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The information in this Employer Guide is based on the Official Code of Georgia Annotated, 
Title 47, and Board policy. This guide is not intended as a substitute for Georgia law nor will its 
interpretation prevail should a conflict arise between its contents and Title 47. Furthermore, the 
information summarized here is subject to change periodically either by statute of the Georgia 
Legislature or by regulation of the TRS Board of Trustees. 
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WHAT’S 
NEW

At the Teachers Retirement System of Georgia (TRS), our goal is to provide you with the most updated information 
and resources you, and your employees, need to be successful. The following is a summary of “What’s New” at 
TRS.

LEGISLATION
The 2015-16 biennium session of the Georgia General Assembly concluded on March 24, 2016.  SB 335 passed 
both the House and the Senate and now heads to the Governor for his signature or veto.  Governor Deal has 40 
days to sign the bill or do nothing and the bill becomes law, or the Governor may veto the bill.

SB 335 allows a public retirement system to invest in commingled funds and collective investment funds that are 
maintained by state chartered banks or trust companies.  

Legislation introduced during the 2015-16 session that did not pass, is no longer valid and must begin the legislative 
journey again in the 2017-18 biennium session.  For detailed information on how retirement legislation becomes 
law, please visit www.trsga.com/legislation. 

UPDATED PAPER FORMS
The Certification and Information Release Authorization form (TR-30) was changed to include updated text 
in the bottom section, a space for the date, as well as a space for the “Authorization Good Through Date.”

The Sick Leave Certification – Final form (SKL) was updated by removing “actuarially” from the bottom of 
page 2  following “***Under O.C.G.A. Section 47-3-141, any person…”

The employer instructions on the Membership Election for Vested Members of TRS or ERS form (TR-52) 
were updated.  

The Regents Optional Retirement Plan Election form (TR-53) was updated.  Text was revised and a second 
page was added where the employee is to list all previous employment with the University System of Georgia.



Plan Basics for TRS 
Employers
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I. Plan Basics for TRS Employers
WHO WE ARE
The Teachers Retirement System of Georgia (TRS) was established in 1943 by an act of the Georgia General 
Assembly to provide retirement security to those citizens who choose to dedicate their lives to educating the 
children of Georgia. It is the largest public retirement system in Georgia. Its purpose is to administer the fund to 
provide its members and their beneficiaries with benefits at retirement or upon disability or death. 

TRS PLAN
TRS is a defined benefit that provides a lifetime benefit to its members. The formula used to calculate a member’s 
retirement benefit is based on the member’s length of service and the average of the highest 24 consecutive 
months of salary. This means that a member’s benefit does not cease when his or her contributions and interest are 
depleted, but continues as long as the member is alive (this may apply to beneficiaries as well, depending on the 
retirement plan selected by the member).

Who We Are
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Who We Are

TRS MISSION
Our mission is to provide exceptional service in the administration of pension benefits and related services to TRS 
members, retirees, and employers.

TRS VISION
Our vision is to be a model retirement system, providing comprehensive customer service to members, retirees, 
and employers.

This will be accomplished by utilizing innovative, efficient, and effective processes supported by state-of-the-art 
technology and a fully trained, empowered, and motivated staff.

MANAGING THE SYSTEM
Management of the System is the responsibility of the Executive Director, who is appointed by the Board of 
Trustees. The Executive Director is responsible for the proper operation of the System, engaging such actuarial 
and other services as shall be necessary to transact business, and paying expenses necessary for operations.
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Who We Are

TRS DIVISION OVERVIEW

Administration

Administration (Executive Director, Executive Assistant, Chief Financial Officer) works directly with the Board 
of Trustees, Governor’s Office and Georgia General Assembly to ensure the System is actuarially sound in 
accordance with State law and accounting standards.  The Administration establishes the agency’s strategic goals 
and objectives and oversees all agency operations and its supporting divisions.

Investment Services

The Division of Investment Services (DIS) is responsible for the day-to-day management of the TRS trust funds.  
DIS also manages the pooled trust fund of the Employees’ Retirement System of Georgia (ERS).  Both funds 
are managed and accounted for separately.  The DIS, while attached to TRS administratively, reports to the Joint 
Management Committee which is comprised of four TRS board members and three ERS board members.  

Retirement Services

The Retirement Services division provides retirement payments to more than 114,000 retirees and their 
beneficiaries.  This division is comprised of four sections and is responsible for:

• processing daily, weekly and monthly payrolls
• providing maintenance on retiree accounts
• conducting benefit adjustments and recalculations
• monitoring re-employment of retirees and auditing accounts to ensure compliance with State Law
• processing survivor benefits and re-retirement applications 
• collecting all money owed to TRS due to the overpayment of retirement benefits

Member Services

The Member Services division supports the needs of our active members by: 
• providing in-house pre-retirement counseling and workshops 
• performing cost calculations and estimates
• assisting members through the disability retirement process
• processing service purchases, refunds and member transfers to and from ERS
• processing all active member retirement applications
• issuing 1st benefit payment and managing benefit payroll
• processing accounts for members who die in active service
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Who We Are

Employer Services

The Employer Services Division works with the administrators and human resources personnel in the school 
systems to ensure compliance with reporting TRS contributions by:

• analyzing and balancing monthly employer reports
• receiving employer and employee contributions
• reviewing and validating related exceptions for compliance with Georgia law and TRS policy
• working with employers to define and explain their reporting responsibilities
• conducting internal and external audits of member contributions and service credit to ensure accurate member 

account information

Communications

The Communications Division provides internal and external communications by:
• relaying important information to members, retirees, and employers via news releases and newsletters
• conducting educational workshops and seminars and employer training sessions
• counseling active members preparing for retirement throughout the State of Georgia
• creating TRS materials (brochures, forms, annual reports, membership statements, etc)
• providing content for an easy-to-use, informational, and self-service website

Contact Management

The Contact Management Division handles incoming member inquires and maintains member files by:
• serving as the first point of telephone contact for callers
• handling 95% of phone inquiries 
• creating templates for estimates and service purchases and routing them to the appropriate business unit
• managing the life-cycle process of customer files (creation, receipt through their active life, storage, and 

final disposition)
• processing agency mail
• managing office supplies and inventory

Financial Services

The Financial Services Division provides accounting and financial support to TRS and the Employees’ Retirement 
System. Their responsibilities include:

• collecting and depositing cash receipts
• processing vendor payments
• analyzing daily cash requirements and processing cash transfers to and from DIS
• maintaining employee records and processing employee payments
• maintaining accurate and reliable general ledger and agency financial records
• preparing and monitoring annual operating budget
• issuing and auditing financial statements
• preparing Comprehensive Annual Financial Report
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Who We Are

Information Technology

The Information Technology Division is responsible for technical support, maintenance, and enhancement of the 
TRS business information systems by:

• providing maintenance and support of primary line-of-business information system—PASS
• developing, supporting and enhancing the custom web portal used by members and retirees to access their 

TRS accounts; employers use the portal to transmit member data directly to TRS
• maintaining the local area network (PCs, laptops, printers, copiers, and 200+ devices in the data center)
• managing all telecommunication infrastructure
• managing all local area network security applications and intrusion detection systems, building security 

devices and systems, and local computer access control
• supporting email and spam filtering, internet connectivity and network storage
• configuring and managing the disaster recovery site 

Human Resources

The Human Resources Division provides centralized support to TRS by:
• recruiting and retaining skilled and valued employees
• training, developing and educating staff
• providing and promoting a safe and healthy work environment
• inspiring and encouraging a high level of employee production through recognition, effective communication 

and feedback



Retirement Eligibility
I’m Ready to Retire!
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RETIREMENT ELIGIBILITY

There are three retirement eligibility categories that members can qualify for when looking at their retirement 
options. 

1. Normal Service Retirement: is when a member reaches the service eligibility requirements that make him or 
her immediately eligible for distribution of monthly benefits without a monetary penalty.  A member is eligible to 
retire under normal service retirement in one of two ways:

• 30 or more years of creditable service regardless of age; or, 
• 10 or more years of creditable service and at least age 60. 

Important fact regarding normal service retirement:

A vested member who is not eligible for a normal service retirement may elect to terminate his or her TRS-covered 
employment and leave his or her contributions with TRS until the age of 60, thereby allowing the member to 
receive monthly retirement benefits at age 60 without a penalty. 

Retirement Eligibility

When advising K-12 members about this option it is imperative that you refer them to the State 
Health Benefit Plan (SHBP) for information regarding potential health insurance implications. 
SHBP can be contacted by calling (404) 656-4507  or visiting their website at www.dch.georgia.gov. 
Board of Regents members should call (404) 656-2238.

2. Early Retirement:  is when a member begins distribution of his or her monthly retirement benefits when he or 
she has an active account with at least 25 years of creditable service, but less than 30 years of creditable service 
AND the member is under 60 years of age.

Note: If unused sick leave credit will give a member 25 years of creditable service, he or she may use sick leave 
credit to become eligible for retirement. The sick leave would have to be processed by TRS prior to completing 
the member’s application for retirement.
 

• If early retirement is chosen, a monetary penalty applies – It will be the lesser of:
 ο 1/12 of 7% for each month below age 60, or
 ο 7% for each year or fraction of year below 30 years of service. 
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Retirement Eligibility

EARLY RETIREMENT PENALTIES

Example 1 - Service

Assume a 52 year old member has an active TRS account with 25 years of creditable service and wants to begin 
receiving monthly benefits. The member’s 24 highest consecutive months of membership salary total $110,000.00.

Step 1: Calculate the member’s benefit assuming no penalty.

$110,000.00/24 =$4,583.33 high avg. monthly salary
2% x 25 years of creditable service x $4,583.33 = $2,291.67

*Member is 5 years from having 30 years of creditable service and 8 years from 60th birthday.

Step 2: Apply the lesser penalty based upon length of service 

7% x 5 years = 35% reduction
100% - 35% = 65%
$2,291.67 x 65% = $1,489.59 (initial benefit under maximum plan)

* Note that the penalty based on age would have been 7% x 8 for a 56% reduction

Example 2 - Age

Assume this time that all factors from example 1 apply with the exception of the member’s age. Assume for this 
example that the member’s age is 59 years and 6 months.

Step 1: Calculate member’s benefit assuming no penalty

$110,000.00/24 = $4,583.33 high avg. monthly salary
2% x 25 years of creditable service x $4,583.33 = $2,291.67

*Member is 5 years from having 30 years of creditable service, but only 6 months from 60th birthday.

Step 2: Apply the lesser penalty based on age 

One twelfth x 6 months = 6 twelfths, or ½ (.50)
.50 x 7% = 3.50% reduction; 100% - 3.50% = 96.5% of normal benefit
$2,291.67 x 96.5% = $2,211.46 (initial benefit under maximum plan)

* Note that the penalty based on length of service would have been 7% x 5 for a 35%  reduction.
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Retirement Eligibility

Important facts regarding early retirement provisions

1.  Penalties under the early retirement provision are permanent.

2.  Member must have an active account to retire.

3.  Member is not eligible for his or her first cost-of-living adjustment (COLA) until such time that he or she 
would have attained 30 years of service (assuming continued TRS-covered service) or reaches 60 years of 
age, whichever occurs first.

4.  Member is NOT eligible for a PLOP distribution.

5.  A member who has at least 25 years of creditable service, but less than 30 and is not 60 years of age, may 
elect to terminate his or her TRS-covered  employment and leave his or her contributions with TRS until 
the age of 60, allowing the member to receive monthly retirement benefits at age 60 without a penalty. 

