 240-
day period from August 1 through June 30; however, he was paid over the 12-month period 
August 1 through July 31. His contract rate was $55,000 beginning August 1 and ending June 30. 
Although the cash paid during the period beginning July 1 and ending June 30 was less than 
$55,000, the amount reported must indicate the total amount earned during the school year.

Annual salary rate and creditable earnings: $55,000.00
Annual Report of Earnings

Name Empl 
Type FTE %

Contract 
Days

Days 
Paid

Annual Salary 
Rate

Creditable 
Earnings

Member TRS 
Contributions

Federal 
Funds

Administrator F F 100 240 240 55,000.00 55,000.00 4,950.00

Part-time contractual member
If the P–part-time contractual member was employed for the entire school term or employment 
agreement, if longer, and was not docked for any time during the period, annual salary rate will 
be equal to creditable earnings. Do not report the full-time equivalent salary rate for part-time 
members. Annual salary rate will be greater than creditable earnings if the member was docked 
for any days or was employed for less than the full term. When this situation occurs, a non-fatal 
edit will be invoked. Please provide an explanation on the edit report. 

The contract days should reflect the number of days in the school term or employment agree-
ment, if longer, plus days worked during the summer months performing duties requiring 
teacher licensure even if the member is employed to work fewer than five days per week. 

To report the total number of days paid, count every day worked (Monday through Friday) using 
the school calendar. If the member is employed the entire school term and works five days per 
week, the days paid will equal contract days. If the member works fewer than five days per week 
or less than the full school term or employment agreement, if longer, days paid will be less than 
contract days.

Do not multiply contract days by the percentage of time the member is working to estimate days 
paid. Do not combine partial days into full-day equivalents when reporting days paid.

Example 7: Part-time contractual - three days per week 
Teacher G was employed three full days per week for the 9-month school term in a position that 
would pay $30,000 on a regular full-time basis. The member actually earned $18,000 (3/5) for 
the year of part-time employment. No earnings were docked. There were 185 days in the school 
term. The days Teacher G worked were recorded on a copy of the employer’s school calendar. 
Based upon a review of the calendar, Teacher G worked 115 days.

Annual Report of Earnings

Name Empl 
Type FTE %

Contract 
Days

Days 
Paid

Annual Salary 
Rate

Creditable 
Earnings

Member TRS 
Contributions

Federal 
Funds

Teacher G P 60 185 115 18,000.00 18,000.00 1,620.00
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Example 8: Part-time contractual - partial year 
Teacher H was employed two hours per day. He was unable to complete the year and left 
after 100 days. His salary, had he stayed, would have been $8,285.71. His actual creditable earn-
ings were $4,478.76. Full-time teachers work seven hours per day. 

Annual Report of Earnings

Name Empl 
Type FTE %

Contract 
Days

Days 
Paid

Annual Salary 
Rate

Creditable 
Earnings

Member TRS 
Contributions

Federal 
Funds

Teacher H P 29 185 100 8,285.71 4,478.76 403.09

Edit Explanation: Teacher H worked September 1 through January 31. He was employed five 
days per week, two hours per day.

Part-time noncontractual member
Homebound teachers are a common example of members who should be reported as 
H – part-time noncontractual (hourly).

Always report the annual salary rate equal to creditable earnings. The only duties reportable for 
the part-time noncontractual member are those duties which, by law, require teacher licensure.

The total number of days paid includes every day, Monday through Friday, during which licensed 
duties are performed. When reporting the days paid, do not convert partial days into full-day 
equivalents. For example, if a homebound teacher worked four half days, report four days paid.

Example 9: Part-time noncontractual - homebound teacher 
Teacher I is a homebound teacher who taught, as needed, 10 full days and 30 partial days (2 to 4 
hours per day) during the school year. She earned $3,200.

Annual Report of Earnings

Name Empl 
Type FTE %

Contract 
Days

Days 
Paid

Annual Salary 
Rate

Creditable 
Earnings

Member TRS 
Contributions

Federal 
Funds

Teacher I H 180 40 3,200.00 3,200.00 288.00

Example 10: Part-time noncontractual - social worker
Teacher J is a social worker. The employer paid her $300 for each case evaluation she completed. 
During the months of February and March, she worked a total of six days performing three 
case evaluations.

Annual Report of Earnings

Name Empl 
Type FTE %

Contract 
Days

Days 
Paid

Annual Salary 
Rate

Creditable 
Earnings

Member TRS 
Contributions

Federal 
Funds

Teacher J H 180 6 900.00 900.00 81.00

Substitute teacher
Report as employment type S – Substitute, a member who is employed as a temporary replace-
ment for a regular teacher, regardless of the length of employment or rate of pay.

Whether a substitute teacher is paid at the substitute daily rate or at the salary schedule rate, the 
annual salary rate is always reported equal to creditable earnings. The only duties reportable for 
the substitute are those duties which, by law, require teacher licensure.
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The total number of days paid includes every day, Monday through Friday, during which licensed 
duties are performed. When reporting the total number of days paid, do not combine partial 
days into full-day equivalents. For example, if a substitute teacher worked two half days, the 
total number of days paid reported is two.

Example 11: Substitute - full days
Teacher K substituted on an on-call basis for 18 full days during the school year. The employer’s 
substitute rate was $65. Teacher K was paid $1,170. 

Annual Report of Earnings

Name Empl 
Type FTE %

Contract 
Days

Days 
Paid

Annual Salary 
Rate

Creditable 
Earnings

Member TRS 
Contributions

Federal 
Funds

Teacher K S 180 18 1,170.00 1,170.00 105.30

Example 12: Substitute - partial days
Teacher L substituted eight full days and six half days. He earned $770.

Annual Report of Earnings

Name Empl 
Type FTE %

Contract 
Days

Days 
Paid

Annual Salary 
Rate

Creditable 
Earnings

Member TRS 
Contributions

Federal 
Funds

Teacher L S 185 14 770.00 770.00 69.30

Example 13: Substitute - also teacher’s aide
Teacher M, a licensed teacher, works as a teacher’s aide. He is paid $70 per day. For one day he 
was reassigned to a full day of substitute teaching for which he received an extra $20. The total 
he received for the substitute teaching was $90 ($70 + $20).

Annual Report of Earnings

Name Empl 
Type FTE %

Contract 
Days

Days 
Paid

Annual Salary 
Rate

Creditable 
Earnings

Member TRS 
Contributions

Federal 
Funds

Teacher M S 180 1 90.00 90.00 8.10

Example 14: Substitute - paid at two different rates and nonlicensed duties
Teacher N worked as a substitute teacher while another teacher was on a leave of absence. 
District 100 pays its long-term substitutes $60 per day for the first 20 days and $115 per day there-
after. Teacher N worked a total of 50 full days and was paid a total of $4,650. Teacher N was also 
the class sponsor for which he was paid $300.

Total salary rate and creditable earnings:
$60 x 20 days $1,200
$115 x 30 days + 3,450
   $4,650

Since class sponsorship does not require a teaching license, only Teacher N’s earnings as a substi-
tute teacher are reportable to TRS. The class sponsorship earnings are not reportable.

Annual Report of Earnings

Name Empl 
Type FTE %

Contract 
Days

Days 
Paid

Annual Salary 
Rate

Creditable 
Earnings

Member TRS 
Contributions

Federal 
Funds

Teacher N S 185 50 4,650.00 4,650.00 418.50
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Example 15: Substitute - paid full-time rate 
Teacher O substituted the entire second semester for a teacher who was on mater nity leave. 
Teacher O was paid at the salary schedule rate of $25,000. The school term was 180 days of which 
she worked 88 and was paid $12,222.22.

Annual Report of Earnings

Name Empl 
Type FTE %

Contract 
Days

Days 
Paid

Annual Salary 
Rate

Creditable 
Earnings

Member TRS 
Contributions

Federal 
Funds

Teacher O S 180 88 12,222.22 12,222.22 1,100.00

Extra-duty reporting
F–Full-time and P–part-time contractual:
Extra duties that involve teaching or supervising students and other assignments related to the 
academic program are reportable as salary for full-time and part-time con tractual members.

S–Substitute and H–part-time noncontractual:
Extra duties performed by substitutes or part-time noncontractual members are not reportable 
unless the extra duty requires teacher licensure by law. Extra duties that require licensure are 
reportable regardless of employment status (e.g., band director). For more information about 
extra-duty reporting, see Chapter 3, Creditable Earnings.

E–Extra duty
Earnings for a member who is not employed as a regular teacher but who performs extra duties 
that do not require teacher licensure are reportable only if the member is employed as a full-time 
or part-time contractual member by another TRS-covered employer.

Extra duties requiring licensure
A member who performs extra duties that require teacher licensure and who is not employed 
as a regular teacher is reported as F–full-time, P–part-time contractual or H–part-time 
noncontractual, depending upon the employment agreement and work schedule.

For example, Teacher A was employed in District 100 as assistant band director and worked two 
hours daily. District 100 would report him as employment type P–part-time contractual. 

The Illinois State Board of Education, not the individual employer, determines whether a position 
or extra duty requires licensure. (See Chapter 3, Creditable Earnings, for a listing of extra duties).

Example 16: Extra duty - full-time
Teacher P worked the 9-month school term at a salary of $25,000. He also received $200 for 
work ing at speech contests. There are 180 days in the school term.

Annual Report of Earnings

Name Empl 
Type FTE %

Contract 
Days

Days 
Paid

Annual Salary 
Rate

Creditable 
Earnings

Member TRS 
Contributions

Federal 
Funds

Teacher P F 100 180 180 25,200.00 25,200.00 2,268.00
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Example 17: Extra duty - part-time contractual 
Teacher Q was employed two hours per day for the 9-month school term. Full-time teachers 
work eight hours per day. The school term was 185 days. She earned $9,666.67. She also earned 
$1,500 for coaching.

Annual Report of Earnings

Name Empl 
Type FTE %

Contract 
Days

Days 
Paid

Annual Salary 
Rate

Creditable 
Earnings

Member TRS 
Contributions

Federal 
Funds

Teacher Q P 25 185 185 11,166.67 11,166.67 1,005.00

Example 18: Extra duty - substitute 
Teacher R worked 50 full days as a substitute teacher and was paid $3,000. For the same 
employer, he also coached football and track and was paid $2,250. In addition, Teacher R was 
paid $75 for lunchroom supervision. 

Annual Report of Earnings

Name Empl 
Type FTE %

Contract 
Days

Days 
Paid

Annual Salary 
Rate

Creditable 
Earnings

Member TRS 
Contributions

Federal 
Funds

Teacher R S 180 50 3,000.00 3,000.00 270.00

Since coaching and lunchroom supervision do not require a teaching license, only Teacher R’s 
earn ings as a substitute teacher are reportable to TRS. The coaching and lunchroom supervision 
earnings are not reportable.

Example 19: Extra duty - part-time noncontractual
Teacher S was a homebound teacher on an as needed basis. He worked two hours per day for 37 
days and was paid $740. He also performed study hall supervision on those same days and was 
paid $250.

Annual Report of Earnings

Name Empl 
Type FTE %

Contract 
Days

Days 
Paid

Annual Salary 
Rate

Creditable 
Earnings

Member TRS 
Contributions

Federal 
Funds

Teacher S H 185 37 740.00 740.00 66.60

Since study hall supervision does not require teacher licensure and he is a part-time 
noncontractual member, only Teacher S’s homebound earnings are reportable to TRS. The study 
hall supervision earnings are not reportable.

Docked days
Reduce creditable earnings by the amount docked. Also reduce days paid for days docked at full 
pay. Do not reduce days if a docking occurs at less than the member’s full daily per diem (see 
Example 22).

If a member (either F–full-time or P–part-time contractual) is docked, do not reduce the reported 
annual salary rate. The reported annual salary rate should be the member’s salary rate assum-
ing he or she worked the entire school term or the length of his or her employment agreement, 
whichever is greater, and no time was docked.
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Example 20: Docked days - full-time
Teacher U was full-time with an annual salary rate of $28,000. The school term was 180 days. She 
was docked for 15 days, and $2,333.33 ($28,000 ÷ 180 x 15) was deducted from her pay. Teacher U 
was paid $200 for internal substitution. She was also the class sponsor. The class sponsor stipend 
of $300 was prorated in the same manner as her regular salary ($300 ÷ 180 x 15 = $25.00 docked: 
$300 – 25 = $275.00 paid).

Annual salary rate: $28,000 + $200 + $275 = $28,475

Annual Report of Earnings

Name Empl 
Type FTE %

Contract 
Days

Days 
Paid

Annual Salary 
Rate

Creditable 
Earnings

Member TRS 
Contributions

Federal 
Funds

Teacher U F 100 180 165 28,475.00 26,141.67 2,352.75

Example 21: Docked days - part-time contractual
Teacher V was P–part-time contractual for the entire school term with an annual salary rate of 
$20,800. Her contract required her to work four full days per week, 148 days in the school term. 
She was docked for eight days, and $1,124.32 was deducted from her pay.

Days paid: 148 - 8 = 140
Per diem: $20,800 ÷ 148 = $140.54
Pay docked: $140.54 x 8 = $1,124.32

Annual Report of Earnings

Name Empl 
Type FTE %

Contract 
Days

Days 
Paid

Annual Salary 
Rate

Creditable 
Earnings

Member TRS 
Contributions

Federal 
Funds

Teacher V P 80 185 140 20,800.00 19,675.68 1,770.81

Example 22: Docked days - full-time teacher docked at substitute rate
At District 100 teachers receive their normal daily per diem less $75, the cost of the substitute 
teacher, for up to three personal days used per school term.

Teacher W was a full-time teacher at District 100 and was paid at a base rate of $30,000. She took 
two personal leave days during the 180 day school term and was docked $75 for each day.

Annual Report of Earnings

Name Empl 
Type FTE %

Contract 
Days

Days 
Paid

Annual Salary 
Rate

Creditable 
Earnings

Member TRS 
Contributions

Federal 
Funds

Teacher W F 100 180 180 30,000.00 29,850.00 2,686.50

Please note that Teacher W’s days paid includes the two days docked at the substitute rate because 
she received partial payment of salary for these days. Creditable earnings are less than the annual 
salary rate by $150, the amount docked at the substitute rate.
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Multiple employers 
Example 23: Multiple employers - full-time and part-time contractual 
Teacher X was employed for four hours per day, five days per week in District 100 and two 
hours per day, five days per week in District 200. Because four hours per day, five days per week 
meets the definition of a full-time member, District 100 should report the teacher as F–full-time. 
Because Teacher X was employed less than four hours per day, five days per week, District 200 
should report the teacher as P–part-time contractual. Teacher X’s salary in District 100 
was $15,000 and his salary in District 200 was $10,000. Full-time teachers work 7.5 hours at 
both districts.

District 100 Annual Report of Earnings

Name Empl 
Type FTE %

Contract 
Days

Days 
Paid

Annual Salary 
Rate

Creditable 
Earnings

Member TRS 
Contributions

Federal 
Funds

Teacher X F 53 185 185 15,000.00 15,000.00 1,350.00

District 200 Annual Report of Earnings

Name Empl 
Type FTE %

Contract 
Days

Days 
Paid

Annual Salary 
Rate

Creditable 
Earnings

Member TRS 
Contributions

Federal 
Funds

Teacher X P 27 185 185 10,000.00 10,000.00 900.00

Example 24: Multiple employers - part-time contractual
Teacher Y was employed two full days per week in District 100 and two full days per week in 
District 200. Each employer should report Teacher Y as P–part-time contractual. Teacher Y’s sal-
ary in District 100 was $8,827 and his salary in District 200 was $10,135. Each employer kept a 
record of the days he worked on a copy of the school calendar. At District 100 he worked 71 days 
and at District 200 he worked 75 days.

District 100 Annual Report of Earnings

Name Empl 
Type FTE %

Contract 
Days

Days 
Paid

Annual Salary 
Rate

Creditable 
Earnings

Member TRS 
Contributions

Federal 
Funds

Teacher Y P 40 185 71 8,827.00 8,827.00 794.43

District 200 Annual Report of Earnings

Name Empl 
Type FTE %

Contract 
Days

Days 
Paid

Annual Salary 
Rate

Creditable 
Earnings

Member TRS 
Contributions

Federal 
Funds

Teacher Y P 40 185 75 10,135.00 10,135.00 912.15
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Example 25: Multiple employers - full-time and extra duty
Teacher Z was employed full-time at District 100 and coached golf in District 200. He received 
$31,000 from District 100 and $2,500 from District 200.

District 100 Annual Report of Earnings

Name Empl 
Type FTE %

Contract 
Days

Days 
Paid

Annual Salary 
Rate

Creditable 
Earnings

Member TRS 
Contributions

Federal 
Funds

Teacher Z F 100 185 185 31,000.00 31,000.00 2,790.00

District 200 Annual Report of Earnings

Name Empl 
Type FTE %

Contract 
Days

Days 
Paid

Annual Salary 
Rate

Creditable 
Earnings

Member TRS 
Contributions

Federal 
Funds

Teacher Z E 185 0 2,500.00 2,500.00 225.00

Example 26: Multiple employers - substitute
Teacher A worked as a substitute for District 100 and District 200. At Dis trict 100, she worked 10 
full days and five partial days. District 100 paid her a total of $812.50. At District 200, she 
worked 12 full days and two half days for which she was paid $910.

District 100 Annual Report of Earnings

Name Empl 
Type FTE %

Contract 
Days

Days 
Paid

Annual Salary 
Rate

Creditable 
Earnings

Member TRS 
Contributions

Federal 
Funds

Teacher A S 185 15 812.50 812.50 73.13

District 200 Annual Report of Earnings

Name Empl 
Type FTE %

Contract 
Days

Days 
Paid

Annual Salary 
Rate

Creditable 
Earnings

Member TRS 
Contributions

Federal 
Funds

Teacher A S 185 14 910.00 910.00 81.90

Multiple employment types and multiple salary rates
If a member has multiple types of employment during the same school year with the same 
employer, the following rules apply in indicating employment type:

• Indicate employment type F–full-time if at any time during the school year the member is 
employed as a permanent full-time member (not a full-time sub stitute teacher).

• Provided the member is not employed F–full-time at any time during the school year, indicate 
employment type P–part-time contractual if at some time during the school year the member 
is employed as a part-time contractual member.

• If a member who is not employed on a F–full-time or P–part-time contractual basis is 
employed as both a substitute and an part-time noncontractual member, indicate either 
employment type S–substitute or H–part-time noncontractual (hourly).

Full-year employment
If a member is employed the entire school term (or employment agreement, if longer) with no 
earnings docked, the annual salary rate equals total creditable earnings, regardless of the num-
ber of salary rates or employment types at which the member worked. (See Examples 27 and 31.)
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Partial-year employment - Types S–substitute and H–part-time noncontractual 
(hourly)
If a member is employed less than the entire school term and employment types are S–substi-
tute or H–part-time noncontractual, the annual salary rate equals total creditable earnings. (See 
Example 30.)

Partial-year employment - Types F–full-time and P–part-time contractual
When a member is employed at different salary rates during the year due to changing employ-
ment types and one of the employment types is F–full-time or P–part-time contractual, an aver-
age annual salary rate must be computed if the member is not employed the entire school term 
(or employment agreement, if longer). 

To calculate the annual salary rate if the member is employed in a contractual position working 
less than the entire school term:

• Compute average base earnings per day by dividing total base earnings (including earnings 
in substitute and part-time noncontractual positions) by the days paid. Base earnings equal 
total creditable earnings less extra duty earnings, lump-sum payments, and flexible benefit 
plan earnings. 

• Annualize earnings by multiplying average base earnings per day by the number of days in 
the school term or employment agreement, if longer. 

• Add any flexible benefit plan amounts, any extra duties and/or lump-sum payments.

See Example 28.

For assistance in computing annual salary rates for members with multiple employment types 
or multiple salary rates, call the TRS Employer Services Department at (888) 678-3675, option 1.

Example 27: Multiple employment types - full-year employment
Teacher B began the year as a part-time contractual teacher. She worked three days per week 
and her annual salary rate was $14,000. The school term was 180 days. After three months 
she became full time. Her annual salary rate was $25,000 for her full-time position. She earned 
$4,666.67 for the 36 days as a part-time teacher and $16,666.67 for the 120 days she was a 
full-time teacher. Since she was employed the entire school term, her annual salary rate is equal 
to creditable earnings.

Total days paid:
Part-time 36
Full-time + 120
    156

Creditable earnings:
Part-time $4,666.67
Full-time + 16,666.67
Annual salary rate   $21,333.34

Annual Report of Earnings

Name Empl 
Type FTE %

Contract 
Days

Days 
Paid

Annual Salary 
Rate

Creditable 
Earnings

Member TRS 
Contributions

Federal 
Funds

Teacher B F 100 180 156 21,333.34 21,333.34 1,920.00

Edit Explanation:  Employed all year – three days per week for three months and five days per week for 
six months
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Example 28: Multiple employment types - substitute to full-time
Teacher C began the year as a substitute teacher. She worked 10 days as a substitute teacher and 
was paid $75 per day. The employer created an addi tional full-time teaching position beginning 
the second semester, which Teacher C accepted. Her full-time annual salary was $22,500. The 
school term was 180 days. Teacher C worked 87 days and was paid $10,875 for the second semes-
ter. She also earned $240 for lunchroom supervision during the second semester.

Add the second semester earnings, including extra duty earnings and earnings as a substitute 
teacher, to ob tain creditable earnings.

Creditable earnings:
10 substitute days x $75 $750.00
87 full-time days x $125.00 + 10,875.00
Base earnings  $11,625.00
Lunchroom supervision +     240.00
  $11,865.00

Annual salary rate:
Base earnings $11,625.00
Days paid ÷           97
Average daily rate      $119.85
Days in term x          180
Average base rate $21,573.00
Lunchroom supervision  +    240.00
 $21,813.00

Annual Report of Earnings

Name Empl 
Type FTE %

Contract 
Days

Days 
Paid

Annual Salary 
Rate

Creditable 
Earnings

Member TRS 
Contributions

Federal 
Funds

Teacher C F 100 180 97 21,813.00 11,865.00 1,067.85

Example 29: Multiple employment types - part-time noncontractual and substitute
Teacher E worked as both a homebound teacher and substitute teacher during the same school 
year. He worked as a homebound teacher three hours per day for 25 days and was paid $1,125. He 
was a substitute teacher for 35 full days and was paid $2,800. 

Since both employment types S and H are noncontrac tual, Teacher E’s annual salary rate equals his 
creditable earnings.

Annual Report of Earnings

Name Empl 
Type FTE %

Contract 
Days

Days 
Paid

Annual Salary 
Rate

Creditable 
Earnings

Member TRS 
Contributions

Federal 
Funds

Teacher E S 180 60 3,925.00 3,925.00 353.25

Example 30: Multiple employment types- part-time contractual and substitute
Teacher F worked full days on Mondays, Wednesdays, and Fridays for the entire school term. 
The annual salary rate for her part-time contractual position was $22,000. On Tuesdays and 
Thursdays, Teacher F occasionally substituted from 8:30 a.m. to 12:30 p.m. for the same 
employer. She was paid $700 for 14 substitute days. She worked 108 days in her part-time posi-
tion; no earnings were docked.

Since Teacher F was employed the entire school term, her annual salary rate is equal to credit-
able earnings.

Total days paid:
Part-time contractual 108
Substitute + 14
  122

Annual salary rate and creditable earnings:
Part-time contractual $22,000
Substitute +    700
 $22,700



Chapter 5 - Page 27 - Reporting

Annual Report of Earnings

Name Empl 
Type FTE %

Contract 
Days

Days 
Paid

Annual Salary 
Rate

Creditable 
Earnings

Member TRS 
Contributions

Federal 
Funds

Teacher F P 60 180 122 22,700.00 22,700.00 2,043.00

Summer school
As explained in Chapter 3, Creditable Earnings, summer employment is reportable as creditable 
earnings on generally the same basis as employment during the regular school term.

Example 31: Summer school - full time
Teacher G’s contract for the 2019-20 school year included the 185-day school term plus six weeks 
of summer school. Two week summer school sessions were held in June, July, and August 2020. 
He earned $25,000 during the school term and $1,000 per week for summer school.

Summer school wages earned through June 30, 2020, were reported as creditable earnings on 
the Annual Report of Earnings in the 2019-20 school year. Summer school wages earned in July 
and August 2020 should be reported as creditable earnings in the 2020-21 school year. In crease 
the contract days and days paid on the Annual Report of Earnings to reflect summer school days.

In addition to summer school earnings in July and August 2020 during the 2020-21 school term, he 
earned $28,000. He did not have summer school earnings in the summer of 2021.

2019-20 Annual Report of Earnings

Name Empl 
Type FTE %

Contract 
Days

Days 
Paid

Annual Salary 
Rate

Creditable 
Earnings

Member TRS 
Contributions

Federal 
Funds

Teacher G F 100 195 195 27,000.00 27,000.00 2,538.00

2020-21 Annual Report of Earnings

Name Empl 
Type FTE %

Contract 
Days

Days 
Paid

Annual Salary 
Rate

Creditable 
Earnings

Member TRS 
Contributions

Federal 
Funds

Teacher G F 100 205 205 32,000.00 32,000.00 2,880.00

Please note the contract days and days paid include the days Teacher G taught summer school.

Example 32: Summer school - substitute
Teacher H worked as a substitute teacher for 10 days during the regular school term and three 
days during the summer school program in June and was paid $1,500.

Annual Report of Earnings

Name Empl 
Type FTE %

Contract 
Days

Days 
Paid

Annual Salary 
Rate

Creditable 
Earnings

Member TRS 
Contributions

Federal 
Funds

Teacher H S 180 13 1,500.00 1,500.00 135.00
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Example 33: Summer extra duty - full-time
Teacher I worked during the regular school term as a full-time teacher and was paid $35,000. 
After the regular school term ended she worked on a summer curriculum project and was paid 
$500. The project was completed in June. According to the Illinois State Board of Education 
(ISBE), the curriculum project did not require teacher licensure. There are 180 days in the 
school term.

Annual Report of Earnings

Name Empl 
Type FTE %

Contract 
Days

Days 
Paid

Annual Salary 
Rate

Creditable 
Earnings

Member TRS 
Contributions

Federal 
Funds

Teacher I F 100 180 180 35,500.00 35,500.00 3,195.00

Please note the days Teacher I worked on the summer curriculum project are not included in the 
contract days and days paid because the work did not require teacher licensure.

Example 34: Summer extra duty - substitute
Teacher J worked during the regular school term as a substitute teacher for three days and was 
paid $275. After the regular school term ended she worked on a summer curriculum project 
and was paid $500. The project was completed in June. According to the Illinois State Board of 
Education (ISBE), the curriculum project did not require teacher licensure. There are 180 days in 
the school term.

Annual Report of Earnings

Name Empl 
Type FTE %

Contract 
Days

Days 
Paid

Annual Salary 
Rate

Creditable 
Earnings

Member TRS 
Contributions

Federal 
Funds

Teacher J S 180 3 275.00 275.00 24.75

Since the curriculum project did not require a teaching license, only Teacher J’s earnings as a sub-
stitute teacher are reportable to TRS. The summer curriculum project is not reportable as credit-
able earnings.

Example 35: Summer school only
Teacher K worked during the first summer school session in June. He worked five days per week 
four hours per day for two weeks. He taught a total of 10 days and was paid $1,200. There are 185 
days in the regular school term. When a teacher only teaches summer school, report the employ-
ment type as H, part-time noncontractual. For part-time noncontractual teachers, the annual sal-
ary rate is reported as equal to creditable earnings. 

Annual Report of Earnings

Name Empl 
Type FTE %

Contract 
Days

Days 
Paid

Annual Salary 
Rate

Creditable 
Earnings

Member TRS 
Contributions

Federal 
Funds

Teacher K H 185 10 1,200.00 1,200.00 108.00
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Flexible benefit plans
A flexible benefit plan offers a choice between insurance and options that qualify as salary under 
Board Rule 1650.450 (i.e., cash, a 403[b] tax-sheltered annuity, or a 457(b) deferred compensa-
tion plan).

Flexible benefit plans that have a cash option or other option that qualifies as salary under 
Board Rule 1650.450 are reportable to TRS as creditable earnings. The value of the salary option, 
regardless of the option chosen. See Chapter 3, Creditable Earnings.  

Example 36: Flexible benefit plan - full-time employed partial year
Teacher KK was a full-time teacher paid at an annual base rate of $30,000. His employer offered 
the choice between health insurance or $1,000 in cash. Teacher H elected to receive health insur-
ance. The employer prorated the flexible benefit plan on a daily basis for partial-year teachers 
using 180 days. Teacher KK terminated service after working 100 days. 

Creditable earnings:
$30,000 base ÷ 180 x 100 days $16,667.00
$1,000 cash option ÷ 180 x 100 days +    556.00
 $17,223.00

Annual salary rate:
Base salary $30,000.00
Flexible benefit plan + 556.00
 $30,556.00

Annual Report of Earnings

Name Empl 
Type FTE %

Contract 
Days

Days 
Paid

Annual Salary 
Rate

Creditable 
Earnings

Member TRS 
Contributions

Federal 
Funds

Teacher KK F 100 180 100 30,556.00 17,223.00 1,550.07

Example 37: Flexible benefit plan - full-time teacher on leave of absence, flexible benefit 
plan prorated
Teacher I was a full-time teacher paid at a base rate of $29,000. She was offered a choice 
between health insurance or a $1,200 403(b) tax-sheltered annuity. She was on a maternity leave 
of absence for two months of the 185-day school term and was docked 42 days. During her leave, 
the employer continued to provide Teacher I with health insurance coverage. If she had received 
the cash option, the flexible benefit plan would have been prorated on a monthly basis over 12 
months. Therefore, only 10 months of the flexible benefit plan are reported.

Creditable earnings:
$29,000 base ÷ 185 x 143 days $22,416.68
$1,200 annuity option ÷ 12 x 10 month + 1,000.00
 $23,416.68

Annual salary rate:
Base salary $29,000.00
Flexible benefit plan + 1,000.00
 $30,000.00

Annual Report of Earnings

Name Empl 
Type FTE %

Contract 
Days

Days 
Paid

Annual Salary 
Rate

Creditable 
Earnings

Member TRS 
Contributions

Federal 
Funds

Teacher I F 100 185 143 30,000.00 23,416.68 2,107.50
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Example 38: Flexible benefit plan - full-time teacher on leave of absence, flexible benefit 
plan not prorated
Teacher J was a full-time teacher paid at a base rate of $29,000. She was offered a choice 
between health insurance or a $1,200 403(b) tax-sheltered annuity. She was on a maternity 
leave of absence for two months of the 185-day school term and was docked 42 days. During her 
leave, the employer continued to provide Teacher J with health insurance coverage. For mem-
bers receiving the 403(b) salary option, the district does not prorate the amount received for the 
time members are on a leave of absence. Therefore, the full amount of the flexible benefit plan is 
reportable as creditable earnings. 

