Back-To-School Checklist 2014
For Public School Employers — Payroll Reporting Staff

Department of Technology,
Management & Budget

Use this checklist as a reminder of back-to-school reporting tasks.

Communications:

U Web Administrators should review and update the contact information for reporting unit staff on the Employer
Reporting website. Without accurate and current contact information, ORS cannot provide reporting staff with
important updates and information. Nearly all communications, including those with superintendents and other
business officials, will be delivered via email rather than postal mail.

U The Annual Superintendent Certification form will be sent in September. Please return it in a timely manner.

Reporting:
U For employees whose wages were reported with the summer spread wage code (08), switch back to the regular
wage code (01).

New Hires:

U Provide a New Hire Retirement Plan Election form (R0940C) to employees who are new to the retirement
system. See RIM 7.11.00.01 Reporting Employees New to the MPSERS system. Note: in late September, new
hires will be reported electronically. You will receive more information on this new process when it is in place.

U Check the Member Benefit Plans link on the Employer Reporting website for each new employee. See
Determining a New Employee’s Benefit Plan for further guidance, including when to call Employer Reporting to
check on a member’s benefit plan. Note: An employee who is new to your school but is already a member of the
retirement system should not complete the New Hire Retirement Plan Election form (R0940C). See RIM
7.11.00.00 Reporting Employees New to Your Reporting Unit.

O Report new hires with a Detail 1 (DTL1) record at the same time you report them with their first Detail 2 (DTL2)
record.

4 Direct members to miAccount (www.michigan.gov/orsmiaccount) to name a pension beneficiary and to the ING
website (stateofmi.ingplans.com) to name beneficiaries for their Defined Contribution (DC) plan, Personal
Healthcare Fund (PHF), or the savings component of their Pension Plus plan. On miAccount, members will be
directed to download any other forms that may be required.

O Ask new employees whether they had a TDP agreement with their previous employer, and if so, remind them to
transfer it to your reporting unit within 90 days of their termination date. See RIM 10.09.01: How to process the
TDP Addendum.

New Resources:
U Review, share and provide all payroll staff with the newly developed guide, Introduction to ORS Reporting. Watch
your email for more information.

U A new webinar is scheduled for mid-September: ORS Reporting 1: Overview. Intended for reporting staff who
are new or recent hires, this training webinar will provide an overview of retirement reporting and will include a
walkthrough of the basic elements of the Employer Reporting Website and the Employer Information website. It is
first in a series of training modules. See Education and Training> Webinars for dates and links to register.

New Option:

U Reporting units can now sign up to extend the State of Michigan 401(k) and 457 Plans to employees in the Basic
Plan and Member Investment Plan (MIP) with the Premium Subsidy benefit. In July superintendents and other
business officials received information about this new benefit, known as the Deferred Compensation Option. See
the Learn More link on the Employer Information website for more information about this option. If your reporting
unit has signed up to offer this option, you will receive more information about implementing it soon.
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