Full Actuarial Cost: The difference in the present value of a member’s future benefits with the 
additional creditable service and the present value of the member’s future benefits without the 
additional creditable service.

When advising K-12 members about this option it is imperative that you refer them to the State 
Health Benefit Plan (SHBP) for information regarding potential health insurance implications. 
SHBP can be contacted by calling 1-800-610-1863  or visiting their website at www.dch.georgia.gov. 
Board of Regents members should call (404) 656-2238.

6.  If the member has at least 25 years of established service credit, Georgia law allows those members to 
purchase, at full actuarial cost, up to 3 years of Air Time service credit. Air Time service can be purchased in 
one-month increments and can be used to eliminate or reduce an early retirement penalty. Actual purchase 
cannot be made until retirement application has been received by TRS. TRS will refund cost of Air Time 
service purchase if the member cancels his or her retirement application. 
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Retirement Eligibility

What Happens if You Quit Before Retirement Eligibility?

Less than 10 years of creditable service (non-vested)

• Leave funds in the system and collect interest for up to 4 years. 
 - May leave money as long as desired up to age 70 ½ per IRS regulations. If 4 years have 

passed, may return to active service for one year and re-activate account.
• Withdraw funds.

 - May receive a lump-sum payment to member, which is subject to applicable taxes and 
possible IRS penalty tax, or rollover some or all funds to another qualified plan, thereby 
deferring taxes.

 - May return to service and re-establish withdrawn service by repaying withdrawn amount 
plus interest after becoming a member of TRS again for a minimum of three years. If a 
member has more than 3 withdrawn accounts, the minimum work period increases.

 At least 10 years of creditable service (vested) and under age 60

• Leave funds in system and receive lifetime benefits starting at age 60. Contact the SHBP/BOR to 
discuss how health coverage is impacted.  

• Withdraw funds. Member forfeits right to lifetime benefits at age 60.
 - May receive a lump-sum payment, which is subject to applicable taxes and possible IRS 

penalty tax, or rollover some or all funds to another qualified plan, thereby deferring taxes.
 - May return to service and re-establish withdrawn service by repaying withdrawn amount 

plus interest after becoming a member of TRS again for a minimum of three years. If a 
member has more than 3 withdrawn accounts, the minimum work period increases.
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Retirement Eligibility

3. Disability Retirement:  is when an active member who has at least 10 years of service is no longer able to 
perform his or her job duties (specific to his or her job description) due to a physical or mental impairment.

A panel of physicians, which makes up our Medical Board, determines disability status of members after review 
of all relevant medical records. A member may be approved for temporary disability retirement, for permanent 
disability retirement or may be denied. 

Important facts regarding disability retirement:

1. Disability retirement is a lengthy application process due to the paperwork needed from third party 
sources (e.g., medical doctors). It is important to make note of this potential delay when advising 
potential disability retirees.

2. Disability retirees are NOT eligible for a PLOP distribution.

3. A member’s account must be active in order to apply for a disability retirement. Members must have 
contributed to TRS at least one year in the last five consecutive years for their account to remain active.

4. Employers should confirm whether a member has short-term or long-term disability insurance and discuss 
these policies in relation to TRS disability retirement. Members may want to consider using disability 
insurance before applying for disability retirement benefits depending on the nature and prognosis of the 
illness or condition. 

5. TRS disability staff are available for conference calls with members and employers. Members may also 
schedule an individual counseling appointment at our Atlanta office.



Plans of Retirement
“So many choices...How do I pick just one?”
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PLANS OF RETIREMENT

There are two basic types of plans:

1. Plans that do not leave a lifetime monthly benefit to beneficiaries, and therefore provide a larger benefit 
amount to the retiree.

2. Plans that leave a lump-sum or a lifetime monthly benefit to beneficiaries, and therefore provide a 
smaller benefit amount to the retiree.

Selecting a plan that leaves monthly benefits to beneficiaries means a lower monthly benefit for the member, but it 
can provide a lifetime monthly payment to a beneficiary at the member’s death. The amount of the reduction from 
the maximum plan depends on the option selected and ages of the member and his or her beneficiary(ies). No matter 
which choice the member makes, the member’s payment continues until death without exception.

Retirement Options: There are seven payment options from which a member may choose.

Plans without Monthly Beneficiary Benefits
 
PLAN A
1. Maximum Benefit Plan

• Largest monthly benefit available.
• Monthly benefit stops at retiree’s death.
• If death occurs before the retiree’s contributions and interest are depleted, the balance is paid in a lump-sum 

to the beneficiary.
• The contributions and interest are typically depleted within 18 months of retirement.
• Beneficiary may be changed after retirement.

PLAN B
2. Option 1

• Retiree receives a small reduction from maximum benefit.
• Monthly benefits stop at retiree’s death.
• Extends the time that retiree’s contributions and remain in the retiree’s account.
• If death occurs before the contributions and interest are depleted, the balance is paid in a lump-sum to the 

beneficiary. 
• The retiree’s contributions and interest are depleted within 10 -14 years.

Retirement Options
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Retirement Options

Plans with Monthly Beneficiary Benefits
The following options allow the retiree to provide a continuing monthly benefit to a survivor, but pay a smaller 
benefit amount to the retiree. 

PLAN B

3.  Option 2 (100% option)
• Retiree receives a reduced monthly benefit based on retiree’s age and ages of beneficiaries at the time of 

retirement.
• May designate one or multiple beneficiaries.
• Upon death, beneficiary(ies) receives same monthly benefit the retiree was receiving at the date of death, 

plus continuing COLAs. 

4.  Option 2 Pop-Up
• Retiree receives a slightly smaller monthly benefit than in Option 2.
• Can designate only one beneficiary.
• If retiree dies before beneficiary, then beneficiary receives lifetime monthly benefit, plus COLAs, as 

described in Option 2.
• If beneficiary dies before retiree, monthly benefit for retiree will “pop-up” to the maximum plan amount.

5.  Option 3 (50% option)
• Retiree receives a reduced monthly benefit based on retiree’s age and beneficiary’s age at the time of 

retirement.
• May designate one or multiple beneficiaries.
• Upon death, beneficiary(ies) receives one-half the monthly benefit received by the retiree at the time of 

death, plus COLAs.

6.  Option 3 Pop-Up
• Member receives a slightly smaller monthly benefit than in Option 3.
• Can designate only one beneficiary.
• If retiree dies before beneficiary, then beneficiary receives lifetime monthly benefit, plus COLAs, as 

described Option 3.
• If beneficiary dies before retiree, monthly benefit for retiree will “pop-up” to the maximum plan amount. 
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Retirement Options

PLAN B

7.  Option 4
• Monthly benefit to beneficiary(ies) may be specified as a dollar amount or a percentage of the retiree’s 

monthly amount. 
• Retiree’s initial monthly benefit must be at least 50% of the maximum plan benefit.
• Beneficiary(ies) receives normal COLAs on his or her benefit amount.

In addition to selection of a plan, member can choose a PLOP. Member is not eligible if disability or 
early retirement is selected.

Partial lump-sum option plan (PLOP)
• Members that retire under normal service retirement may elect to receive a portion of their benefit in a lump-

sum payment that is received with their first benefit payment.
• Lifetime monthly benefit is permanently reduced based on the amount of PLOP selected, as well as the 

option selected.
• Can elect a PLOP with any retirement plan.
• May elect from 1 to 36 months of the Maximum Plan retirement benefit in $1,000 increments in a lump-sum.
• PLOP can be a direct payment to the member, resulting in immediate taxation.
• PLOP can be rolled over in whole or in part to another qualified retirement plan to defer taxes.
• Consider using licensed financial advisors and tax professionals for advice.

If retiree has State Health Benefit Plan (SHBP) coverage and dies before the spouse, the spouse and 
any covered dependents do not lose health coverage unless the spouse remarries. (If the retiree has 
the Board of Regents Health Plan, contact the plan administrator for assistance.)
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THE PLAN SELECTION PROCESS

Which Option is Best for Me?

When members retire they must make an irrevocable decision, with limited exceptions, as to how their benefit 
will be paid. Since there is no “one-size-fits-all” benefit choice, members may want to consider the following 
questions in their plan selection:

• Would family members suffer financial hardship if I die first and my pension income stopped? 
• Have I calculated how much I will need to be comfortable?
• Do I want to maintain my standard of living?
• Have I considered the concept of “replacement ratios?” Most experts say you need 70% to 80% of your 

pre-retirement income to maintain your standard of living.
• How will I supplement my TRS benefit?

• Personal savings.
• Social Security.
• Other retirement plans through employer or other provider.

• Will the member’s spouse receive his or her own pension or Social Security benefits?
• Are the member’s children already gainfully employed?
• Have I secured my future?
• Have I used TRS counseling services?
• Have I talked to licensed experts, such as a certified public accountant or a certified financial advisor? 

An understanding of the benefit choices can help a member devise a personal financial plan. While we encourage 
members to begin planning for retirement early in their careers, they will not need to make their actual benefit plan 
election until they are within 6 months of retirement.

Retirement Options
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Changing Your Option in Retirement

A retired member cannot change his or her retirement plan unless any of these qualifying events occur:

• If a sole primary beneficiary predeceases the retiree under a survivorship option, the retiree may change 
plan of retirement and beneficiary. 

• If a retiree’s sole beneficiary is a spouse and divorce occurs, the retiree may change beneficiary and plan 
of retirement, including a change to maximum plan.

• If there are multiple primary beneficiaries, no option changes are allowed.

If a retiree has experienced a qualifying event and is eligible to change his or her retirement option, there is no 
time limit from the date of the qualifying event to make the change with TRS. The retiree may request a benefit 
estimate prior to making any changes in order to assess the impact of the change on his or her benefit.

A retiree can change his or her plan of retirement by terminating his or her retirement and returning to work in 
a TRS-covered position for a minimum of 4 months. Upon re-retiring, the retiree may make a new plan choice.

Retirement Options
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Always consider the member’s unique circumstances and consult experts.

Begin planning post retirement activities and determining personal priorities.

Consider data on all assets and expected expenses.

Features Might Consider If:
Plan A Maximum

• Produces the largest possible 
lifetime monthly benefit the 
member can receive. 

• There are no monthly beneficiary 
benefits under this plan.

• Member is single with no dependents.
• Have a spouse or beneficiary who will not 

need the retiree’s income.
• Have private insurance that will 

comfortably provide for beneficiaries.
• Other assets that will comfortably provide 

for beneficiaries.

Plan B-Option 1

• A relatively small permanent 
reduction from the maximum 
plan. 

• There are no monthly beneficiary 
benefits under this plan.

• Would select the maximum, but wants 
to increase the probability of a lump-
sum refund of any remaining balance of 
member’s contributions and interest being 
paid to a beneficiary.

• May need to provide funds to a child who 
may be dependent during the first 5 or 10 
years of the member’s retirement and not 
thereafter.

• Have a spouse or beneficiary who may 
only need income for a defined period 
until other funds are available.
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Features Might Consider If:
Plan B - Option 2

• A reduced lifetime benefit.
• The member’s age and the beneficiary’s 

age are factors in calculation.
• Upon death, the beneficiary receives 

100% of the current benefit amount plus 
COLAs.

• Have a spouse or other beneficiary who needs a 
lifetime income if the retiree dies first.

• Have a child who is or will be dependent on the 
retiree’s income for a long period of time.

• Other assets that would comfortably provide for 
beneficiaries are not available.