Creditable earnings:
$29,000 base ÷ 185 x 143 days $22,416.68
Flexible benefit plan + 1,200.00
 $23,616.68

Annual salary rate:
Base salary $29,000.00
Flexible benefit plan + 1,200.00
 $30,200.00

Name Empl 
Type FTE %

Contract 
Days

Days 
Paid

Annual Salary 
Rate

Creditable 
Earnings

Member TRS 
Contributions

Federal 
Funds

Teacher J F 100 185 143 29,000.00 30,200.00 2,718.00

Example 39: Flexible benefit plan - teacher and administrator plan
Teacher K worked all school term with a salary of $40,000. Administrator L worked all school 
year with a salary of $80,000. In addition to base salary, the employer offered both teachers and 
administrators health insurance or a $2,000 403(b) tax-sheltered annuity.

Name Empl 
Type FTE %

Contract 
Days

Days 
Paid

Annual Salary 
Rate

Creditable 
Earnings

Member TRS 
Contributions

Federal 
Funds

Teacher K F 100 185 185 42,000.00 42,000.00 3,780.00

Name Empl 
Type FTE %

Contract 
Days

Days 
Paid

Annual Salary 
Rate

Creditable 
Earnings

Member TRS 
Contributions

Federal 
Funds

Administrator L F 100 260 260 82,000.00 82,000.00 7,380.00

Workers’ compensation payments
Amounts received as a disability benefit for workers’ compensation claims from any outside 
insurer or the employer’s self insurance are not creditable earnings and are not reportable 
to TRS.

Days for which the employer pays no portion of a member’s regular salary due to workers’ com-
pensation should be deducted from the number of days paid, and creditable earnings should 
reflect the reduction in pay. The annual salary rate will not change. In these situations, the annual 
salary rate will exceed creditable earnings.

Any day for which a member receives any portion of his or her daily per diem is reportable and 
earns service credit. Therefore, days for which the employer offsets a member’s salary due to 
workers’ compensation payments should be included in the number of days paid. Creditable 
earnings should include only that portion of salary paid by the employer but not the amount 
received from the workers’ compensation claim during the school year.
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When a member receives reduced earnings due to workers’ compensation, a non-fatal edit will 
be invoked. Please provide an edit explanation. 

Members receiving workers’ compensation payments may be eligible for occupational disability 
benefits. To receive service credit when the employer is not making a partial pay ment of salary, 
the member must contact TRS for the appropriate documents required to apply for the service 
credit. TRS requires copies of all payment stubs received while on workers’ compensation. 

Example 40: Workers’ compensation - employer pays partial salary
Teacher M received workers’ compensation benefits of $90 per day for five days. The employer 
paid the teacher her normal per diem less the $90 per day. The school term was 185 days. Teacher 
M’s annual salary was $25,000.

Total days paid: 185
Annual salary rate: $25,000
Creditable earnings: $25,000 - $450 = $24,550

Annual Report of Earnings

Name Empl 
Type FTE %

Contract 
Days

Days 
Paid

Annual Salary 
Rate

Creditable 
Earnings

Member TRS 
Contributions

Federal 
Funds

Teacher M F 100 185 185 25,000.00 24,550.00 2,209.50

Edit Explanation:  Teacher M received workers’ compensation benefits of $450.

Jury duty payments
Amounts paid by courts to members for jury duty are not reportable as creditable earnings.

Days for which the employer pays no portion of a member’s regular salary due to jury duty 
should be deducted from the number of days paid, and creditable earnings should reflect the 
reduction of pay. The annual salary rate should not change. In these situations, the annual salary 
rate will exceed creditable earnings.

Days for which the employer makes a full or partial payment of salary to the member are report-
able to TRS. Creditable earnings should include only that portion of salary paid by the employer.

If a member is required to reimburse the employer for any jury duty pay, creditable earnings 
reported to TRS should not include amounts reimbursed to the employer. However, the annual 
salary rate and the number of days paid should not be reduced for any amounts reimbursed to 
the employer for any days missed due to jury duty.

Example 41: Jury duty - district makes partial payment
Teacher N served on jury duty for three days. She was paid $15 per day by the court for her ser-
vice. The employer paid her regular per diem less $15 for each day she served. Her regular salary 
rate was $32,000. She missed no other days.

Annual Report of Earnings

Name Empl 
Type FTE %

Contract 
Days

Days 
Paid

Annual Salary 
Rate

Creditable 
Earnings

Member TRS 
Contributions

Federal 
Funds

Teacher N F 100 180 180 32,000.00 31,955.00 2,875.95
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Military Service
Teachers who are mobilized to active military duty will continue to receive their full compensa-
tion and benefits for the duration of their active military service. TRS will give full earnings and 
service credit to all members called away from teaching to active military duty without charging 
any contributions for the time period the members are on active duty.

Example 42: Military service
Teacher O missed 20 days of school during the month her reserve unit was activated. Her 
annual salary rate was $40,000. The normal school term was 180 days. Her daily rate was $222.22 
($40,000 ÷ 180). She remained on the employer’s payroll and was paid her full contract. She also 
received military pay of $3,000 ($150 per day) that she reimbursed to the employer. 

Contributions are not due on any of her reported earnings while she was on active military duty.

Calculation of contributions due:
9.0% contribution:
 [$40,000 - ($222.22 x 20 days)] x 9.0% = $3,200.00
THIS Fund:
 member contributions [$40,000 - ($222.22 x 20 days)] x 1.24% = $440.89
 employer contributions [$40,000 - ($222.22 x 20 days)] x 0.92% = $327.11
Employer contributions for member benefit increase:
 [$40,000 - ($222.22 x 20 days)] x 0.58% = $206.22
Annual Report of Earnings

Name Empl 
Type FTE %

Contract 
Days

Days 
Paid

Annual Salary 
Rate

Creditable 
Earnings

Member TRS 
Contributions

Federal 
Funds

Teacher O F 100 180 180 40,000.00 40,000.00 3,600.00*

* Report 9.0% of the reportable creditable earnings.

In addition to reporting the members on the Annual Report of Earnings, the employer must list 
all members that have been called to active military duty on the Compliance Questionnaire. On 
the questionnaire, the employer will need to include the members’ names, dates in active military 
duty, and total number of school days missed due to active military duty.

The Annual Report Remittances Reports will calculate the contributions due on total creditable 
earnings. The forms will show amounts owed to TRS as a result of reporting earnings for which 
contributions are not due. After the review of the Annual Report, TRS will adjust the contribu-
tions due to account for the time the member was called to active military duty.

Employer tax-sheltering of member contributions
Illinois law requires each employer to shelter the entire 9.0 percent member retirement contribu-
tions from current year taxes. 

See Chapter 3, Creditable Earnings, for instructions on computing creditable earnings 
and 9.0 percent member retirement contributions using the salary schedule add-on method and 
the salary schedule reduction method. 

Example 43: Tax-sheltering - salary schedule reduction method
Teacher P’s rate from the salary schedule is $26,000. Member retirement contribu tions and THIS 
Fund contributions were deducted from this amount.
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Member retirement contributions: $26,000 x 0.090 = $2,340.00
THIS Fund contributions: $26,000 X 0.0124 = $322.40
Taxable earnings for this member were $23,353.20 ($26,000 - $2,340 - $306.80).
Annual Report of Earnings

Name Empl 
Type FTE %

Contract 
Days

Days 
Paid

Annual Salary 
Rate

Creditable 
Earnings

Member TRS 
Contributions

Federal 
Funds

Teacher P F 100 180 180 26,000.00 26,000.00 2,340.00

Example 44: Tax-sheltering - salary schedule add-on method
Teacher Q’s rate from the salary schedule was $34,000. In addition, the employer paid his mem-
ber retirement contributions and THIS Fund contributions.

Creditable earnings:  $34,000.00 x 1.098901*  $37,362.63
Member retirement contributions:  $37,362.63 x 0.090 -  3,362.63
Taxable earnings for this member**  $34,000.00

* Appropriate factor for computing creditable earnings and contributions to remit to TRS. For more infor-
mation, see Chapter 3, “Table of factors.”

** Employer-paid member THIS Fund contributions are not included in taxable income or credit-
able earnings.

Annual Report of Earnings

Name Empl 
Type FTE %

Contract 
Days

Days 
Paid

Annual Salary 
Rate

Creditable 
Earnings

Member TRS 
Contributions

Federal 
Funds

Teacher Q F 100 180 180 37,362.63 37,362.63 3,362.63

Noncreditable earnings
See Chapter 3, Creditable Earnings, for additional information about noncreditable earnings. 
Below is a partial list of noncreditable earnings:

• Expense reimbursements and allowances, including options to receive salary in lieu of 
expense reimbursements and allowances, are not reportable.

• Employer-paid fringe benefits, unless included in a reportable flexible benefit plan, are not 
reportable.

• Previously nonreported earnings or nonreportable benefits that are converted to report-
able earn ings in the last years of service for the purpose of increasing a member’s final aver-
age salary are not reportable as creditable earnings to TRS. TRS presumes any decrease in 
noncreditable compensation in the last seven creditable school years is for the purpose of 
increasing final average salary.

• An employer payment of either the employer or member Early Retirement Option contribu-
tion is not reportable.

• Payments to or distributions from nonqualified deferred compensation plans are not 
reportable.

• Salary in excess of limits set by the Internal Revenue Code, Section 415, is not reportable.

• Employer payment of the member’s THIS Fund contribution is not reportable.

• Salary in excess of the established limit for Tier II members is not reportable.
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Example 45: Noncreditable earnings - travel allowance with salary option
Principal R was on an 11-month contract beginning August 1 and ending June 30. Her contract sal-
ary was $52,000. Her contract provided her with a $3,000 travel allowance that, at her option, 
could be received as salary. The $3,000 travel allowance is not reportable to TRS even if it is 
reported as taxable income to the IRS.

Annual Report of Earnings

Name Empl 
Type FTE %

Contract 
Days

Days 
Paid

Annual Salary 
Rate

Creditable 
Earnings

Member TRS 
Contributions

Federal 
Funds

Principal R F 100 240 240 52,000.00 52,000.00 4,680.00

Example 46: Noncreditable earnings - converting fringe benefits to salary
Administrator S was a 12-month administrator who retired at the end of the school year. His con-
tract period was July 1 through June 30. His employer paid a travel allowance and health insur-
ance premiums as noncreditable fringe benefits until his last year of service. In his last year, 
Administrator S’s salary increased to $96,000 and travel allowance and health insurance premi-
ums were no longer paid by his employer. 

The decrease in noncreditable compensation occurred in Administrator S’s last seven creditable 
school years. TRS will assume $4,800 travel allowance and $6,000 health insurance premiums 
were converted to salary for the purpose of increasing Administrator S’s final average salary. 
Therefore, the value of converted fringe benefits will be excluded from his last year’s salary 
reported to TRS.

Annual salary rate and creditable earnings: 
Contract salary $96,000
Converted travel 4,800
Converted insurance -  6,000
 $85,200
Annual Report of Earnings

Name
Empl 
Type FTE %

Contract 
Days

Days 
Paid

Annual Salary 
Rate

Creditable 
Earnings

Member TRS 
Contributions

Federal 
Funds

Administrator S F 100 260 260 85,200.00 85,200.00 7,668.00

Example 47: Noncreditable earnings - employer payment of member’s 
THIS Fund contribution
Teacher T’s base salary was $35,000. In addition, the employer paid his THIS Fund contribution. 
Employer payment of the THIS Fund contribution is not reportable as creditable earnings. See 
Chapter 3, Creditable Earnings, for more information.

Annual Report of Earnings

Name Empl 
Type FTE %

Contract 
Days

Days 
Paid

Annual Salary 
Rate

Creditable 
Earnings

Member TRS 
Contributions

Federal 
Funds

Teacher T F 100 180 180 35,000.00 35,000.00 3,150.00
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Teachers on sabbatical leave
Include members who are on sabbatical leave of absence on the Annual Report. This section 
does not apply to leaves of absence granted for other reasons (see Chapter 6, Service Credit). To 
be reportable, the sabbatical leave must be granted in accordance with the Illinois School Code 
(105 ILCS 5/24 6.1). 

The annual salary rate and creditable earnings will be the member’s full-time salary rate 
reported to TRS for the period immediately preceding the leave. The full-time equivalency will 
be 100 percent. 

Example 48: Sabbatical leave
Teacher U was on a sabbatical leave for the entire school term. His prior year’s annual salary rate 
and creditable earnings were reported at $43,000.

Annual Report of Earnings

Name Empl 
Type FTE %

Contract 
Days

Days 
Paid

Annual Salary 
Rate

Creditable 
Earnings

Member TRS 
Contributions

Federal 
Funds

Teacher U F 100 180 180 43,000.00 43,000.00 3,870.00

Prepayment of earnings
When a member is paid in advance for future assignments, only salary earned during the school 
year can be reported. Payments for future services should be reported in the year in which the 
services are rendered. If the service occurs after retirement and does not violate post-retirement 
employ ment restrictions, it is not reportable. (See Chapter 2, Membership.)

In addition, a member who prearranges post-retirement employment may not be eligible to 
retire. (See Chapter 10, Post-retirement Matters.)

Example 49: Prepayment of earnings
Teacher V worked the entire school term with an annual salary of $38,000. She was paid an addi-
tional $2,000 on May 29 to substitute 20 days in the following school term. The Annual Report 
should indicate only the total amount earned by June 30, excluding the $2,000 payment for 
future services. The $2,000 is reportable the following school year.

Annual Report of Earnings

Name Empl 
Type FTE %

Contract 
Days

Days 
Paid

Annual Salary 
Rate

Creditable 
Earnings

Member TRS 
Contributions

Federal 
Funds

Teacher V F 100 185 185 38,000.00 38,000.00 3,420 .00

Severance and lump-sum payments
Severance and lump-sum payments that are paid or due and payable prior to or concurrent with 
the receipt of the member’s final paycheck for regular earnings or prior to the member’s last day 
of work are reportable as creditable earnings. Severance payments becoming due and payable to 
the member after receipt of the final regular paycheck and last day of work are not reportable. 
Typically severance payments may include compensation for accumulated sick leave or vacation, 
employer payment of a member’s 2.2 upgrade cost or optional service balance, retirement incen-
tives, and contract buy-outs. (See Chapter 3, Creditable Earnings, for more information on sever-
ance and lump-sum payments.)
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Federal Funds
If any portion of a member’s salary is paid from special trust or federal funds that are adminis-
tered by the employer, then the employer must pay TRS an employer contribution on the salary 
paid from special trust or federal funds. This includes stipends or substitute pay. 

Total salaries paid from federal funds are reported on the Annual Report of Earnings. (For 
information about contribution rates for salaries paid from federal funds, see Chapter 4, 
Employer Payments.)

Example 50: Federal funds - pays salary, flexible benefit plan and stipend
Teacher W was a full-time teacher with a base salary of $30,000. In addition, she earned $500 for 
coaching, $1,200 for serving as the Title I coordinator, and a $1,000 reportable flexible benefit 
plan. In addition, the employer paid her TRS member retirement contribution as a benefit. Her 
base earnings, flexible benefit plan, Title I stipend, and board-paid TRS were paid from Title I 
funds on all earnings (except the $500 coaching stipend).

Annual Report of Earnings

Name Empl 
Type FTE %

Contract 
Days

Days 
Paid

Annual Salary 
Rate

Creditable 
Earnings

Member TRS 
Contributions

Federal 
Funds

Teacher W F 100 180 180 35,934.06 35,934.06 3,234.07 35,384.01

Example 51: Federal funds - pays stipend and extra duties
Teacher X was a full-time teacher with a base salary of $25,000. In addition to his base salary 
he earned $750 for serving as the coordinator of the Title III federal grant, $200 for attending a 
conference and $100 for internal substitution. The stipend for serving as the coordinator of the 
Title III federal grant and the $200 conference stipend were paid from the federal Title III grant 
and the internal substitution was paid from the Title II federal grant.

Annual Report of Earnings

Name Empl 
Type FTE %

Contract 
Days

Days 
Paid

Annual Salary 
Rate

Creditable 
Earnings

Member TRS 
Contributions

Federal 
Funds

Teacher X F 100 180 180 26,050.00 26,050.00 2,344.50 1,050

Example 52: Federal funds - substitute paid from Title II
Teacher Y was a substitute teacher. He substituted for 10 days at $75 per day for total earnings of 
$750. Two of the 10 days were paid from the Title II program.

Annual Report of Earnings

Name Empl 
Type FTE %

Contract 
Days

Days 
Paid

Annual Salary 
Rate

Creditable 
Earnings

Member TRS 
Contributions

Federal 
Funds

Teacher Y S 180 10 750.00 750.00 67.50 150

Accrual accounting
TRS requires earnings to be reported on an accrual basis. Accrual accounting requires the rec-
ognition of revenue in the period earned, which may not coincide with the period in which 
it is paid. Creditable earnings from July 1 through June 30 should be reported on each year’s 
Annual Report.
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Example 53: Accrual - hourly stipend paid following fiscal year
Teacher A was a full-time teacher with a base rate and earnings of $27,000. During April he 
chaperoned a dance and was paid $75. He turned in his time sheet on June 13 and was paid on 
July 15.

The $75 is reportable in the current school year ending June 30 since the $75 was earned prior to 
June 30.

Annual Report of Earnings

Name Empl 
Type FTE %

Contract 
Days

Days 
Paid

Annual Salary 
Rate

Creditable 
Earnings

Member TRS 
Contributions

Federal 
Funds

Teacher A F 100 180 180 27,075.00 27,075.00 2,436.75

Example 54: Accrual - repayment of salary overage
Teacher B was paid $25,500 during the current school year. At the end of the fiscal year it was 
discovered that her correct salary was $24,000 and she had been overpaid by $1,500. The 
employer decided to collect the overpayment by docking her next year’s wages. She was paid 
$24,500 (26,000 contract less $1,500 docked) during the following year.

$24,000 is reportable in the current school year 
$26,000 is reportable in the next school year

Year 1 Annual Report of Earnings

Name Empl 
Type FTE %

Contract 
Days

Days 
Paid

Annual Salary 
Rate

Creditable 
Earnings

Member TRS 
Contributions

Federal 
Funds

Teacher B F 100 180 180 24,000.00 24,000.00 2,160.00

Year 2 Annual Report of Earnings

Name Empl 
Type FTE %

Contract 
Days

Days 
Paid

Annual Salary 
Rate

Creditable 
Earnings

Member TRS 
Contributions

Federal 
Funds

Teacher B F 100 180 180 26,000.00 26,000.00 2,340.00

Example 55: Accrual -  underpayment of salary
Teacher C was paid at the incorrect step of the salary schedule during the 2017-18 school year. 
In 2017-18 he was paid $27,000. However, he should have been paid $29,000. The error was 
discovered and corrected during the 2018-19 school year. In 2018-19, he was paid $37,000 
($35,000 contract plus $2,000 correction of error).

$29,000 is reportable in 2017-18 
$35,000 is reportable in 2018-19

2018-19 Annual Report of Earnings

Name Empl 
Type FTE %

Contract 
Days

Days 
Paid

Annual Salary 
Rate

Creditable 
Earnings

Member TRS 
Contributions

Federal 
Funds

Teacher C F 100 180 180 35,000.00 35,000.00 3,150.00
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If corrections are necessary for a prior school year, email the TRS Employer Services Department 
at employers@trsil.org to request an Employer’s Report of Adjustments to Earnings form. In the 
email, include the corrected days paid, annual salary rate, creditable earnings and salaries paid 
from federal funds. Also include the reason for the correction. 

End-of-career salary increases
Employers are required to pay the cost of pension benefits resulting from end-of-career salary 
increases over 6 percent. Salary increases up to 20 percent per year with the same employer will 
still be used in the calculation of the member’s final average salary (see Chapter 11, Retirement 
Benefits, for more information). TRS will continue to recognize the full salary as credit-
able earnings. (For additional information on end-of-career salary increases, see Chapter 3, 
Creditable Earnings.) 

Example 56: End-of-career salary increases
Teacher D retired at the end of the school year. Her base salary rate was $52,000. Her final 
year’s salary increased by more than 6 percent over the prior school year’s creditable earnings. 
In addition to her base salary, she earned $250 for internal substitution, $150 for lunchroom 
supervision, $300 for class sponsorship, and $75 for attendance at workshops.

Annual Report of Earnings

Name Empl 
Type FTE %

Contract 
Days

Days 
Paid

Annual Salary 
Rate

Creditable 
Earnings

Member TRS 
Contributions

Federal 
Funds

Teacher D F 100 180 180 52,775.00 52,775.00 4,749.75

Strikes
In the event of a strike, the annual salary rate should reflect what would have been earned if the 
member worked his or her normal schedule with no docks for the entire school term or length 
of the employment agreement, if longer. The annual salary rate amount is not to be reduced for 
days docked. Creditable earnings should show the reduced earnings due to the strike if any days 
were docked. Days paid should equal the days in the school term or the length of the employ-
ment agreement (whichever is greater) minus the actual days docked. (See “Docked days.”)

Sick leave reporting
Members may receive service credit for unused, uncompensated sick leave reported by former 
employers up to the combined maximum of two years. To be creditable for retirement pur poses, 
sick leave must have been available for use by a member in the event of illness. Service credit is 
not available for sick leave days added to the record of a member at the time of termination of 
service for the purpose of increasing a member’s retirement service credit. If available for use 
as sick days, unused personal leave days should be added to unused sick leave. (See Chapter 6, 
Service Credit.)

If a member receives payment for accumulated sick leave days that is also reportable to TRS 
as creditable earnings, no service credit will be available for the days that were compensated. 
However, if the payment for sick leave days is not reportable to TRS as creditable earnings, the 
sick leave days are reportable. 

mailto:employers%40trsil.org?subject=
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Employers annually certify the number of unused, uncompensated sick days on the Annual 
Report Terminated Sick Leave Report for all members who terminated employment during the 
past school year. The terminated member’s beginning and ending dates of employment and 
number of unused, uncompensated sick leave days are provided to generate the report. 

If the member applies for a benefit or a refund of contributions, the number of unused, uncom-
pensated sick leave days are only reported on the member’s Supplementary Report form. If the 
member’s unused, uncompensated sick leave days are reported on a Supplementary Report 
form, do not include the member on the Annual Report Terminated Sick Leave Report. 

If a member terminates employment, but is later rehired and previously reported sick leave days 
are reinstated to the member, the previously reported sick leave days are not reportable until the 
member terminates employment again. Please submit a corrected Terminated Sick Leave Report 
to reduce the member’s reported sick leave days to zero. If a member terminates employment, is 
later rehired and the previously reported sick leave days are not reinstated, no correction to the 
submitted terminated sick leave report is necessary. However, the future Terminated Sick Leave 
Report must include only the second period of employment. 

Leave of absence
An Annual Report Leave of Absence Report is generated for each member who was on an unpaid 
leave of absence during any portion of the school year. Include those on leaves under the Family 
Medical Leave Act (FMLA) of 1993, reductions in force (RIF), or any other type of unpaid leave. 
Only include members who were paid for less than 170 days during the school year.

A member may be able to purchase TRS service credit for a period of the unpaid leave of 
absence. Providing leave information allows TRS to notify the member of his or her right to claim 
the service credit. While TRS may need additional information, TRS is able to begin processing 
the optional service claim. Leave of absence information reduces inquiries in future years when 
the member realizes the potential for claiming the unpaid leave of absence for optional service 
credit. Without this information, inquiries often times are made several years after the leave 
occurred, resulting in a request for information from employers that sometimes is decades after 
the leave.

Address Request Report
Employers may receive a Member Address Request Report after TRS has received the Annual 
Report of Earnings. Members who do not have an address on file with TRS will be shown on the 
report. Verify the Social Security number is correct and then provide addresses for the members. 
Also add any new members who have been hired for the upcoming school year on this report. 
Please return the form to the TRS Springfield office. 

Audit complete notification
TRS Employer Services Department reviews every Annual Report of Earnings. Based upon tele-
phone calls or correspondence with the employer, corrections to the reported information may 
be necessary. After all required corrections to an Annual Report are processed, employers will 
be notified via email that the Annual Report review is complete and the Summary of Changes 
Report is available to view. Employers are annually required to confirm that they have reviewed 
the Summary of Changes Report.
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Report difference process
Once the review of the Annual Report of Earnings is complete and all necessary corrections are 
processed, TRS will calculate the amount of TRS or THIS Fund contributions due based on the 
earnings reported.

TRS will transfer any overpayment of TRS contributions to offset underpayment of any other 
TRS contributions for the same employer. TRS acts as a service agent for Illinois Department 
of Central Management Services  (CMS) for the collection of THIS Fund contributions. Because 
of this, TRS cannot process any transfers between the TRS contributions and the THIS 
Fund contributions.

After the Annual Report review is completed by TRS, employers are required to confirm they 
have reviewed the Summary of Changes Report.

If, after any transfers of contributions, an overpayment greater than $50 exists, TRS will voucher 
the overpayment to the employer.

If, after any transfers of contributions, an underpayment greater than $50 exists, the balance 
due to TRS will appear on the monthly Employer Bill. Balances due for member retirement con-
tributions, TRS employer contributions, and contributions due on federally-funded salaries will 
be listed on the Report Difference Contributions section of the bill. THIS Fund balances due 
will appear on the Report Difference Contributions - THIS Fund section of the bill. Please see 
Chapter 4, Employer Payments, for more information regarding the Employer Bill.

Please verify the accuracy of the Employer Bill. If the bill is accurate, please remit the contribu-
tions billed. If the bill is not accurate because corrections are required to previously reported 
creditable earnings, contact the Employer Services Department at (888) 678-3675, option 1. 
Contact the Accounting Department at (888) 678-3675, option 2, for questions about contrib-
uted amounts.

Employer’s Report of Adjustments to Earnings
Section 16-192 of the Illinois Pension Code requires TRS to correct its members’ creditable earn-
ings for four fiscal years prior to the fiscal year in which the error was noted. For example, if 
an error discovered in the 2020-21 school year occurred during the 2016-17, 2017-18, 2018-19 
or 2019-20 school years, the employer must email the TRS Employer Services Department at 
employers@trsil.org for an Employer’s Report of Adjustments to Earnings form. Include the 
member’s name, last four digits of Social Security number, reason for the correction and the cor-
rected days paid, annual salary, creditable earnings and salaries paid from federal funds. If the 
member worked a partial year, include the base annual salary rate, flexible benefit plan earnings, 
extra duties earned and/or lump sums. 

Prior years corrections will be not processed if the correction is equal to or less than TRS’s mate-
riality limits. The materiality limit is three days for days paid and sick leave days and is $500 for 
annual salary rate and creditable earnings. If the correction is at or under these limits, do not 
email TRS because the corrections will not be processed. The limits only apply to prior years’ cor-
rections. Service and earnings must be reported correctly in current and future years. 

The Employer Services Department will complete and process the corrections. Any required con-
tributions due after the adjustment has been processed by TRS will be billed on the monthly 
Employer Bill (see Chapter 4, Employer Payments). The required contributions must be remitted 

mailto:employers%40trsil.org%20?subject=
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before TRS will apply the adjustment to the member’s record. If contributions are due to the 
employer, TRS will voucher them to the employer after the adjustment has been processed. The 
employer should return any overpayment due to the members.

For an error discovered more than four fiscal years after its occurrence, the member should 
contact TRS for an Unreported TRS Service Certification form. For more information about the 
Unreported TRS Service Certification form, please see Chapter 7, Optional Service Credit and 
Payment Options. 

Filing Supplementary Reports and Sick Leave Certifications
Employers are required to file Supplementary Reports and Sick Leave certifications via the 
web-based Supplementary Report and Sick Leave Certification system. No forms or additional 
documents need to be mailed. Multiple users can access the system and work on Supplementary 
Reports and Sick Leave Certifications at the same time. 

Employers will be notified weekly of all members who have applied for a benefit or refund within 
the last seven days.

Supplementary Report
A Supplementary Report is required if an application for benefits (retirement, temporary dis-
ability or death) or refund is initiated prior to TRS completing its review of the Annual Report 
of Earnings. 

Review the information reported on Supplementary Reports very carefully. TRS relies on 
this information to issue refunds of contributions to members and pay benefits. If a refund is 
awarded to a member or survivor and the Supplementary Report was incorrect and resulted in 
a greater payment by TRS than was legally due, the employer may be required to reimburse TRS 
the amount due from the error.

Sick Leave Certification
Public Act 94-0004 requires employers to pay a contribution to TRS on any sick leave days 
granted to a member in excess of the normal annual allotment that are used to secure service 
credit. The employer is required to complete a Sick Leave Certification to determine whether an 
employer contribution is applicable. 

For additional information on granting sick leave days refer to Chapter 6, Service Credit.

Web-based Supplementary Report and Sick Leave Certification System
After signing in to the secure Employer Access area, employers can navigate by using menu items 
located on the left side of the screen. These menu items include:

How to Use This System – Briefly explains why TRS needs Supplementary Reports and Sick Leave 
Certifications and explains how to revise a report that was previously submitted. This menu item 
also provides a link that can be used to view or print a list of TRS edit codes with descriptions and 
required actions.

Supp Rpts/Sick Leave Certs – Select on this menu item to see a list of members who have applied 
for a benefit or refund. Select “Update” to complete and submit a Supplementary Report and/or 
Sick Leave Certification.
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Revise Submitted Supp Rpts – Make changes to a previously submitted Supplementary Report.

Revise Submitted SL Certs – Make changes to a previously submitted Sick Leave Certification.

Reports – Employers can print copies of Supplementary Reports and Sick Leave Certifications 
that have been submitted to TRS. Employers may also print blank copies of the forms for any 
members included on the Supp Rpts/Sick Leave Certs list.

Completing Supplementary Reports
Select on the Supp Rpts/Sick Leave Certs menu item on the left side of the screen. Select update 
on the member whose Supplementary Report of Sick Leave Certification will be completed.

Under Update Employment Information, enter the following:

Last day of School Term or Employment Agreement, If Longer
Indicate the date of the last day of the school term or the last day of the member’s employment 
agreement, if longer. 

Last Paid Day (inclusive of paid sick leave days)
When completing Supplementary Reports, the “Last Paid Day (inclusive of paid sick days)” box 
should represent the last date on  the school calendar for which a member is being paid. Enter 
the last day for which the member is being compensated. In most cases, this will be the mem-
ber’s final work day. Exceptions: 

1)  If the member used sick, personal or vacation days after the last day actually worked, 
enter the date the member used his/her final sick, personal or vacation day. 

2)  If the district pays teachers for the emergency days in addition to their actual work days 
and the district did not use all of the emergency days during the school term, enter the 
date of the last unused emergency day. 

For teachers who worked all year and resigned/retired at the end of the school term, the same 
date should be entered as the “Last Day of the School Term or Employment Agreement, If 
Longer,” “Last Paid Day (inclusive of paid sick days),” and “Effective Date of Resignation.”

“Last Paid Day” should not be confused with “Date of Last Payment for Regular Earnings” which 
appears on the second entry screen. The “Date of Last Payment for Regular Earnings” is only 
required if the member has a reportable lump-sum payment. This date is the day the member 
received or will receive his/her final paycheck for regular earnings. 

If a date is entered in a prior fiscal year, the employer will be asked if the member worked dur-
ing the year of the Supplementary Report. If the answer is “no,” the system will delete the 
Supplementary Report. If the member is applying for a retirement benefit, the Sick Leave 
Certification will be deleted if the member did not have any prior years of service with the 
employer. If the member had prior service with the employer, the years on the Sick Leave 
Certification will be re-evaluated and updated.

