North Carolina

— Total Retirement Plans Form ERRWK
Correcting an Employee’s
Please print or type in black ink. Please do not staple pages. Payroll Record
FIRST NAME Ml |LAST NAME SUFFIX
RETIREMENT SYSTEM SSN (last 4 digits) MEMBER ID

Section B. Please provide payroll information.

1. See Guide C for instructions A. Record as reported on B. CORRECT DATA: (Use additional columns if record needs to be split into
the ORBIT Payroll Report multiple Pay Types and/or Pay Periods)

Report Month (month/year)
Retirement Plan Code
Salary

Pay Type

Pay Period Begin Date
Pay Period End Date
Retirement Service Period Type

Retirement Service Period Begin Date*

Retirement Service Period End Date*

*only needed if less than 12-month

2. Are there additional records to be corrected? (Continuation page attached) EI YES ,:I NO

3. Has employment terminated? DYES D NO
A. If yes, was termination voluntary or involuntary? ':I VOLUNTARY ':l INVOLUNTARY

B. Date of termination

4. Was the member in receipt of benefits from Worker's Compensation or DIPNC? El YES D NO

A. If yes, what type of benefit was the member receiving? D DIPNC D Worker's Compensation

B. Date benefit began C. Date benefit ended

Section C. Please certify this payroll information.

Employer Certification: | hereby certify that the information provided about the employee named in Section A is true and correct to the
best of my knowledge.

Employer Contact's Signature Date

CONTACT FIRST NAME CONTACT LAST NAME POSITION TITLE
EMPLOYER/AGENCY AGENCY NO.
E-MAIL ADDRESS TELEPHONE NO. FAX NO.

Section D. Please submit this form by mail or fax. Thank you.

You may mail this form to the address below, or you may fax this form to (919) 855-5800.
N.C. Department of State Treasurer, Retirement Systems Division

3200 Atlantic Avenue, Raleigh, North Carolina 27604 REV 20151210
(919) 807-3050 in the Raleigh area or (877) 627-3287 toll free
www.myncretirement.com ERRWK
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North Carolina

Total Retirement Plans Form ERRWK
| . .
Continuation Page
Please print or type in black ink. Please do not staple pages. (Duplicate As Necessary)
Section E. Additional payroll corrections.

A. Record as reported on B. CORRECT DATA: (Use additional columns if record needs to be
the ORBIT Payroll Report split into multiple Pay Types and/or Pay Periods)

Report Month (month/year)

Retirement Plan Code
Salary

Pay Type

Pay Period Begin Date
Pay Period End Date
Retirement Service Period Type

Retirement Service Period Begin Date*

Retirement Service Period End Date*

*only needed if less than 12-month

A. Record as reported on thel|B. CORRECT DATA: (Use additional columns if record needs to be
ORBIT Payroll Report split into multiple Pay Types and/or Pay Periods)

Report Month (month/year)

Retirement Plan Code

Salary

Pay Type

Pay Period Begin Date
Pay Period End Date
Retirement Service Period Type

Retirement Service Period Begin Date*

Retirement Service Period End Date*

*only needed if less than 12-month

A. Record as reported on theljB. CORRECT DATA: (Use additional columns if record needs to be
ORBIT Payroll Report split into multiple Pay Types and/or Pay Periods)

Report Month (month/year)

Retirement Plan Code

Salary

Pay Type

Pay Period Begin Date
Pay Period End Date
Retirement Service Period Type

Retirement Service Period Begin Date*

Retirement Service Period End Date*

*only needed if less than 12-month

Thank you.

N.C. Department of State Treasurer, Retirement Systems Division
3200 Atlantic Avenue, Raleigh, North Carolina 27604
(919) 807-3050 in the Raleigh area or (877) 627-3287 toll free REV 20151210

www.myncretirement.com MEMBER LAST NAME MEMBER SSN ERRWK
CONTINUATION PAGE




North Carolina
Total Retirement Plans

Page 1 of 2

Guide A. When should this form be used?

An employer should use this form (ERRWK) to correct ORBIT
payroll records which have posted to the retirement account of
the member listed in Section A when:

* More than one type of pay was reported in a single ORBIT
payroll record, such as annual leave added together with
regular salary

Guide B.

General information
* ORBIT credits service to the member based on the pay
period dates of the Regular (REG) salary records.
* REG salary records need to show the dates worked while
earning the reported pay.
 If a member’'s Retirement Service Period (RSP) type is less
than 12 months (meaning the work year of the position does
not include work in all 12 calendar months), service is granted
according to the number of calendar months during which the
member works. Example: Mary Jones works for a school
system and her normal work schedule is 8/18/2015 to
6/10/2016. Therefore, her RSP type is 11-months, and her
RSP begin date is 8/18/2015 and her end date is 6/10/2016.
Retirement service will be credited for any REG records
reported with that RSP type which have pay periods occurring
within those RSP dates. If multiple records are reported, the
RSP type/dates determine which month of service is credited.
» Date of termination is the last date on which the member
performed work and for which he/she was being paid or the
actual date of separation if the member is on a leave of
absence.

* Terminal payouts should be reported with pay period dates in
the last month of employment — begin date 1st day of last
month and end date matching “date of termination” as
described above.
» Continuous exhaustion of leave, covering regular work
schedule hour-for-hour, day-for-day, without an unpaid break,
is reportable as REG salary.
» The difference between the Pay Period begin date and Pay
Period end date cannot be more than 60 days.