Plan B - Option 3
• A reduced lifetime benefit.
• The member’s age and the beneficiary’s 

age are factors in calculation.
• Upon death, the beneficiary receives 

50% of the current benefit amount plus 
COLAs.

• Have a spouse or other beneficiary who needs a 
lifetime income if the retiree dies first.

• Have a child who is or will be dependent on the 
retiree’s income for a long period of time.

• Retiree requires more monthly income than provided 
under Option 2.

Plan B - Options 2 and 3 Pop-Up
• If the beneficiary dies prior to the retiree, 

the benefit will “pop- up” to the maximum 
plan amount.

• Have a spouse who may be older or in bad health, but 
who needs a lifetime income if retiree dies first.

• Need the additional income of the maximum plan 
amount if the beneficiary predeceases the retiree.  For 
example, select the pop-up to replace earned income 
or Social Security income lost upon the death of the 
beneficiary.

Plan B - Option 4
• Retiree can select a specific monthly 

amount to leave a beneficiary.

• Need flexibility in the amount to leave beneficiary.
• Retiree wants to maximize his or her benefit, but ensure 

that his or her spouse can keep SHBP coverage if he 
or she remarries after retiree’s death. (This is for K-12 
members). If you are BOR, other provisions may apply.

• May want to maximize amount left to the beneficiary.

Can select with any option (normal service retirement only)

PLOP
• May elect to receive a portion of benefit 

at retirement in a lump-sum payment.
• Available PLOP payment ranges from 1 

to 36 months of benefit payments under 
the Maximum Plan.

• Monthly benefit is permanently reduced.

• Desire to purchase an asset or pay off debt upon 
retirement.

• Desire to invest funds. Taxes deferred if direct rollover 
into another qualified retirement plan.

• Provide lump-sum income to beneficiary if retiree 
takes maximum plan. 

• To delay Social Security benefit and avoid reductions 
prior to full retirement age.
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Retirement Options

Upon retirement a member may elect one of five optional plans that provide monthly benefits to their designated 
beneficiary. For the remainder of this section, the term beneficiary may also be considered in the plural form. This 
selection is irrevocable upon mailing of the first retirement check. The five options are:



Creditable Service
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CREDITABLE SERVICE

Definition: Service earned as member of TRS while employed in a TRS-covered position and any other service 
established under law.
Since it is ultimately creditable service that the member must establish in order to retire, the member should be 
familiar with the types of creditable service available. By increasing creditable service, members can maximize 
their retirement benefit since the formula used to compute the benefit includes total creditable service.  

A maximum of 40 years of creditable service can be counted toward retirement from TRS.

Creditable service can be established three ways: 
1.  Membership service for work in a TRS-covered position.
2.  Service that the member purchases, if eligible.
3.  Unused sick leave credit. 

1. Membership Service

• Employed half-time or more in a TRS-covered position. 
• Must be a permanent position.
• Service awarded in one-month increments.

◊ 9 months = 1 year. 
◊ 8 months = 1 year for BOR academic faculty.
◊ Under no circumstance can a member earn more than one year of membership service 

credit in a year.
• Must contribute the required employee contribution amount, currently 6%.
• Must work or be on paid leave at least ½ of normal working days and hours in month.
 For Example:

If the month of September has 20 work days, the member must work at least 10 days to get 
membership service credit for the month.
If a major holiday is in the month, that day is not counted toward actual workdays.

 September 
 21 calendar work days (Monday-Friday)
 1 Holiday (Labor Day) =
 20 work days

 If a member works less than 10 days, no membership service credit will be granted and no 
contributions will be refunded if sent to TRS. For a day to be counted, the member must work 
at least half of allowable full-time hours for the position.
 Member can use sick, personal, or annual leave and still receive service credit if total days 
equal 10.

Creditable Service
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Service available to purchase

Depending on the service type, the member needs to submit a TRS form, letter, or written or verbal request. 
Once the information is received by TRS, a cost calculation is mailed to the member if the service is eligible 
to be purchased.
Below is a list of requirements needed to initiate a cost calculation to purchase additional service credit with 
TRS.

Creditable Service

2.  Service purchases

Eligible members have the opportunity to purchase additional service credit to make them eligible for 
retirement earlier or to increase their retirement benefit.

• Service purchases may be made by check or by rollover distribution from another qualified plan 
such as 401(k), 403(b), 457 Governmental Plan or IRA.   

• Roth IRAs may not be rolled over.
• Rollovers avoid immediate taxation and applicable penalties; however, custodial fees may apply.
• Rollover forms available on TRS website.
• Financing plans not available through TRS.
• Must purchase service prior to retirement.
• Surviving beneficiaries cannot purchase service.

Type of Purchase How to Start 
Purchase Eligibility Highlights

Air Time

Verbal or written request 
for Air Time can be 
made if the member 
has 25 or more years of 
service credit. Cannot 
purchase until retirement 
application is received by 
TRS.

• 25 years of service credit 
• May purchase up to 3 years of Air Time in one month increments
• May only purchase at time of retirement

Private School

Certification of Private 
School Employment 
Form (Form on TRS 
website)

• Full-time, permanent employment with a private school, college or 
university in Georgia

• Private school must have been accredited during period of 
employment

• Member must have completed 6 consecutive years of Georgia TRS 
membership service to purchase first year of service

• May purchase 1 more year of private school service per year of 
Georgia public school service

• May purchase up to 10 years of service
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Employees’ Retirement 
System

Verbal or written request 
to TRS

ERS Transfer Service (contributions not withdrawn)
• ERS member who is now employed in a TRS covered position may 

transfer ERS service to TRS
• TRS sends a letter to ERS
• ERS submits completed ETI or ET3
• ERS stores inactive account files off site, so processing time may 

be lengthy

ERS Withdrawn Service

If member has withdrawn 
ERS contributions and 

interest no more than “X” 
times after January 1, 1961

Member may establish ERS
withdrawn service with TRS

after completing... 

No more than 3 times 3 years of service
No more than 4 times 5 years of service
5 or more times 10 years of service
ERS submits completed ET2 Form

Military Service DD-214 separation 
papers from military

• Served in US military while on active duty during periods of national 
emergency, including:

 ο Vietnam Era: August 5, 1964 through May 7, 1975; and
 ο November 14, 1979 through Present 

• May purchase up to 5 years military service
• Cannot purchase military time if member is receiving or will receive 

a military pension  

Out-of-State Service and 
Visiting Scholar

(Including American 
Dependent Schools and 
public schools in Puerto 
Rico, Guam and Virgin 
Islands.)

OS-4 (Form on TRS 
website)

Out of State
• Employed in out-of-state public school position on a half-time or 

greater basis
• Out-of-state position must fall under definition of teacher as given 

under Georgia law 
• Not eligible for out-of-state pension benefits, currently or in future
• Must work 6 years in Georgia to purchase first year of service. May 

purchase 1 more year per year of Georgia Service. 
• Purchase maximum is 10 years.

Visiting Scholar
• Approved leave of absence
• May purchase up to 2 years
• Included in 10 year out-of-state maximum



Retroactive Georgia Service

Retroactive Local Service

Public School Employees 
Retirement System 
(PSERS)

TRS-3 (Form on TRS 
website)

Retroactive Georgia Service
• Maintenance and custodial employees of the University System of 

Georgia for service prior to July 1, 1978.
• Georgia Military College employees for service prior to February 

1, 2002. 
• Teaching assistant service, provided that the person’s TRS 

membership date is on or prior to January 27, 1988.
• Employed as a “Headstart” program teacher, provided the teacher 

was employed by and paid by the local school system.

Retroactive Local Service
• Prior to being a TRS member, person must have taught in one of 

the public school systems indicated below:

System For Service Prior to a TRS 
Membership Date Of:

Savannah- Chatham County 
Board of Education

July 1, 1955

Rome City Schools System July 1, 1965
Atlanta City School System July 1, 1979 Purchase Deadline - 

December 31, 1983
Fulton County Board of 
Education

July 1, 1988

Public School Employees Retirement System (PSERS)
• Previous members of PSERS 
• Promoted to supervisory or management positions within 

lunchroom, maintenance, warehouse, or transportation 

Study Leave Letter, Official transcript

Graduate (employed after 7/1/81)
• Full-time teacher in Georgia public school system immediately 

prior to study leave 
• Start and pursue full-time grad study during leave within 6 months 

of leaving TRS covered position
• Return to TRS covered position for minimum of 5 years

PhD 
• Must be registered for dissertation for quarter being considered on 

a one-half time or greater basis and not otherwise employed.
• If less than 10 quarter hours or 6 semester hours, professor must 

certify member was full-time student and working on dissertation.

PLAN BASICS
FOR TRS EMPLOYERS
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Withdrawn Service

Verbal or written request 
or by using their online 
account on the TRS 
website

• Member terminates TRS-covered employment and withdraws 
contribution account funds

• Member returns to TRS-covered employment at a later date
• Number of refunded accounts determines re-employment period 

required before buy back is allowed

# of withdrawn accounts Must work X years after 
returning to work

No more than 3 3 years
4 times 5 years
5 or more 10 years

Workers Compensation

Employer’s First Report 
of Injury form and 
Notice of Payment or 
Suspension of Benefits 
form

• Have a job-related temporary disability 
• Loss of creditable service during period of temporary disability
• Apply for service credit within 6 months of returning to active service 

following temporary disability absence
• Must have 5 years of active service as a contributing member 

between temporary disability claims

The three types of service purchases that generate the most questions are TRS withdrawn service, out-of-state 
service, and air time. 

TRS WITHDRAWN SERVICE
• May reestablish a previous TRS account if member withdrew his or her contributions plus interest. 
• May purchase by repaying withdrawn amount plus interest from the date of withdrawal through the 

date of purchase.
• After returning to a TRS-covered position, member must contribute a minimum of three years with 

TRS before purchase is permitted. 

OUT-OF-STATE SERVICE
• For permanent, half-time or greater service at an out-of-state public school, college, or university. 
• If out-of-state employment, had it been rendered in Georgia, would have made member eligible for 

TRS membership.
• Cannot purchase if member is or will receive retirement benefits from the out-of-state system for the 

same service.
• After completing six years of membership service in TRS, member may purchase one year of out-of-

state service credit.
• With the completion of each additional year of membership service, member may purchase an additional 

year of out-of-state service credit.
• Member can purchase a maximum of ten years of out-of-state service credit.
• Cost equals employee and employer contributions, plus interest based on salary earned during the out-

of-state employment.

Creditable Service
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If the position in the other state would have made the member eligible for TRS membership, the member 
may purchase this service. Please remember that the member must withdraw the funds from the other states’ 
retirement system before he or she can purchase it in Georgia. 

Example: Bus drivers in Alabama are eligible for the retirement plan in Alabama, but bus drivers in Georgia 
are not eligible for TRS. Therefore, they cannot purchase their Alabama time under Georgia TRS. 

This can be a lengthy process so the sooner the better to get started with the service purchase. 

If the out-of-state system placed its members into a retirement plan that is not based on service and salary at 
retirement (e.g., a defined contribution plan), then employees may purchase the out-of-state service without 
having to withdraw their funds from the out-of-state retirement plan. For example, if a university professor in 
Alabama participated in a defined contribution plan, and then terminated employment and became employed in 
a position covered by TRS, the member may purchase the Alabama time without withdrawing the funds from 
the Alabama plan. 