If a date is entered in the next fiscal year, the employer will be asked if the member worked in 
the next fiscal year. If the answer is “yes,” the system will create a new Supplementary Report. If 
the member is applying for a retirement benefit, the years on the Sick Leave Certification will be 
re-evaluated and updated.
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Effective Date of Resignation
Indicate the resignation date for retirement, single-sum benefit or refund. The effective date of 
resignation is not required on Temporary Disability Supplementary Reports and for substitute, 
part-time noncontractual or extra-duty employment types.

Number of Unused, Uncompensated Sick Leave Days
Enter the number of unused and uncompensated sick leave days the member had remaining at 
retirement or termination. Include personal leave days that are available for use as sick leave.

When reporting sick leave days on the Supplementary Report, round sick leave days to the near-
est tenth decimal place. Do not round sick leave days to the nearest whole number. For example: 
1) If a member has 55.75 sick leave days, report 55.8 sick leave days.  
2) If a member has 72.32 sick leave days, report 72.3 days. 

Sick leave days are considered compensated if they are used in the calculation of a payment that 
qualifies as TRS creditable earnings. If no payment is issued, or if the payment related to unused 
sick leave does not qualify as creditable earnings under the lump-sum rules, then the days are 
considered uncompensated. Compensated days must be excluded from the number of sick days 
reported to TRS. Uncompensated days must be included in the number reported to TRS for ser-
vice credit. These guidelines apply to all available sick leave days, even if the member has accu-
mulated more than 340 days.

For Temporary Disability Supplementary Reports, the number of unused, uncompen-
sated sick leave days will be reported under the Disability Information section of the 
Supplementary Report.

Employment Type 
Indicate the member’s employment type. See instructions for employment type on the Annual 
Report – pages 11 and 12.

After entering the information on the Update Employment Information screen select, “save.”

Under Earnings Information, enter the following information:

Date of Last Payment for Regular Earnings
Indicate the date the member received his or her final paycheck for regular earnings. This 
date is only required if the member received a severance or lump-sum payment.

Number of Days in Employment Agreement
Indicate the actual number of paid days in the school term or the length of the member’s 
employment agreement, whichever is greater. Include the number of days on which the 
member performed work requiring licensure during the summer months. Refer to page 13 for 
instructions on reporting contract days on the Annual Report.

Total Number of Days Paid
Indicate the total number of days for which the member was paid for employment types F, 
P, S, and H. Enter “0” for employment type E. Since service credit is granted for each full or 
partial day worked, do not convert partial days into full-day equivalents. Refer to page 13 for 
instructions on reporting days paid on the Annual Report.
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Actual Number of Hours Worked
The number of hours worked are only required for members reported as employment 
types P, S, and H applying for temporary disability benefits. Enter the total number of 
hours worked.

Base Annual Salary Rate
Indicate the member’s full year salary rate including employer-paid member retirement con-
tributions. Exclude creditable earnings paid for extra duties, flexible benefit plans, or sever-
ance/lump-sum payments since they are reported separately. Refer to pages 13 and 14 for 
instructions on reporting annual salary on the Annual Report.

Base Creditable Earnings
Indicate the member’s actual salary paid including employer-paid member retirement con-
tributions. Exclude creditable earnings paid for extra duties, flexible benefit plans, or sever-
ance/lump-sum payments since they are reported separately. If the member has died, include 
only salary earned through the date of death. Refer to page 14 for instructions on reporting 
creditable earnings on the Annual Report.

Flexible Benefit Plan Annual Salary Rate and Flexible Benefit Plan 
Creditable Earnings
Indicate the annual salary rate and creditable earnings of any reportable flexible benefit plan 
the employer offers. For partial-year teachers, the flexible benefit plan creditable earnings 
should be prorated using the district’s method of proration. See Examples 37-39, “Flexible 
Benefit Plans” on pages 29 and 30.

 The flexible benefit plan annual salary rate will always be reported equal to flexible benefit 
plan creditable earnings.

Extra-duty Annual Salary Rate and Extra-duty Creditable Earnings
Enter the annual salary rate and creditable earnings for reportable extra duties that the 
member received during the school year. See Chapter 3, Creditable Earnings and “Extra-duty 
reporting” pages 20 and 21.

The extra-duty annual salary rate will always be reported equal to extra-duty creditable 
earnings. 

Severance/Lump-sum Annual Salary Rate and Severance/Lump-Sum 
Creditable Earnings
The amount entered reflects payments (e.g. bonus pay, severance pay, lump-sum payments 
of sick, personal and vacation days, employer payment of member’s 2.2 upgrade cost or 
optional service balance, and retirement incentive payments) that are received by the mem-
ber with or prior to the last paycheck for regular earning or the last day of creditable service 
or due and payable prior to or concurrent with the receipt of the final paycheck for regular 
earnings. 

Totals
Add Base Annual Salary Rate, Flexible Benefit Plan Annual Salary Rate, Extra-duty  
Annual Salary Rate, Severance/Lump-sum Annual Salary Rate and Base Creditable Earnings, 
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Flexible Benefit Plan Creditable Earnings, Extra-duty Creditable Earnings, Severance/
Lump-sum Creditable Earnings. The totals must equal to the annual salary rate and credit-
able earnings reported on the Annual Report for members who have retired or died. If a 
Supplementary Report is submitted for a member who applied for a temporary disability ben-
efit or a refund and he/she subsequently returned to teaching in the same school year, the 
Annual Report of Earnings totals would exceed those on the Supplementary Report.

Member TRS Contributions
Enter 9.0 percent of the member’s total creditable earnings.

Date of Severance/Lump-sum Payment 
Indicate the date of the severance or lump-sum payment. If the payment was made over sev-
eral pays, indicate the date of the final payment.

For members applying for a disability benefit, complete the questions under the Disability 
Section of the Supplementary Report (see page 52).

If information for more than one school year is needed, there will be two Earnings 
Information sections.

For retirement benefits. After all Earnings Information has been entered, scroll down to 
enter the Sick Leave Certification.

Completing Sick Leave Certifications
In Column 1, enter the normal annual allotment of sick leave and personal leave days avail-
able for use as sick leave as specified in the teachers’ collective bargaining agreement or 
employment policies. 

In Column 2, enter the total number of days added to the member’s sick leave record during each 
of the years listed.

If the district has indicated on any of the Sick Leave Questionnaires completed for the year listed 
on the Sick Leave Certification that they have granted extra sick leave days, the question “TRS 
records indicate that your district granted excess sick leave days for the following school year 
(include years the district indicated they granted days on the Sick Leave Questionnaire). Were 
excess sick leave days granted for this member?” Answer “yes” or “no.”

Edit Process – fatal and non-fatal edits
The edit process gives the employer an opportunity to correct reporting errors or explain situa-
tions that TRS will be required to research. Each edit is assigned a number and is either fatal or 
non-fatal. Employers can print a list of all edit codes by selecting on “How to Use This System” on 
the left navigation bar, then selecting “TRS Edits”. Edits invoked on each member can be viewed 
after entering the Supplementary Report and Sick Leave Certification information and selecting 
“Save” at the bottom of the screen. Please ensure you select “Save” prior to selecting “Submit to 
TRS” so that you are able to see all the edits.

Fatal edits will be shown in red and non-fatal edits will be shown in black. A short description of 
the edit will be shown with the edit number. To see a detailed description of the edit code and 
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instructions for addressing the edit, refer to the printed edit list or select on the  at the end 
of the edit description.

Fatal edits
A fatal edit identifies incorrect or incomplete information and must be corrected before the 
Supplementary Report or Sick Leave Certification can be submitted to TRS.

An example of a fatal edit with incorrect information is Edit 306 – “Total annual salary rate is 
incorrect.” Base annual salary rate + flexible benefit plan rate + extra duty rate + lump-sum rate 
do not equal total rate. A correction is required to one or more of the following fields: base 
annual salary rate, flexible benefit plan rate, extra duty rate, lump-sum rate and/or total rate.

An example of a fatal edit with incomplete information is Edit 5203 – “Total number of days 
paid is required and must be a whole number. If employment type is extra duty enter zero.” For 
employment types full-time, part-time contractual, part-time noncontractual and substitute enter 
the total number of days (Monday through Friday) the teacher performed work that required 
licensure. Ensure partial days are not converted to whole day equivalents. For employment type 
of extra duty, enter zero. 

Non-fatal edits
A non-fatal edit does not necessarily mean that the information entered is incorrect. Many edits 
are reasonableness checks, prompting TRS to verify member data. Review the reported infor-
mation. If the member has been correctly reported, enter an explanation for the edit. A detailed 
note in the edit explanation box may prevent an inquiry from TRS. Employers should not modify 
the member date solely because an edit exists. Modifications to the member data should only be 
made if the original information is incorrect and not in accordance with reporting guidelines.

Non-fatal edit examples
In the first example shown, the information reported is correct but an edit explanation 
is required.

Edit 305 – “The daily rate (computed by dividing base annual salary rate by the number of days in 
the employment agreement) multiplied by the total number of days paid is not within $250.00 of 
base creditable earnings for an employment type of full-time.” Review reported information and 
correct if in error. 

This edit often occurs when rate and earnings are correct but the member worked partial days 
or because the member received extra-duty earnings, flexible benefit plan earnings, or lump-sum 
payments. Ensure the base annual salary rate and base creditable earnings fields include base 
amounts only. Flexible benefit plans, extra duties, and lump-sum payments should be included 
in their respective fields. If the employer pays any portion of the member’s retirement contribu-
tions, the base rate and earnings should include the proper TRS factor. If the reported informa-
tion is correct, indicate how the base rate was prorated to calculate base creditable earnings. 

 Number of Days in Employment Agreement: 180 
Total Number of Days Paid: 100 
Base Annual Salary Rate: $75,000.00 
Base Creditable Earnings: $41,354.17



Chapter 5 - Page 47 - Reporting

The following edit explanations do not provide enough details to complete the Supplementary 
Report processing. TRS will be required to contact the employer for additional information.

 “The teacher was docked.”  
“Correctly reported.”

Include the following edit explanation:  
$75,000.00 ÷ 180 x 99.25 = $41,354.17

In the second example, the information reported is incorrect and the after the correction is 
made, the edit is no longer invoked.

 Number of Days in Employment Agreement: 180 
Total Number of Days Paid: 50 
Base Annual Salary Rate: $50,000.00 
Base Creditable Earnings: $14,388.89

In researching this member, the district discovered the member earned $500 dollars for 
timesheet extra duties such as chaperoning, internal substitution, and curriculum work that was 
not included in the annual salary rate and was not split out between base creditable earnings 
and extra-duty creditable earnings. The employer corrected this member’s annual salary rate and 
creditable earnings as follows:

Base Annual Salary Rate $50,000.00
Extra-duty Annual Salary Rate       +  $500.00
Total Annual Salary Rate $50,500.00

Base Creditable Earnings $13,888.89
Extra-duty Creditable Earnings +  $500.00
Total Creditable Earnings $14,388.89

When these corrections were made, Edit 305 no longer invoked or displayed on this 
member’s record.

Submitting Supplementary Reports and Sick Leave Certifications to TRS
The Supplementary Report and Sick Leave Certification can be submitted to TRS on or after a 
member’s last paid day (inclusive of paid sick leave). Prior to the member’s last paid day, the 
employer may enter the Supplementary Report and Sick Leave Certification data in the Employer 
Access Area, but the employer cannot submit the information until the member’s last paid day. If 
TRS only requires the employer to complete a Sick Leave Certification and not a Supplementary 
Report, the system will allow the Sick Leave Certification to be submitted before the member’s 
last paid day.

After all errors have been corrected and all edits have been addressed, scroll down to the bot-
tom of the Earnings Information screen and select on “Submit to TRS”. The next screen asks you 
to confirm that you want to submit. Select “yes” to send the Supplementary Report and/or Sick 
Leave Certification to TRS.

Revisions
If any changes occur after the Supplementary Report or Sick Leave Certification have been sub-
mitted, use the “Revise Submitted Supp Rpts” or “Revise Submitted SL Certs” menu item on the 
left navigation bar to submit corrections online. Enter the corrections along with the reason for 
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the corrections and submit the corrected Supplementary Report or Sick Leave Certification to 
TRS. Please note that the reason for the correction is required.

Employer Emails
• Employers will be notified weekly of members whose Supplementary Reports and Sick Leave 

Certifications need to be submitted so that the benefits or refunds can be calculated.

• TRS will send a reminder email if a Revised Supplementary Report or Revised Sick Leave 
Certification was started by the employer more than 30 days ago and it was not submitted.

• If more than 60 days have elapsed since the Revised Supplementary Report or Revised Sick 
Leave Certification was started and it has not been submitted, the revised report will be 
deleted. TRS will send an email notification of this deletion.

• If TRS makes changes to the member’s claim information that affects the years listed on the 
Supplementary Report or Sick Leave Certification, employers will receive an email notifica-
tion of the change.

• If TRS deletes a Supplementary Report or Sick Leave Certification, employers will receive an 
email notification of the deletion.

For additional information on completing Supplementary Reports and Sick Leave Certifications, 
please refer to the Supplementary Report Tutorial on the TRS website.
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Include 
this date if 
there is a 
severance/
lump-sum 
payment.

Date the 
check was 
received, 
NOT the last 
day worked.

Include 
used and 
paid sick 
leave, per-
sonal leave 
days and 
vacation 
days and/or  
unused paid 
emergency 
days.

Employer

Social Security number Member's name 

RetirementClaim Type:

Last day of school term or employment agreement, if longer: 

Last paid day (inclusive of paid sick days):

Effective date of resignation:

Number of unused, uncompensated sick leave days: 

Employment type:

Full-time Part-time Contractual 

Part-time Noncontractual (Hourly/Daily) Extra Duty

Substitute

Earnings Information for 2020-21 School Year
Date of last payment for regular earnings:

Number of days in employment agreement:

Total number of days paid:

DO NOT convert partial days into full day equivalents. Count every paid day, Monday through Friday.

2020-21 
School Year

Annual 
Salary Rate

Creditable 
Earnings

Member TRS 
Contribution
s 

(9.0%)Base
Flexible Benefit Plan
Extra-duty
(coaching, driver's education, cheerleading sponsor, 
etc.)
Severance / Lump-sum**
(bonus, sick leave, retirement incentive, etc.)
Totals:
**Date of Severance / Lump-sum Payment:

(If paid out over several periods, enter last date paid.)

Supplementary Report 
For 2020-21 School Year 

Retirement

This Supplementary Report has not been submitted to TRS.

Supplementary Report Dates
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Example 57: Full-time - retirement
Teacher D applied for retirement at the end of the school term. She worked full-time at an annual 
salary rate of $52,000. The employer had a flexible benefit plan that provided all members the 
option of receiving $1,000 cash in lieu of insurance. Teacher D was also a cheerleading sponsor 
for which she was paid $1,500. Teacher D received a $9,600 bonus that was paid with her last reg-
ular paycheck on May 31, 2021. The last day of the school term was May 1, 2021. 

The district’s collective bargaining agreement provides for payment of $100 for each day of 
unused sick leave up to 50 days. Teacher D had 132 days of sick leave on her record. She received 
payment for 50 days on July 2, 2021. 

The collective bargaining agreement provides the teachers with 12 sick leave and two personal 
leave days per year. Personal leave days can be used as sick leave. Teacher D received the normal 
annual allotment of sick and personal leave days each year. 

Annual Report of Earnings

Name Empl 
Type FTE %

Contract 
Days

Days 
Paid

Annual Salary 
Rate

Creditable 
Earnings

Member TRS 
Contributions

Federal 
Funds

Teacher D F 100 185 185 64,100.00 64,100.00 5,769.00

Employer

Social Security number Member's name 

RetirementClaim Type:

Last day of school term or employment agreement, if longer: 

Last paid day (inclusive of paid sick days):

Effective date of resignation:

Number of unused, uncompensated sick leave days: 

Employment type:

Full-time Part-time Contractual 

Part-time Noncontractual (Hourly/Daily) Extra Duty

Substitute

Earnings Information for 2020-21 School Year
Date of last payment for regular earnings:

Number of days in employment agreement:

Total number of days paid:

DO NOT convert partial days into full day equivalents. Count every paid day, Monday through Friday.

2020-21 
School Year

Annual 
Salary Rate

Creditable 
Earnings

Member TRS 
Contribution
s 

(9.0%)Base
Flexible Benefit Plan
Extra-duty
(coaching, driver's education, cheerleading sponsor, 
etc.)
Severance / Lump-sum**
(bonus, sick leave, retirement incentive, etc.)
Totals:
**Date of Severance / Lump-sum Payment:

(If paid out over several periods, enter last date paid.)

Supplementary Report 
For 2020-21 School Year 

Retirement

This Supplementary Report has not been submitted to TRS.

999-99-9999

999-9999 - All American Employer 1

Teacher D

5/21/2021
5/21/2021
5/21/2021
132

5/31/2021
185
185

52,000.00 52,000.00
1,000.001,000.00

1,500.00 1,500.00

9,600.00

64,100.00 64,100.00 5,769.00
5/31/2021

9,600.00

x
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Days Added to Member's Record During the Final Years of Service 
Column 1* Column 2* 

Teacher's normal annual allotment of sick Total number of sick leave and personal 
leave and personal days available for use as days available for use as sick leave added 

School year sick leave as specified in the collective to member's sick leave record during the 
bargaining agreement school year 

* If no days in excess of the normal annual allotment were granted or reinstated during the year, column
1 and column 2 will be the same. If days in excess of the normal annual allotment were added to the
member's record during the year, column 2 should be the total of the normal annual allotment plus the
additional days granted or reinstated.

Any days granted in excess of normal annual allotment must be granted far enough in advance of retirement to 
be available for use. Any days granted must meet the 3-step formula to be reportable to TRS (please refer to 
Chapter 6 of the Employer Guide.) 

2020-21

2019-20

2018-19
2017-18 14.0

14.0

14.0

14.0
14.0
14.0
14.0

14.0

Sick Leave Certification
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Example 58: Full-time - disability
Teacher E applied for disability benefits following expiration of her sick leave at noon on 
April 2, 2021. The last day she taught was March 22, 2021. The employer had a 180-day school 
term. Her regular per diem of $141.67 was paid for 152.5 days.

Annual Report of Earnings

Name Empl 
Type FTE %

Contract 
Days

Days 
Paid

Annual Salary 
Rate

Creditable 
Earnings

Member TRS 
Contributions

Federal 
Funds

Teacher E F 100 180 153 25,500.00 21,604.68 1,944.42

Employer

Social Security number Member's name 

Yes No

Yes No
Has the member resigned?

Has or will a worker’s compensation claim be filed?

What was the last day the member was actually present and working (excluding
paid sick leave days)?

What was the last paid day (including paid sick leave days)?

How many unused, uncompensated sick leave days did the member have remaining as 
of the last paid day?

If the member had used all available sick leave, on what date would the last sick leave 
day have been used? (Refer to a current school calendar.)

If the member has resumed teaching, what date did the member return to work 
following the disability leave?

List the first day of the 2020-21 school term or employment agreement, if longer: List

the last day of the 2020-21 school term or employment agreement, if longer: List the 

first day of the 2021-22 school term or employment agreement, if longer: List the last 

day of the 2021-22 school term or employment agreement, if longer:

Supplementary Report 
For 2020-21 School Year 

Disability Benefit

Employer

Social Security number Member's name 

Claim Type: Disability Benefit

Last day of school term or employment agreement, if longer:

Employment type:

Full-time

Part-time Noncontractual (Hourly/Daily)

Part-time Contractual

Extra Duty

Substitute

Earnings Information for 2020-21 School Year
Date of last payment for regular earnings:

Number of days in employment agreement:

Total number of days paid:

DO NOT convert partial days into full day equivalents. Count every paid day, Monday through Friday.

Actual number of hours worked:

2020-21 
School Year

Annual
Salary Rate

Creditable
Earnings

Member TRS 
Contributions 

(9.0%)
Base
Flexible Benefit Plan
Extra-duty
(coaching, driver's education, cheerleading sponsor, 
etc.)
Severance / Lump-sum**
(bonus, sick leave, retirement incentive, etc.)
Totals:
**Date of Severance / Lump-sum Payment:

(If paid out over several periods, enter last date paid.)

PLEASE COMPLETE QUESTIONS ON THE NEXT PAGE.

Supplementary Report 
For 2020-21 School Year 

Disability Benefit

This Supplementary Report has not been submitted to TRS.

999-99-9999

999-9999 - All American Employer 1

Teacher E

5/21/2021

4/28/2021
180
153

N/A

25,500.00

25,500.00

21,604.68

21,604.68 1,944.42

x

x
x

3/22/2021
4/2/2021

0

8/17/2020

8/16/2021
5/21/2021

5/20/2022
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Example 59: Part-time contractual - refund
Teacher F, who worked three full days per week, applied for a refund. Teacher F resigned 
January 8, 2021, after she completed only the first semester, which was 54 work days. Her annual 
salary rate was $20,025. She also earned $500 as a cheerleading sponsor.  

Employer

Social Security number Member's name 

Refund 

Part-time Noncontractual (Hourly/Daily)

Claim Type:

Last day of school term or employment agreement, if longer: 

Last paid day (inclusive of paid sick days):

Effective date of resignation:

Number of unused, uncompensated sick leave days: 

Employment type:

 Full-time Part-time Contractual

Extra Duty

Substitute

Earnings Information for 2020-21 School Year
Date of last payment for regular earnings: 

Number of days in employment agreement:

Total number of days paid:

DO NOT convert partial days into full day equivalents. Count every paid day, Monday through Friday.

2020-21 
School Year

Annual
Salary Rate

Creditable
Earnings

Member TRS 
Contributions 

(9.0%)
Base
Flexible Benefit Plan
Extra-duty
(coaching, driver's education, cheerleading sponsor, 
etc.)
Severance / Lump-sum**
(bonus, sick leave, retirement incentive, etc.)
Totals:
**Date of Severance / Lump-sum Payment:

(If paid out over several periods, enter last date paid.)

Supplementary Report 
For 2020-21 School Year Refund

This Supplementary Report has not been submitted to TRS.

Annual Report of Earnings

Name Empl 
Type FTE %

Contract 
Days

Days 
Paid

Annual Salary 
Rate

Creditable 
Earnings

Member TRS 
Contributions

Federal 
Funds

Teacher F P 60 180 54 20,525.00 10,512.50 946.13

999-99-9999

999-9999 - All American Employer 1

Teacher F

5/21/2021

1/8/2021

1/8/2021

0

180

54

20,025.00 10,012.50

500.00

20,525.00

500.00

10,512.50 946.13

x
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Example 60: Extra duty - retirement
Teacher G applied for retirement at the end of the school term. He was employed as a coach only 
at District 100; however, he also taught full-time for another TRS-covered employer. He was paid 
$2,500 for the entire season. Teacher G’s last day of coaching was March 1, 2021. 

Employer

Social Security number Member's name 

RetirementClaim Type:

Last day of school term or employment agreement, if longer: 

Last paid day (inclusive of paid sick days):

Effective date of resignation:

Number of unused, uncompensated sick leave days: 

Employment type:

Full-time Part-time Contractual 

Part-time Noncontractual (Hourly/Daily) Extra Duty

Substitute

Earnings Information for 2020-21 School Year
Date of last payment for regular earnings:

Number of days in employment agreement:

Total number of days paid:

DO NOT convert partial days into full day equivalents. Count every paid day, Monday through Friday.

2020-21 
School Year

Annual 
Salary Rate

Creditable 
Earnings

Member TRS 
Contribution
s 

(9.0%)Base
Flexible Benefit Plan
Extra-duty
(coaching, driver's education, cheerleading sponsor, 
etc.)
Severance / Lump-sum**
(bonus, sick leave, retirement incentive, etc.)
Totals:
**Date of Severance / Lump-sum Payment:

(If paid out over several periods, enter last date paid.)

Supplementary Report 
For 2020-21 School Year 

Retirement

This Supplementary Report has not been submitted to TRS.

Annual Report of Earnings

Name Empl 
Type FTE %

Contract 
Days

Days 
Paid

Annual Salary 
Rate

Creditable 
Earnings

Member TRS 
Contributions

Federal 
Funds

Teacher G E 185 0 2,500.00 2,500.00 225.00

999-99-9999

999-9999 - District 100

Teacher G

5/21/2021

3/1/2021

3/1/2021

0

185

0

2,500.00

2,500.00

2,500.00

2,500.00 225.00

x
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Example 61: Substitute - death
Teacher H died after working 15 days as a substitute teacher. He was paid $85 per day. 
Teacher H worked for an employer that had a 180-day school term. Teacher H last worked 
December 11, 2020. He did not have any unused sick leave days. 

Employer

Social Security number Member's name 

Claim Type: Death Benefit

Last day of school term or employment agreement, if longer:

Last paid day (inclusive of paid sick days):

Number of unused, uncompensated sick leave days:

Employment type:

Full-time

Part-time Noncontractual (Hourly/Daily)

Part-time Contractual

Extra Duty

Substitute

Earnings Information for 2020-21 School Year
Date of last payment for regular earnings:

Number of days in employment agreement:

Total number of days paid:

DO NOT convert partial days into full day equivalents. Count every paid day, Monday through Friday.

Include only accrued earnings through the date of death.

2020-21
School Year

Annual
Salary Rate

Creditable
Earnings

Member TRS 
Contributions 

(9.0%)
Base
Flexible Benefit Plan
Extra-duty
(coaching, driver's education, cheerleading sponsor, 
etc.)
Severance / Lump-sum**
(bonus, sick leave, retirement incentive, etc.)
Totals:
**Date of Severance / Lump-sum Payment:

(If paid out over several periods, enter last date paid.)

Supplementary Report 
For 2020-21 School Year

Death Benefit

This Supplementary Report has not been submitted to TRS.

Annual Report of Earnings

Name Empl 
Type FTE %

Contract 
Days

Days 
Paid

Annual Salary 
Rate

Creditable 
Earnings

Member TRS 
Contributions

Federal 
Funds

Teacher H S 180 15 1,275.00 1,275.00 114.75

999-99-9999

999-9999 - District 100

Teacher H

5/21/2021

12/11/2020

0

180

15

1,275.00

1,275.00

1,275.00

1,275.00

114.75

x
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Employer

Social Security number Member's name 

RetirementClaim Type:

Last day of school term or employment agreement, if longer: 

Last paid day (inclusive of paid sick days):

Effective date of resignation:

Number of unused, uncompensated sick leave days: 

Employment type:

Full-time Part-time Contractual 

Part-time Noncontractual (Hourly/Daily) Extra Duty

Substitute

Earnings Information for 2020-21 School Year
Date of last payment for regular earnings:

Number of days in employment agreement:

Total number of days paid:

DO NOT convert partial days into full day equivalents. Count every paid day, Monday through Friday.

2020-21 
School Year

Annual 
Salary Rate

Creditable 
Earnings

Member TRS 
Contribution
s 

(9.0%)Base
Flexible Benefit Plan
Extra-duty
(coaching, driver's education, cheerleading sponsor, 
etc.)
Severance / Lump-sum**
(bonus, sick leave, retirement incentive, etc.)
Totals:
**Date of Severance / Lump-sum Payment:

(If paid out over several periods, enter last date paid.)

Supplementary Report 
For 2020-21 School Year 

Retirement

This Supplementary Report has not been submitted to TRS.

Administrator I999-99-9999

999-9999 - District 100

6/30/2021
4/30/2021

4/30/2021

120.3

260

217

90,000.00

90,000.00

75,000.00

75,000.00 6,750.00

x

Example 62: School administrator - retirement
Administrator I applied for retirement on April 30, 2021 after completing 10 months of 
her 12-month employment agreement. Her annual salary rate was $90,000. She received $75,000. 
Administrator I completed 217 days of the 260 paid days in her contract period. Administrator I 
received 15 sick leave days and three personal leave days per year. The collective bargain-
ing agreement provides teachers with 12 sick leave days and two personal leave days per year. 
Personal leave days can be used as sick leave.

Annual Report of Earnings

Name Empl 
Type FTE %

Contract 
Days

Days 
Paid

Annual Salary 
Rate

Creditable 
Earnings

Member TRS 
Contributions

Federal 
Funds

Administrator I F 100 260 217 90,000.00 75,000.00 6,750.00
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Days Added to Member's Record During the Final Years of Service 
Column 1* Column 2* 

Teacher's normal annual allotment of sick Total number of sick leave and personal 
leave and personal days available for use as days available for use as sick leave added 

School year sick leave as specified in the collective to member's sick leave record during the 
bargaining agreement school year 

* If no days in excess of the normal annual allotment were granted or reinstated during the year, column
1 and column 2 will be the same. If days in excess of the normal annual allotment were added to the
member's record during the year, column 2 should be the total of the normal annual allotment plus the
additional days granted or reinstated.

Any days granted in excess of normal annual allotment must be granted far enough in advance of retirement to 
be available for use. Any days granted must meet the 3-step formula to be reportable to TRS (please refer to 
Chapter 6 of the Employer Guide.) 

2020-21

2019-20

2018-19
2017-18 18.0

18.0

18.0

18.0
18.0
18.0
18.0

18.0

Sick Leave Certification
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Days Worked Report
Accuracy in reporting the number of days worked is critical because this number is used to deter-
mine the amount of TRS service credit each member receives for the school year. 

Service credit is granted for each day or partial day worked, Monday through Friday, during the 
school year, in a position requiring teacher licensure. 

Many school districts have developed their own systems to record and accumulate the num-
ber of days each member was paid during the school year. School districts that do not have 
an automated days tracking system in place may find the Days Worked Report form useful for 
recording each day worked for part-time contractual, part-time noncontractual (hourly), or sub-
stitute teachers.

Copies can be downloaded from the TRS website, https://www.trsil.org. 

Questions
For questions about any of the forms or reports discussed in Chapter 5, please contact the 
Employer Services Department at (888) 678-3675, option 1 or by email at  
employers@trsil.org.

http://www.trsil.org
mailto:employers%40trsil.org?subject=
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SAMPLE

Days Worked Report form
Days Worked Report

 

Days Worked Report 
(for July 1, 2020 – June 30, 2021) 

TRS Code 
 

Member’s name       Social Security number 

Type of employment (please check one):  Part-time contractual  Part-time noncontractual (hourly/daily)  Substitute 

Total number of days paid 
 
      

      

 

Circle each day worked. 
 