Pay Types
* REG - Regular salary: Compensation paid for work
performed on a normal work schedule and compensation paid
for the exhaustion of leave (sick and/or vacation) to cover the
normal work schedule.
* OVERTIME - Overtime salary: Compensation for additional
work performed over and above the normal/regular working
hours. OVERTIME pay period dates must match REG pay
period dates.

* BONUS — Bonus payment: Bonus paid for work performance
and/or length of service is reportable. Bonus payments given

Please continue to next page.

What do | need to know before | complete this form?

Form ERRWK Guides

Correcting an Employee’s
Payroll Record

« Salary was reported with incorrect pay type
* Regular salary was reported with pay period dates extending
beyond the member’s last paid work day
» Regular salary was reported with incorrect beginning and/or
ending pay period dates
* Regular salary was reported with incorrect retirement service
period type

are NOT reportable to the Retirement
compensation for retirement contributions.

* ANNLONG - Annual Longevity: Longevity payments based
on years of service.
« ANNLEAVE - Annual Leave payout: Payout of accrued
unused vacation leave which was earned under a duly
adopted policy.
+ SUMMERPAY - Summer Pay: Compensation for work
performed outside of the regular school year for school
employees in positions not regularly scheduled to work in all
12 calendar months. Also used to report salary for additional
duties outside of the regular job duties, school supplements
paid/reported separately from REG salary, and Military
Differential payments to employees on military leave.
* LEAVEPAY - Leave-without-Pay: Used to report a member
who is still employed but in a leave-without-pay status. No
salary is reported in the leave-without-pay record.
* WORKCOMP — Workers’ Compensation: Used to report a
member who is in receipt of Workers’ Compensation
payments. No salary is reported for Workers’ Compensation.

System as

Correcting Payroll Issues Resulting from Certain Refund
and Disability Situations
If salary is reported with pay period dates extending past the
last day of work indicated by the member on his or her refund
application (Form 5), ORBIT cancels the refund since the
payroll records indicate the member is continuing to work. If
you received the ERRWK form in regard to a refund request
made by the employee, it is likely the pay period dates and/or
termination date need correction.

In some cases, a member receiving disability payments may
receive shared leave after exhaustion of his or her regular
salary. Report shared leave payments as REG salary by
counting days following the last paid work date to determine
the regular work hours/days covered by the leave and the work
period dates.

REV 20151210

ERRWK

GUIDES



North Carolina
Total Retirement Plans

Guide C. How do | complete this form?

Page 2 of 2

Instructions for completing Form ERRWF
Section A: Complete employee information.
Section B:

1. In column A, complete the information as it appears
in the record which was originally reported on the ORBIT
payroll report.

» Report Month is the month of the ORBIT payroll
report on which the record was reported.

* The Retirement Plan Code, Salary, Pay Type, Pay
Period Begin Date, Pay Period End Date, Retirement
Service Period Type is completed as shown in the record
on the ORBIT payroll report.

* If the Retirement Service Period Type is less than 12
months, the Retirement Service Period Begin and End
Dates need to be completed.

In column(s) B, provide the correct data.
If the record includes more than one Pay Type or several
pay periods (pay period dates cannot span more than a 60
day period), indicate each pay type and/or pay period in a
different column.
Notes: Records which include more than one type of pay or
multiple pay periods must be split into the appropriate pay
types and pay period dates. (Pay period dates cannot span
more than a 60 day period.)
The total of the salaries in column B must equal the salary
reported in the record (column A).
If the total amount of salary reported in the record is incorrect,
a different process will apply. Please contact Employer
Reporting at OER@nctreasurer.com to determine the
appropriate process.

Thank you.

Form ERRWK Guides

Correcting an Employee’s
Payroll Record

Example

John Smith terminates employment on 5/31/2015. In June
2015, his final salary is paid in the amount of $500.00 for work
for the period 5/20/2015-5/31/2015, along with a payout of
unused vacation leave in the amount of $2000.00. On the
6/2015 ORBIT payroll report, the final salary and vacation
leave payout amounts and pay period dates should be
reported separately; however, one record is inaccurately
submitted reporting $2500.00 REG salary for pay period
6/1/2015-6/30/2015.

To correct his 6/2015 payroll record,
section B should be completed as shown:

A. B.
Report Month (month/year) 6/2015
Retirement Plan Code STG STG STG
Salary 2500.00 500.00 |2000.00
Pay Type REG REG ANNLEAVE
Pay Period Begin Date 6/1/2015 §5/20/2015| 5/1/2015
Pay Period End Date 6/30/2015Q5/31/2015| 5/31/2015
Ret. Service Period Type 12 12 12
Ret. Service Period Begin Date*
Ret. Service Period End Date*

2. Indicate if additional records need to be corrected. If so,
complete and attach a continuation page.

3. Indicate if employment has terminated. If so, provide
termination information.

4. Indicated if member was in receipt of benefits from
Workers’ Compensation and/or DIPNC (Disability Income Plan

of North Carolina).
Section C. Complete employer certification.
Section E. Record additional payroll corrections on

continuation page, if necessary.

REV 20151210

ERRWK
GUIDES
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