AIR TIME
• Air Time purchases are not linked to any previous teaching service. 
• Member must have a minimum of 25 years of TRS service to purchase Air Time credit.
• Member can purchase up to three years of credit in one-month increments. 
• Can be used to avoid penalty for early retirement.
• The cost to purchase is the full actuarial amount to fund the additional benefit. 
• Cannot purchase until retirement application is received by TRS. This would be refunded if retirement 

application is cancelled. 
Air time can be very expensive. The member is paying the full actuarial cost of the benefit. 

Creditable Service
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Service purchases requirements
In order to purchase service credit, members must meet eligibility requirements and have an active account. 
Once an account goes into inactive status, the member will no longer be eligible to purchase additional service 
credit.

What does “account remains active” mean?

Active account
The member’s account is credit annually with interest as long as the account remains active. The member’s 
account remains active provided he or she is a contributing member at least one year out of any five consecutive 
years.

If the account is in inactive status, the member has not withdrawn his or her contributions and he or she returns 
to TRS-covered employment, the service in the inactive account will be credited to the member’s current 
(active) account after he or she has established one year of membership service.

Members may be eligible to reinstate their inactive account if they have less than one year of current membership 
service in their current (active) account; however, there is a cost involved that would be calculated by TRS.

Creditable Service

Example

Member leaves employment                                         5-10-2010

Account becomes inactive                                            6-30-2015 

Member returns to TRS                                                8-01-2020

Account credited with previous service                         7-01-2021 
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*Vested Member:  Membership has privileges.

• Once a member accrues 10 years of creditable service, they are VESTED and entitled to a lifetime 
benefit at retirement age provided TRS contributions have not been withdrawn.  

• Qualifies for disability retirement. Must be an active member.
• Qualifies to leave a lifetime monthly death-in-service benefit to the primary beneficiary if the vested 

member has an active account at the time of death.

To retire early.
Purchased service can help the member 
obtain additional service for retirement 
eligibility.

To avoid early retirement penalty. Benefit can be reduced up to 35% based on 
the member’s age or length of service.

To increase the member’s retirement benefit.
Each year of additional service credit up to 
a maximum of 40 years increases the benefit 
by 2% of your high average salary.

Purchase price increases each month. Interest is compounded at 7.5% on an annual 
basis.

To become vested with TRS.* Lifetime benefits at age 60. In-service death 
benefits.

The member may want to consider using a certified financial planner or other licensed 
professional to run a cost-benefit analysis. TRS will provide several service purchase 
scenarios as requested.

TO BUY OR NOT TO BUY...
Reasons members may want to purchase additional service credit.

Creditable Service
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Process to Purchase Service
• Complete and submit the proper form(s) and supply supporting documents to TRS (if required).

• Member is responsible for all paperwork. 

• TRS receives completed form and determines eligibility.

• If eligible to purchase service, TRS sends the member a cost calculation letter.

• Once TRS receives full payment, the member receives the additional service credit.

• If not eligible, TRS will notify member.

Service credit must be purchased in fiscal-year increments; however, if the member only needs a portion of the 
service earned during the fiscal year, TRS will allow service credit to be broken down and a cost calculation 
provided for the amount of service requested for the following reasons:

• To allow members who are no longer contributing to TRS to purchase enough service to be vested.

• To allow members to purchase enough service to be eligible for disability retirement.

• To allow members under age 60 to obtain 25 years of service and retire immediately with a penalty.

• To allow members to obtain 30 years of service and retire without a penalty.

• To allow members, at retirement, to purchase any amount of service for which they are eligible.

A letter from the member will be required stating that it is his or her intent to purchase only the partial year he or 
she is requesting and that he or she will not be purchasing any additional service after retirement.

With the exception of vesting purposes, the retirement application or written letter from the member must be in 
the TRS office before a cost calculation will be prepared for a partial year of service. Correspondence must state 
that the member will be retiring on a specific date.

Creditable Service

Another alternative to reach retirement eligibility, if other service purchases are not available, 
is the purchase of Air Time service, which can be purchased from one month up to three years if 
eligible. This may be a last resort since this service is very expensive to purchase.



35

PLAN BASICS
FOR TRS EMPLOYERS

3.  Unused sick leave credit 

Criteria

Each TRS-covered employer that the member worked for should certify the member’s sick leave as part of 
the retirement process using the online Sick Leave Certification form.

All retiring members who complete a retirement application and wish to pursue sick leave credit with your 
system will appear in your Employer Desktop Inbox. You will have 90 days, from the retiring member’s last 
day of employment, to complete and submit the online Sick Leave Certification form. A completed form will 
remain in your Inbox, and can be edited and resubmitted, up to 30 days from a retiring member’s last day worked. 
Once these respective deadlines have passed, the online Sick Leave Certification form will no longer be 
available in your Employer Desktop Inbox, and you will need to submit a paper version of the form available at  
www.trsga.com.

• A member must have at least 60 days of unused sick leave combined from all TRS-covered 
employers to be eligible for sick leave credit at retirement. Georgia law does not allow unused 
sick leave credit to be based on other service (e.g., out-of-state, ERS, and PSERS.)

• The maximum monthly accumulation for TRS service credit is 1.25 days per month of actual 
service.  If the sick leave was accrued at a rate higher than 1.25 days per month, please indicate 
this on the online form. TRS will adjust sick leave days on a pro-rata basis for higher accrual 
days after receiving all sick leave verification.

• Members cannot be paid for unused sick leave and receive service credit. Please indicate 
on the online form if a member was paid for sick leave.  For example, if a member has 180 
days of unused sick leave and you pay him or her for ten days, the payment would need to be 
reported on the online sick leave form.  Members cannot receive credit for unused sick leave 
on withdrawn accounts, unless they purchase the withdrawn service.

Creditable Service

Although employers certify sick leave after a member retires, members may occasionally request 
that their sick leave be certified prior to retirement. This is usually the case when a member is 
attempting to purchase air time and needs sick leave credit information to determine how much air 
time to purchase to reach a penalty-free retirement.  If a Sick Leave Certification form is submitted 
from the final employer for the purpose of providing an estimate of sick leave, an updated final 
form will have to be submitted after the member’s last date of employment.
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Sick Leave Certification forms
Online Sick Leave Certification forms are to be completed once you receive the form in your Employer 
Desktop Inbox.  

If sick leave records do not exist for any period during the member’s employment, this should be noted on the 
appropriate line on the online Sick Leave Certification form. TRS only accepts certified sick leave information 
from employers on behalf of their TRS members.

When completing the online Sick Leave Certification form, report the final sick leave balance, including any 
forfeited sick leave, for the period of employment with your system. If sick leave was transferred from another 
employer, that employer will be responsible for reporting their sick leave. Transfers should not be included 
in your total. 

Paper Sick Leave Certification forms
Paper forms may still be used in some circumstances.  If information submitted online needs to be updated or 
corrected, a paper form may be submitted to provide the new information.  Also, if a previous TRS employer 
does not populate in the member’s online application, then a paper form may be used to capture the sick leave 
credit from that missing employer. Furthermore, if a paper form has already been submitted for a member, you 
do not have to submit the information online.  

Calculation when records do not exist
For the years where records are not available, TRS will use an average for the periods when the systems kept 
accurate records and apply that average to the periods when records are not available. However, covered 
employment must be verified for these time periods.

1. Unused sick leave days as certified by all employer(s) are divided by the number of years for which 
there are such records.

2. This calculation yields an average number of days per year not used.
3. The average of recorded days not used is multiplied by the number of verified years for which there 

are no records.
4. This yields an estimated number of sick days for the period(s) with no records.
5. Estimated days are added to the recorded days to determine the total days of sick leave credit.

Example: 
John worked 18 years in a position covered by TRS. The first 8 years he worked for County A, where 
unfortunately, County A reports no records were kept. The last 10 years he worked in County B, which kept 
accurate records. County B reports that over John’s 10 years, he retained 100 days of sick leave. The TRS 
calculation to determine the first 8 years of unused sick leave would be as follows:

County B: 100 days / 10 years = 10 days a year
County A: 10 days a year x 8 years = 80 estimated days
100 days (with records) + 80 days (estimated) = 180 total days
180 days = 9 months of unused sick credit. See chart on the next page.
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Sick Leave Chart
Maximum accrual is 1.25 days per month of actual service for TRS service credit. If your system awards more, 
TRS will pro-rate a reduced number of sick days for calculating service credit. Maximum annual accrual is 
based your monthly accrual rate (up to the allowed maximum) times the number of months in the member’s 
contract.  Working summer school does not change a member’s contract type or increase his or her maximum 
annual accrual amount.

Maximum Accruals Based on Contract Type
08-month contracts = 10.00 days / yr. maximum
10-month contracts = 12.50 days / yr. maximum.
11-month contracts = 13.75 days / yr. maximum.
12-month contracts = 15.00 days / yr. maximum.

Example of Pro-Rated Accrual: System awards 2.0 days sick per month. Member had 10 years with 
system under a 10-month contract and did not use any leave = 20 days/yr. x 10 years = 200 days. 

TRS Calculation: (1.25/2.00) x 200 days = 125 days used to calculate benefit.

Example of Summer School Accrual: Member worked an 8-month contract during his tenure with the 
University System from August 2000 through December 2013 and worked summer school every year.  
His total service at retirement was 13.625 years and his employer reported 154.93 days of unused sick 
leave credit.  The number of sick days reported exceeds the maximum allowed. The maximum that can be 
reported for this member is 10 days x 13.625 = 136.25 days.

Days of Unused 
Sick Leave

Months of Creditable
Service

Days of Unused
Sick Leave 

Months of Creditable 
Service

0-59 None 210-229 11
60-69 3 230-249 12
70-89 4 250-269 13
90-109 5 270-289 14
110-129 6 290-309 15
130-149 7 310-329 16
150-169 8 330-349 17
*170-189 9 350-369 18

* 170-189 days = 1 year of service credit; 1 additional month of service credit = 1/9 year of additional 
service credit

Credit is based on a 9-month year for all contracts, including 8-month academic faculty under BOR. There 
is no maximum allowable unused sick leave credit placed on creditable service, but total creditable service 
does have a 40-year maximum.
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Sick Leave Chart, cont.
Note: Cobb County and Atlanta City Schools are systems that previously awarded and reported sick leave 
credit at higher rates than permitted. TRS would pro-rate the reported sick leave days from these school 
systems such that the rate would be in compliance with the accrual rate of 1.25 days per month of actual 
work. Effective 7/1/2010, Cobb County Schools began awarding and reporting sick leave days at a lower 
rate and effective 10/1/2012, Atlanta City Schools began awarding and reporting sick leave days at a lower 
rate. 

When reporting sick leave to TRS on the online Sick Leave Certification form, these systems are 
required to breakdown the service periods based on their respective accrual rates. To minimize a delay in 
processing service credit for sick leave purposes, please remember to break down the “before and after” 
service periods.
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Attendance Incentive Programs
A number of reporting employers offer their employees monetary incentives to encourage good attendance. Some 
employers offer this incentive or bonus at the end of each school year and/or at the time the employee retires.

Programs that offer variable payment amounts based on number of sick days, WILL reduce the number of sick 
leave days you report to TRS.

Example 1:  Employer offers $200 at the end of the school year if no sick days were used; $150 if one sick day 
was used, $100 if two sick days were used, and no payment if 3 or more sick days were used.

If any payment is made using this type of program, then all unused sick leave days remaining for that 
year of employment cannot be reported to TRS for sick leave credit at retirement.

Example 2: At the time of retirement, employer offers $20 per day for every day of unused sick leave.  For 
every $20 paid, the system would have to reduce the unused sick days by one day and report the balance to 
TRS.