July 2020  August 2020  September 2020 
     

Mon Tue Wed Thur Fri Total  Mon Tue Wed Thur Fri Total  Mon Tue Wed Thur Fri Total 

  1 2 3   3 4 5 6 7    1 2 3 4  

6 7 8 9 10   10 11 12 13 14   7 8 9 10 11  
13 14 15 16 17   17 18 19 20 21   14 15 16 17 18  
20 21 22 23 24   24 25 26 27 28   21 22 23 24 25  
27 28 29 30 31   31       28 29 30    

Total   Total   Total  
 

October 2020  November 2020  December 2020 
Mon Tue Wed Thur Fri Total  Mon Tue Wed Thur Fri Total  Mon Tue Wed Thur Fri Total 

   1 2   2 3 4 5 6    1 2 3 4  
5 6 7 8 9   9 10 11 12 13   7 8 9 10 11  
12 13 14 15 16   16 17 18 19 20   14 15 16 17 18  
19 20 21 22 23   23 24 25 26 27   21 22 23 24 25  
26 27 28 29 30   30       28 29 30 31   

Total   Total   Total  
 

January 2021  February 2021  March 2021 
Mon Tue Wed Thur Fri Total  Mon Tue Wed Thur Fri Total  Mon Tue Wed Thur Fri Total 

    1   1 2 3 4 5   1 2 3 4 5  
4 5 6 7 8   8 9 10 11 12   8 9 10 11 12  
11 12 13 14 15   15 16 17 18 19   15 16 17 18 19  
18 19 20 21 22   22 23 24 25 26   22 23 24 25 26  
25 26 27 28 29          29 30 31    

Total   Total   Total  
 

April 2021  May 2021  June 2021 
Mon Tue Wed Thur Fri Total  Mon Tue Wed Thur Fri Total  Mon Tue Wed Thur Fri Total 

   1 2   3 4 5 6 7    1 2 3 4  
5 6 7 8 9   10 11 12 13 14   7 8 9 10 11  
12 13 14 15 16   17 18 19 20 21   14 15 16 17 18  
19 20 21 22 23   24 25 26 27 28   21 22 23 24 25  
26 27 28 29 30   31       28 29 30    

Total   Total   Total  
 

 

 

05008005    2/20     Online form       
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Chapter Six:  Service Credit
Days that count toward earning service credit
(80 Ill. Admin. Code 1650.320)
Service credit is granted for days paid Monday through Friday only when periodic payment is 
made to the member for:

• service rendered that requires certification under the School Code;

• legal school holidays;

• attendance during the work week at teachers’ institutes, workshops and parent/teacher con-
ferences scheduled in the school calendar;

• vacation, personal, or sick leave days used prior to termination;

• sabbatical leaves in accordance with the School Code; 

• absence from duty without the loss of pay or benefits and without use of accrued time for up 
to a maximum of one year or until the resignation date, whichever occurs first; 

• service rendered on e-learning days authorized by Section 10-20.56 of the School Code.

Service credit is not granted for Saturdays or Sundays, except in the rare instance where the 
Saturday service is required as a lawful day of attendance. 

Service credit is granted for each full or partial day worked. When reporting days paid, do not 
combine partial days into full day equivalents. 

For example: 

• Teacher A worked 72 full days and 36 half days. Report 108 days paid. 

• Teacher B worked 180 half days. Report 180 days paid. 

• Teacher C worked five full days and four half days. Report nine days paid. 

Sick days, vacation days, and contract buy-outs paid in a lump sum cannot be used to establish 
service credit with TRS. However, members may earn service credit for days they were paid while 
on a board-approved leave of absence (see above). 

Maximum creditable service in one year
(40 ILCS 5/16-130, 80 Ill. Admin. Code 1650.320)
A maximum of one year of service is creditable for all days worked in any one school year. 
Since 1959, TRS grants a full year of service credit to any member who is employed and receives 
creditable earnings for 170 days during any school year upon certification of the employer. 
Effective January 14, 1991, if a member earns salary for fewer than 170 days between July 1 of one 
year and June 30 of the following year, service credit is granted at the ratio of actual number of 
days paid to 170 days.

Adding service credit to a member’s record
Service credit is added to a member’s record by two methods. For regular teaching service, credit 
is recorded based upon the number of days paid reported on the Annual Report of Earnings. The 
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other method requires that the employer certify, upon request of the member, service credit 
based upon existing employment records.

If employment records are not available, service credit may be verified through submis-
sion of other reliable documentation by the member. Contact the TRS Member Services 
Department at 877-927-5877 (877-9-ASK-TRS) for suggestions of possible alternative sources 
of documentation.

Sick leave
(80 Ill. Admin. Code 1650.350)
Members receive service credit at retirement for unused, uncompensated sick leave. The amount 
of service credit available to a member can be determined by dividing the number of reportable 
sick leave days by 170. Members may receive up to a maximum of two years of credit.

To be creditable for retirement purposes, sick leave days must be available for use by a member 
in the event of illness. Service credit is not available and cannot be computed for sick leave days 
added to the record of a member for the purpose of increasing the member’s retirement service 
credit. TRS makes a distinction between the normal annual allotment of sick leave days and addi-
tional days granted over the normal annual allotment. A member’s normal annual allotment of 
sick leave days added at the beginning of a school year is presumed to be available for use.

An employer may choose to grant additional days to a member for reasons such as serious ill-
ness. After increasing or eliminating a sick leave cap, an employer may choose to reinstate sick 
days a member had previously lost due to the employer-imposed cap. When sick leave days in 
excess of the normal annual allotment are granted or reinstated to a member, the additional 
days must be posted to the member’s sick leave/attendance record and must represent a poten-
tial financial liability to the employer. Sick leave days must be granted or reinstated far enough 
in advance of termination that the sick leave days will be available for use by the member in the 
event of illness. The following steps are used to determine whether sick leave days granted or 
reinstated by an employer in addition to the normal annual allotment are available for use and 
reportable to TRS for service credit.

1. From the date the sick leave days are added or reinstated, determine 
the number of paid days remaining until the member’s retirement 
or termination.

2. Subtract the number of sick leave days already on the 
member’s record. ( )

3. The difference is equal to the maximum number of additional days, if 
any, that may be added or reinstated and reported to TRS.

The number of sick leave days reported to TRS as determined above must be reduced by the 
number of sick leave days used prior to termination. See the following Examples 1 and 2.

Unused, uncompensated sick leave days are not eligible for service credit at retirement when the 
member receives payment for accumulated sick leave days that is reportable to TRS as creditable 
earnings. See the following Example 3. If the payment for sick leave days is not reportable to 
TRS as creditable earnings, the sick leave days are reportable. See the following Example 4. 
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Public Act 94-0004 requires employers to pay a contribution for sick leave days granted in excess 
of the member’s normal annual allotment and used for service credit at retirement. For more 
information regarding the employer cost on sick leave days granted in excess of the normal 
annual allotment, please refer to Chapter 8, Excess Costs.

Example 1:
School District 1’s negotiated agreement allows unlimited accumulation of sick leave. District 1’s 
negotiated agreement provides for an individual to be granted up to an additional 170 days of 
sick leave upon notification of retirement.

Teacher A notified the district on March 1, 2021, of his intent to retire at the end of the 2021-22 
school year. The district has 185 days in their school term. There were 65 days remain-
ing in the 2020-21 school term when Teacher A notified the district of his retirement. There 
are 250 (65 +185) days remaining until Teacher A’s retirement. Teacher A has 150 days of unused, 
uncompensated sick leave days on his record. On the day he announced his retirement, the dis-
trict granted and added an additional 100 (250 - 150) days of sick leave to his record. In May 
of 2021, he used one sick leave day. District 1’s normal allotment is 12 days. Teacher A started 
the 2021-22 school year with 261 days of sick leave (250 - 1 + 12). He used zero sick leave days dur-
ing the 2021-22 school year. At termination, Teacher A has 261 days of unused, uncompensated 
sick leave available to be reported to TRS.

Example 2:
School District 1’s negotiated agreement allows unlimited accumulation of sick leave. District 1’s 
negotiated agreement provides for an individual to be granted up to an additional 170 days of 
sick leave upon notification of retirement.

Teacher B has 160 accumulated sick leave days. He notifies District 1 on March 1 of his intent to 
retire at the end of the school term. There are 65 days remaining in the school term. No addi-
tional sick leave days may be granted and added to his record because he has 160 days on his 
record. The additional days would not be available for use. He uses five sick leave days in May. At 
termination, Teacher B has 155 (160 - 5) days of unused, uncompensated sick leave available to be 
reported to TRS.

Example 3:
Teacher C decided to retire from District 2 at the end of the current school year. The dis-
trict’s negotiated agreement provides for payment of $10 for each day of unused sick 
leave. At termination she has 200 sick leave days on her record for which District 2 pays her 
$2,000 (200 days x $10). Payment is made on July 15 with her last regular paycheck. The payment 
for the sick leave days is reportable as creditable earnings. Therefore, the number of unused, 
uncompensated sick leave days available to be reported to TRS is zero.

Example 4:
Teacher D decides to retire from District 3 at the end of the current school year. The dis-
trict’s negotiated agreement provides for payment at the full daily per diem for each day of 
unused sick leave up to a maximum of 100 days. At termination Teacher D has 250 sick leave 
days on her record and her daily per diem is $110. District 3 pays her $11,000 (100 days x $110) 
on September 28. Teacher D received her last regular paycheck on August 28. The payment for 
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the sick leave days is not reportable as creditable earnings. Therefore, the number of unused, 
uncompensated sick leave days available to be reported to TRS is 250. 

Sick leave days for service credit
Employers will certify the number of unused, uncompensated sick leave days for members who 
terminated employment during the school year. The sick leave information provided allows TRS 
to record unused, uncompensated sick days from former employers throughout a member’s 
career. When reporting unused, uncompensated sick leave days: 

• Report only unused, uncompensated sick leave days that a member had available on the date 
he/she terminated district employment. Include unused business, personal or other nonvaca-
tion leave days that were available to use as sick leave. 

• Before reporting sick or personal leave days granted in addition to the normal annual allot-
ment, ensure the days meet the available for use requirement detailed on page 2. Refer to 
examples 1 and 2.

• If a member is paid for sick leave days, ensure the days or payment are reported following 
the guidance on page 3. Refer to examples 3 and 4. 

• Round sick leave days to the nearest 10th decimal place. Do not round sick leave days to the 
nearest whole number. For example: 

1. If the member had 55.75 sick leave days, report 55.8 days. 

2. If the member has 72.32 sick leave days, report 72.3 days. 

If the district has employed a member more than once and sick leave days earned from the pre-
vious employment were reinstated to the member, please notify TRS to reduce the member’s 
reported sick leave days to zero. If the district employed a member more than once and sick 
leave days earned from the previous employment period were not reinstated to the member, 
only report the most recent employment period and the sick leave days associated with that 
employment period. 

To make corrections to sick leave days reported pre-Gemini on the Terminated Sick Leave 
Report, visit the secure Employer Account Access online then select “Reports” under “Annual 
Report” and print a copy of the Annual Report Terminated Sick Leave Report. Make any neces-
sary changes or additions by hand and write “Revised” at the top. When adding a member to the 
Annual Report Terminated Sick Leave Report, include the beginning and ending dates of employ-
ment and report only unused, uncompensated sick leave days that a member had available on 
the date he/she terminated district employment.

TRS prefers that employers use the upload area in the Employer Account Access to securely 
send a corrected Terminated Sick Leave Report. However, faxed or mailed corrections are 
also accepted.

Secure upload: https://employer.trsil.org/subsections/employeraccess/security/signIn.aspx  
Fax: (217) 753-0969  
Mailing address:  
Teachers’ Retirement System of the State of Illinois  
2815 W. Washington, P.O. Box 19253  
Springfield, IL 62794-9253

https://employer.trsil.org/subsections/employeraccess/security/signIn.aspx 
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Former employers may certify unused sick leave using the Former Employee Sick Leave 
Certification form. A member or employer may contact TRS for a Former Employee Sick Leave 
Certification form. Sick leave days from former employers must be submitted to TRS prior to the 
member’s retirement. 

If a sick leave error is reported using Gemini, email employerservices@trsil.org with the mem-
ber’s name, last four digits of his/her Social Security number and the correct number of sick leave 
days. 

Business, personal or other nonvacation leave days
A member may earn service credit for unused, uncompensated business, personal or other non-
vacation leave days if the days were available for use in the event of illness. 

Days withdrawn from a sick leave bank
Service credit is available for sick leave days withdrawn from a sick leave bank upon retirement 
provided certain requirements are met. 

• The number of days a member individually contributed to a sick leave bank must 
be recorded. 

• The days withdrawn must reduce the available balance of sick leave days remaining in 
the bank. 

• The number of days reported for a member cannot exceed the number of days deposited 
and unused by the member.

 For example, a retiring teacher has contributed two days to the sick leave bank during her 
career and has never used any days from the bank. She begins her final year of employment 
with 150 accumulated sick leave days on her record and doesn’t use any sick leave during the 
final year. At retirement, she is permitted to withdraw the two days she had contributed to 
the sick leave bank. The district should report 152 sick leave days to TRS. 

TRS will not grant service credit for any days withdrawn by the member from a sick leave bank 
in excess of the days deposited and unused by the member. In addition, sick leave days lost as a 
result of a district imposed cap, which are deposited into the sick leave bank, are not reportable 
for sick leave service credit.

Sick leave days not reportable for service credit
TRS will not grant service credit for days

• lost as a result of a district imposed sick leave cap;

• not reinstated or granted sufficiently far in advance of retirement to be available for use;

• granted contingent upon a future event such as retirement or that the granted days do not 
result in an employer cost;

• only available for catastrophic or extended illnesses;

• accumulated in excess of a per illness limitation;

• reportable to another retirement system;
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 For example: a teacher worked as a teacher’s aide prior to becoming a teacher. If the sick 
leave days earned while an aide are available for use as a teacher and are not reported to 
IMRF, the days are reportable to TRS when the teacher terminates. However, if the days 
earned while working as an aide are reported to IMRF, only the days earned and remaining 
unused as a teacher are reportable. 

• earned in years for which a member has taken a refund that has not been repaid; 

• available for use in a non-TRS-covered position;

 For example: a teacher changes positions and becomes a teacher’s aide. If the sick leave days 
earned while the individual was a teacher are available for use as an aide, the sick leave days 
are not reportable to TRS. If the individual begins the aide position with zero sick leave days, 
the days accumulated as a teacher are reportable to TRS. 

• or recorded in other states, even if the member purchased out-of-system credit.

Granted days
The following situations are regarded as granting sick leave in excess of the normal annual allot-
ment. The three-step formula must be applied to the extra days as of the date they are added to 
the member’s sick leave record to determine if they are available for use. 

• granted from a sick leave bank to preserve a member’s personal sick leave balance in the 
final year(s) of service;

• additional days awarded for good attendance or for not using sick or personal leave;

• additional days awarded for reaching a minimum accumulation of sick leave;

• sick leave days awarded in lieu of payment for extra duties;

• unused vacation days converted to sick leave;

• unused personal leave days that accumulate two-for-one as sick leave or personal leave; or

• business, personal or other nonvacation leave days that are not available for use as sick leave 
but accumulate as sick leave if unused.

Unused vacation days
TRS will not grant service credit for unused vacation days.

Sabbatical leave
A member who is on a sabbatical leave may be granted service credit as though he or she had 
been teaching during the time of the leave. In order to receive service credit, the sabbatical leave 
must have been granted in accordance with the Illinois School Code (105 ILCS 5/24-6.1). A mem-
ber on sabbatical leave must be included on the Pay-period Report with the payment reason of 
SB = Sabbatical. Consult the School Code for guidelines regarding sabbatical leaves.

TRS and THIS Fund member and employer contributions must be remitted during the leave. The 
earnings contributions are based on the salary rate reported immediately prior to the leave. For 
example: A member has been granted a full year sabbatical leave under the School Code. In the 
prior year, the member was reported with the full year rate and earnings of $80,000. The district 
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pays teachers semi-monthly over 24 pays. Earnings of $3,333.33 will be reported with a payment 
reason of SB each pay period. Required member and employer contributions will be due each 
pay period based on earnings of $3,333.33. 

Leave of absence
A member who is on an unpaid leave of absence may not be granted service credit for the period 
of the leave. However, the member may be eligible to purchase the leave as optional service 
credit. (See Chapter 7, Optional Service Credit.). Paid leaves are reportable as active service 
provided the member is absent from duty without the loss of pay or benefits and without the 
use of accrued time for up to a maximum of one year or until the resignation date, whichever 
occurs first.

Under Gemini, members on an unpaid leave of absence will be reported as a payment reason of 
LA - Unpaid Leave of Absence. For example: Teacher A works 10 days during the first pay period 
of the school term before going on a board-approved leave of absence for the remainder of the 
second term. The first pay period has 12 days. Teacher A will be reported with 10 days as BS = 
Base Salary and two days as LA = Unpaid Leave of Absence. For each pay period for the rest of 
the school term, Teacher A will be reported as LA with days paid equal to the number of days in 
the pay period.

Duplicate service
A member may not use service earned under TRS for retirement credit under another public 
retirement system unless the member takes a refund of his or her TRS service credit.

If TRS receives written certification that a TRS annuitant has used TRS service credit for retire-
ment credit in another public retirement system, the duplicated credit will be removed from the 
annuitant’s record and the annuitant’s retirement annuity will be reduced accordingly. In addi-
tion, TRS will offset any future benefits paid to the annuitant or the annuitant’s beneficiary by 
the amount that TRS overpaid the annuitant.

Disability service credit
A member may qualify to earn service credit for periods of occupational and nonoccupational dis-
ability. (See Chapter 12, Disability Benefits.)
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Chapter Seven:  Optional Service Credit 
and Payment Options
Optional service credit
Credit for several types of optional service can be obtained by verifying the service and making 
a contribution to TRS. In general, the amount due for the service credit is equal to the contribu-
tions that would have been required if the service had been earned under TRS plus interest.

A member may reinstate service that has been cancelled by a refund and purchase service credit 
for the following licensed teaching:

• out-of-system service,

• part-time teaching,

• substitute and homebound teaching,

• military service and post-military teacher retraining,

• leave of absence and involuntary layoff, and

• an absence due to pregnancy or adoption prior to July 1, 1983.

With the exception of absences due to pregnancy or adoption prior to July 1, 1983, a member 
must pay for optional service credit before retirement. Only the paid portion of optional service 
credit is used to calculate retirement benefits. Refunds, however, must be repaid in full before 
the service credit can be used.

A member should have any optional service recorded with TRS as soon as possible. If the mem-
ber waits until retirement to confirm the service, the employer’s records may have been lost or 
destroyed. Without a record of the service, TRS cannot grant the member credit.

Out-of-system service
A member may purchase out-of-system service for full-time, part-time, or substitute public school 
teaching performed in:

• other states, territories, or dependencies of the United States,

• Chicago public schools, or

• public common schools operated by or under the auspices of the United States or any 
agency or department of any other state. However, service as an instructor in a United States 
military instructional center while the member was in the military is not eligible for optional 
service credit.

A member may also purchase out-of-system service for any period of work in professional speech 
correction or special education in a public agency within Illinois or any other state, territory, 
dependency, or possession of the United States.

Out-of-system service for teaching in colleges, universities, and private schools cannot 
be purchased.
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Part-time teaching 
All part-time teaching performed after June 30, 1990 is reported to TRS and contributions 
are remitted by the employer. From July 1, 1969, to June 30, 1990, only part-time teaching on 
a permanent and continuous basis in a position for which services were expected to be ren-
dered for the entire school term was reportable. Part-time teaching was not reportable prior to 
July 1, 1969.

For a member to purchase service credit for part-time service prior to July 1990 that was not 
reportable by an employer, employers must – based on existing school records – verify the appli-
cable days on the Part-Time Service Certification form, which is shown at the end of this chapter, 
and file the completed form with TRS. Once the credit is verified, the service will be added to the 
member’s record at TRS as “pending service credit” and an accounts receivable balance will be 
established for the amount due. Contributions are based on the member’s creditable earnings.

Substitute teaching, homebound instruction and tutoring 
All substitute teaching performed after June 30, 1990 is reported to TRS and contributions are 
remitted by the employer. A member who performed substitute teaching prior to July 1990 for 
TRS-covered employers may purchase credit for the fraction of a year that is equal to the ratio of 
days paid to the number of days in the legal school term at the time the service was performed.

Service credit may be obtained for homebound instruction and for tutoring requiring licensure 
paid by the employer. 

For a member to purchase credit for this service, the employer must – based on existing school 
records – verify the applicable days on the Substitute or Homebound Service Certification form, 
which is shown at the end of this chapter, and file the completed form with TRS. Once the credit 
is verified, the service will be added to the member’s record at TRS as “pending service credit” 
and an accounts receivable balance will be established for the amount due. Contributions are 
based on the member’s creditable earnings.

Military service and post-military teacher retraining 
Members may purchase two types of military service:

• military service and post-military teacher retraining that immediately followed Illinois public 
school teaching, or

• military service that did not immediately follow Illinois public school teaching (typically, mili-
tary service rendered before a member began teaching).

Costs for the two types of service differ. Members are limited to purchasing a total of five years 
of credit for active military service and educational retraining programs following military service. 
Only two of the five years are allowed for military service not immediately following teaching.

Under the provisions of the Uniform Services Employment and Re-employment Rights 
Act of 1994 (USERRA), a member returning to teaching from military service on or after 
December 13, 1994, will not be charged interest on military service contributions. A member has 
up to three times the period of his or her military service, not exceeding five years, to take advan-
tage of USERRA. If a member waits until the USERRA deadline has passed, interest accumulates 
on those contributions. 



Chapter 7 - Page 3 - Optional Service Credit

Members called to active military duty
Members called to active military duty after 2000-01 should be reported on the Pay-period 
Contribution Report.  Please refer to Chapter 5, Reporting, “Military Service,” for further guid-
ance regarding TRS members called to active duty after the 2000-01 school year.

Military service immediately following teaching
Up to five years of credit for active military service immediately following teaching may be pur-
chased. To do so, the member must send TRS a copy of U.S. Government Form DD-214 or its 
equivalent. Credit for this type of service must be purchased before the member retires. Once 
the credit is verified, the service will be added to the member’s record at TRS as “pending service 
credit” and an accounts receivable balance will be established for the amount due. 

To be eligible to purchase credit for military service that immediately followed Illinois public 
school teaching, the member must have entered the military within 12 months of service under 
either TRS or the Chicago Teachers’ Pension Fund (CTPF). To purchase credit for an educational 
retraining program, the training must follow the member’s military discharge, be sponsored by 
the federal government, and prepare the member for a return to teaching.

The contributions due for military service credit that immediately followed Illinois public school 
teaching is based on a salary rate equal to the member’s salary rate at the time he or she entered 
military service. For each successive school term, the member’s contributions to TRS will be 
based on a salary rate 5 percent higher than the salary rate in the previous school term. Interest 
is then added from the date the contributions would have been due to the date of payment.

Military service not immediately following teaching
A member may purchase up to two of the five years for active military service not imme-
diately following employment in a position requiring contributions to TRS or the Chicago 
Teachers’ Pension Fund  (CTPF). To verify this service, the member must send TRS a copy of 
U.S. Government Form DD-214 or its equivalent. Credit for this type of service must be purchased 
before the member retires. Once the credit is verified, the service will be added to the member’s 
record at TRS as “pending service credit” and an accounts receivable balance will be established 
for the amount due. 

Military service that does not immediately follow teaching is service that began 12 months or 
more after teaching or service that was rendered before the member began teaching.

The required contribution for military service not immediately following teaching is based on the 
total normal cost rate in effect when the service is verified plus interest. The total normal cost 
rate includes both a member rate and an employer rate. The total normal cost rate is multiplied 
by the greater of:

• the salary rate on the member’s last day of teaching prior to military service or 

• the salary rate for the member’s first year of teaching following the military service. 

The salary must have been earned in a position that required mandatory contributions to 
TRS. Interest is then added from the year of the member’s first membership in TRS to the 
date of payment. 
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Leave of absence and involuntary layoff 
A member may purchase service credit for approved leaves of absence or periods of involuntary 
layoff. A leave of absence is “approved” if:

• the member did not resign;

• the member’s employer promised renewed employment at the end of the leave;

• the member’s employer, through its board, officially approved the member’s request for 
leave; or

• the member’s leave qualifies as a leave under the Family and Medical Leave Act, as certified 
by the member’s employer.

A layoff is “involuntary” if it is due to a reduction in force authorized under the School Code. An 
involuntary layoff does not include dismissal for cause or other performance-related reasons.

The maximum, combined service credit a member may purchase for leaves of absence, involun-
tary layoffs, and absences due to pregnancy or adoption is three years.

To receive credit for an approved leave of absence or an involuntary layoff, the member must 
return to a position covered by TRS or the State Universities Retirement System (SURS) after the 
leave or layoff. The member must then establish credit for at least the period of the leave or one 
year, whichever is less. 

For a member to purchase credit for a leave of absence, the employer must – based on exist-
ing school records – verify the applicable days on the Leave of Absence Certification form, which 
is shown at the end of this chapter, and file the completed form with TRS. The employer or the 
member may be asked to file a copy of the board resolution granting the leave.

A member may verify credit for an involuntary layoff by sending TRS a copy of the layoff notice 
he or she received from the employer engaging in the reduction in force.

Once the credit is verified, the service will be added to the member’s record at TRS as “pend-
ing service credit” and an accounts receivable balance will be established for the amount due. 
Contributions to TRS for this service credit are based on a salary rate equal to the member’s 
teaching salary rate immediately preceding the leave.

Beginning with the 2000-01 school year, TRS requested leave of absence information with the 
Annual Report of Earnings. Complete an Annual Report Leave of Absence Report for all TRS-
covered members on an unpaid leave of absence during any portion of the school year.  For more 
information regarding the Annual Report Leave of Absence Report included with the Annual 
Report of Earnings, please refer to Chapter 5, Reporting, “Leave of Absence.”

Leave of absence, layoff, and absence due to pregnancy  
or adoption
A member may purchase credit for periods away from a TRS-covered position prior to 
July 1, 1983, due to pregnancy or adoption.

To be eligible to purchase this credit, the member must
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• have returned to covered employment with either TRS or the State Universities Retirement 
System (SURS) and

• send TRS a completed Adoption Service Certification form or Pregnancy Service Certification 
form and all required supporting documentation.

Once the credit is verified, the service will be added to the member’s record at TRS as “pend-
ing service credit” and an accounts receivable balance will be established for the amount due. 
Contributions to TRS for this service credit are based on a salary rate equal to the member’s 
teaching salary rate immediately preceding the leave.

If the member has not yet retired, he or she must complete the pregnancy or adoption credit 
purchase prior to retirement if the credit is to be included in the benefit calculation. Payment 
made after the member retires will result in the recalculation of the retirement benefit, effective 
the first of the month following payment.

Annuitants are permitted one opportunity to purchase the credit. Although it is advantageous 
for an annuitant to purchase the credit as soon as possible, there is no deadline. Both annuitants 
and members may purchase all or a portion of the credit to which they are entitled, but annui-
tants may make only one purchase.

Three years is the maximum combined service credit that may be purchased for absences due to 
pregnancy or adoption, leaves of absence, and involuntary layoffs.

Private School Credit
The Illinois Pension Code allowed a limited opportunity to purchase credit for service as a teacher 
or administrator in a recognized Illinois private school. The member must have applied for this 
credit on or before June 30, 2022. Post-secondary institutions were not included. Retired mem-
bers cannot purchase this service. 

For each year of service credit purchased, the member must contribute the normal cost in effect 
on the date of the application. This rate, which is determined by our actuaries each year, includes 
both employer and employee contribution rates. The total normal cost rate is multiplied by the 
annual salary rate during the member’s first year of full-time employment in a TRS-covered posi-
tion following the private school service. Interest began on the first date of full-time TRS employ-
ment following the private school service and continues until the contribution is paid. 

Repayment of a refund
When a member withdraws service by taking a refund of contributions, TRS membership ends 
and all creditable service is cancelled. Service credit that was previously forfeited by taking a 
refund may not be used as a basis for payment of benefits until the member:

• repays the entire refund with interest from the date the refund was made to the date the 
refund is repaid and

• completes one year of TRS creditable service following the refunded service. Repayment of 
the refund is permitted under the provisions of the Illinois Retirement Systems Reciprocal 
Act after the member completes at least two years of service with a reciprocal system follow-
ing the date of the refunded service credit.
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These requirements must be completed prior to the member’s retirement, death, or commence-
ment of disability benefits.

Correcting errors after more than four fiscal years
Section 16-192 of the Illinois Pension Code requires TRS to correct its members’ creditable earn-
ings for four fiscal years prior to the fiscal year in which the error was noted. For example, if 
an error discovered in the 2021-22 school year occurred during the 2017-18, 2018-19, 2019-20 
or 2020-21 school years, the employer must contact the TRS Employer Services Department for 
an Employer’s Report of Adjustments to Earnings form. For more information on the Employer’s 
Report of Adjustments to Earnings form, please see Chapter 5, Reporting. 

For an error discovered more than four fiscal years after its occurrence, the member may contact 
TRS for an Unreported TRS Service Certification form. An example of the form is shown at the 
end of this chapter.

For a member to purchase credit for unreported service, the employer must, based on exist-
ing records, verify the days paid and the earnings information on the Unreported TRS Service 
Certification form, which is shown at the end of this chapter, and file the completed form with 
TRS. Once the credit is verified, the service will be added to the member’s record at TRS as 
“pending service credit” and an accounts receivable balance will be established for the amount 
due. Contributions are based on the member’s creditable earnings.  

Required contribution and interest rates for the purchase of 
optional service credit
(40 ILCS 5/16-128)
Required contributions are equal to the contributions that would have been required if the ser-
vice had been rendered under TRS, plus interest. Interest is compounded annually from the date 
the contributions would have been due to the date of payment according to the following sched-
ule unless otherwise noted in the explanation.

Required TRS contributions as a percentage of earnings are:

• 4 percent, July 1, 1939 to June 30, 1947;

• 5 percent, July 1, 1947 to June 30, 1953;

• 6 percent, July 1, 1953 to June 30, 1959;

• 7 percent, July 1, 1959 to June 30, 1969;

• 7.5 percent, July 1, 1969 to June 30, 1971;

• 8 percent, July 1, 1971 to June 30, 1995;

• 8 percent plus 0.5 percent health insurance contributions, July 1, 1995 to June 30, 1998; 

• 9 percent plus 0.5 percent health insurance contributions, July 1, 1998 to December 31, 2001;

• 9 percent plus 0.65 percent health insurance contributions, January 1, 2002 to June 30, 2003; 

• 9 percent plus 0.75 percent health insurance contributions, July 1, 2003 to June 30, 2005;

• 9.4 percent plus 0.80 percent health insurance contributions July 1, 2005 to June 30, 2007;
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• 9.4 percent plus 0.84 percent health insurance contributions July 1, 2007 to June 30, 2010; 

• 9.4 percent plus 0.88 percent health insurance contributions July 1, 2010 to June 30, 2012;

• 9.4 percent plus 0.92 percent health insurance contributions July 1, 2012 to June 30, 2013;

• 9.4 percent plus 0.97 percent health insurance contributions July 1, 2013 to June 30, 2014;  

• 9.4 percent plus 1.02 percent health insurance contributions July 1, 2014 to June 30, 2015;

• 9.4 percent plus 1.07 percent health insurance contributions July 1, 2015 to June 30, 2016; 

• 9 percent plus 1.12 percent health insurance contributions July 1, 2016 to June 30, 2017; 

• 9 percent plus 1.18 percent health insurance contributions July 1, 2017;  

• 9 percent plus 1.24 percent health insurance contributions July 1, 2018 to June 30, 2021;

• 9 percent plus 0.90 percent health insurance contributions July 1, 2021.

Contributions were subject to a maximum amount until 1961. Minimum contributions were in 
force continuously.

Interest, compounded annually, is computed as follows:

• 3 percent annually for periods before July 1, 1965;

• 4 percent annually, July 1, 1965, through June 30, 1977;

• 5 percent annually, July 1, 1977, through June 30, 1981; and

• 6 percent annually beginning July 1, 1981.

The 2.2 formula
The 2.2 formula improves the retirement benefit for TRS members by accelerating the rate at 
which future retirement benefits accrue. Formerly, retirement benefits accrued at a slower rate 
in the early years as an educator and at a faster rate as service credit increased. The table below 
compares the previous four-step formula to the 2.2 formula.

Annual Accrual Rate
Years of service  Four-step formula 2.2% formula
First 10 years 1.67% 2.2%

Second 10 years 1.9% 2.2%

Third 10 years 2.1% 2.2%

Years beyond 30 2.3% 2.2%

2.2 upgrade
Credit earned before July 1, 1998, may be upgraded to the 2.2 formula by making an optional pay-
ment. If a member does not upgrade pre-July 1998 service, benefits for this service will be based 
on the four-step formula. The upgrade to the 2.2 formula is entirely voluntary and may be elected 
by calling the TRS Member Services Department. See Chapter 11, Retirement Benefits for an 
example of the upgrade cost.
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Purchasing credit for optional service 
Several payment options – lump-sum, installments, direct rollover – are available when a member 
wants to purchase credit for optional service, to repay refunded service, and to upgrade pre-1998 
service to the 2.2 flat rate formula.

Employer’s payment of member’s 2.2 upgrade balance or 
optional contribution balance 
An employer may pay all or part of the member’s 2.2 upgrade balance or optional contribution 
balance directly to TRS.  If an employer is paying a member’s 2.2 upgrade, TRS can accept only 
one employer payment per year. The Employer Payment Coupon, which is shown at the end of 
this chapter, must be remitted with the payment. The employer must indicate on the form if the 
payment is a before-tax or after-tax payment.

If the employer chooses to “pick up” the amount on a before-tax basis in accordance with 
the Internal Revenue Code, Section 414(h), the amount is not included in the member’s gross tax-
able income for income tax purposes.

Federal guidelines require that a pick up authorization be included in either a collective bargain-
ing agreement, a contract, or a resolution because the employer payment is not of a statutory 
nature. The authorization should read similar to the following language:

 The contributions for the upgrade required under the Pension Code, Section 16-129.1 
(40 ILCS 5/16-129.1), although designated as employee contributions, are being paid by {name 
of employer} in lieu of contributions by the employees and are being picked up pursuant to 
the Internal Revenue Code of 1986, Section 414(h)(2), as amended. The employees covered 
by the {collective bargaining agreement, contract, resolution, etc.} shall not have the option 
of choosing to receive the contributed amounts directly instead of having them paid by the 
employer to the Teachers’ Retirement System.

The above language should also indicate the employee or group of employees for whom the pick 
up will be made.

After-tax payments
After-tax payments are quick and simple. Full-time, part-time, and substitute teachers are eligi-
ble. Once a member has established their purchase cost by contacting TRS, they simply mail their 
check, include their Social Security number, and tell TRS how to apply their payment.

Lump-sum or installment payments
TRS accepts personal checks, money orders, or cashiers’ checks as either a lump-sum payment 
or installment payments using after-tax dollars. Members may also make payments to TRS from 
their bank accounts online if they do not wish to mail a check. Cash and credit card payments are 
not accepted. 

A member may make a lump-sum payment or installment payments directly to TRS when pur-
chasing optional service credit or repaying a refund. Each installment payment must be a mini-
mum of $50. If the total balance due is less than $50, the member’s payment must be for the full 
amount due.
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A member may make a lump-sum payment directly to TRS when purchasing credit for optional 
service, repaying refunded service, or upgrading pre-1998 service to the 2.2 flat rate formula.

A check(s) payable to THIS Fund is required for health insurance contributions due for periods of 
optional service after June 30, 1995.

Before-tax payments
Rollovers
Rollovers allow a member to transfer pre-tax funds from many different types of retirement 
plans to TRS to pay for credit for optional service, repay refunded service, or upgrade pre-1998 
service to the 2.2 flat rate formula without loss of tax benefits. In many cases, this is a real advan-
tage. A member’s current custodian must agree to make the transfer, and the member must fol-
low specific requirements set forth in federal tax regulations. TRS will accept rollovers from most 
qualified retirement plans. Rollover payments are processed after TRS receives a completed 
Rollover Certification form. For more information, call 877-927-5877 (877-9-ASK-TRS).
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SAMPLE

Form: Part-time Service Certification

Part-Time Service Certification
(Prior to July 1, 1990) 

Suzy A Smith
123 Sunny St
Pleasanton IL 00000

Social Security number: 999-99-9999
Date of birth: 01-01-1947 
Home telephone number: (123) 456-7890 
Work telephone number: (123) 987-6543 
Work extension number: 222 

Complete this certification to claim service credit in the Teachers' Retirement System for part-time teaching that was completed before 
July 1, 1990.
Other names under which member taught

Member signature Date

 

School Official Certification
School year
beginning Dates of employment

Number of
days in

Actual
number of

Part-time salary
rate for

Gross actual
earnings for

Total 
annual

July 1
(1)

From
(2)

To
(3)

school term
(4)

days paid
(5)

school term
(6)

school term
(7)

hours worked
(8)

Box 5:
Box 6:

Credit is granted for each day or partial day worked.  Do not combine partial days into full-day equivalents.
If the member's daily rate varied during one school term, use a separate line for each compensation rate.

I certify that the information shown is correct as shown in our existing school records. If requested, I will provide this 
documentation. By signing, I certify that this information is correct. I am aware that pursuant to the Illinois Pension Code, 40 ILCS 
5/1-135, any person who knowingly makes any false statement or falsifies or permits to be falsified any record in an attempt to 
defraud the Teachers’ Retirement System is guilty of a Class 3 felony. Please be advised that if the TRS Board has a reasonable 
suspicion that a false record has been filed with the System, it is required to report the matter to the appropriate state's attorney for 
investigation.
School official's signature School official's title Date

Name of school district County Dist. no. Telephone number
(        )

Address City, state, ZIP

Office Use Only:
Reviewed by Date Adjustment number

17001002  06/2017
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SAMPLE

Form: Substitute or Homebound Service Certification

Substitute or Homebound
Service Certification

(Prior to July 1, 1990)

Suzy A Smith
123 Sunny St
Pleasanton IL 00000

Social Security number: 999-99-9999
Date of birth: 01-01-1947
Home telephone number: (123) 456-7890
Work telephone number: (123) 987-6543
Work extension number: 222 

Complete this certification to claim service credit in the Teachers' Retirement System for substitute or homebound teaching that was 
completed in any Illinois public school covered by TRS.
Other names under which member taught

Member signature Date

School Official Certification
School year
beginning

Number of
full days

Number of
partial days

Total number
of days teacher Daily rate

Gross actual
earnings for Total annual

July 1
(1)

worked
(2)

worked
(3)

was paid
(4) (5)

school term
(6)

hours worked
(7)

Box 3: Credit is granted for each day or partial day worked.  A partial day is defined as any day taught that was less than a full 
school day.  Do not combine partial days into full-day equivalents.

Box 4: Total days should equal column 2 + column 3 unless some of the partial days were concurrent.  Please note these 
exceptions on the form.  If total days equal 100 or more, send supporting documentation used to determine days.

Box 5: If the member's daily rate varied during one school term, use a separate line for each compensation rate.
I certify that the information shown is correct as shown in our existing school records. If requested, I will provide this
documentation. By signing, I certify that this information is correct. I am aware that pursuant to the Illinois Pension Code, 40 ILCS 
5/1-135, any person who knowingly makes any false statement or falsifies or permits to be falsified any record in an attempt to 
defraud the Teachers’ Retirement System is guilty of a Class 3 felony. Please be advised that if the TRS Board has a reasonable 
suspicion that a false record has been filed with the System, it is required to report the matter to the appropriate state's attorney for 
investigation.
School official's signature School official's title Date

Name of school district County Dist. no. Telephone number
(        )

Address City, state, ZIP

Office Use Only:
Reviewed by Date Adjustment number

20017002  06/2017
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Form: Leave of Absence Certification

Leave of Absence Certification

Suzy A Smith
123 Sunny St
Pleasanton IL 00000

Social Security number: 999-99-9999
Date of birth: 01-01-1947
Home telephone number: (123) 456-7890
Work telephone number: (123) 987-6543
Work extension number: 222

Complete this certification to claim service credit in the Teachers' Retirement System for the period of an approved leave of absence. 
A leave of absence is creditable as an approved leave if you did not resign prior to the granting of the leave; the employer promised 
renewed employment at the end of the leave; and the employer, through its board, took official action to approve the request for 
leave.  Service credit for a maximum of three years may be granted for an official leave of absence.  To receive credit for a leave of 
absence, you must return to teaching and establish service credit with TRS or the State Universities Retirement System for the
period of the leave or one year, whichever is less.
Other names under which member taught

Member signature Date

School Official Certification 
Beginning date of leave of absence (month, day, year)

/ / 
Ending date of leave of absence (month, day, year)

/ / 

Did the period of the leave of absence, plus creditable 
teaching service during the same school term, if any, 
include 170 days? Yes No 

Annual salary rate prior to the leave of absence

Did the member resume teaching in a position requiring participation in TRS following the leave of absence?

Yes No 

Date the member resumed teaching

/ / 
Position status resumed

Full-time Part-time Substitute 

 I certify that the member was granted a leave of absence during the period listed and that this information is correct as shown
in our existing board minutes or school records.  If requested, I will provide this documentation.  I certify that the information 
shown is correct as shown in our existing school records. If requested, I will provide this documentation. By signing, I certify 
that this information is correct. I am aware that pursuant to the Illinois Pension Code, 40 ILCS 5/1-135, any person who 
knowingly makes any false statement or falsifies or permits to be falsified any record in an attempt to defraud the Teachers’ 
Retirement System is guilty of a Class 3 felony. Please be advised that if the TRS Board has a reasonable suspicion that a false 
record has been filed with the System, it is required to report the matter to the appropriate state's attorney for investigation.

School official's signature School official's title Date

Name of school district County Dist. no. Telephone number
(        )

Address City, state, ZIP

Office Use Only:
Reviewed by Date Adjustment number
13003002  06/2017 

SAMPLE
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Involuntary Layoff Certification
Suzy A. Smith
123 Sunny St.
Pleasanton IL 00000

Social Security number: 999-99-9999
Date of birth: 01/01/1947
Home telephone number: (123) 456-7890
Work telephone number: (123) 987-6543
Work extension number: 123

Complete this certification to claim service credit in the Teachers' Retirement System for an involuntary layoff.
Other names under which member taught Member signature Date

School Official Certification
Please note that an involuntary layoff does not include nonrenewal of employment, dismissal for cause, or other performance-related 
reasons.

This involuntary layoff occurred when the member’s employment was terminated as a result of a reduction in force due to (select one 
or more of the following): 
  lack of funding
 lack of work
 elimination of position
 material reorganization
School district from which member was involuntarily laid off School district county

Date member was involuntarily laid off due to a reduction in force as provided for in the Illinois School Code
/ / 

Current position

Full-time Part-time Substitute
Date member returned to teaching service

/ /
I certify that the information shown is correct as shown in our existing school records. If requested, I will provide this 
documentation. By signing, I certify that this information is correct. I am aware that pursuant to the Illinois Pension Code, 40 ILCS 
5/1-135, any person who knowingly makes any false statement or falsifies or permits to be falsified any record in an attempt to 
defraud the Teachers’ Retirement System is guilty of a Class 3 felony. Please be advised that if the TRS Board has a reasonable 
suspicion that a false record has been filed with the System, it is required to report the matter to the appropriate state's attorney for 
investigation.
School official's signature School official's title Date

Name of school district County Dist. no. Telephone number
(        )

Address City, state, ZIP

Office Use Only:
Reviewed by Verified by Date Adjustment number

10013012  06/2017 

Form: Involuntary Layoff Certification

SAMPLE
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SAMPLE

Form: Unreported TRS Service Certification

Unreported TRS Service Certification
Suzy A Smith
123 Sunny St
Pleasanton IL 00000

Social Security number: 999-99-9999»
Date of birth: 01-01-1947
Home telephone number: (123) 456-7890
Work telephone number: (123) 456-0987
Work extension number: 2222

This certification is completed to claim service credit in the Teachers' Retirement System for teaching service in any Illinois public 
school covered by TRS.  By signing as the member, I authorize TRS to discuss and receive any and all documentation pertaining to 
my teaching service.
Member - Complete Section A and send to the employer.
Employer - Complete Section B and return to TRS.
Section A:  Member Information
Other names under which member taught

Member signature Date

Section B:  Employer Information and Certification
Report information on a fiscal year basis beginning July 1 and ending June 30.  For contract periods longer than a school term, report 
information for the contract period within the fiscal year.  Employment of four or more clock hours per day, five days per week is 
considered full-time teaching.  Supporting documentation, such as contracts, payroll records, W-2s, or job descriptions, must be 
submitted along with this form in order to grant service credit.

Type of
teaching

School year beginning July 1
dates of employment

Number of
days in

Actual
number of

Gross salary
rate for

Gross actual
earnings for

PT/SUB ONLY
Total annual

FT/PT SUB
(1)

From
(2)

To
(3)

school term
(4)

days paid
(5)

school term
(6)

school term
(7)

hours worked
(8)

Box 5: Credit is granted for each day or partial day worked. Do not combine partial days into full-day equivalents.
Box 6:  If the member's daily rate for substitute teaching varied during one school term, use a separate line for each compensation

rate.

Certification:  I certify the member was employed during the period listed and this information is correct as shown in our existing 
school records. I certify that the information shown is correct as shown in our existing school records. If requested, I will provide 
this documentation. By signing, I certify that this information is correct. I am aware that pursuant to the Illinois Pension Code, 40 
ILCS 5/1-135, any person who knowingly makes any false statement or falsifies or permits to be falsified any record in an attempt to 
defraud the Teachers’ Retirement System is guilty of a Class 3 felony. Please be advised that if the TRS Board has a reasonable 
suspicion that a false record has been filed with the System, it is required to report the matter to the appropriate state's attorney for 
investigation.
School official's signature School official's title Date

Name of school district County District no.

Address City, state, ZIP Telephone number
(        )

22000022   06/2017
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SAMPLE

Form: Employer Payment Coupon

 

Employer Payment Coupon
For Member 2.2 Upgrade of Service Credit

The district superintendent, business manager, or payroll officer must complete this coupon to report employer payments of a 
member's optional contribution balance or payment of the 2.2 upgrade cost.
Name
Suzy A. Smith

Social Security number
999-99-9999

Account number
77777

Employer name
All American School District 1

TRS Code
999-9999

Amount Enclosed: $ Check Number:

Place an "X" in the appropriate box.  Choose only one.

 This payment is a before-tax payment which was picked up in accordance with Internal Revenue Code, Section 414(h)(2).  
The action of the employer picking up the payment is documented in a collective bargaining agreement, an individual 
agreement, or a resolution, dated .

 This payment is an after-tax payment. 

NOTE: In either case, the payment made by the employer on behalf of the indicated member is creditable earnings if paid prior to 
or with the member's last regular paycheck.
If reportable as creditable earnings, TRS Member Contributions, TRS Employer Contributions, and Member/Employer 
THIS Fund Contributions are due. Do not remit with this payment. Include these amounts with your next EFT remittance.

Name of district superintendent, business manager, or payroll officer (Please print.) Telephone number

Signature of district superintendent, business manager, or payroll officer Title

• This payment should be made separately. Do not include this payment with your monthly Employer Bill or any other 
contribution payments.

• Make your check payable to Teachers' Retirement System and mail to:
Teachers' Retirement System
2815 West Washington
P.O. Box 19253
Springfield, IL  62794-9253

If remitting by overnight express, mail to:
Teachers’ Retirement System
2815 West Washington
Springfield, IL  62702-3397

• Indicate the above account number on your check.
• Return this coupon with your check. Retain a copy of this coupon for your records.
• Contact our Accounting Department toll free at (888) 877-0890 if you have questions.

06008012  06/2017
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Chapter Eight: Excess Costs
Employer contribution responsibility
The required employer contributions must be paid by the employer and cannot be bargained or 
negotiated as a member contribution. These payments cannot be passed on to or be paid by a 
TRS member. 

Types of employer excess costs
Employer contributions due for sick leave days granted in addition to the 
normal annual allotment
Public Act 94-0004, signed into law on June 1, 2005, requires employer contributions for retiring 
members who in their final four years prior to retirement, receive sick leave days in excess of the 
normal annual allotment that are used for service credit.

Refer to the following pages:

• Cost explanation – pg. 2

• Examples - pg. 2

• Billing – pg. 14

Employer contributions due for salary increases in excess of  6 percent
Public Act 94-0004, signed into law on June 1, 2005, requires employer contributions for sal-
ary increases in excess of 6 percent. When a member retires, the employer is required to pay 
TRS contributions equal to the actuarial value of a pension benefit that results from any salary 
increase over 6 percent that is used in a retiring member’s final average salary calculation.

Refer to the following pages:

• Cost explanation – pg. 4

• Permanent and temporary exemptions – pgs. 5-9

• Examples – pgs. 9-12

• Billing – pg. 14

Employer contributions for salary in excess of the governor’s statutory salary
Effective July 1, 2017, Public Act 100-0023 requires employers to pay a contribution on any por-
tion of a member’s salary that is greater than the governor’s statutory salary.

Refer to the following pages: 

Cost explanation– pg. 13

Examples – pgs. 13-14

Billing – pg. 15
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Employer contribution for excess sick leave
Members may receive up to two additional years of service credit at retirement for unused, 
uncompensated sick leave. If an employer grants sick leave days in excess of the teachers’ nor-
mal annual sick leave allotment during a member’s last four school years prior to retirement 
and the granted days increase the member’s service credit, the employer may be subject to an 
employer contribution. 

Definition of normal annual sick leave allotment
Any sick leave granted in accordance with an employer’s retirement incentive program cannot 
be considered as part of the normal annual sick leave allotment. 

The amount of annual sick leave granted to members under the collective bargaining agreement 
(CBA), employment policies or contracts including business, personal days or other nonvacation 
leave that can be used as sick days. 

Some districts offer a tiered or graduated system of sick leave allotments based on years of 
experience and/or accumulated sick leave balances or based on the length of employment. TRS 
recognizes whatever tier the member qualifies for under the terms of the CBA as that person’s 
normal annual allotment. As long as the tiers are not based on the member’s age, retirement eli-
gibility or retirement notification, tiered normal annual allotments are not viewed as “granting.” 

Tiered sick leave days examples
Example 1
•  0 – 10 years of experience receive 10 sick leave days,

• 11 – 20 years of experience receive 15 sick leave days,

• 21 – 30 years of experience receive 20 sick leave days, and 

• over 30 years of experience receive 25 sick leave days.

Example 2
Those who have not accumulated 75 days of sick leave will receive 15 days per year. After 75 days 
have been accumulated, they will receive 12 days per year.

Example 3
Those who work: 

• nine months per year receive 12 sick leave days,

• 10 months per year receive 14 sick leave days,

• 11 months per year receive 16 sick leave days, and 

• 12 months per year receive 18 sick leave days.

Example 4
Teachers are provided with a normal annual allotment of 15 sick leave days. Teachers who have 
been employed at the district for five to nine years receive an additional sick leave day, teachers 
who have been employed at the district 10 to 14 years receive two additional sick leave days and 
teachers who have been employed at the district for 15 or more years receive three additional 
sick leave days.
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Employer contribution is determined when a member retires
When an active member initiates the retirement process, TRS provides a Supplementary Report 
and a Sick Leave Certification form to the employer for completion. On the Supplementary 
Report, the employer reports the number of unused, uncompensated sick leave days the mem-
ber had available for use at termination. This information is used to determine sick leave service 
credit. On the Sick Leave Certification form, the employer reports the normal annual allotment 
and the number of days added to the member’s sick leave record during specified school years. 
The Sick Leave Certification form is used to determine whether excess sick leave days were 
granted during the member’s last four years prior to retirement. To be reportable for service 
credit, granted days must be added to the member’s record far enough in advance of retirement 
to be available for use in accordance with the 3-step formula. (See Chapter 6, Service Credit.)

Calculating the employer contribution
To calculate the employer contribution for excess sick leave, the member’s highest salary rate 
reported by the granting employer during the sick leave review period is multiplied by the total 
normal cost rate in the member’s last year of service. The total normal cost rate is subject to 
change annually. 

The total normal cost rates follow: 

• 17.6 percent in fiscal years 2005-06 and 2006-07, 

• 17.62 percent in 2007-08, 

• 18.67 percent in 2008-09, 

• 18.55 percent in 2009-10, 

• 18.03 percent in 2010-11, 

• 17.83 percent in 2011-12, 

• 17.63 percent in 2012-13, 

• 17.29 percent in 2013-14,

• 17.42 percent in 2014-15, 

• 19.19 percent in 2015-16, 

• 17.68 percent in 2016-17, 

• 19.10 percent in 2017-18, 

• 18.85 percent in 2018-19, 

• 19.66 percent in 2019-20, 

• 19.41 percent in 2020-21, and

• 19.31 percednt in 2021-22.

The result is then multiplied by the portion of sick leave service credit the member received for 
sick days granted in excess of the normal annual sick leave allotment.



Chapter 8 - Page 4 - Excess Costs

Example: At the beginning of the 2020-21 school year, a member was granted 85 days of sick 
leave in excess of the normal annual allotment. The 85 days were granted sufficiently in advance 
of the member’s retirement to be available for use with the 3-step formula. The granted days 
were reported to TRS for service credit when the member retired at the end of the 2021-22 
school year.

 $50,000 Highest salary rate reported during the sick leave review period 
x 0.1931 Total normal cost rate in member’s last year of service, 2018-19
 $9,705 
x 0.5 Service credit from granted days (85/170)
 $4,852.50 Employer contribution due

 
An Excess Sick Leave Calculator is available under the Employer Access area of the TRS website. 
Employers may use the calculator to estimate excess sick leave contribution costs.

Other sick leave considerations
Employer contributions for excess sick leave will not be required if:

• the member does not receive service credit for granted days,

• sick leave days were granted prior to the member’s last four years, or 

• the member was inactive for four or more school years preceding retirement.

If more than one employer grants sick leave in excess of the normal annual allotment during the 
member’s last four years prior to retirement, service credit will be recognized in granting date 
order, beginning with the earliest and ending with the latest. Any granted days that earn service 
credit may be subject to employer contributions. Granted sick leave in excess of 340 days will not 
earn service credit and therefore will not be subject to employer contributions.

Employer contribution for salary increases in excess of  
6 percent
When a member retires, the employer may be required to pay TRS a contribution for any salary 
increase over 6 percent that is used in the final average salary calculation. For Tier I members, 
the average salary is the average of the four highest consecutive annual salary rates within the 
last 10 years of creditable service. Typically, the member’s last four years are used to calculate 
final average salary. For Tier II members, the average salary is the average of the eight highest 
consecutive annual salary rates within the last 10 years of creditable service. 

Calculating the employer contribution
To calculate the employer contribution for excess salary increases, TRS first calculates the mem-
ber’s actual retirement benefit under current law and rules based upon the member’s age at 
retirement, service credit, and average salary. If any of the salaries used to calculate the mem-
ber’s final average salary increased by more than 6 percent, TRS also calculates what the annu-
ity would have been if salaries had been capped at 6 percent increases. The difference between 
the two benefit amounts is then multiplied by an actuarial factor. The result is the required 
employer contribution.



Chapter 8 - Page 5 - Excess Costs

An Excess Salary Increase Calculator is available under the Employer Services area of the TRS 
website. Employers may use the calculator to estimate contribution costs for salary increases 
greater than 6 percent.

Actuarial factors represent the present value of future benefits the member will receive as a 
result of salary increases greater than 6 percent. Actuarial factors are based upon actuarial 
assumptions for life expectancy and TRS’s investment return (currently 7.0 percent). The actu-
arial factor used in each employer cost calculation is determined by the member’s exact age 
at retirement. 

The employer contribution is calculated using year over year salaries paid by the same employer 
(if used in the final average salary). The reported annual salary rate amount is used in the calcu-
lation of the employer contribution for excess salary increases as long as the member worked at 
least 170 days during that school year, even if the member incurred docks and earned less than 
the full rate. Please refer to pages 9-12 for examples of the calculation of the employer contribu-
tion for salary increases in excess of 6 percent. 

When there is more than one employer in the member’s final average salary period, each 
employer’s contribution is based on salary increases in excess of 6 percent granted by that indi-
vidual employer. An employer would not be subject to contributions on salary increases pro-
vided by another employer or extra-duty earnings paid by another employer. 

When a contribution is not required
Only salaries that are used in the member’s final average salary calculation are subject to the 
employer contribution. Salary increases in earlier years will not result in an employer contribu-
tion. If the member receives an actuarial benefit rather than a formula benefit, the employer is 
not subject to contributions for excess salary increases. 

Employer contributions will not be due in any years in which the member’s creditable earnings 
are less than 50 percent of the preceding year’s mean salary for downstate teachers as deter-
mined by the survey of school district salaries provided in Section 2-3.103 of the School Code.

Contribution exemptions due to Public Act 94-1057
Public Act 94-1057, which was signed into law on July 31, 2006, provides employer contribution 
exemptions for salary increases over 6 percent. Some of the exemptions are permanent while 
others are available for a limited-time period. The exemptions provided in PA 94-1057 apply only 
in specified circumstances. The permanent exemptions apply to members retiring on or after 
June 1, 2005. The temporary exemptions apply to members retiring on or after July 31, 2006. 

Permanent exemptions for retirements that occur on or after June 1, 2005
The following exemptions are still in effect regardless of Public Act 100-0587.

Consolidations/annexations
PA 94-0004 requires employer contributions for a member’s excess salary increases that were 
received from the same employer. If a member changes employers, PA 94-0004 does not require 
employer contributions for a salary increase over 6 percent that was earned during the first 
year with the new employer. PA 94-1057 clarifies that a consolidation or annexation constitutes 
a change in employer for the purpose of calculating employer contributions for excess salary 
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increases. Salary increases greater than 6 percent that were awarded by the new employer dur-
ing the year of consolidation or annexation are excluded from the calculation of employer con-
tributions for excess salary increases. This exemption applies only for members whose employer 
number has changed. When an annexation has occurred, the exemption does not apply to those 
teachers who continue to be reported under the same employer number. 

Example of consolidation: Beginning with the 2021-22 school year, District 10, District 20 and 
District 30 consolidate to form a new school district, District 100. District 100 is exempt from 
employer contributions for 2021-22 excess salary increases for members who were employed by 
District 10, District 20 and District 30 during the 2020-21 school year. 

Example of annexation: Beginning with the 2021-22 school year, District 50 is eliminated 
through annexation to an existing school district, District 200. Under PA 94-1057, District 200 
is exempt from employer contributions for 2021-22 excess salary increases for members who 
were employed by District 50 during the 2020-21 school year. However, District 200 is not 
exempt for 2021-22 salary increases for members who were employed by District 200 during 
the 2020-21 school year. 

Full-time equivalency
For part-time and substitute teachers, TRS will use full-time equivalent rates to determine if 
salary increases exceeded 6 percent during the final average salary years. Employers should 
continue to follow the current guidelines for reporting each member’s annual salary rate and 
creditable earnings to TRS. An employer contribution for excess salary increases will only be 
required if the comparison of full-time equivalent rates reflects an increase over 6 percent.

Example: Teacher A works part-time (three days per week) during the 2020-21 school year and 
earns $36,000. Teacher A works full-time during the 2021-22 school year and earns $62,000. To 
determine if an employer contribution is required, TRS compares a full-time equivalent salary of 
$60,000 for the 2020-21 school year to the actual 2021-22 full-time salary of $62,000. In this exam-
ple, the increase from the full-time equivalent salary of $60,000 to $62,000 is less than 6 percent. 
Therefore, no employer contribution is required even though Teacher A’s reportable annual sal-
ary rate and creditable earnings increased from $36,000 to $62,000.

Temporary salary exemptions
For a limited time, Public Acts 94-1057, 102-0016 and 102-0525 allow employers to request exemp-
tion from employer contributions for excess salary increases on certain types of compensation. 

Public Act 94-1057
Under Public Act 94-1057, exemptions apply to members retiring on or after July 31, 2006. An 
employer may be exempt from employer contributions on only the portion of a member’s salary 
increase that is due to one of the reasons listed below. The following exemptions apply to sal-
ary increases earned for the period of June 1, 2005 through June 30, 2011. If a contract or CBA is 
entered into between June 1, 2005 and June 30, 2011, and expires on or after July 1, 2011, salary 
increases due to the reasons listed below may be eligible for an extended exemption through 
the earlier of either the contract/CBA ending date or June 30, 2014. 

• Overload work performed by a full-load (100 percent time) teacher. Overload work (class 
overload) is defined as classroom instruction in excess of the standard number of teach-
ing class periods per day required by the employer of full-load teachers. Qualifying overload 
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work will typically be performed by a classroom teacher for a complete semester or 
school term. 

 To be eligible for exemption from employer contributions, the salary increase for overload 
work must be proportional to the teacher’s base annual salary rate. Only overload earnings 
that are equal to or less than a prorated portion of the teacher’s base annual salary rate for 
classroom instruction will be eligible for the exemption.

 Example: Full-load teachers at District 300 are required to teach six class periods per day 
and have one daily preparation period. Due to an increase in students, an additional class 
is added. Teacher B gives up his preparation period and teaches seven classes per day. He 
receives an additional 1/6 of his base annual salary rate for teaching the additional class for 
the entire school term.

 If the resulting salary increase is used in Teacher B’s final average salary calculation, 
PA 94-1057 allows District 300 to request that TRS recalculate the employer contribution for 
excess salary increases, excluding the portion of Teacher B’s salary increase attributable to 
the class overload.

 The overload exemption does not apply to payments for:

• intermittent periods of substitution/class coverage;

• tutoring;

• homebound teaching;

• hourly work;

• extra-duty assignments such as coaching, sponsorship, or curriculum development; 

• increased work hours for full-time administrators; 

• increase/excess number of students in the classroom; or 

• extending the length of the school day or school term.

• Summer school teaching performed by a full-load (100 percent time) teacher. To qualify for 
this exemption,

• the member must be a full-load teacher during the regular school term,

• the salary increase must be earned for summer classroom instruction, and

• the summer rate of pay cannot exceed the member’s base rate of pay for classroom 
instruction during the regular school term. 

 The exemption does not apply to

•  summer duties that do not require teacher licensure, such as attendance at workshops 
or curriculum writing;

•  tutoring or substitute teaching during the summer school session;

• summer school administration;



Chapter 8 - Page 8 - Excess Costs

• members who work less than 100 percent time during the regular school term; or

•  members who only teach summer school.

• Salary increases resulting from a promotion for which the member is required to hold a 
certificate or supervisory endorsement that is different than the certificate or supervisory 
endorsement required for the member’s previous position. To be eligible for this exemp-
tion, the member must be required by the Illinois School Code to hold a different teaching 
certificate or supervisory endorsement in the new position than was required for the mem-
ber’s previous position.