Members should be informed that any usage of sick leave days could impact their lifetime monthly 
benefit from TRS.

Payments based on any attendance incentive program offered through your school system that are not based on 
any variable number of sick leave days are allowable and the number of unused sick leave days reported to TRS 
would not be affected. 

Acceptable Sick Leave Usage
Example 1: Employer pays $200 at the end of the school year if five (5) days or less are used.

Example 2: Member has 188 days of unused sick leave credit. Member will need 170 days to reach 30 years 
of service for retirement purposes. The employer wants to pay member for 18 days of unused leave. Member 
may be paid for 18 days and retain 170 days for TRS retirement credit.

Example 3: Member works for a system that awards more than 1.25 days a month in sick leave credit. TRS 
will take the total amount of unused sick leave reported and apply a reduction based on the 1.25 day limit. For 
any excess days over the 1.25 day formula that TRS will not award credit, members can receive payment for 
those days without any effect on TRS retirement credit. 

Example 4: Member works for a system that only allows a member to accrue a maximum of 45 days of unused 
sick leave credit. Anything in excess of 45 days will be forfeited by the member for system purposes. This does 
not affect the member’s ability to use those days for TRS retirement credit. At retirement, any forfeited days 
based on a system’s accrual limits will be counted for retirement credit; however, the 1.25 day rule still applies.

System policy must be consistent for all employees. For example, the program offered could not be different for 
your certified and non-certified employees.

Creditable Service
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Creditable Service

Notes
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Retirement Benefit Formula

RETIREMENT BENEFIT FORMULA
• 2% multiplier

 ο 2% is multiplied by the member’s years of creditable service, including partial years.
 ο Maximum of 40 years.

• Based on the 2 highest consecutive years of membership service that produce the highest benefit—which 
may not be a member’s last years worked.

• If the member’s current date of membership with TRS is on or after July 1, 1984, the salary used to 
calculate his or her benefit may be limited if increases in his or her salary are above what Georgia law and 
the General Assembly deem allowable. See Salary Increase Limitation below. 

Formula 

Maximum Plan

Step 1: $58,000 (Year 1) $60,000 (Year 2) = $118,000  Highest 24 Consecutive Months

Step 2: $118,000  Total Salary for High 24 months $118,000/24 months =  $4,916.67 High Average Salary

Step 3: 32.5 Years of Service X 2% = 65%

Step 4: 65% X  $4,916.67 =  $3,195.84 Basic Montly Benefit

Years of creditable 
service X 2 % X High average 

salary = Basic monthly benefit under 
Maximum Plan

Salary Increase Limitation
Georgia law limits the amount of salary increases that can be used to calculate retirement benefits for TRS members 
whose current date of membership is on or after July 1, 1984. These limits help prevent salary spiking at the end of 
an individual’s career for the purpose of increasing retirement benefits. The salary limitation is determined yearly 
and is based on the appropriations granted for salary increases by the Georgia General Assembly, plus 2.5%. 
The maximum salary increases for FY 2016 that can be used by TRS to compute a member’s highest 2-year 
average salary are:
 Employees of Board of Regents 3.50% (1.00% + 2.50%)
 All Others  4.34% (1.84% + 2.50%)
When applying the salary increase limitation, TRS determines the member’s 2 highest consecutive years of salary 
based on membership service and a base year.  The base year is the year prior to the first of the 2 years of salary 
that will be used in the benefit calculation.  TRS compares the 1st year of the salary to the base year salary.  If 
the increase between the base year salary and the reported salary for the 1st year is more than the law allows, the 
salary used for computing retirement is adjusted to the allowable limit.  Once adjusted, the 2nd year of salary is 
then compared to the 1st year of salary and adjusted if necessary to comply with Georgia law.  If salary increases 
are within the limits, no adjustment to the salaries used to compute the member’s benefit is necessary.
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BENEFICIARIES

Primary
A person designated by a member to receive a benefit, if available, upon the death of an active or retired 
member under all plans of retirement. Generally, only the primary beneficiary can receive a monthly benefit 
under options 2 through 4. For the remainder of this section the term beneficiary may also be considered in 
the plural form.

Secondary
The recipient of a refund of any remaining employee contributions and interest following the death of:  
1) an active employee and the primary beneficiary; or, 2) a retiree and the primary beneficiary. A secondary 
beneficiary is rarely eligible to receive a monthly benefit under any plan of retirement. One exception occurs 
if the member has an in-service death and no primary beneficiary survives the member by at least 32 days. 
Then the secondary beneficiary may elect to receive a lump-sum distribution of the member’s contributions 
and interest or a monthly lifetime benefit under Plan B, Option 2.

Death In Active Service
1. Death In Active Service – Less than 10 years

• Primary beneficiary receives lump-sum distribution of member’s contributions and interest.
• If primary beneficiary dies before the member, lump-sum is paid to secondary beneficiary.
• If primary and secondary die before the member, lump-sum is paid to member’s estate.
• If no beneficiary is designated and the member has a surviving spouse, lump-sum is paid to 

surviving spouse. 
• If no beneficiary is designated and there is no surviving spouse, a lump-sum is paid to member’s 

estate.

2. Death In Active Service – 10 years or more
• Primary beneficiary selects one of two settlement options (multiple beneficiaries do not have to 

choose same option).
1)  Lump-sum distribution of the member’s contributions and interest, OR
2)  Monthly benefit for life.

• If  monthly benefit selected, primary beneficiary receives payments under Plan B, Option 2.
• If monthly benefit selected, and the primary beneficiary dies prior to receiving an amount 

equal to the member’s contributions and interest, a lump-sum payment of those remaining 
contributions and interest will go to the secondary beneficiary. If no secondary beneficiary is 
listed, the payment is made to the primary’s estate.

Beneficiaries
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Death & Divorce in Retirement

• If the Maximum Plan or Plan B Option 1 is selected, the retiree may change his or her beneficiary at any 
time during retirement. 

• If the Maximum Plan or Plan B Option 1 is selected and the member’s contributions and interest are not 
depleted when the retiree dies, the remaining contributions and interest are dispersed in a lump-sum to the 
designated beneficiary. If multiple beneficiaries are designated, the lump-sum is divided according to the 
percentages elected by the retiree.

o   If a beneficiary predeceases the retiree and the retiree does not designate a new beneficiary, then, at 
the retiree’s death, the estate of the retiree receives the lump-sum distribution that was designated 
to the deceased beneficiary. 

o   If the beneficiary dies after the retiree dies, but prior to receiving his or her lump-sum distribution, 
the lump-sum is distributed to the estate of the beneficiary. 

• If Plan B, Options 2 through 4 are selected with only one primary beneficiary:
o If sole beneficiary dies before retiree, retiree can change beneficiary and/or plan, but not to Maximum 

Plan unless a pop-up option was selected.
o If spouse is sole beneficiary and divorce occurs, retiree can change beneficiary and/or plan, including 

a change to Maximum Plan.
o If retiree selects a new beneficiary or new plan that leaves a monthly benefit, resulting benefit is 

always lower than original benefit.

• If Plan B, Options 2 through 4 are selected with multiple primary beneficiaries:
o If one beneficiary (including spouse) predeceases retiree:

• Retiree cannot change plan or remaining beneficiaries.
• Retiree cannot add a beneficiary, including a new spouse
• Benefit percentages are not adjusted for remaining beneficiaries.

o If spouse and retiree divorce:
• Retiree may elect to delete former spouse as beneficiary upon final judgment of divorce 

decree.
• After deleting a former spouse as beneficiary, a retiree may request reallocation of benefits for 

the remaining beneficiaries equaling 100%.
• If no reallocation is made, the designated benefit percentages will remain unchanged and the 

retiree’s benefit would be recalculated as an Option 4 election.         
• Retiree may not add new beneficiaries (including new spouse) or lower the distribution 

percentage to any remaining beneficiary.
• If changes are made, the retiree’s benefit is recalculated.           
• Retiree may request a benefit estimate to determine impact of any change under consideration.

Beneficiaries
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Beneficiaries

Death & Divorce in Retirement (continued) 

• Determination of beneficiaries
o   Based on the beneficiary designation on file at TRS.
o   Wills, divorce decrees, and remarriages DO NOT determine the member’s TRS settlement at death.

• Members may designate a minor child as a beneficiary. At the member’s death, legal guardianship papers 
will be required by TRS. When the beneficiary turns 18 years of age, benefits are payable directly to the 
beneficiary.

• A member may designate a trust or power of attorney on behalf of the beneficiary. A trust or power of 
attorney may receive a monthly benefit on behalf of the beneficiary. Legal documentation from the court 
system will be required.  

• A monthly benefit cannot be paid to an estate or institution that is listed as a beneficiary. Only lump-sum 
distributions of the member’s contributions and interest could be paid.

• If the member retires and dies within 30 days, his or her death is treated as an in-service death. The 
primary beneficiary would then have a choice to elect either Option 2 or a lump-sum distribution of the 
member’s contribution and interest account.

• If the death is in-service and no beneficiary is designated, settlement is made with the surviving spouse, 
if applicable. If there is no spouse, settlement is made with the member’s estate. 



Retirement Process
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RETIREMENT PROCESS

TRS has developed a list of opportunities to help ease the retirement process—for both you and the employee.

Instruct your employees to submit their retirement application online. If there are questions, please encourage 
your employees to contact TRS for information and guidance on the available retirement options before completing 
their retirement application. 

• For account information and information on applying for retirement, members may contact TRS at 
(404) 352-6500 or (800) 352-0650 to speak with one of our Customer Service Representatives, or visit 
our website at www.trsga.com. 

• Members nearing retirement are encouraged to take advantage of complimentary retirement counseling 
and workshops.

• Members may come to the TRS office in Atlanta for a one-on-one counseling session. Please advise 
members to contact TRS to make an in-house appointment.  We strongly encourage members within 2 
years of retirement to make an appointment as soon as possible.

• Members within 5 years of retirement may schedule an appointment online for one-on-one counseling 
at various locations throughout the State. We provide counseling as a part of a larger retirement event, 
or as a separate event.

• TRS offers a variety of workshops (new member, mid-career, and pre-retirement) which may include 
individual pre-retirement counseling sessions specifically designed for each member. At these events, 
which are conducted throughout Georgia and the TRS office, our qualified and professionally trained 
retirement personnel assist members with their pre-retirement questions. Employers may contact TRS 
(404-325-6500) to inquire about hosting an event. Once an event is posted, members may view our 
events in two ways. First, they can look on our website under the Events tab, to see our events in a 
calendar view. Second, they can log in and register for these events by searching for events closest to 
them. 

WHAT YOU CAN DO

Encourage your employees to visit the Active Members section of our website, www.trsga.com, for all of their 
retirement needs. Some of the topics members can find are listed below:

• Eligibility for Retirement
• Workshops and Pre-Retirement Counseling
• I’m Ready to Retire
• Retirement Plans Offered
• Determining Your Retirement Benefit
• At Your Death - Survivor’s Benefits
• Service Credit Accrual and Purchase
• Sick Leave Credit at Retirement

Retirement Process
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If a member is within 5 years of retirement eligibility, we encourage them to use the self-service Generate Benefit 
Estimate located in the Account Management section of our website to generate benefit estimates. The Generate 
Benefit Estimate uses real data from his or her TRS account and it’s easy to use.  Members can generate multiple 
retirement scenarios and get results immediately.

If a member is more than 5 years from retirement eligibility, he or she can use the Pension Calculator. This allows 
the member to project salary up to the date of retirement, as well as implement various beneficiary combinations.

Provide each employee with the information and forms needed for retirement.

Applying for Service and Disability Retirement 

Employees must now apply online for either service or disability retirement. The process may begin 6 months 
prior to the date they wish to retire for service retirement and 3 months for disability retirement. This gives you 
and your employees ample time to get all of the necessary information to TRS for timely processing. 

Online Application
The online application contains everything the employee needs to apply for retirement. To apply, a member must 
log in to his or her TRS account and click the Apply for Retirement tab.

Once they begin the online process, employees have 45 days to complete their application. If 45 days lapse before 
they complete the process, the application is void and they must begin the process again.  Once employees have 
carefully reviewed their application, and are 100% sure about their retirement plan selection, they may submit 
their application. Once submitted, they will not be able to make changes online. Changes can only be made by 
completing a paper application prior to the processing of their retirement.

In addition to the information they must provide online, there are additional steps they must complete before their 
application can be processed by TRS. 

• The employee must print, sign, and return to TRS the Retirement Application Summary provided after 
the online process is complete.

• The employee must print, sign, and return to TRS a notarized Affidavit of Residency form.

• Employees are required to submit a photocopy of personal identification containing the date of birth for 
themselves and their beneficiaries. Acceptable forms of identification include a driver’s license, a copy of 
a certified birth certificate, passport, immigration papers, or state ID issued in lieu of a driver’s license.

• Once TRS receives the retirement application from a member, the online Retirement Certification form 
is electronically sent to the Employer Desktop Inbox for completion. The member’s retirement application 
is not complete and his or her benefits cannot be calculated until you electronically submit this form to 
TRS. 

Retirement Process
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Retirement Process

• If employees have unused sick leave, they must elect to pursue obtaining this service credit on the online 
Sick Leave Certification form, which is part of the online retirement application process. As the last 
employer or as a previous employer, you will receive a notice in your Employer’s Inbox. Please log in to 
your Inbox and complete the Sick Leave Certification form. Pending certification, their monthly benefit 
will be adjusted retroactively for any unused sick leave credit applied toward their retirement.

• If employees elect Plan B Option 4 as their retirement plan, they must complete the Plan B Option 4 
Beneficiary Designation form and return it to TRS.

• A member cannot cancel his or her retirement application once the first benefit payment has been mailed. 
Once the benefit payment has been mailed, a member will have to suspend or terminate his or her retirement. 
(see pages 107-109).

• A member cannot change his or her plan option selection, retirement date or PLOP amount, once the first 
benefit payment has been mailed. If a member would like to change any of these factors after submitting 
the application and TRS has not mailed the first check, he or she may email or send a letter specifically 
requesting the changes to be made.
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In addition to the forms described above, employees are also required to submit photocopies of personal 
identification containing the date of birth for themselves and their beneficiaries.

• Online Application for Disability Retirement
•  Affidavit of Residency
• Physician’s Report
• Member’s List of Disability Information
• Psychiatrist’s, Psychologist’s, or Counselor’s 

Report (if applicable)
• Hospital/Clinic Report
• Designation of Multiple Beneficiaries 

(if they wish to designate more than one 
primary and/or secondary beneficiary)

• Option 4 Beneficiary Designation (if they 
choose Plan B Option 4)

• If members wish to pursue sick leave credit 
with one or more TRS-covered employers, 
they will indicate such on the online Sick 
Leave Certification section of the online 
retirement application.

• Upon completion of the online retirement 
application, TRS will send his or her last 
employers an electronic request to complete 
their Retirement Certification Reports. 
A member’s retirement application is not 
complete and his or her benefit payment 
cannot be calculated until you electronically 
submit this form to TRS. 

• Return-to-Work Agreement
• Federal and State Tax Withholding forms

• Online Application for Service Retirement
• Affidavit of Residency
• Partial Lump-Sum Option (if they elect to 

receive one)
• Designation of Multiple Beneficiaries (if they 

wish to designate more than one primary and/
or secondary beneficiary)

• Option 4 Beneficiary Designation (if they 
choose Plan B Option 4)

• If members wish to pursue sick leave credit 
with one or more TRS-covered employers, 
they will indicate such on the online Sick 
Leave Certification section of the online 
retirement application.

• Upon completion of the online retirement 
application, TRS will send a member’s last 
employers an electronic request to complete 
their Retirement Certification Reports. 
A member’s retirement application is not 
complete and his or her benefit payment 
cannot be calculated until you electronically 
submit this form to TRS.

• Return-to-Work Agreement
• Federal and State Tax Withholding forms

The forms employees must complete and submit to TRS are as follows:

Service Retirement  Disability Retirement
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Personal Information: name, address, daytime phone number, SSN, date of birth, copy 
of official ID (driver’s license, passport, birth certificate, immigration papers, or a state 
issued ID).

Primary and Secondary Beneficiary’s Information (the employee must choose at least 
one of each, which should be two different persons): name, address, SSN, date of birth, 
copy of official ID (see list above).

Copy of Resident Alien Card or Permanent Resident Card (to be mailed with the 
Affidavit of Residency if applicable to the member).

Direct Deposit Information: checking or savings account and routing numbers. 

Benefit Estimate: May use this as a reference to help employees choose their monthly 
retirement benefit option and their PLOP payment (if applicable).

PLOP Rollover (if applicable): name, address, and phone number for rollover institution, 
type of rollover plan, and rollover account number. 

Tax Withholding Amounts: federal and state for monthly benefit payment, and PLOP if 
taking a lump-sum cash distribution.

g

g

g

g

g
g

g

?

Apply for Retirement Online! 
To access the online retirement application:

1) Open your preferred internet browser and go to www.TRSGA.com 
2) Click on the Account Login button on the top of the screen
3) Click on the Active Member link
4) Enter the User ID and Password and click the Login button
5) Click on the Apply for Retirement tab. He or she is now ready to begin the retirement application 
process. If the employee requires assistance, online help        is available throughout the process.

To complete the application, the employee should have the following items and information readily available:  

Retirement Process

If the employee is unable to complete and submit his or her application at this time, he or she may log back into his or 
her account and continue at a later date. Please note that the online application will remain active for only 45 days. After 
45 days, the application is void and the employee must begin the process again.



Health Insurance 
Deduction



54

PLAN BASICS
FOR TRS EMPLOYERS

HEALTH INSURANCE DEDUCTION

TRS does not administer health care benefits for retirees. However, we will deduct the monthly premium from the 
benefit payment for those retirees whose enrollment has been approved by the State Health Benefit Plan (SHBP). 
If you are a Board of Regents employer, contact the BOR directly for more information.
Specific questions regarding the Department of Community Health’s State Health Benefit Plan can be addressed 
by calling 1-800-610-1863 or visit its website www.dch.georgia.gov.

Procedure for State Health Benefit Plan payroll deductions
• Deductions are not taken from pro-rated summer pay for 9, 10, or 11 month employees retiring at the end 

of the year.
• Health plan deductions are made from the TRS benefit check beginning the month following member’s 

effective retirement date.

Note: TRS has members that may be enrolled in either SHBP or Board of Regents Health Plan (BORHP). However, the SHBP and 
BORHP have different rules about carrying health coverage into retirement. If a member was employed in a system that offered SHBP 
coverage, and switched to a university system job as a BORHP member and vice versa, they are subject to the final system’s rules for 
carrying health coverage into retirement.

Retirement Date Premium Paid 

June 1st
Premium is paid by payroll deduction in May by the employer, for the month of June.

July’s premium is paid by benefit check deduction in July by TRS.

Retiring with a break in service / or delayed processing of paperwork. Member must contact DCH to pay premium.

August 1st
(Termination date 

May 31st)

• Premium is paid by payroll deduction in May for June by the employer.
• Premium is paid by member for July and August. Member must submit direct 

payment to SHBP.
• Premium is payroll deducted in September for September by TRS.

DENTAL COVERAGE

TRS does not administer any dental benefits for retirees. However, if a TRS-covered employer participates in the 
State of Georgia Flexible Benefits Program, TRS will deduct the monthly premium from the employee’s benefit 
payment. If the member is eligible and wishes to participate in the dental coverage after retirement, the member 
should complete an enrollment and payroll authorization form prior to retirement. The completed forms are to be 
submitted by you, the employer, to the office of the Flexible Benefits Program, not to the TRS office.

TRS will deduct the monthly premium from the benefit payment for only those retirees whose enrollment forms 
have been approved by the Flexible Benefits Program. TRS does not determine eligibility for participation in the 
plan and does not provide information or forms required for enrollment in the plan. Specific questions regarding 
the Flexible Benefits Program can be addressed by visiting their website www.team.georgia.gov. 

Health Insurance Deduction



55

PLAN BASICS
FOR TRS EMPLOYERS

Notes

Health Insurance Deduction



56

PLAN BASICS
FOR TRS EMPLOYERS

Health Insurance Deduction

Notes



TRS Membership



58

TRS
MEMBERSHIP

TRS Membership

II. TRS Membership
MEMBERSHIP ELIGIBILITY REQUIREMENTS

All personnel employed in a permanent status position not less than half-time by a TRS employer are TRS 
members as a condition of employment. TRS employers include local boards of education, charter schools, 
universities and colleges, technical colleges, Board of Regents, county and regional libraries, RESA’s, and certain 
State of Georgia agencies. 

Exceptions to TRS membership include: employees required to participate in another Georgia retirement plan 
(e.g., PSERS or ERS); employees who elect the Board of Regents Optional Retirement Plan in lieu of TRS 
membership; and employees who elect ERS membership based on their employment with the Department of 
Education or the Technical College System of Georgia.  

Temporary, less than half-time, and private school employees are not eligible for TRS membership.
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POSITIONS THAT ARE ELIGIBLE TO PARTICIPATE IN TRS

Permanent status employees employed not less than half-time as follows:

• Employees of a public school or a local board of education with the exception of those employees required 
to be members of the Public School Employees Retirement System (PSERS).

• Public school lunchroom managers/supervisors, maintenance managers/supervisors, transportation 
managers/supervisors, and warehouse managers/supervisors who elect to participate in TRS. Current 
members of PSERS promoted to supervisory or managerial positions can join TRS. 

• Employees of the Board of Regents of the University System of Georgia with the exception of those 
employees who elect to participate in the Regents Optional Retirement Plan (ORP). Employees must 
make a selection of either ORP or TRS within 60 days of his or her hire date. If the decision is not made 
within the 60 days, the employees are automatically enrolled in the TRS plan. The election is irrevocable.

• Employees of any regional educational service agency (RESA).

• Certified professional personnel employed for the first time by the Department of Education, unless such 
personnel elect membership in the Employees’ Retirement System of Georgia, and any employee of the 
Department of Education employed in a teaching, supervisory, or clerical capacity.

• Employees of any school operated by the Department of Education.

• Employees employed for the first time by the Technical College System of Georgia and by postsecondary 
vocational-technical schools governed by the Technical College System of Georgia, unless such personnel 
elect membership in the Employees’ Retirement System of Georgia. This election is irrevocable.

• Librarians and clerical personnel employed by regional and county libraries.
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WHO IS NOT ELIGIBLE TO JOIN TRS?

Non-covered positions include, but are not limited to, the following: 

• Non-supervisory positions with a local school system in:
— Maintenance/Custodial
— Warehouse
— Transportation  
— Cafeteria  

• Substitute teachers     
• Visiting professors/professional employees 
• Adjunct professors
• Temporary employees

Notes: If a member is hired as a temporary employee for any length of time, and that employee is offered a 
permanent position doing the same job, TRS membership begins with the permanent position’s start date. 
No service credit will be granted for time in the temporary position. 