 The Illinois State Board of Education, not TRS or the employer, determines the teaching cer-
tificate or supervisory endorsement required for a particular position. Typically, a promo-
tion from one administrative position to another administrative position will not qualify for 
exemption because the same certification type is required. 

 To be eligible for the exemption, 

•  the promotion must be to a pre-existing position that has been filled by a teacher for at 
least one school year; and

•  the salary must be no greater than the lesser of either 

- the average salary paid for similar positions at the district requiring the same certifi-
cation, or

- the amount stipulated in the CBA for a similar position requiring the same 
certification. 

 The employer is exempt from the employer contributions due to salary increases as a result 
of promotion only in the first school year the member holds the new position.

• Payments made to the member from the State of Illinois or the Illinois State Board of 
Education over which the employer does not have discretion. Examples of payments over 
which the employer does not have discretion include the stipend for becoming a National 
Board Certified teacher (also referred to as Master Teacher Stipend) and payments for 
workshops presented or attended at the Regional Office of Education (ROE) for which the 
ROE requires the school district to be the common paymaster. Other payments that qual-
ify for exemption include stipends paid to principals for serving as mentors in the Illinois 
New Principal Mentoring Program, stipends paid to mentoring teachers for participating 
in the Illinois Teacher Excellence Program, and stipends paid in accordance with the Illinois 
Teaching Excellence Program and the Salary Incentive Program for hard-to-staff schools. 

 Some TRS-covered employers agree to pay additional stipends (over and above the amount 
provided by ISBE) from district funds to teachers for attaining a Master Certificate. Such dis-
cretionary stipends are not eligible under PA 94-1057 for exemption from TRS employer con-
tributions for salary increases in excess of 6 percent. 

• Salary increases over 6 percent paid to members who are 10 or more years from 
retirement eligibility. This exemption will be automatically applied when TRS processes 
the member’s claim.
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Public Act 102-0016
• Temporary exemptions for the 2020-21 and 2021-22 school years. Includes:

• class overload. Employers may be eligible for an exemption for salary increases due to an 
overload performed in a school year subsequent to a school year in which the employer 
was unable to offer or allow overload work due to an emergency declaration limiting 
such activities. The overload exemption may be applicable if the 2020-21 and/or 2021-22 
school years are used in the calculation of a retiree’s final average salary. Overload work 
(class overload) is defined as classroom instruction in excess of the standard number of 
teaching class periods per day. Qualifying overload work will typically be performed by 
a classroom teacher for a complete semester or school term. Further details included in 
Employer Bulletin FY22-08. 

• stipend work. Employers may be eligible for an exemption for salary increases due 
to stipend work performed in a school year subsequent to a school year in which the 
employer was unable to offer or allow stipend work due to an emergency declaration 
limiting such activities. The stipend work exemption would be applicable if the 2020-21 
and/or 2021-22 school years are used in the calculation of a retiree’s final average salary 
calculation. Stipend work includes contractual extra duties, such as coaching, class spon-
sorships, etc., and timesheet extra duties, such as internal substitution, hallway super-
vision, lunchroom supervision, tutoring, etc.  See Employer Bulletin FY22-08 for further 
instruction. 

• increased instructional time. Increased hours or days worked during the 2020-21 school 
year only. More details included in Employer Bulletin FY22-08. 

Public Act 102-0525
• summer school. Public Act 102-0525 allows employers to request an exemption from 

employer contributions for excess salary increases for teaching summer school. The 
exemption applies to salary increases resulting from teaching summer school on or 
after May 1, 2021 and before September 15, 2022. See Employer Bulletin FY22-12 for more 
specifics.

Example 1: Calculation of Employer Contribution for Salary Increases in Excess 
of 6 Percent for a Partial-Year Teacher

Year
Number of Days in the  

Employment Agreement
Number of  
Days Paid

Annual 
Salary Rate

Creditable 
Earnings

1 180 180 $50,000.00 $50,000.00
2 180 180 $53,000.00 $53,000.00
3 180 180 $54,000.00 $54,000.00
4 180 180 $57,000.00 $57,000.00
5 180 60 $63,000.00 $21,000.00

https://www.trsil.org/node/6173
https://www.trsil.org/node/6173
https://www.trsil.org/node/6173
https://www.trsil.org/employers/employer-bulletins/FY22-12


Chapter 8 - Page 10 - Excess Costs

Step 1: Calculate the member’s retirement benefit under current law and rules based upon the 
member’s exact age at retirement, service credit, and salaries.

When any of the years used in the final average salary calculation is a partial year, actual earn-
ings and earnings credit are used in the final average salary calculation. Earnings credit is calcu-
lated by dividing the number of days paid by the number of days in the employment agreement.

Year Service Credit
Earnings 

Credit
Annual Salary 

Rate
Creditable 
Earnings

Salary Used in 
Calculation of 
Final Average 

Salary
1 1.000 1.000 $50,000.00 $50,000.00  $33,350.00*
2 1.000 1.000 $53,000.00 $53,000.00  $53,000.00
3 1.000 1.000 $54,000.00 $54,000.00  $54,000.00
4 1.000 1.000 $57,000.00 $57,000.00  $57,000.00
5  0.353  0.333 $63,000.00 $21,000.00 +  $21,000.00

= $218,350.00
÷ 4

Final average salary $54,587.50     
* 1 - 0.333 = 0.667, $50,000 x 0.667 = $33,350.00

Multiply the average salary times the years of service factor. Assume a 75 percent service factor 
for this example.

Salary Used in the Calculation of the Annuity  
Under Current Law and Rules

Final average salaryFinal average salary $54,587.50$54,587.50
Service credit factorService credit factor xx 0.750.75
Annual benefitAnnual benefit $40,940.63$40,940.63

Step 2: Calculate the member’s retirement benefit based upon the member’s exact age at retire-
ment and service credit, but with the member’s salaries, with the same employer, subject to 
the 6 percent earnings increase limitation.

Year Service Credit
Earnings 

Credit
Annual 

Salary Rate
Creditable 
Earnings

Salary Subject to 
 6% earnings 

increase limitation
1   1.000   1.000 $50,000.00 $50,000.00  $33,350.00*
2   1.000   1.000 $53,000.00 $53,000.00  $53,000.00
3   1.000   1.000 $54,000.00 $54,000.00  $54,000.00
4   1.000   1.000 $57,000.00 $57,000.00  $57,000.00
5   0.353   0.333 $63,000.00 $21,000.00 + $20,119.86** 

= $ 217,469.86 
÷  4

Final average salary $54,367.47
 
** Salary subject to 6 percent: $57,000.00 x 1.06 = $60,420.00 x 0.333 = $20,119.86
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Multiply the average salary times the years of service factor. Assume a 75 percent service factor 
for this example.

Annual Benefit Amount  
if Salary Increases Had  

Not Exceeded 6%
Final average salary $54,367.47
Service credit factor x 0.75
Annual benefit $40,775.60

Step 3: Calculate the employer contribution by multiplying the difference between the mem-
ber’s retirement benefit and the retirement benefit subject to the 6 percent earnings increase 
limitation by an actuarial factor based upon the member’s age at retirement.

For this example assume an actuarial factor of 13.459.

Benefit difference *$165.03
Actuarial factor x 13.459
Employer contribution $2,221.14

* $40,940.63 actual benefit less $40,775.60 benefit subject to the 6 percent earnings increase limitation 
 

Example 2: Calculation of Employer Contribution for Salary Increases in Excess 
of 6 Percent for a Teacher Who Worked 170 or More Days

Year
Number of Days in the 

Employment Agreement
Number of  
Days Paid

Annual Salary 
Rate

Creditable 
Earnings

1 180 180 $50,000.00 $50,000.00
2 180 180 $53,000.00 $53,000.00
3 180 170 $54,000.00 $51,000.00
4 180 180 $57,000.00 $57,000.00
5 180 172 $63,000.00 $60,200.00

Step 1: Calculate the member’s retirement benefit under current law and rules based upon the 
member’s exact age at retirement, service credit, and salaries. If a member receives 1.000 ser-
vice credit for a year, annual salary rate is used in the average salary calculation, not credit-
able earnings.
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Year Final Average Salary

2 $53,000.00
3 $54,000.00
4 $57,000.00

5 + $63,000.00
 = $227,000.00
÷ 4

Final average salary        $56,750.00
Service credit factor   x 0.75 Assume a 75 percent service factor 

for this example.
Annual benefit $42,562.50

Step 2: Calculate the member’s retirement benefit based upon the member’s exact age at retire-
ment and service credit, but with the member’s salaries, with the same employer, subject to 
the 6 percent earnings increase limitation.

Year

Annual Benefit Amount  
if Salary Increases Had  

Not Exceeded 6%
2 $53,000.00
3 $54,000.00
4 $57,000.00
5 + $60,420.00 Salary subject to the 6 percent earnings 

increase limitation: $57,000 x 1.06=  $224,420.00
÷ 4

Final average salary $56,105.00
Service credit factor x 0.75
Annual benefit $42,078.75

Step 3: Calculate the employer contribution by multiplying the difference between the mem-
ber’s retirement benefit and the retirement benefit subject to the 6 percent earnings increase 
limitation by an actuarial factor based upon the member’s age at retirement.

For this example assume an actuarial factor of 13.459.

Benefit difference *$483.75

Actuarial factor x 13.459
Employer contribution $6,510.79 

 
* $42,562.50 actual benefit less $42,078.75 benefit subject to the 6 percent earnings increase limitation.
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Employer contribution for salary in excess of governor’s 
statutory salary
An employer contribution is due on any portion of a member’s salary that is greater than the 
governor’s statutory salary. The governor’s statutory salary is subject to change annually.

Years Governor’s Salary

2017-18 $177,412.00
2018-19 $177,500.00

2019-20 $177,500.00

2020-21 $181,700.00

2021-22 $184,800.00

Calculating the employer contribution
To calculate the employer contribution for salary in excess of the governor’s statutory salary, the 
difference between the member’s salary and the governor’s statutory salary is multiplied by the 
employer normal cost. The normal cost is subject to change annually.

Years Normal Cost

2017-18 10.10%
2018-19 9.85

2019-20 10.66

2020-21 10.41

2021-22 10.31

Example 3: Calculation of employer contribution for salary in excess of governor’s 
statutory salary for a member who worked all year and was not docked
An administrator worked every day of a 260-day contract and his annual salary rate and credit-
able earnings are reported as $257,000.00.

 257,000.00  Creditable earnings
- 181,700.00 Governor’s statutory salary
 $75,300.00 Difference
x 10.31% Employer normal cost
 $7,763.43 Employer contribution due
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Example 4: Calculation of employer contribution for salary in excess of governor’s 
statutory salary for a member who works a partial year
An administrator resigns at the end of February after working 172 days. His annual salary rate is 
reported as $275,000 and his earnings as $183,333.33 ($275,000 / 12 x 8).

$183,333.33  Creditable earnings
- 181,700.00 Governor’s statutory salary
 $1,633,33 Difference
x 10.31% Employer normal cost
 $168.40 Employer contribution due

Example 5: Calculation of employer contribution for salary in excess of governor’s 
statutory salary for a member who works a partial year and has extra duty earnings.
A teacher with a 180 day contract is docked two days during the school year. The annual sal-
ary is $190,000 ($182,000 base plus $8,000 extra duties) and creditable earnings are $187,977.78 
[($182,000.00 / 180 x 178) + $8,000.00]

$187,977.78  Creditable earnings
- 181,700.00 Governor’s statutory salary
 $6,277.78 Difference
x 10.41% Employer normal cost
 $653.52 Employer contribution due

Billing process 

Employer contribution due for sick leave days granted in excess of the normal 
annual allotment 
During the processing of a member’s retirement benefit, TRS will provide employers a separate 
notification for each member with an employer contribution due for sick leave days granted 
in excess of the normal annual allotment. After the initial employer contribution notification, 
the amounts due will be reflected on the monthly Employer Bill (available to employers around 
the 25th of each month in the Employer Access area of the TRS website).

Employer contributions due for sick leave days granted in excess of the normal annual allotment 
must be paid within 30 days after receipt of the Employer Bill. TRS assumes the Employer Bill is 
received by the employer on the first of the month following the date it was billed. 

Employer contributions due on salary increases in excess of 6 percent
During the processing of a member’s retirement benefit, TRS will provide employers a sepa-
rate notification for each member with an employer contribution due for salary increases in 
excess of 6 percent. After the initial employer contribution notification, the amounts due will be 
reflected on the monthly Employer Bill (available to employers around the 25th of each month 
in the Employer Access area of the TRS website). The initial notification may include a Salary 
Exemption Affidavit. 
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The employer should review the nature of the member’s salary increases to determine eligibil-
ity for an exemption under Public Acts 94-1057, 102-0016 and/or 102-0525. To claim an exemption, 
the employer must:

• complete and sign the Salary Exemption Affidavit, and 

• return it to TRS no later than 30 days after receipt of the monthly Employer Bill.

TRS assumes the Employer Bill is received by the employer on the first of the month follow-
ing the date it was billed. Salary Exemption Affidavits must be returned on time. If the Salary 
Exemption Affidavit is not received within 30 days after receipt of the Employer Bill, the 
employer contributions for salary increases in excess of 6 percent cannot be recalculated. 
Contributions owed may be paid as a lump sum within 90 days after receipt of the Employer 
Bill. Contributions not paid within 90 days will accrue interest at 8.5 percent until June 30, 2013, 
8.0 percent effective July 1, 2013, 7.5 percent effective July 1, 2015 and 7 percent effective 
July 1, 2017 until paid. The bill must be paid within three years of receipt.

Please note that the salary increase for which an exemption is claimed by the employer on the 
Salary Exemption Affidavit must be new to the member or have increased by at least 6 percent 
in the year(s) the employer is seeking exemption. Only then will the recalculated employer con-
tribution be lower than the amount provided in the original employer notification. When excess 
salary increases are due partially to circumstances that qualify for exemption and partially to cir-
cumstances that do not qualify for exemption, the employer may be eligible for a partial waiver 
of the employer contribution. 

Employer contribution due on salaries in excess of the governor’s  
statutory salary
After all pay-period/monthly reports for an employer have posted, TRS will provide the employer 
a separate notification for each member with an employer contribution due for salary in excess 
of the governor’s statutory salary. After the initial employer contribution notification, the 
amounts due will be reflected on the monthly Employer Bill (available to employers around 
the 25th of each month in the Employer Access area of the TRS website).

Contributions owed are due as a lump sum within 90 days after receipt of the bill. Contributions 
not paid within 90 days will accrue interest at 7 percent until paid. The bill must be paid within 
three years of receipt. 

To dispute a billed amount, an employer must apply in writing within 30 days after receipt of the 
bill to receive a recalculation. TRS assumes the Employer Bill is received by the employer on the 
first of the month following the date it was billed. TRS will review the application request.
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Chapter Nine: Member Refunds
Members may receive a refund of retirement contributions, or a refund or reduction in 
the 2.2 upgrade cost if they meet certain criteria. This section covers 

• refunds of retirement contributions, 

• refunds of the 0.4 percent member retirement contribution (if not already refunded), 

• refunds of 1 percent retirement contributions, 

• refunds of survivor benefit contributions, 

• refunds or reduction of the 2.2 upgrade cost, 

• refunds of excess purchases and repayments,

• refunds eligible for rollovers, 

• taxability of refunds, and 

• repayment of refunds. 

Refunds of retirement contributions 
If members terminate teaching with a TRS employer, they may apply for a refund of retirement 
contributions. This refund consists of the portions used to pay the retirement annuity and the 
annual increases in the annuity. 

Effective July 1, 1998, member refunds include contributions for retirement and annual increases 
which are 7.5 percent and 0.5 percent of gross earnings, respectively. Lower contribution rates 
were in effect prior to July 1, 1998. 

If members receive a refund of retirement contributions, they are not entitled to any other 
refunds. The 1 percent survivor benefit contribution, interest accumulated on the total contribu-
tions, and health insurance contributions paid after July 1, 1995, are not refundable.

The refundable amount appears as “refundable contributions” on the TRS Benefits Report.

Eligibility 
Members who have terminated their teaching duties with a TRS employer may apply for a refund 
of their retirement contributions. A member who is on sick leave, a sabbatical leave, an unpaid 
leave of absence, or has accepted employment with a new TRS-covered employer is not eligible 
for a refund.

Effect of receiving a refund
When members accept a refund, they forfeit all rights to TRS benefits. Members considering a 
refund may want to contact TRS for an estimate of potential retirement and survivor benefits 
forfeited by accepting the refund. If a member chooses not to receive a refund, the member’s 
contributions will remain with TRS and will eventually provide a retirement benefit. Members 
with fewer than five years of service credit are eligible to receive a single-sum retirement benefit 
at age 65. Members with five or more years of service are eligible to receive a retirement annuity. 
(See Chapter 11, Retirement Benefits.)
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Transfer of credit
TRS cannot transfer creditable service (and the funding for that service) directly to a retirement 
system in another state. However, many retirement systems permit purchase of out-of-system 
service. TRS will provide the other system with verification of Illinois teaching service if the mem-
ber accepts a refund and sends a written request. A member may then make payment for service 
directly to the other system if this is required or request a rollover of refundable contributions. 
(See “Refunds eligible for rollovers”)

Application procedure
To obtain a refund, a member must file a Refund Application with TRS. The application is avail-
able by calling TRS’s Member Services Division at 877-927-5877 (877-9-ASK-TRS). The application 
can be returned any time after the member has formally resigned from his or her TRS-covered 
position. TRS will process the refund and forward it to the Office of the Comptroller for payment 
when four months have passed since the member’s final day of teaching.

Refunds of the 0.4 percent member retirement contributions
Effective July 1, 2005, the member contribution rate increased by law to 9.4 percent. 
From 2005-06 through the 2015-16 school years, the ERO was funded in part by the 0.4 percent 
increase in member TRS contributions. 

If a member did not receive a retirement annuity calculated using ERO, the 0.4 percent contri-
butions was refunded without interest. ERO was allowed to automatically expire by the General 
Assembly on July 1, 2016. As a result, most active and inactive TRS members are eligible for a 
refund of the 0.4 percent ERO contributions they paid between 2005 and 2016. All eligible mem-
bers were contacted about their refund options in late 2016.

Refunds of 1 percent retirement contributions 
Members whose membership began prior to July 1, 1998; who do not upgrade their pre-July 1998 
service credit to the 2.2 benefit formula; and who retire with more than 34 years of service credit 
are entitled to a refund of 1 percent of creditable earnings after the later of June 30, 1998, or 
the attainment of 34 years of service credit. Sick leave is not considered when determining the 
attainment of 34 years of service credit.

The refund is paid at retirement. TRS automatically notifies the member of the refund amount 
after the member’s retirement claim is processed. These contributions are refundable because 
the member’s retirement benefit is not calculated under the 2.2 benefit formula. This refund is 
taxable for federal income tax purposes.

Refunds of survivor benefit contributions
If members do not have a dependent beneficiary at retirement, they may apply for a refund of 
the 1 percent portion for survivor benefits.

The refundable amount is 1 percent of total gross creditable earnings for each year of teaching 
service after July 24, 1959. 
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Refunds or reduction of the 2.2 upgrade cost
Effective June 4, 1999, if a member retires with more than 34 years of service credit, he or 
she may receive a 25 percent reduction in upgrade costs for each year of creditable service 
beyond 34 years, up to a maximum of 100 percent. Partial years are prorated.

For every three years taught after July 1, 1998, the equivalent of one year of the 2.2 upgrade cost 
will be reduced or refunded.

25 percent-per-year refund
The following table shows the upgrade cost reduction feature for retirements that are effective 
on June 4, 1999, or later. Partial years will be prorated.

TRS will calculate the amount of any refund due and will credit the member with 6 per-
cent interest.

Years of Service Percentage of 2.2 Upgrade Cost Refunded
34 0%
35 25%
36 50%
37 75%
38 100%

Repayment of refunds
A member who accepts a refund terminates membership with TRS and cancels all service credit. 
A refund may be repaid with interest applied from the date of the refund to the date of the 
repayment. 

Unless repayment is permitted under the Retirement Systems Reciprocal Act, service credit pre-
viously forfeited may not be used as a basis for payment of benefits until the member completes 
one year of teaching following the refund. Currently, the Retirement Systems Reciprocal Act 
requires at least two years of service credit with another system before service credit can be rein-
stated through repayment of a refund.

The refund repayment and teaching requirements must be completed prior to the member’s 
retirement, death, or commencement of disability benefits.
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Chapter Ten:  Post-Retirement Matters
Collecting contributions from employees who are 
TRS annuitants
On the pay-period contribution report, report retired teachers as contribution category 
of 99-Retired. The time an annuitant worked will be reported in hours. Do not remit TRS or THIS 
Fund contributions for TRS annuitants unless TRS post-retirement employment limitations are 
exceeded or the annuitant returns to service during the same school year in which he or she last 
contributed to TRS.

Eligibility for a TRS retirement annuity  
(80 IL Administrative Code 1650.511)
To be eligible for a TRS retirement annuity, the Illinois Pension Code requires members to termi-
nate active service. To satisfy the termination of service requirement, the retiring member must 
comply with the following guidelines:

• The member must formally resign from his or her teaching position.

• The member must wait at least 30 calendar days from the date of resignation before per-
forming any duties requiring teacher licensure for the same employer.

• The member cannot prearrange post-retirement employment with the same employer prior 
to the effective date of retirement.

Designations such as “temporary,” “interim,” and “independent contractor” will not suffice to 
establish termination of active service if the continued employment is with the same employer.

Annuitants who have established termination of service may not return to post-retirement teach-
ing in the same school year they last contributed to TRS.

Once pension eligibility is established, annuitants must comply with post-retirement 
employment limitations. 

Employment limitations for TRS Tier 1 annuitants (80 IL 
Administrative Code 1650.511)
When annuitants return to teaching and are receiving a TRS retirement annuity, certain restric-
tions apply regarding from whom annuitants may accept employment, the type of position in 
which they may be employed, and the number of days and hours they may work.

Employment limitation
TRS annuitants may be employed in any positions that are not TRS-covered positions without lim-
itation. For example, an annuitant may be employed by any college, university or private school. 
In addition, he or she may be employed by a TRS-covered employer in a position not covered by 
TRS without limitation. For example, an annuitant may be employed as a bus driver for any num-
ber of days or hours.

An annuitant who relinquishes his or her teaching license and continues in the same position 
must adhere to the termination of service requirements and to the post-retirement limitations. 
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An annuitant whose pre-retirement job no longer requires teacher licensure due to a change in 
job title or a minor change in job duties is subject to the termination of service requirements and 
the post-retirement limitations. 

Once members are retired, they may not resume employment in a TRS-covered position, includ-
ing substitute and summer school teaching, in the same school year in which they last contrib-
uted to TRS. The school year is July 1 through June 30. Therefore, if a member retires during the 
school year, the member may teach summer school following retirement only if his or her first 
day of teaching is after June 30.

If a member waited to attain a certain age in order to retire, he/she cannot return to TRS-covered 
employment until the day following the retirement date. For example, a member’s last day of 
work is June 2, 2021. He turns 55 on September 20, 2021, and his retirement annuity commences 
on that day. The annuitant cannot return to TRS-covered employment until September 21, 2021.

For questions regarding the termination of service requirements and/or post-retirement 
limitations, contact the Employer Services Department at (888) 678-3675 or via email at 
employers@trsil.org. 

Post-retirement employment
Following the school year in which a member last contributed to TRS, an annuitant may be 
employed in a TRS-covered position up to the post-retirement employment limitations per school 
year and still receive a retirement annuity. 

Public Act 102-0709 increased the post-retirement employment limitations to 140 days or 700 
hours for the 2021-22 school year only. For the 2022-23 school year, post-retirement limits 
will revert to 120 days or 600 hours. The limits are set to return to 100 days or 500 hours on 
July 1, 2023.

For post-retirement employment purposes, the Illinois Pension Code equates one full day with 
five hours. An annuitant’s time worked must be reported in hours. Each full day (five or more 
hours) would be counted as five hours, even if the annuitant actually worked more than five 
hours on that date. For partial days, the actual number of clock hours worked would be counted. 
For example if an annuitant worked on two days during a given week, three hours on Tuesday 
and seven hours on Thursday, a total of eight hours (three for Tuesday and five for Thursday) 
would be counted toward the hours limitation. TRS recommends that each annuitant maintain a 
record of his or her time worked.

Only work that requires teacher licensure is subject to the days or hours post-retirement employ-
ment limitation. This work includes: 

• summer school, 

• substitute teaching and 

• attendance during the work week at teachers’ institutes, workshops and parent/teacher con-
ferences scheduled in the school calendar. 

All time that a teacher or administrator is required to be present for duties requiring teacher 
licensure is subject to the limitation. For teachers, this includes preparation periods and time 
before, between, and after classes. For administrators, this includes all time that is required to be 

mailto:employers%40trsil.org?subject=
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spent on administrative duties, such as attendance at board meetings and contract negotiations. 
Paid sick, personal, and vacation days are subject to the post-retirement employment limitation.

Extra duties that do not require teacher licensure (e.g., coaching, lunchroom supervision, chaper-
oning) should not be reported and are not subject to the post-retirement employment limitation.

Retiree Return to Work in Subject Shortage Area
To help alleviate the classroom teacher shortage problem in Illinois, a law that allows retired 
TRS members to teach for a full school year in districts declared to be subject shortage areas has 
been extended until 2024. Under the law, which was set to expire in 2019, retired teachers who 
go back to these designated districts are not subject to “return-to-work” restrictions imposed on 
other retirees. The regional superintendent must designate the employment to be in a subject 
shortage area in order for a retiree to be able to return to work without limitation.  For additional 
information, refer to Employer Bulletin FY22-11.

Exceeding the limitations
In the Employer Packet, employers will receive a report detailing the total number of hours 
an annuitant worked, including the hours worked for all TRS-covered employers. In addition, 
employers will receive an edit on their pay-period contribution reports when an annuitant is close 
to reaching the post-retirement limits and another edit if the annuitant has exceeded the limits. 

If an annuitant exceeds the post-retirement employment limitations after retiring for one com-
plete school year, the:

• retirement annuity will be suspended;

• annuitant will re-enter active membership effective with the next pay-period contribution 
report;  

• employer must remit TRS contributions on all creditable earnings on the pay-period monthly 
contribution report following the report in which the post-retirement employment limita-
tions were exceeded; and

• member’s insurance will be cancelled effective the 1st of the month following re-entry into 
active service.

There are two circumstances in which an annuitant will be required to repay all annuity payments 
in full from the date of retirement:

• if teaching is resumed in the same school year in which the annuitant last contributed, or

• if the annuitant exceeds employment limitations in the first school year following retirement.

Special consequences apply if an annuitant exceeds the employment limitations following a 
teacher’s retirement under any 5&5 Early Retirement Incentive (ERI) program. All enhanced 
age and service credit are forfeited and may not be used again at retirement. No member or 
employer ERI contributions will be refunded.

Employment limitations for TRS Tier 2 annuitants
In addition to the employment limitations indicated for Tier 1 annuitants, Tier 2 annuitants have 
the following additional restrictions:

https://www.trsil.org/employers/employer-bulletins/FY22-11
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• The law suspends a Tier 2 member’s retirement benefits if the member accepts full-time 
employment in a position covered by another pension system that has reciprocal rights 
with TRS.

• For those Tier 2 members who first become a member on or after Jan. 1, 2012, the law sus-
pends the annuitant’s retirement benefits if the annuitant accepts a contractual position 
from the same employer from which he or she retired. Failure to notify TRS as well as his 
or her contractual employer of his or her retirement status prior to accepting contractual 
employment may result in a Class A misdemeanor and a fine of $1,000. 

Employment limitations for single-sum retirement  
benefit recipients
A member with fewer than five years of creditable service who taught after July 1, 1947, is eligible 
to receive a single-sum retirement benefit at age 65. To be eligible, the member must terminate 
TRS-covered employment.

Upon receipt of the single-sum benefit application by TRS, a member may teach in TRS-covered 
positions without restriction. Contributions are not required, regardless of the number of days or 
hours worked.

Reciprocal retirement
A member who retires under the Illinois Retirement Systems Reciprocal Act must adhere to the 
post-retirement employment limitations of each retirement system that is, or will be, paying 
retirement benefits. The member must adhere to the post-retirement limitations of the system 
under which he or she returns to work. Therefore, the member should contact each applicable 
reciprocal system regarding employment limitations. All systems will discontinue benefits if the 
limitations are exceeded.

Retirement with CTPF
Public Act 101-0502 amends the Pension Code and requires Chicago Teacher’s Pension Fund 
(CTPF) annuitants be treated the same as other non-TRS annuitants for membership and 
post-retirement purposes.

Effective with the 2019-20 school year, teachers who retired under CTPF independently working 
in a TRS-covered position qualify for TRS membership on their first day of employment. These 
teachers are no longer subject to the post-retirement limitations. Employers who hire CTPF annu-
itants to work in TRS-covered positions must report all their service and earnings to TRS.

Health insurance available after retirement
The Teachers’ Retirement Insurance Program (TRIP) offers several coverage options. Each option 
provides prescription drug benefits and comprehensive coverage for medically necessary ser-
vices; however, the benefits under each option may differ. Benefit recipients have the choice of a 
traditional major medical indemnity plan or one of several managed care plans. The availability of 
the different coverage options will vary based upon the benefit recipient’s residential address.

http://www.cms.illinois.gov/thetrail
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TRAIL Medicare Advantage Program
A Medicare Advantage Program called Total Retiree Advantage Illinois (TRAIL) is avail-
able for annuitants and survivors enrolled in both Medicare Parts A and B. Visit 
www.cms.illinois.gov/thetrail for eligibility information.

MyBenefits Service Center
The State of Illinois offers a web-based online enrollment platform called MyBenefits. The 
MyBenefits platform includes information for current insurance benefits, making enrollment 
decisions, changing current coverage and finding contact information for all plan administrators. 
Members may call for assistance or enrollment over the phone, Monday through Friday, 8 a.m. - 
6 p.m. CST at 844-251-1777, TTY at 844-251-1778 or visit the website at MyBenefits.illinois.gov.

Eligibility
In addition to current participants, enrollment in TRIP is open to:

• any member who has eight or more years of TRS service credit and is receiving a monthly 
retirement benefit.

• any beneficiary who is receiving a survivor benefit through a member who had eight or more 
years of service credit.

• any member who is receiving a disability benefit, regardless of the years of service credit.

Enrollment
Enrollment in TRIP is available at four different times:

• When a member applies for monthly pension benefits. If the member wants to enroll at 
this point, he/she must enroll no later than 60 days after the effective date of the pension 
benefits.

• When a member turns 65. TRS will mail the member enrollment information within 90 days 
of his/her 65th birthday along with a checklist to assist with his/her Medicare enrollment. 
Benefit recipients deemed eligible for Medicare Parts A and B have an opportunity to enroll 
into the Medicare Advantage TRAIL Program within 60 days of their 65th birth months. 
Benefit recipients who are not deemed eligible for Medicare Parts A and B can still enroll in 
a standard TRIP plan, but will be subject to a higher Not Medicare Primary Age 65 & Above 
premium. 

• When coverage is terminated by a former plan. The member may continue coverage with 
another plan rather than enroll in TRIP. If this occurs, the member and his/her eligible depen-
dents may enroll in TRIP when coverage under the other plan is terminated. The termination 
must be initiated by the plan. He/she must enroll with a letter from the plan stating the effec-
tive date of termination no later than 60 days after the termination of the plan’s coverage.

•  During the Benefit Choice Period. The member may be eligible to enroll in TRIP during the 
Benefit Choice Period (usually May 1 through May 31 each year). The insurance becomes 
effective on July 1. Additionally, a fall enrollment occurs for those eligible for the Medicare 
Advantage TRAIL Program.

http://MyBenefits.illinois.gov
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Administration
TRIP is administered by Central Management Services (CMS). TRS acts as an agent for CMS in col-
lecting the member contribution and employer contributions to help fund the Teachers’ Health 
Insurance Security (THIS) Fund, which finances TRIP. No TRS monies are used to fund TRIP.

Premium payment
A benefit recipient’s premium will be based upon his or her residential address and accessibility 
to a managed care plan. Premiums are deducted from the annuitant’s monthly annuity received 
at the end of the month of coverage. If the annuity is not sufficient to cover the premiums, the 
benefit recipient will receive a direct pay statement that requires monthly payments.

Employers may pay a portion or all of an annuitant’s share of the premium for participating in 
TRIP. TRS will accept the annuitant’s premium cost for each designated benefit recipient from 
the employer. In addition, the employer may also elect to pay premiums for a benefit recipi-
ent’s dependents. The employer is responsible for notifying TRS of any coverage changes. If an 
employer makes premium payments for annuitants or dependents who have changed their TRIP 
coverage, TRS may refund a maximum of six months of prior payments.

The retiring member receives a TRIP Participation Election form with the initial Retirement 
Application form. This form contains a section where the employer agrees to pay monthly premi-
ums. The retiring member is responsible for contacting the employer to obtain the authorization. 
If the employer agrees to pay the monthly premium, the district representative must sign the 
form and identify the employer name and number.

The first time TRS receives a signed TRIP Participation Election form, the employer will be sent 
a Health Insurance Premium Payment Agreement to be completed and returned to TRS. This 
authorizes TRS to bill the district monthly for the TRIP premium.
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Teachers' Retirement Insurance Program (TRIP) 
Participation Election Form 

Members must complete Sections 1 and 2 
School District must complete Section 3 if any portion of the retirement insurance premiums are to be paid by the District 

1. TRS member information

Jane A Doe 
1234 Main St 
Apt B 
Anytown IL  12345 

Member ID: 12345 
County of residence: County 
Home telephone number: (555) 555-1234
Gender: Female
Date of birth: 01/01/1953 

Email address  

Effective date of retirement Date School District Coverage Ends Requested Date for Retirement Insurance Coverage to Begin 

Please attach your Medicare card. If you are ineligible for Medicare coverage, attach a statement of Medicare ineligibility from the 
Social Security Administration 

2. Authorized signature
I agree to abide by all Group Insurance Program rules when I enroll. I authorize the annual established premiums to be deducted from my benefit 
check. I understand that if the amount of my benefit check is insufficient to cover the premiums, I will be direct billed from TRS. I understand it is 
my responsibility to review my check and verify the amounts of the insurance deductions are accurate. Falsification of the information contained 
on this form may result in the Department of Central Management Services (CMS) imposing a financial penalty, including, but not limited to, 
repayment of all premiums the Program made on behalf of the enrolled individual, as well as expenses incurred by the Program. All information 
furnished on this election is true and complete to the best of my knowledge. This authorization will remain in effect until further written notice. 

By signing, I certify that this information is correct. I am aware that pursuant to the Illinois Pension Code, 40 ILCS 5/1-135, any person who 
knowingly makes any false statement or falsifies or permits to be falsified any record in an attempt to defraud the Teachers' Retirement System is 
guilty of a Class 3 felony. Please be advised that if the TRS Board has a reasonable suspicion that a false record has been filed with the System, it is 
required to report the matter to the appropriate state's attorney for investigation. 
Signature (member or legal representative) Date 

3. School district authorization for paying premium. If the school district is paying your portion of the monthly premium or your
portion and your dependent's premium, the district representative must complete the appropriate information and sign the
appropriate line. The district representative must also identify the district name and TRS code.

Are you paying for (select one):  Member  Member and spouse or civil union partner  Member and all dependents 

Will you pay (select one):  Managed Care  PPO 

Will you pay rate increases?  Yes  No 
If one of the above boxes is not selected, please indicate a specified dollar amount or percentage rate: 

Monthly dollar amount   Percentage rate of total premiums 
Effective date of paying premium  (required entry) Termination date of paying premium (required entry) 

District name and TRS code District representative's signature Date 

21004022 02/2021 

You may return your completed form in two ways. TRS will acknowledge receipt of this form 

1. Preferred Method: Sign in to the Member Account
Access area on the TRS website and upload the
application using the Document Upload Center. See
instructions on the reverse side of the Medicare
Checklist.

2. United States Postal Service – use this address:
Teachers’ Retirement System of the State of Illinois 
2815 West Washington 
PO Box 19253 
Springfield, IL  62794-9253 
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Teachers' Retirement Insurance Program (TRIP) 

Participation Election Form 
 

Members must complete Sections 1 and 2 
School District must complete Section 3 if any portion of the retirement insurance premiums are to be paid by the District  

 

1. TRS member information  

Jane A Doe 
1234 Main St 
Apt B 
Anytown IL  12345 

Member ID: 12345 
County of residence: County 
Home telephone number: (555) 555-1234 
Gender: Female 
Date of birth: 01/01/1953 

Email address 
«InternetEmailAddr» 
Effective date of retirement 
 

Date School District Coverage Ends Requested Date for Retirement Insurance Coverage to Begin 

 
 
2. Authorized signature 
I agree to abide by all Group Insurance Program rules when I enroll. I authorize the annual established premiums to be deducted from my benefit 
check. I understand that if the amount of my benefit check is insufficient to cover the premiums, I will be direct billed from TRS. I understand it is 
my responsibility to review my check and verify the amounts of the insurance deductions are accurate. Falsification of the information contained 
on this form may result in the Department of Central Management Services (CMS) imposing a financial penalty, including, but not limited to, 
repayment of all premiums the Program made on behalf of the enrolled individual, as well as expenses incurred by the Program. All information 
furnished on this election is true and complete to the best of my knowledge. This authorization will remain in effect until further written notice. 
 
By signing, I certify that this information is correct. I am aware that pursuant to the Illinois Pension Code, 40 ILCS 5/1-135, any person who 
knowingly makes any false statement or falsifies or permits to be falsified any record in an attempt to defraud the Teachers' Retirement System is 
guilty of a Class 3 felony. Please be advised that if the TRS Board has a reasonable suspicion that a false record has been filed with the System, it is 
required to report the matter to the appropriate state's attorney for investigation. 
Signature (member or legal representative) 
 

Date 

 

3. School district authorization for paying premium. If the school district is paying your portion of the monthly premium or your 
 portion and your dependent's premium, the district representative must complete the appropriate information and sign the 
 appropriate line. The district representative must also identify the district name and TRS code. 
Are you paying for (select one):  Member  Member and spouse or civil union partner  Member and all dependents 

Will you pay (select one):  Managed Care  PPO  
Will you pay rate increases?  Yes  No  
If one of the above boxes is not selected, please indicate a specified dollar amount or percentage rate:  

Monthly dollar amount   Percentage rate of total premiums   
Effective date of paying premium  (required entry) Termination date of paying premium  (required entry) 

 

District name and TRS code 
 

District representative's signature 
 

Date 
 

21004022 02/2021 
 
 

You may return your completed form in two ways. TRS will acknowledge receipt of this form 
 

1. Preferred Method: Sign in to the Member Account 
Access area on the TRS website and upload the 
application using the Document Upload Center. See 
instructions on the reverse side of the Medicare 
Checklist. 

2. United States Postal Service – use this address: 
Teachers’ Retirement System of the State of Illinois 
2815 West Washington 
PO Box 19253 
Springfield, IL  62794-9253 
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Chapter Eleven: Retirement Benefits
TRS provides two types of retirement benefits. A single-sum benefit is payable at age 65 to a 
member with fewer than five years of service. An annuity, a series of regular monthly payments 
for life, is paid to a member who has five or more years of service credit and meets specific age 
requirements. Two types of annuities are available: retirement (standard) and reversionary.

Single-sum retirement benefit
A Tier I or Tier II member who has fewer than five years of creditable service and taught after  
July 1, 1947, is eligible to receive a single-sum retirement benefit at age 65. The benefit is the actu-
arial equivalent of a standard annuity consisting of 1.67 percent of the final average salary for 
each year of creditable service. To be eligible for this benefit, the member must terminate TRS-
covered employment and complete a Single-Sum Retirement Benefit Application.

Upon receipt of the single-sum benefit application by TRS, an individual may teach in positions 
covered by TRS without restriction. Contributions are not required. Because individuals who have 
received single-sum retirement benefits are not TRS annuitants, they may not participate in the 
Teachers’ Retirement Insurance Program.

Retirement eligibility (80 IL Admin. Code 1650.511)
To be eligible to receive a monthly retirement annuity from TRS, a member must terminate TRS-
covered employment and meet specific age and service requirements. To satisfy the termination 
of service requirement, the retiring member must comply with the following guidelines:

• The member must formally resign from his or her teaching position.

• The member must wait at least 30 calendar days from the date of resignation before per-
forming any duties requiring teacher licensure for the same employer.

• The member cannot prearrange post-retirement employment prior to the effective date of 
retirement with the same employer.

• The member may not begin post-retirement employment in the same school year in which he 
or she last contributed to TRS. 

See Chapter 10, Post-Retirement Matters.

Tier I retirement annuity
Tier I members first contributed to TRS before January 1, 2011 or have pre-existing creditable ser-
vice with a reciprocal pension system prior to January 1, 2011.

In addition to terminating service, Tier I members must meet one of the following age and ser-
vice credit requirements:

Years of Service Age
5 62

10 60 
20 55 (discounted annuity)
35 55 *

* If a member is eligible to receive a retirement annuity of at least 74.6 percent of the final average salary and will reach 
age 55 between July 1 and December 31, TRS considers the member to have attained age 55 on the preceding June 1.

* TRS members who are employees of the State of Illinois may retire under the Rule of 85. Contact TRS for eligibil-
ity requirements.
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Under federal law, inactive members are required to take a TRS distribution at age 70½.

Annuity calculation
To determine the annuity, TRS uses either an actuarial annuity calculation or an average salary/
service credit calculation, whichever results in a higher benefit. 

Actuarial annuity calculation
The actuarial calculation is based on in terest and mortality rate factors that are subject to 
change. The actuarial benefit, also known as the money purchase benefit, has been eliminated 
for teachers who became members on or after July 1, 2005. Members who joined before this 
date continue to receive the larger of either the formula calculation or the actuarial calculation at 
the time of retirement. For most members, the formula calculation results in a larger benefit than 
the actuarial calculation. The actuarial calculation usually benefits members with exceptionally 
long careers or large periods of inactive status.

Average salary/service credit calculation
The average salary/service credit calculation, with terms defined in this section, yields a larger 
retirement annuity for most members with current or recent service. The maximum retirement 
benefit is 75 percent of the average salary. There is no limit on the actuarial annuity benefit.

Average salary is the average of the four highest consecutive annual salary rates within the 
last 10 years of creditable service. For a member retiring on or after June 1, 2021 and for whom 
the 2020-21 school year is used in the calculation of the final average salary, the final average sal-
ary will be based on the four highest years within the last 10 years of creditable service (non-
consecutive years). Public Act 102-0016 removes the requirement that the final average salary 
calculation use the four "consecutive" highest salaries. This change only applies to members who 
are retiring after June 1, 2021 and the 2020-21 school year is used in their final average salary cal-
culations. When less than one year of service credit is earned in a school year, actual earnings are 
used to compute average salary. When average salary is computed, the portion of salary increase 
from one year to the next that exceeds the previous year’s full-time rate by more than 20 percent 
is excluded from the calculation. The 20 percent limitation applies only to service with the same 
employer. Consolidation of school districts does not constitute a new employer, therefore 
the 20 percent cap still applies.

Years of creditable service determine the percentage of the average salary to which the member 
is entitled. For years of service prior to July 1998 that have not been upgraded to the 2.2 benefit 
formula, members are entitled to the following percentage credit:

 1.67 percent for each of the first 10 years
 1.9  percent for each of the second 10 years
 2.1  percent for each of the third 10 years
 2.3  percent for each year over 30 years of service

For post-June 1998 service, the member receives 2.2 percent for each year of service.

A special provision governs members who had at least 24 years of service credit as of July 1, 1998. 
If a member does not upgrade to the 2.2 percent rate and had at least 24 years of service prior 
to July 1998, he or she will receive 2.2 percent for each year of service earned after June 1998 up 
to 30 years and then 2.3 percent for each year of service over 30 years. 
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A member may upgrade all pre-July 1998 service to the 2.2 percent rate by making an additional 
contribution. The contribution is equal to 1 percent times the member’s highest salary rate in the 
four consecutive school years immediately prior to, but not including, the school year in which 
application is made for the upgrade times the number of years of creditable service earned prior 
to July 1, 1998, or 20, whichever is less. For information about receiving a refund or reduction of 
the 2.2 upgrade cost, see Chapter 9, Member Refunds.

Members may obtain a retirement benefit estimate by calling TRS at 877-927-5877 (877-9-ASK-
TRS) or by logging on to Member Account Access at https://www.trsil.org. Secure online ben-
efit estimates use personal information from TRS member records; a user ID and password are 
required. 

How to estimate an upgrade contribution
Step 1 Determine which is less, the member’s pre-July 1998 service credit or 20 years. Do not include any 

sick leave credit.

Assume the member had 31.405 years of service credit as of June 30, 1998.
Step 2 Multiply the service credit from Step 1 by 1% (0.01).

Years of service credit 20.000
Factor x 0.01
Upgrade percentage 0.20

Step 3 Determine the highest salary rate in the four consecutive school years immediately prior to, but 
not including, the school year in which the application occurs. 

Assume the upgrade application is received in May 2016.

 Choose from: 
11-12 $33,000
12-13 $35,000
13-14 $37,500
14-15 $39,000

Step 4 Multiply the salary rate in Step 3 by the percentage factor in Step 2.

Salary rate $39,000
Percentage factor x 0.20
Upgrade contribution $7,800

How to estimate average salary
To compute the member’s final average salary, review the past 10 years of service to find the 
highest four consecutive salaries. Add the salaries of the consecutive full or partial years used 
that total four years, and then divide the sum by four to determine the average.

http://trsil.org
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Example:
Year Service Credit Salary Rate

Year 1 1.000 $33,000
Year 2 1.000 35,500
Year 3 1.000 37,000
Year 4 + 1.000 + 41,000

4.000 $146,500
÷ 4

Average salary $36,625

Example:
Service credit in 2016-17 is determined by dividing the number of days paid by 170 
(130 ÷ 170 = 0.765). When any of the years used in the calculation of final average salary is a par-
tial year, actual earnings and earnings credit are used in the calculation of final average salary. 
In this example, to obtain four full years of earnings, the salary rate in the fourth preceding year 
(2012-13) is multiplied by one minus the earnings credit for the final year. The earnings credit for 
the school term 2016-17 is computed by dividing days paid by the number of contract days in the 
school term or employment agreement, if longer. 

Year
Service  
Credit

Earnings 
Credit Salary Rate Earnings Average Salary

Year 1 1.000 0.297(b) $24,800.00 $24,800.00 $7,365.60(c)

Year 2 1.000 1.000 26,500.00 26,500.00 26,500.00
Year 3 1.000 1.000 27,200.00 27,200.00 27,200.00
Year 4 1.000 1.000 28,575.00 28,575.00 28,575.00
Year 5 0.765 0.703(a) 30,000.00 24,000.00 + 24,000.00

$113,640.60
÷ 4

Average 
salary $28,410.15

(a) 130 ÷ 185 = 0.703 earnings credit
(b) 1 - 0.703 = 0.297
(c) $24,800 X 0.297 = $7,365.60

Example:
The salary of $41,000 for the 2016-17 year exceeds the 2015-16 salary by more than 20 percent. 
To compute the maximum salary that can be used in calculating the average, multiply the prior 
year’s salary by 120 percent (1.20). 

$34,000 X 1.20 = $40,800 maximum
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Year Service Credit Salary Rate Average Salary
Year 1 1.000 $30,000.00 $30,000.00
Year 2 1.000 32,000.00 32,000.00
Year 3 1.000 34,000.00 34,000.00
Year 4 1.000 41,000.00 + 40,800.00

  $136,800.00
÷ 4

Average salary $34,200.00

How to estimate a retirement annuity
Example:
Step 1  Calculate average salary. The average salary is $36,625 (see previous “How to estimate average 

salary” example)

Step 2 Determine the years of service factor.

 32.405 years of service credit and all of the pre-July 1998 service credit is upgraded.

 32.405 years X 2.2% = 0.712910

Step 3 Multiply the average salary times years of service factor. The result is an estimated yearly retire-
ment annuity. Divide this number by 12 for the estimated monthly annuity.

 Average salary  $36,625

  Factor x 0.712910

  Annual annuity  $26,110.33

    ÷ 12
 Monthly annuity  $2,175.86

Exact age
When TRS requires proof of age, a birth certificate should be used. If a birth certificate is unavail-
able, the following documents may be submitted:

• military record

• marriage record showing date of birth

• evidence of Social Security payments that require attainment of a specific age

• church record of birth or baptism

• valid passport

• valid driver’s license 

• two or more documents showing birth dates, such as naturalization papers, insurance poli-
cies, school records, or medical records.

The following steps can be used to compute exact age. TRS uses the member’s exact age to cal-
culate a discounted annuity.
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Example
Step 1 Find the day and month the member plans to retire and the member’s birthday and month on the 

Fraction of a Year table at the end of this chapter. The decimal number indicates the portion of a 
year beyond January 1.

Assume the member plans to retire June 6, 2017. This translates into the figure 2017.427 from 
the table. The member was born April 23, 1959. From the table, this is 1959.307.

Step 2 Subtract the figure that represents the member’s birthday from the retirement date.

Retirement date 2017.427
Birthday - 1959.307
Exact age 58.120

Discounted annuity 
If the member retires between the ages of 55 and 60 with 20 or more years of service but fewer 
than 35 years of service, the annuity is reduced by 6 percent for each year (.005 per month) the 
member is under age 60.

A discounted annuity is based on average salary, years of service, and age.

The following steps can be used to estimate a discounted retirement annuity:

Step 1 Complete the retirement annuity calculation. Find the member’s exact age at retirement.

Step 2 Subtract the exact age from 60. Multiply the difference by 0.06 (6% per year that the annuity 
is discounted).

 The annuity in this example is $26,110.33 and the member’s exact age is 57.115.

60.000
Exact age - 57.115

2.885
x 0.06000

0.17310

Step 3 Subtract the result of Step 2 from 1.000 to obtain the age discount factor.

1.000000
- 0.17310

Age discount factor 0.8269

Step 4 Multiply the age discount factor times the annuity to determine the discounted annuity. Then 
divide by 12 for the monthly annuity. 

Retirement annuity $26,110.33
Age discount factor x 0.8269
Annual discounted annuity $21,590.63
 ÷ 12
Monthly discounted annuity $1,799.22

Example:
Step 1 Determine the highest annual salary rate used in the computation of the final average salary. The 

highest annual salary rate used in the computation of final average salary for the member in this 
example is $41,000.
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Tier II retirement annuity
Tier II members first contributed to TRS on or after January 1, 2011 and do not have any previous 
service credit with a pension system that has reciprocal rights with TRS.

Eligibility
To be eligible for a nonreduced retirement annuity, a Tier II member must be 67 years old with 10 
or more years of service credit.

A Tier II member may retire at age 62 with at least 10 years of service, but will receive retirement 
benefits reduced 6 percent for every year the member is under age 67.

Annuity calculation
The maximum retirement benefit is 75 percent of the average salary. 

The retirement benefit is calculated by the formula of 2.2 percent multiplied by final average sal-
ary multiplied by the total years of service credit.

Average salary is the average of the eight highest consecutive annual salary rates within the 
last 10 years of creditable service. For a member retiring on or after June 1, 2021 and for whom 
the 2020-21 school year is used in the final average salary calculation, the final average salary will 
be based on the eight highest years within the last 10 years of creditable service (nonconsecu-
tive years). Public Act 102-0016 removes the requirement that the final average salary calculation 
use the eight "consecutive" highest salaries. This changes only applies to members who are retir-
ing after June 1, 2021 and the 2020-21 school year is used in their final average salary calculations. 
When less than one year of service credit is earned in a school year, actual earnings are used to 
compute average salary. When average salary is computed, the portion of salary increase from 
one year to the next that exceeds the previous full year’s full-time rate by more than 20 percent 
is excluded from the calculation. The 20 percent limitation applies only to service with the same 
employer. Consolidation of school districts does not constitute a new employer, therefore 
the 20 percent cap still applies.

The amount of reportable earnings for Tier II members cannot exceed a limit that is tied to the 
Consumer Price Index. For additional information on the limits refer to Chapter 3, “Creditable 
Earnings.” 

Members may obtain a retirement benefit estimate by calling TRS at 877-927-5877 
(877-9-ASK-TRS). 

How to estimate average salary
To compute the member’s final average salary, review the past 10 years of service to find the 
eight highest consecutive salaries. Add the salaries of the consecutive full or partial years used 
that total eight years, and then divide the sum by eight to determine the average salary.
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Example:
Year Service Credit Salary Rate

Year 1 1.000 $33,000
Year 2 1.000 $34,500
Year 3 1.000 $36,000
Year 4 1.000 $38,000
Year 5 1.000 $41,000
Year 6 1.000 $44,500
Year 7 1.000 $47,000
Year 8 1.000 + $50,000

 $324,000
÷ 8

$40,500

Example:
Service credit in Year 9 is determined by dividing the number of days paid by 170 (130 / 170 = 
0.765). When any year used in the calculation of final average salary is a partial year, actual earn-
ings and earnings credit are used in the calculation of final average salary. In this example, to 
obtain eight full years of earnings, the salary rate in the eighth preceding year (Year 1) is multi-
plied by one minus the earnings credit for the final year. The earnings credit for the Year 9 school 
term is computed by dividing days paid by the number of days in the school term or employment 
agreement, if longer.

Year
Service  
Credit

Earnings 
Credit Salary Rate Earnings Average Salary

Year 1 1.000 0.297 
(b) $41,750.00 $41,750.00 $12,399.75 (c)

Year 2 1.000 1.000 $42,000.00 $42,000.00 $42,000.00
Year 3 1.000 1.000 $43,900.00 $43,900.00 $43,900.00
Year 4 1.000 1.000 $47,000.00 $47,000.00 $47,000.00
Year 5 1.000 1.000 $49,955.00 $49,955.00 $49,955.00
Year 6 1.000 1.000 $51,000.00 $51,000.00 $51,000.00
Year 7 1.000 1.000 $53,575.00 $53,575.00 $53,575.00
Year 8 1.000 1.000 $56,000.00 $56,000.00 $56,000.00
Year 9 0.765 0.703 (a) $57,750.00 $40,582.00 + $40,582.00

  $396,411.75
÷ 8

    $49,551.47
(a) 130 / 185 = 0.703 earnings credit
(b) 1 - 0.703 = 0.297
(c) $41,750 x 0.297 = $12,399.75
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Example:
The salary of $53,000 for Year 3 exceeds the Year 2 salary by more than 20 percent. To compute 
the maximum salary that can be used in calculating the average, multiply the prior year’s salary 
by 120 percent (1.20).

$43,000 x 1.20 = $51,600.00

Year Service Credit Salary Rate Average Salary
Year 1 1.000 $42,250.00 $42,250.00
Year 2 1.000 $43,000.00 $43,000.00
Year 3 1.000 $53,000.00 $51,600.00
Year 4 1.000 $54,575.00 $54,575.00
Year 5 1.000 $57,000.00 $57,000.00
Year 6 1.000 $59,950.00 $59,950.00
Year 7 1.000 $61,000.00 $61,000.00
Year 8 1.000 $64,660.00 + $64,660.00

 $434,035.00
÷ 8

   $54,254.38

How to estimate a retirement annuity 
Example: 
Step 1  Calculate average salary. The average salary is $47,950.00 (see previous “How to estimate average 

salary” example)

Step 2  Determine the years of service factor. 33.000 years of service credit X 2.2% = 0.726000 

Step 3  Multiply the average salary times years of service factor. The result is an estimated yearly retire-
ment annuity. Divide this number by 12 for the estimated monthly annuity. 

Average salary $47,950.00 
Factor x 0.726000
Annual annuity $34,811.70

÷ 12
Monthly annuity $2,900.98

Discounted annuity 
If a Tier II member retires between the ages of 62 and 67 with 10 or more years of service, the 
annuity is reduced by 6 percent for each year (0.005 per month) the member is under age 67. A 
discounted annuity is based on average salary, years of service, and age. 

The following steps can be used to estimate a discounted retirement annuity: 

Step 1  Complete the retirement annuity calculation. Find the member’s exact age at retirement. For 
information regarding exact age, please refer to page 5.

Step 2  Subtract the exact age from 67. Multiply the difference by 0.06 (6% per year that the annuity is 
discounted). 

The annuity in this example is $48,795.00. The member’s exact age is 64.372
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67.000 
Exact age - 64.372

2.628
x 0.06000

0.15768

Step 3 Subtract the result of Step 2 from 1.000 to obtain the age discount factor. 

1.000000
- 0.15768

Age discount factor 0.84232

Step 4  Multiply the age discount factor by the annuity to determine the discounted annuity, and then 
divide by 12 for the monthly annuity.

Retirement annuity $48,795.00
Age discount factor x 0.84232
Annual discounted annuity $41,101.00

÷ 12
Monthly discounted annuity $3,425.08

Reversionary annuity
Unless they elect otherwise, retiring members receive a standard annuity from TRS. This pays 
a 100 percent benefit to the member and a 50 percent benefit to a surviving spouse or civil 
union partner, if any. This annuity provides the largest amount payable throughout the mem-
ber’s lifetime.

A member may elect a reversionary annuity as an alternative to a standard annuity. If a reversion-
ary annuity is elected, the member’s standard annuity is reduced to provide a monthly annuity for 
a surviving dependent beneficiary. Members designate this beneficiary on the Age Retirement 
Annuity Application. A dependent beneficiary includes a spouse, a civil union partner, a child, or 
a parent or other person for whom the member provided more than 50 percent of that person’s 
support in the last 12 months.

Members who are considering a reversionary annuity should request an estimate of both their 
annuity payment and the payment to their survivor.

The reversionary annuity is in addition to any death benefits paid by TRS. (See Chapter 13, Death 
Benefits.) Members should note that one dependent beneficiary may be designated as the recipi-
ent of the payments from the reversionary annuity on the Age Retirement Annuity Application, 
while another may be designated to receive death and survivor benefits from TRS on the Member 
Information and Beneficiary Designation (MIBD) form.

The reversionary annuity may be revoked effective the first of the month following notification 
to TRS of the designated beneficiary’s death. On this date, only monthly payments for the unre-
duced standard annuity amount become payable to the annuitant. The reduction in monthly 
annuity is not made up to the retired member as a result of the beneficiary’s death.

Application procedures
Members planning to retire should contact TRS approximately six to 12 weeks prior to their 
anticipated retirement date for a retirement application. TRS then reviews the member’s record 
to verify:
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• Amounts due to TRS for optional service credit have been paid. To avoid a delay in the 
processing of the benefit, these amounts should be paid prior to the final day of employ-
ment. Optional service payments cannot be made after the member begins receiving 
retirement benefits. 

• Any out-of-system service to determine the amount creditable toward retirement. This is 2/5 
of the member’s total TRS service with a maximum of 10 years.

• The member meets the eligibility requirements to receive a retirement annuity.

Members are then sent the following personalized forms to review, sign, complete, and return:

• Age Retirement Annuity Application

• Depository Agreement for TRS Benefit Payments (direct deposit application)

• Teachers’ Retirement Insurance Program (TRIP) Enrollment Application

In addition, a Supplementary Report and Sick Leave Certification form is emailed to each current 
employer on behalf of the member.

Retirement application for annuitants who 
re-enter TRS membership 
If an annuitant resumes active TRS member status either through teaching before the statu-
tory time limits have elapsed or by teaching beyond the statutory hour or day limitations (See 
Chapter 10, Post-Retirement Matters), he or she must submit a new retirement application to 
TRS when filing for retirement again.

If the annuitant re-enters service and retires after completing at least one year of service, at 
the time of the second retirement the annuity will be recomputed using the law in effect on the 
first retirement date. If the member establishes at least three years of creditable service after 
re-entry, the annuity will be recomputed based on any legislative amendments enacted between 
the member’s first retirement and application for a second retirement annuity.

Effective date of retirement
A member must cease teaching and terminate TRS-covered employment to become eligible for 
a TRS retirement annuity. 

A retirement annuity begins on the later of:

• the day following the last day that salary reportable to TRS is earned or

• on the day that the minimum qualifying service and age are attained.

Annuity payments
The first annuity payment should reach the member within approximately 60-90 days after 
receipt of all the completed forms and any payments owed TRS. Payments are mailed from the 
Office of the Comptroller on the last working day of each month. The payment received on the 
first of the month represents the annuity earned from the preceding month. TRS should be noti-
fied if the payment has not arrived by the 10th of the month.
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To protect annuitants, the retirement annuity is suspended if two payments remain uncashed. 
Subsequent payments will be mailed when TRS learns the circumstances or whereabouts of the 
previous uncashed payments.

Direct deposit
Annuitants, beneficiaries, and disability recipients may have payments electronically deposited 
into a bank or financial institution. To authorize direct deposit of their benefit payments, the 
member and the member’s  financial institution must complete the Depository Agreement for 
TRS Benefit Payments form.

The completed form must be received by the 15th of the month for a change to be effective at 
the end of the month.

Mailing address 
All TRS members and annuitants should keep a current home address on file with TRS so that 
correspondence and tax information can be mailed to their homes, even if they take advantage 
of the direct deposit arrangement. A change of address should bear the member’s or annuitant’s 
Social Security number and be received before the 10th of the month to reflect the change on 
the next annuity payment.

Automatic annual increases in annuity for Tier I annuitants
Tier I annuitants with at least one year of creditable service after August 1969 receive an 
annual 3 percent increase in the current annuity on the later of the following:

• January 1 following the attainment of age 61 or

• January 1 following the first anniversary in retirement.

Annuitants in retirement on July 1, 1969, who subsequently re-entered active TRS membership 
for at least one year also received this increase. This increase is effective in January of each year 
and is reflected in the payment received in February.

The first increase paid will include increases for the entire time the member has been in retire-
ment. The first increase is calculated by determining the years that have elapsed since the 
member retired or reached age 55, whichever is later, and the effective date of the member’s ini-
tial increase.