Full-time to less than half-time position: TRS contributions are discontinued when less-than-half-time 
employment begins. A member may withdraw his or her funds after he or she have been in the less than 
half-time position, not eligible for TRS membership, for a minimum of 60 days.  The member will be 
notified by TRS of the consequences of withdrawing his or her funds and the employer will be required to 
certify in writing that there is no current agreement to reinstate the employee to full-time status.  After the 
60 day waiting period, the refund process will begin.

Examples of temporary positions may include:

Student Assistants, Graduate Assistants, Graduate Research Assistants, Graduate Teaching  Assistants, 
and Visiting professors.
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 MEMBERSHIP EXCEPTIONS

Vested members of the Employees’ Retirement System (ERS) who become an employee of an employer normally 
covered by TRS may elect to remain a member of ERS. Likewise, vested TRS members who become an employee 
of an employer covered by ERS may elect to remain a TRS member. GA law allows:

• In each case, the employee must make an election in writing to the Board of Trustees of the respective 
retirement system within 60 days after the person’s employment date in a position covered by the other 
retirement system. If no election is made, the employee defaults to the normal retirement system 
of the employer.

• Once the election is made, it is irrevocable. Any employee making this election must complete the 
Membership Election Form for Vested Members of TRS or ERS form (TR-52). This form is 
available on the website under Forms.

• If you hire an employee that is vested with ERS and elects to remain a member of ERS and you are not 
currently set up as a reporting employer with ERS, then you must contact ERS to get established as a 
reporting employer. Please call either 404-350-6300 or 1-800-805-4609.

Persons may elect to decline TRS membership if they are covered by one of these two specific provisions: 1) 
They have attained age 60 and first became eligible for TRS on or after July 1, 1987, or 2) After attaining age 60 
and having previously withdrawn his or her employee contributions from TRS, they have again entered a TRS 
eligible position on or after July 1, 1987. Election must be made to TRS Board of Trustees within 90 days after 
employment on the TR-43 form available on the website under Forms. The election to decline membership is 
irrevocable.

Members and their employers will be required to make the appropriate contributions to the 
respective retirement system.
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When a PSERS Employee Takes a Second Position or is Promoted

Employers with staff covered under the Public School Employees Retirement System (PSERS) should be aware 
that actions related to TRS may be necessary if a PSERS member accepts a second position within the school 
system or is promoted.  The table below describes the possible scenarios with the corresponding results.

Current Position is 
Covered Under Second Position / Status Change Result / Action

PSERS

Person takes on second position that is 
normally covered by TRS, but which is 
49% or less time and pay of the normal 
position.

• Person is not eligible to elect TRS 
membership

• Employer does not remit 
contributions to TRS or report this 
person to TRS

PSERS

Person takes on second position that is 
covered by TRS, which is also 50% or 
more time and pay of the normal full-
time position. 

• Person is required to join TRS as a 
condition of employment. 

• Employer must remit contributions 
to TRS and include person in 
regular monthly reporting

• Person must discontinue 
membership in PSERS.

PSERS

Person is promoted into a full-
time supervisory position in school 
system food service, maintenance, 
transportation, or warehouse 
management. 

• Employer should offer TRS 
membership to employee at time of 
promotion

• Person may remain in PSERS 
indefinitely

• Person may elect TRS membership 
(no time limit to make election)

• If person joins TRS, he or she may 
purchase PSERS time

• If person joins TRS, employer must 
remit contributions to TRS and 
include person in regular monthly 
reporting 

• See next page for related note on 
DOE paid employer contributions.

Membership Exceptions
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Elective Membership Employer Requirements - Who is Eligible?

Full-time public school lunchroom, maintenance, and warehouse supervisors and managers have the option to 
elect membership in TRS. 

Transportation managers and supervisors are also allowed the option to elect membership in TRS. 

The Department of Education pays TRS employer contributions for one person or 7%, whichever is greater, of 
the total number of employees in each of the four categories for each school system. The local school systems 
are required to pay the employer contributions for the number of managers and supervisors that exceeds the one 
person or 7%, whichever is greater, in each category. The Department of Education continues to pay the employer 
contributions for all members in these categories who became TRS members prior to April 1, 1992.

Each local school system is allowed to take a credit each month on the TRS Summarization of Monthly Report 
for employer contributions that are to be paid by the Department of Education for these employees. In order for 
TRS to bill the Department of Education for these employer contributions, the reporting employer must provide 
a certification form to TRS each month that is sent to the Department of Education.

Membership Exceptions
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III. TRS CONTRIBUTIONS
Earnable compensation is defined as the full regular compensation payable to a member for full normal working 
time. This includes amounts paid into tax-sheltered annuities. It does not include overtime, travel allowances, or 
salary for a secondary position.

As of July 1, 2016, TRS members will contribute 6.00% of their earnable compensation to TRS by payroll 
deduction and employers will contribute 14.27%.

EARNABLE COMPENSATION SUBJECT TO TRS CONTRIBUTIONS
 

• The full, regular compensation payable to a member for his or her full normal working time included 
in his or her written contract. This compensation includes regular supplements included in each 
member’s written contract.

• Regular compensation paid to a member while on sick, personal, or annual leave.

• Deferred summer compensation earned in a TRS-covered position.

• Deferred summer compensation due to a deceased member’s estate.

• The full, regular compensation payable to a member for all working time during the summer months 
in a TRS-covered position.

• Compensation received for employment under extended-day or extended-year arrangements that are 
included in the member’s written contract. 

Other Earnable Compensation

In addition to earnable compensation listed above, an employee’s contract may include additional components 
that are considered earnable compensation for TRS purposes. The cost of these components can either be paid 
directly to the employee or on the employee’s behalf. The components can either be included in the base salary, 
or itemized as an addition to the base salary, but they must be a part of the employee’s contract. 
 
If TRS discovers that additional components have only been reported to TRS in recent years, and not reported the 
entire time the individual was in the position, TRS will deny their inclusion in earnable compensation until TRS 
is paid the employee and employer contributions due (plus the applicable rate of interest). 
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The following list of other forms of earnable compensation is not all inclusive. Questions about any component 
of an existing or proposed contract should be submitted in writing  to TRS and directed to the attention of the 
Director of Employer Services. 

• Automobile Allowance  
• Tax Sheltered Annuity Plan 
• Group Insurance 
• Life Insurance  
• F.I.C.A. Taxes

FURLOUGHS AND EARNABLE COMPENSATION

• Furloughs are considered a temporary downward adjustment in an employee’s salary and not a permanent 
salary reduction.  Since Georgia law states contributions are remitted based on the member’s full rate of 
regular compensation for his or her full normal working time, contributions will continue to be reported 
based on the member’s full regular salary prior to the implementation of the furlough.

• Salary reductions and reductions in contracted days are permanent in nature and become the employee’s 
full rate of regular compensation for their full normal working time. Therefore, employee and employer 
contributions should be remitted based on the employee’s adjusted regular salary.

COMPENSATION NOT SUBJECT TO TRS CONTRIBUTIONS

• Compensation payable to a member for work performed over and above full normal working time. 
Normal working time is established by the employer. 

• Compensation payable for employment that is less than one-half time.

• Compensation paid as terminal annual or terminal personal leave and compensation paid for unused or 
forfeited sick leave.

• Compensation payable to an employee, who is a TRS retiree, that elected to suspend retirement benefits 
rather than terminate retirement benefits while re-employed in a TRS-covered position. Suspension 
means the employee makes NO contributions to TRS while re-employed. The Retirement Services 
Division of TRS should be contacted on an individual basis to verify the status of all retirees who are 
employed in any capacity.

These components of earnable compensation are not typically part of a teacher’s contract, but often 
part of a superintendent’s contract.
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• Compensation payable to members who are at least 65 years of age, who have at least 40 years of 
service, and who have not signed a waiver for continuation of member contributions - Waiver of 65/40 
Mandatory Requirements form (TR-54). Note that contributions automatically stop at 65/40 unless 
the waiver is signed. If contributions are stopped, the member can sign the form at the start of the school 
year, fiscal year, or contract year so that contributions resume. Letters are sent to the member each year 
that invites him or her to resume contributions if desired.

• Compensation payable to members under age 65 who have at least 40 years of service and who have 
signed an Election to Discontinue Monthly Contributions form (TR-44). Members can submit the 
form at the close of any school, fiscal, or contract year in which the member has completed 40 or more 
years of service. Contributions are not stopped in the middle of the year. This is an irrevocable election.

• Compensation to members that have declined membership in TRS because they have either: 1) attained 
age 60 and first became eligible for TRS on or after July 1, 1987, or 2) after attaining age 60 and having 
previously withdrawn their employee contributions from TRS, they have again entered a TRS eligible 
position on or after July 1, 1987. This is an irrevocable election.

• Compensation for overtime, travel allowances, or salary for a secondary position.

• Imputed Income - The value of life insurance above $50,000 that is provided by the local board of 
education. 

• Membership Fees - Payment of dues or fees for membership in any business, educational, fraternal, 
professional, or social organization. 

• Temporary Living Expenses - Payment of expenses incurred while obtaining permanent accommodations.  

• Moving Expenses - Payment of expenses incurred while relocating to the area of a new job. 

• Buyout of a contract - Funds paid to a member in lieu of continuing employment through the end of a 
contract.  It is not the same as final payment of deferred summer compensation.

REPORTING OF CONTRIBUTIONS
See section IV, Reporting Responsibilities.
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IV. Reporting Responsibilities 
As a human resources or payroll representative, you probably wear many “hats” -- juggling multiple duties with 
pressing deadlines, not to mention the many employees waiting in line to receive assistance from you. With all 
of the commotion, it may be a challenge to keep track of everything that you need to do. Our goal is to help 
make your job a little easier! This section of the Reference Guide compiles the reporting duties for which your 
organization is responsible. So that we can provide you with easy-to-access and the most current step-by-step 
instructions for your more complex responsibilities, this Guide will refer you to specific TRS website locations 
where these instructions are located. 
   
Reporting Employer and Member Contributions
In an effort to comply with TRS laws and regulations, maintain accurate records, and provide members with the 
retirement pensions to which they are entitled, employers are required to submit two monthly reports related to 
employer and member contributions. The first is entitled the Summarization of Monthly Report and includes 
total employer contribution data for all TRS members, as well as the following:

• Total TRS Salaries
• Total Non-Contributing 65/40 Salaries
• Total Employer Contributions
• Total DOE Paid Employer Contributions
• Total Employee Contributions
• Total TCA (Teacher Correction Advice) Adjustments
• Total Prior Period Adjustments
• SRBP Payments (Supplemental Retirement Benefit Plan)
• Net Payment Due to TRS

The Summarization of Monthly Report is always submitted to TRS prior to submitting the “contribution detail 
report,” which comes in two formats, depending on how your payroll location is classified by TRS for reporting 
purposes.