The member’s original retirement annuity is then increased 3 percent for each year or partial year 
in retirement for all periods after 1978.

Annuitants who retired before July 1, 1969, and annuitants who retired after that date but who 
had no service after July 1969 are also eligible for post-retirement increases if they retired with 
either of the following:

• Five or more years of service if they retired at age 55 or thereafter, or

• 20 or more years of service if they retired prior to age 55 (on a disability retirement annuity).

These annuitants must make a one-time payment of 1 percent of the average monthly salary on 
which the original annuity was computed times the number of full years of creditable service 
or 1 percent of the original monthly annuity times the number of full years of creditable service 
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if the original annuity was not computed on average salary. The additional contributions are 
required because members did not make contributions toward post-retirement increases prior to 
July 1, 1969.

The increase is payable the later of January 1 following attainment of age 65, January 1 follow-
ing the first anniversary in retirement, or the first of the month following receipt of the qualifying 
contribution from the annuitant.

The Accelerated Annual Increase (AAI) Program
In June 2018, the AAI Program for retiring Tier 1 members was signed into Illinois law. The law 
requires TRS to offer retiring Tier 1 members a one-time accelerated pension benefit payment 
(AAI payment) equal to a portion of their future annual pension increases. In return for this 
AAI payment, a retiring Tier 1 member must waive the 3 percent compounded annual increase 
applied to their pension. Instead the member will receive a 1.5 percent noncompounded annual 
increase beginning at a later date. The program is optional. The program expires June 30, 2024 or 
earlier if designated funds for the program are not available.

Automatic annual increases in annuity for Tier II annuitants
Tier II annuitants will receive an annual increase on the later of the following:

• January 1 following the attainment of age 67, or

• January 1 following the first anniversary in retirement.

Annual cost-of-living increases for Tier II annuitants will be calculated using either 3 percent or 
one-half of the Consumer Price Index as of the preceding September, whichever is less, of the 
originally granted retirement annuity. If the increase in the Consumer Price Index for the preced-
ing September is zero or there is a decrease, then the annuity will not be increased. When there 
is an increase, it will not be compounded.

The increase is effective in January of each year and is reflected in the payment received 
in February. This increases the annuitants’ monthly benefit and is not a separate 
lump-sum payment.

Reciprocal service
(40 ILCS 5 /20-101 et seq.)
Members who have service in more than one public retirement system in Illinois may qualify 
for enhanced retirement and survivor benefits by selecting a reciprocal retirement. The Illinois 
Retirement Systems Reciprocal Act allows members to use service credit in each system to the 
maximum advantage.

Reciprocity offers the following advantages:

• Service credit in any of the reciprocal systems may be used to meet service qualification 
requirements for a pension.

• Earnings credit under all reciprocal systems will be considered by each system in determining 
final average salary. This practice usually results in a higher benefit.
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• Members may reinstate refunded service at a reciprocal system once they have established 
two years of service credit at another reciprocal system.

To be eligible for reciprocity, the member must have at least one year of service in two or more 
systems and his or her combined credit must meet the minimum service requirements of each 
system. The one exception to this rule is if the member participated in IMRF as a teacher aide and 
earned less than 12 months of IMRF service credit, and was next employed in a position covered 
by TRS. If this applies, the member may apply his/her IMRF service toward a reciprocal pension 
even though it does not meet the 12-month requirement. Members may repay any refund taken 
from a reciprocal system before retiring and use the combined credit, but they must complete at 
least two years of service in any other system following the date of the refund.

If the service periods overlap, the reciprocal benefits will be adjusted proportionately. Members 
who have significant amounts of overlapping service may want to consider retiring indepen-
dently under each system rather than using the Reciprocal Act.

Reciprocity applies only to retirement and survivor benefits. In most cases, it cannot be used for 
disability and insurance purposes.

Members wishing to select reciprocity must apply to each retirement system. The systems 
will then exchange information in order to determine the benefits payable. Once in payment 
status, the member will receive separate checks from each system. The use of reciprocity is 
entirely voluntary.

If a member is within three years of retirement, he or she may receive a reciprocal benefit esti-
mate by contacting his or her current retirement system. That system will gather information 
from the other reciprocal systems and provide the member with a consolidated estimate.

In addition to TRS, systems under the Illinois Retirement Systems Reciprocal Act include:

• County Employees’ Annuity and Benefit Fund of Cook County

• Forest Preserve District Employees’ Annuity and Benefit Fund of Cook County

• General Assembly Retirement System

• Illinois Municipal Retirement Fund

• Judges’ Retirement System

• Laborers’ Annuity and Benefit Fund of Chicago

• Municipal Employees’ Annuity and Benefit Fund of Chicago

• Park Employees’ Annuity and Benefit Fund of Chicago

• Public School Teachers’ Pension and Retirement Fund of Chicago

• Metropolitan Water Reclamation District Retirement Fund

• State Employees’ Retirement System of Illinois

• State Universities Retirement System
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Chapter Twelve:  Disability Benefits
Types of disability benefits available
TRS offers three types of disability benefits: occupational disability benefits, nonoccupational 
disability benefits, and a disability retirement annuity. Occupational disability benefits are paid 
solely for work-related disabilities. 

Service credit 
Members continue to accrue service credit while receiving nonoccupational or occupa-
tional disability benefits. No service credit is earned while a member is receiving a disability 
retirement annuity.

When a member teaches a partial school year and receives disability benefits for a partial school 
year, one full year of service credit is earned when the member receives earnings from teaching 
and disability benefits for a total of 170 days during the school term or employment agreement, 
if longer.

Members do not need to resign to become eligible for disability benefits. An employer may grant 
a disabled member a leave of absence during this period.

Employment 
Members receiving nonoccupational or occupational disability benefits may not teach in any 
capacity except under legislation described in “Law allows limited, part-time teaching,” or be 
gainfully employed. “Gainful” employment is defined as employment that results in gross com-
pensation for personal services, including fees, wages, salary and commissions, which exceeds 
$833 in any month or $10,000 in any year.

Members receiving a disability retirement annuity are prohibited from teaching in any capacity 
except under legislation described in “Law allows limited, part-time teaching.” The combined 
income from the disability retirement annuity and the earnings from the non-teaching occupa-
tion cannot exceed the salary rate upon which the annuity was based.

Medical examinations 
Two state-licensed physicians must substantiate the disability by completing Physician’s 
Certification of Disability forms, certifying that the member is disabled and unable to prop-
erly perform the duties of his or her position. If the disability is due to pregnancy, only one physi-
cian is required to certify the disability claim.

A licensed physician is any individual licensed by the state in which he or she practices as a medi-
cal doctor. All licensed physicians must submit their license number on all reports to TRS.

To substantiate a member’s continued eligibility for disability benefits, TRS may require addi-
tional medical examinations and request medical records, Department of Employment Security 
earnings statements, Social Security benefit payment information, income tax records, or 
other pertinent information. The frequency of re-examination is governed by individual circum-
stances; however, a member receiving nonoccupational disability or occupational disability ben-
efits must have medical examinations at least once a year.

When a member’s time period for nonoccupational disability expires, the member may be eli-
gible for a disability retirement annuity. At this point, the member must submit to medical 
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examinations, unless he or she has been examined within the last six months and a continuing 
disability has been substantiated.

TRS may require an independent medical examination in addition to those undergone by the 
member to substantiate the disability. This may occur when the previous medical examinations 
were inadequate, when there is a question regarding the independent judgement of the physi-
cian, or when the form has been completed improperly. TRS will cover the cost of an indepen-
dent medical examination.

Failure to submit to a medical examination or provide information as requested will result in sus-
pension of benefits.

Members are responsible for notifying TRS when they are able to return to teaching. 

Nonoccupational disability benefits
Eligibility
A member who is a full-time teacher must have three years of service credit, have become dis-
abled while teaching (or within 90 days of teaching), and use all accumulated sick time, personal 
leave and vacation days (regardless of whether these days are actually paid) to qualify for nonoc-
cupational disability benefits. 

Part-time and substitute teachers are eligible if they have three years of service credit and have 
worked as a teacher for at least 340 hours in either the school year in which the disability occurs 
or the preceding school year. The disability must have occurred within 90 days of the member’s 
employment as a teacher.

Service credit under the State Employees’ Retirement System of Illinois, the State Universities 
Retirement System, and the Illinois Municipal Retirement Fund counts toward the member’s eli-
gibility for a disability benefit and the total period during which the disability benefit is payable 
unless such service is concurrent with the member’s TRS service.

Application procedures
When the member becomes disabled, he/she should notify TRS in writing of his or her intent to 
file a claim for disability benefits. 

The request should include the:

• name,

• Last 4-digits of Social Security number or TRS member ID,

• current mailing address,

• email address,

• phone number,

• type of disability and due date if pregnant,

• last day worked (or will work), and

• last day that paid sick, personal and/or vacation leave days or unpaid sick and personal and/or 
vacation leave days are exhausted.
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TRS will send the member the following forms:

• Application for Disability Benefits form

• Two Physician’s Certification of Disability forms - only one form for pregnancy

• Release of Medical Information forms

The Physician’s Certification of Disability forms must be based on examinations that occurred 
within 90 days of the member’s last day of employment. It is the member’s responsibility to 
provide his or her physicians with this form. All completed forms must be returned to the TRS 
Springfield office. 

The employer will receive an email when the Supplementary Report is available online in the 
Employer Access area. The report should be submitted after the member’s last paid day, inclusive 
of paid sick, personal and/or vacation leave days.

Effective payment date for nonoccupational disability

The following chart explains how nonoccupational disability payment dates are determined.

When an individual is employed under an agreement for fewer than 12 full months, neither 
the 31-day requirement nor the leave time utilization requirement is satisfied during periods not 
covered by the agreement.

Benefit amount
The nonoccupational disability benefit is equal to 40 percent of the greater of the member’s 
annual contract rate (including flexible benefit plans and extra duties) in effect at the time 
the benefit becomes payable or the annual contract rate (including flexible benefit plans and 
extra duties) on the date the disability began. For noncontractual teachers, such as substitute 

* Eligibility for salary ceases is equal to the later of the 
date last worked plus 31 days or when sick, personal and/
or vacation leave days are completely exhausted.

Member files written notice of disability within 90 days from the later of com-
mencement of disability or the date eligibility for salary ceases*.

TRS receives all documentation within six months 
from the later of the commencement of disability 
or eligibililty for salary ceases.

Benefits payable on the 
date TRS receives written 
notice of disability.

Benefits become 
payable on the 
date TRS receives 
all documentation 
required by law. 

Benefits payable on the 
date TRS receives all 
documentation required 
by law.

TRS receives all documentation within six months 
of written notice of disability.

Yes No

Yes NoNo Yes
Benefits become payable from 
the later of the 31st calendar 
day the member is absent from 
teaching due to the disability 
for which benefits are sought 
or exhaustion of the member’s 
sick leave. If sick leave is not 
paid by the employer, the date 
sick leave would have been 
exhausted had the member 
been paid by the employer.
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teachers, TRS uses an annualized salary rate based on the member’s actual earnings to deter-
mine the benefit.

Example:
Applicable salary $21,300
Benefit percentage x 0.40
Annual benefit $8,520
No. of months per year ÷ 12
Monthly benefit $710

Tier 1 annual increases
On January 1 following the fourth anniversary of the effective date of the nonoccupational dis-
ability benefit, the monthly benefit will increase 7 percent. Thereafter, the benefit increases 
by 3 percent of the current benefit each January 1. 

Tier 2 annual increases
On January 1 following the fourth anniversary of the effective date of the nonoccupational dis-
ability benefit, the monthly benefit will increase 7 percent. Thereafter, the benefit increase will 
increase by 3 percent or ½ the annual unadjusted percentage increase (but not less than zero) in 
the Consumer Price Index - U (CPI-U), whichever is less, of the originally granted disability bene-
fit. The CPI-U is for the 12-month period ending with September preceding each November 1. 

Duration of benefits
Nonoccupational disability benefits cease if the member:

• resumes teaching (includes substitute, hourly, or part-time employment), please refer to 
“Law allows limited, part-time teaching,” page 10, 

• engages in or is able to engage in gainful employment,

• is no longer disabled,

• has received benefits for a period equal to one-fourth of the member’s service credit,

• requests termination of the benefit, or

• becomes eligible and applies for a disability or age retirement annuity.

If a member resumes employment after receiving a disability benefit and is subsequently dis-
abled for the same cause within 90 days, benefits will be reinstated at the previous rate follow-
ing the completion of the Application for Disability Benefits form, two Physician’s Certification of 
Disability forms substantiating the disability, and the Supplementary Report form. Benefits will 
begin, in this case, the day following the last day the member is paid by his or her employer.

A member may be eligible to transfer from a nonoccupational disability benefit to a disability 
retirement annuity or an age retirement annuity if the age and service requirements are met. The 
effective date of the retirement annuity is the first day of the month after TRS receives the com-
pleted Disability Retirement Annuity Application or Age Retirement Annuity Application form.
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Occupational disability benefits
Eligibility
No minimum service requirement must be met before a member is eligible to receive occupa-
tional disability benefits. However, the member must be working in a TRS-covered position and 
have been disabled due to a duty-related injury or illness as determined by the Illinois Industrial 
Commission or the employer’s workers’ compensation insurance carrier to be eligible for 
this benefit.

Part-time and substitute teachers are eligible for occupational disability benefits.

Application procedures
To receive a benefit, the member must notify TRS in writing of his or her intent to file a claim for 
occupational disability benefits and request a Disability Claim Packet. TRS will require verifica-
tion that the disability was duty-related from the member, the employer, and two state-licensed 
physicians. Each physician’s report must be based on an examination that occurred within 90 
days of the member’s last day of teaching. The disability must have occurred within 90 days 
of the last day of teaching. In addition, TRS must receive a copy of the final settlement from 
the Illinois Workers Compensation Commission or the award by the in surance carrier with 
which the employer has a workers’ compensation policy with a finding that the disability was 
employment-related.

Effective payment date for occupational disability
The following chart explains how occupational disability payment dates are determined.

Benefit amount
The occupational disability benefit is equal to 60 percent of the greater of the contract rate in 
effect at the time the benefit becomes payable or the contract rate on the date the disability 
began. For noncontractual employees, such as substitute teachers, TRS pays disability benefits 
based on the greater of the member’s most recent annualized salary rate at the time the disabil-
ity becomes payable or the annualized salary rate at the time the disability began.

No
TRS receives all documentation within six months of 
written notice of disability.

Member files written notice of disability within 90 days from the later of commence-
ment of disability or the last day for which salary was paid.

TRS receives all documentation within six months 
from the later of the commencement of disability or 
the last day for which salary is paid.

Benefits payable on 
the date TRS receives 
written notice of 
disability.

Benefits become pay-
able on the date TRS 
receives all documen-
tation required by law. 

Benefits payable on the 
date TRS receives all doc-
umentation required by 
law.

Yes

Yes NoNo Yes
Benefits become pay-
able on the date after 
the last day for which 
salary is paid.
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The benefit is reduced by any amounts received under the Workers’ Compensation Act or the 
Workers’ Occupational Diseases Act. Once workers’ compensation benefits expire, TRS will pay 
the full 60 percent if the member remains eligible for the benefit.

Example:
Multiply 0.60 (60 percent) times the member’s applicable contract salary rate.

Applicable salary rate $21,300
x 0.60

Annual benefit before reduction $12,780
÷ 12

Benefit payable by TRS $1,065

Reduce this benefit by the amount paid by workers’ compensation.

Monthly TRS benefit $1,065
Benefit paid by workers’ compensation - $650
Benefit payable by TRS $415

If the workers’ compensation is payable in a one-time lump sum or partial lump sum with the 
remainder paid in weekly or monthly installments, TRS considers the compensation as if it had 
been paid on a weekly basis. If any of the compensation is paid in one sum, the total sum is 
used for purposes of determining the amount offset by TRS. The amount is not reduced by legal 
expenses and will not be applied to medical expenses paid on behalf of or to the member. 

Tier 1 annual increase
On January 1 following the fourth anniversary of the effective date of the occupational disabil-
ity benefit, the monthly benefit will increase by 7 percent. Thereafter, the benefit in creases 
by 3 percent of the current benefit each January 1. 

Tier 2 annual increase
On January 1 following the fourth anniversary of the effective date of the occupational disability 
benefit, the monthly benefit will increase 7 percent. Thereafter, the benefit increase will increase 
by 3 percent or ½ the annual unadjusted percentage increase (but not less than zero) in the 
Consumer Price Index - U (CPI-U), whichever is less, of the originally granted disability benefit. 
The CPI-U is for the 12-month period ending with September preceding each November 1. 

Duration of benefits
Occupational disability benefits cease when the member

• resumes teaching – includes substitute, hourly, or part-time employment (see “Law allows 
limited, part-time teaching,” page 10),

• engages in or is able to engage in gainful employment,

• is no longer disabled,

• requests termination of the benefit, or

• becomes eligible and applies for an age retirement annuity.

TRS requires periodic medical examinations and reports. TRS will notify the member when the 
medical examination reports are required.
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If the disability benefit is discontinued because the member resumes teaching or is otherwise 
gainfully employed and the member is disabled again due to the same cause within 90 days, the 
benefit will resume at the previous rate once TRS receives written notification and verification of 
the disability and the member is no longer receiving salary. 

A member may be eligible to transfer from an occupational disability annuity to an age retire-
ment annuity if age and service credit requirements are met. The effective date of the retire-
ment annuity is the first day of the month after TRS receives the Age Retirement Annuity 
Application form. See Chapter 11, Retirement Benefits, for the eligibility requirements for an age 
retirement annuity.

Disability retirement annuity
Eligibility
A member who remains disabled after the nonoccupational disability benefit eligibility period has 
expired is eligible for either a disability retirement annuity or an age retirement annuity (if the 
age and service credit requirements are met). A member may switch to either a disability retire-
ment annuity or an age retirement annuity (if the requirements are met) at any time while receiv-
ing a nonoccupational disability benefit. See Chapter 11, Retirement Benefits, for information 
about an age retirement annuity.

Application procedures
When the eligibility period for nonoccupational disability benefits is due to expire, TRS will notify 
the member. Before the benefit expires, the member may either send TRS a letter or call TRS to 
request a transfer to a disability retirement annuity or an age retirement annuity.

Effective date
The disability retirement annuity is effective:

• the day following the last day for which nonoccupational disability benefits are payable or

• the first of the month after TRS receives a completed Disability Retirement Annuity 
Application form.

Benefit amount
Tier 1 disability retirement annuity calculation
The disability retirement annuity is the greater of: 

• 35 percent of the greater of the member’s last annual contract salary (including flexible 
ben-efit plans and extra duties) or the annual contract rate on the date the disability began 
(TRS uses an annualized salary rate based on actual earnings for noncontractual teachers);

• the amount computed by the retirement formula reduced by 0.50 percent for each month 
the member is under age 60, with less than 20 years of service credit;

• the amount computed by the retirement formula reduced by 0.50 percent for each month 
the member is under age 55 with 20 years of service credit; or

• the amount computed by the retirement formula with no reduction if the member is age 55 
or older with 20 years of service credit. The initial benefit will be increased by the amount of 
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any annual increases that the member has been granted while he or she was receiving a non-

occupational disability benefit.

Tier 2 disability retirement annuity calculation
The disability retirement annuity is the greater of:

• 35 percent of the greater of the member’s last annual contract salary or his/her annual con-
tract rate on the date his/her disability began (TRS uses an annualized salary rate based on 
actual earnings for noncontractual teachers);

• the amount computed by the retirement formula reduced by 0.50 percent for each month 
the member is under age 67 with less than 10 years of service credit; or

• the amount computed by the retirement formula reduced by the 0.50 percent for each 
month the member is under age 62 with 10 years of service credit; or

• the amount computed by the retirement formula with no reduction if the member is age 62 
or older with at least 10 years of service credit.

The member’s initial benefit will be increased by the amount of any annual in creases that have 
been granted while the member was receiving a nonoccupational disability benefit.

Duration of benefits
The disability retirement annuity will continue until

• the disability ceases,

• the member resumes teaching, or

• the member is eligible and ap plies for an age retirement annuity.

If the member resumes teaching after receiving a disability retirement annuity and is disabled 
again for the same cause within 90 days, the benefit will be reinstated at the previous rate after 
TRS receives a completed Disability Benefit Application form and required medical documenta-
tion. In this case, benefits will begin the day following the last day for which the member was 
paid by the employer.

Employment restrictions
While members are receiving a disability retirement annuity, they may not be employed by 
any other public or private school, college, or university in a teaching position, including 
substitute teaching. 

However, gainful employment in any area other than teaching is permitted or in any area of TRS-
covered or State Universities Retirement System of Illinois (SURS)-covered employment as indi-
cated under “Law allows limited, part-time teaching.” The combined income from the disability 
retirement annuity and the earnings from the nonteaching occupation cannot exceed the salary 
rate upon which the annuity was based. If members have earnings above this limit, their disability 
retirement annuity may be reduced or suspended. 

For members returning to employment in any area other than teaching, the salary rate for pur-
poses of the gainful employment calculation will increase 15 percent after they have received a 
disability retirement annuity for 10 years.
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If members exceed the salary rate upon which their benefit was based, the benefit will cease 
including Teachers’ Retirement Insurance Program (TRIP) insurance.

Example:
Last contract salary ÷ 12 $1,775.00
Monthly disability retirement annuity - 546.70

Amount member may earn without 
suspension or reduction of annuity $1,228.30 per month

If the annuitant has been receiving the annuity for more than 10 years, the monthly salary rate used in the 
calculation increases 15 percent.
Last contract salary ÷ 12 $1,775.00
15 percent increase x 1.15

$2,041.25
Current monthly disability retirement annuity - 698.75
Amount member may earn without 
suspension or reduction of annuity $1,342.50 per month

If an annuitant has gross earnings in excess of the allowable amount, but less than his or her pre-
vious salary, the annuity is reduced $1 for each dollar earned in excess of the allowable amount. 
If an annuitant earns a greater income in his or her new profession, occupation or business than 
was last earned as a teacher, the annuity is reduced to zero.

Annual increases
Automatic increase in Tier 1 disability retirement benefits
The disability retirement annuity will increase annually beginning the earlier of the 
January 1 following:

• the fourth anniversary of the date the disability benefit was granted, or

• the date the member turns age 61 or the first anniversary in retirement, whichever is later.

If the first annual increase follows the fourth anniversary of the date the disability benefit was 
granted, the increase will be 7 percent of the current annuity. If the first annual increase is due 
to the attainment of age 61 or the first anniversary in retirement, the amount will be determined 
as described in Chapter 11, Retirement Benefits, “Automatic annual increases in annuity for Tier 1 
annuitants.” After the initial increase, the annuity will increase by 3 percent of the current benefit 
each January 1.

Automatic increase in Tier 2 disability retirement benefits
The disability retirement annuity will increase annually beginning the earlier of the Jan. 1 following:

• disability benefit was granted or

• the date the member turns 67 or his/her first anniversary in retirement, whichever is later.

If the first annual increase follows the fourth anniversary of the date the disability benefit was 
granted, the increase will be 7 percent of the original annuity. 

If the first annual increase is due to the attainment of age 67 or the first anniversary in retire-
ment, the amount will increase by 3 percent or ½ the annual unadjusted percentage increase 
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(but not less than zero) in the Consumer Price Index - U (CPI-U), whichever is less, of the origi-
nally granted disability benefit. The CPI-U is for the 12-month period ending with September pre-
ceding each Nov. 1. 

After the initial increase, the annuity will increase by 3 percent or ½ the annual unad-
justed percentage increase (but not less than zero) in the Consumer Price Index - U (CPI-U), 
whichever is less, of the originally granted disability benefit. The CPI-U is for the 12-month period 
ending with September preceding each Nov. 1.

Taxability of disability benefits
Members who are receiving nonoccupational disability benefits must report disability bene-
fits as taxable income for federal income tax purposes. Occupational disability benefits may be 
excluded from gross income.

Those who are under age 65 and retired on a permanent and total disability as defined by the 
Internal Revenue Service may be eligible to take the federal tax credit for the elderly or the dis-
abled. IRS Publication 907, Tax Highlights for Persons with Disabilities, and Publication 524, 
Credit for the Elderly or the Disabled, elaborate on this tax credit and other information.

Law allows limited, part-time teaching
Individuals who have received TRS disability benefits for one year or more may return to teaching 
if their medical conditions improve, allowing limited, part-time work. Members are allowed on a 
limited basis to substitute or part-time teach for TRS-covered or SURS-covered employers with-
out loss of their disability benefits as long as their combined earnings from teaching and their dis-
ability benefits do not exceed 100 percent of the salary rate upon which the benefit was based.

If a member plans to return to teaching on a limited basis, he/she must contact TRS to request a 
Limited Return to Work Program Certification form. This form must be completed and returned 
to TRS prior to the member’s return to teaching. TRS will acknowledge receipt of the form and 
confirm the member’s eligibility.

When returning to teaching with a TRS-covered or SURS-covered employer, the salary rate for 
purposes of this calculation will not increase 15 percent after the member has received a disabil-
ity retirement annuity for 10 years. 

If the member exceeds the salary rate upon which his or her benefit was based, the benefit will 
cease including Teachers’ Retirement Insurance Program (TRIP) insurance.

Members may not teach for any employers not covered by TRS or SURS. This includes part-time 
and substitute teaching. 

This law applies to all members receiving nonoccupational disability benefits, occupational dis-
ability benefits, and disability retirement annuities.

https://www.irs.gov/pub/irs-pdf/p907.pdf
http://www.irs.gov/pub/irs-pdf/p524.pdf
http://www.irs.gov/pub/irs-pdf/p524.pdf
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Chapter Thirteen:  Death Benefits
Application procedures
The person handling the deceased member’s affairs must provide TRS with the members’ name 
to report the death of a member. TRS will forward a letter and the appropriate forms to the con-
tact person for the member’s designated beneficiaries for completion. The application requires a 
copy of the member’s death certificate as well as a copy of the marriage or civil union certificate 
and birth certificate for the surviving spouse or civil union partner. 

If the member was an active teacher at the time of death, the employer will need to com-
plete a Supplementary Report and return it to TRS. TRS will calculate a lump-sum and monthly 
benefit option. 

The dependent will receive a Survivor Benefits Election form to select either a monthly benefit 
or a lump-sum payment. This form will be accompanied by information regarding direct deposit 
of payments, federal income tax withholding, the Teachers’ Retirement Insurance Program 
(TRIP), and the taxability of survivor benefits. Once TRS receives the completed election form 
and all other required documents, benefits will be processed and then issued by the Office of 
the Comptroller.

An annuitant’s retirement benefit is payable through the end of the month in which his or her 
death occurs. TRS issues payments at the end of the month for the preceding month. Any pay-
ments issued to the annuitant beyond the month of death must be returned to TRS.

Benefits payable
TRS provides two types of death benefits:

• a refund of any remaining accumulated contributions and

• monthly or lump-sum survivor benefits. 

These benefits may be paid to separate beneficiaries or both benefits may be paid to the 
same beneficiaries.

TRS must have a copy of the deceased member’s or annuitant’s death certificate on file before 
death benefits can be processed. Other supporting documents may also be required.

Designation of beneficiaries 
To designate beneficiaries, members must complete a Beneficiary Designation form. If TRS does 
not have a form on file for the member, death benefits are distributed as follows:

• a return of any accumulated contributions is paid to the member's surviving spouse or civil 
union partner or, if none, to the member’s estate and

• survivor benefits are paid to an eligible dependent beneficiary or, if none, to the 
member’s estate.

The beneficiaries designated for the refund of accumulated contributions and survivor benefits 
will be noted in the “Beneficiary Information” section of the member's TRS Benefits Report.
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Members and annuitants may change beneficiary designations at any time and should review 
their designation periodically. Members may verify their beneficiary designations by visiting their 
secure member account online or by contacting TRS. To change beneficiaries, a new Beneficiary 
Designation form must be completed. Members may update their beneficiary designations by 
downloading their personalized forms within the secure member area of the TRS website. Part of 
their forms will be prefilled with information on file for them. If any members cannot access their 
online accounts, they should email members@trsil.org and provide their full names, last 4 dig-
its of their Social Security numbers and full mailing addresses and TRS will mail the form to them 
to complete.

Types of beneficiaries
The type of benefit for which survivors are eligible is determined by the survivor’s status 
at the time of the member’s death. Monthly survivor benefits can be paid only to depen-
dent beneficiaries.

A dependent beneficiary is 

• a spouse to whom the member has been married for at least one year, except where a child 
is born of the marriage in which case the one-year period is not applicable;

• a civil union partner to whom the member has been partnered for at least one year;

• an unmarried natural or adopted child un der age 18, or between ages 18 and 22 if he or she is 
a full-time student in an accredited educational institution, or an unmarried child of any age 
who is dependent by reason of a physical or mental disability and claimed as a dependent on 
the member’s final federal income tax return, or 

• a dependent parent who received at least half of his or her sup port from the member for 
the 12-month period immediately prior to the member's death. 

For an adopted child to be an eligible dependent beneficiary, the adoption proceedings must 
have been finalized prior to the member’s death and while the child was a minor. For purposes 
of determining dependency, “disability” is defined as an inability to engage in any substan-
tial gainful activity by reason of any medically determinable physical or mental impairment that 
can be expected to last for a continuous period of 12 months or more. A parent may be an eli-
gible dependent beneficiary only if there is no other dependent beneficiary. A trust can receive 
monthly survivor benefits on behalf of a disabled dependent beneficiary. The trust must specifi-
cally mention TRS and contain a promise that the TRS survivor benefits will be used solely for the 
care and benefit of the dependent beneficiary. See the TRS Member Guide for more information. 

A nondependent beneficiary is any other designated person or entity that is not a 
dependent beneficiary.

A member may designate a primary beneficiary on the Beneficiary Designation form to receive 
survivor benefits. If this individual is a de pendent beneficiary, he or she may select either monthly 
benefits or a lump-sum benefit. Only a lump-sum benefit is payable if the member designates 
both a dependent and a nondependent primary beneficiary.

Alternate beneficiaries named on the Beneficiary Designation form will receive benefits only 
if all designated primary beneficiaries predecease the member. If the member’s beneficiary 
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designation includes more than one person, the benefits are divided equally among the living 
beneficiaries of that class (primary or alternate).

Rollovers
If a member or survivor has questions about rollovers for surviving spouse and non-spouse 
beneficiaries, please ask him/her to contact the TRS Member Services Department at 
members@trsil.org or call 877-927-5877 (877-9-ASK-TRS). The rules are complicated and rollover 
eligibility varies.

How to obtain additional information
Members or beneficiaries may want to consult with a professional tax advisor before they take 
a payment of benefits from TRS. More specific information on tax treatment of payments from 
qualified retirement plans can be found in IRS Publication 575, Pension and Annuity Income and 
IRS Publication 590-B, Distributions from Individual Retirement Arrangements (IRAs). These 
publications are available at www.irs.gov, from local IRS offices, or by calling 1-800-TAX-FORM.

   

mailto:members%40trsil.org?subject=Rollover
http://www.irs.gov/pub/irs-pdf/p575.pdf
http://www.irs.gov/pub/irs-pdf/p590b.pdf
http://www.irs.gov/
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