The first classification is for “Non-Turnaround” employers who upload a monthly contribution detail file to TRS via 
the TRS website. The terminology for this process is generally referred to as Electronic Reporting of contribution 
details. The second classification is for “Turnaround” employers who manually enter monthly contribution details 
directly onto the TRS website for each TRS member working for them. The terminology for this process is 
referred to, as you might expect, Turnaround Reporting. Turnaround employers include libraries, state agencies, 
technical colleges, some smaller county and city school systems and charter schools. If you are not sure of your 
classification, contact your Employer Services representative at TRS. Both formats of the contribution detail 
report include the following elements and capacities: 
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• Name of TRS-covered Employee, Social Security Number, Monthly Salary, Employee Contribution, 
Demographic Information

• Ability to Edit Current Member Information, for example, salary and contribution data
• Ability to Create a New Member or Delete an Existing Member
• Employment Data: Contract type, Job Category, Payment Reason, TRS Eligibility Date, etc.
• Ability to post comments related to transactions in order to provide clarification of postings
• For each employee, the employer may post data for a TCA, DOE Paid Employer Contribution, 

Prior Period Adjustment 

The Summarization of Monthly Report and the contribution detail reports (either Electronic or Turnaround 
Reporting) are submitted to TRS via an online process through the Employer Desktop. You can access the Desktop 
by going to the main TRS homepage at www.trsga.com by following the steps below. 

1. Click on Account Login on the menu bar at the top of the page
2. Click on the Employer button located on the far right in the middle of the page
3. Enter your User ID and password to access the functions on the Employer Desktop  

If you do not have a User ID and password, please contact your Employer Service TRS representative for 
assistance with initiating an account. The Employer Desktop allows you to submit your monthly reporting online, 
from anywhere at any time, to complete both reports each month.

Both reports are due by the 10th day of each month following the month in which the contributions were withheld. 
For example, the June 10th report should reflect the May contributions. In order to update the member’s TRS 
account timely and reflect accurate balances, it is important that employers submit the monthly reports by this 
deadline. Reports received by TRS after the 10th are subject to a late penalty.

As provided for in section 47-3-42 of Georgia law, a late payment penalty of 1 ½% per month (or fraction of a 
month) may be assessed on reporting employers whose monthly contribution payments are not received by the 
10th day of the reporting month. When assessed, TRS sends a notice of late payment penalty to the employer, and 
the employer is required to include the penalty amount with the next month’s contribution payments. 

All prior period adjustments and retroactive payments are handled through the monthly employer reporting 
process. Any interest charged for late reporting is billed on correction advices with the next monthly billing. No 
interest is charged on adjustments/correction amounts that are reported within 5 months. However, starting with 
the 6th month, interest is assessed and updated to include additional interest on any unpaid balance. 

For Step-by-Step Instructions on how to Report Contributions, please refer to the following TRS website 
locations:

For submission of Summarization of Monthly Report for Non-Turn-around and Turnaround Employers:
 https://trsga.org/Login.aspx?t=2
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For submission of Electronic Reporting of Contribution Detail: Non-Turn-around Employers:
 http://www.trsga.com/employer/reporting-contributions/reporting-policies-and-procedures/how-
to-submit-your-report-electronically

  Click link to the right for Non-Turn-around Reporting.

For submission of Electronic Reporting of Contribution Detail: Turnaround Employers:
 http://www.trsga.com/employer/reporting-contributions/reporting-policies-and-procedures/how-
to-submit-your-report-electronically

  Click link to the right for Turnaround Reporting.

Reporting and Paying TRS Contributions
Assuming that contribution totals in your Summarization of Monthly Report balance with totals in your 
contribution detail report, you are now ready to send the monthly net due payment to TRS. (If you are unable to 
resolve balance discrepancies or if you are having submission failures, please contact your assigned Employer 
Services Representative at TRS.) For your convenience and security, TRS uses a web-based electronic checking 
system (ACH) for the payment of funds by employers. 

If your payroll location has not done so yet, the first step in this process is to set up an ACH payment account. 
Setting up your ACH is easy and secure. You simply access the same Employer Desktop that you use for submission 
of your two monthly contribution reports. On the Desktop, you will find a link that will direct you to a secure web 
page where with the assistance of your TRS assigned representative you will create a user name and password 
and be guided through the creation of an ACH payment account. Once the process is completed, you can begin 
remitting monthly contributions to TRS using your new ACH account. 

For step-by-step instructions on how to set up your ACH payment account and remit your monthly 
payments, please visit www.trsga.com, click on the “Employer” button, and then choose “3. Reporting & 
Paying Contributions.”

Reporting TRS Retirees Returning to Work for a TRS-Covered Employer
When hiring a TRS retiree, you must report the employment to TRS prior to the start date. This is true regardless 
of the retiree’s employment status at the time of hire, e.g., part-time, temporary, contractual or full-time. You must 
report the employment each fiscal year that the retiree remains employed. Additionally, you must report to TRS 
when a return-to-work (RTW) retiree’s employment status or salary changes during a report year. For example, 
you must report to TRS when a RTW retiree changes from part-time to full-time temporary status or vice versa. 
By properly reporting RTW retirees, you will help ensure that you are complying with Georgia law. Failure to 
properly report this activity can cause you, the employer, to repay TRS for any improperly paid benefits to the 
member for noncompliance. 
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The RTW reporting process is done online on the TRS website using the same Employer Desktop used to report 
monthly contributions. From the Employer Desktop, you simply click on Employer Verification for a Retiree. 
From this point forward, please enter the following for each RTW retiree you wish to hire:

• Report year
• Enter RTW retirees, including social security number and demographic information
• Employment status and position title
• Employment date 
• Compensation
• Submitter’s information (your name and phone number)
• Print a confirmation

For step-by-step instructions on reporting return-to-work retirees, please visit www.trsga.com, click on the 
“Employer” button, and then choose “5. Hiring TRS Retirees”.

Reporting Member Activity by Sending Forms to TRS

As you might expect, formal written or electronically submitted documentation is required when a TRS member 
elects to apply for retirement, stop contributions due to age or service, decline benefits, or has an employment 
data issue requiring the processing of a CA3 Advice form. In many such cases, the employer must complete all or 
part of the applicable TRS form and forward it to TRS. Forms sent to TRS are scanned, added into the member’s 
electronic file and become part of the member’s official TRS record. Below is a listing of TRS forms where the 
employer must certify a condition or agree to some form of action on behalf of a member. This list is subject to 
change and other forms may require employer signatures.

1. Retirement Certification Report (TRS 8) – Employer certifies the member’s information, 
contract type and pay, and the last 12 months of salary and contributions. The employer certifies 
that a work agreement (verbal or written) with the member does not exist prior to the member’s 
termination date. Note: TRS 8 information is submitted to TRS online.  When members submit their 
online retirement applications, TRS sends notifications to your Employer Inboxes.  Employers 
can then log in to their TRS Employer Desktops to provide the necessary TRS 8 information.  
Paper TRS 8 forms may be used on an exception basis; for example, paper forms may be used if a 
correction needs to be made after a retiree has received her first TRS check.

2. Sick Leave Certification – Employer certifies the unused sick leave balance over specified 
employment period, accrual rate of sick leave used, transferred sick leave days and unused sick 
leave lump-sum payments. Note: Sick Leave Certification forms are submitted to TRS online.  
When a member elects to pursue sick leave credit during the online retirement application process, 
the current and any prior TRS-covered employers receive a notice in their Employer Inboxes.  
Employers can then log in to their TRS Employer Desktops to provide the necessary sick leave 
information.
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3. Application for Refund of Contributions –  Employer certifies termination of employment date, 
last reported contribution month, and certifies that member-supplied information conforms to their 
payroll records. When members submit their Application for Refund of Contributions online to 
TRS, the respective employers receive a notice in their employer inbox.  The employer can then 
log in to their TRS Employer Desktop to provide the necessary information.  

4. Certification of Georgia Service – Employer certifies employment periods, total salary received, 
salary from a local supplement, and source of salary funding.  

5. Retirees Suspending or Terminating Benefits –Employer certifies the retiree’s new date of 
employment, position title, contract type and annual salary. 

6. Employment Verification for a Retiree Returning to Work FT/PT/Temporary – Employer 
certifies the retiree’s employment on this form if the online portal is unavailable.  

7. Election to Decline TRS Membership – Employer agrees not to enroll a new hire aged 60 or 
greater into TRS nor deduct TRS contributions.

8. Regents Optional Retirement Plan Election – Employer certifies the employee is eligible to join 
the Optional Retirement Plan (ORP).

9. Election to Discontinue Monthly Contributions – Employer agrees to no longer withhold and 
report any employee contributions for a member at the end of the school year in which the member 
completes 40 or more years of creditable service.

10. Waiver of 65/40 Mandatory Requirements – Employer agrees to withhold and report the 
necessary TRS contributions for the member.

11. Correction Advice Form (CA 3) – Employer provides retroactive and prior period adjustments 
and total due TRS for a specific member. This form is only used for one fiscal year or less. 

Reporting a Merger
If your organization is planning to merge with one or more TRS-covered employers, please contact your assigned 
Employer Services Representative.
The new employer is responsible for sending copies of any official documents related to the consolidation, such 
as contracts, legislation, and meeting transcripts.
The following information must be provided to TRS before the consolidation:

• Names and state entity numbers of the employers that are consolidating. If either employer is a 
charter school, TRS will require its state charter agreement and state entity number. State entity 
numbers are assigned by the Georgia Department of Audits and Accounts.

• The effective date of the consolidation.
• Legal name and address of the new employer.
• Name, address, phone number, and email address of the contact person responsible for TRS 

reporting.
• Names and social security numbers of TRS members who will transfer to the newly-formed 

employer.
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Reporting Requirement Assistance
Please contact your assigned representative at TRS.  To view an alphabetical list of all employers and their 
assigned TRS representative, please visit:

http://www.trsga.com/employer/contacting-your-trs-assigned-rep/your-trs-assigned-
representative

EMPLOYEE - MAINTAINING RECORDS
If a member needs to correct a social security number, date of birth, name, or beneficiary, he or she will need to 
follow the instructions below. 

• Corrections in Social Security Number
Members who need to correct their social security number in TRS records must send a written 
request, along with a copy of their social security card. 

• Date of Birth 
Members who need to correct the date of birth in their TRS records must send a written request, 
along with a copy of their birth certificate. 

• Name Change 
Active members should tell you about any name change, which you would then report to TRS as 
part of your normal monthly reporting process. This updated information overlays any previously 
reported changes. 

• Initial Recording of Beneficiary Information
After your new employee is entered into TRS records, TRS mails a letter to the member instructing 
them to designate beneficiaries online. If the member dies without a beneficiary designated, 
contributions and interest are sent to the surviving spouse, if any. If there is no surviving spouse, 
the account is settled with the member’s estate.

• Beneficiary Change 
Active members can also revise their elected beneficiaries. To make these changes, members can 
go to the website under Account Login - Active Member Login and make the changes, or the 
member can submit a Multiple Change Request form (TRS-2B) available on our website. This 
form has space for four primary beneficiaries and four secondary beneficiaries. Members who 
want to list additional beneficiaries may attach separate pages. Each separate page must be signed 
and dated. After completing the appropriate sections of Form TRS-2B, members should mail it to 
TRS. If Form TRS-2B is not properly completed, it will be returned to the member for correction. 
A member’s record will not be updated until TRS receives the corrected form. TRS will send 
confirmation letters to members when the update is complete. 

• Employee Address Change
Address changes for members actively contributing must be reported through the monthly reporting 
process. These members can view, but not update their address information online. Active non-
contributing members can update their address changes online.
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EMPLOYER - MAINTAINING RECORDS
Reporting contact and/or address changes
To report a contact change or an address change for your organization, please log on to the employer desktop and 
update your information through the employer contact information link.
Employer contacts are required to be updated each January and June. However, if you have a change in personnel 
or an email address change prior to the report update, feel free to update your information at any time using the 
employer desktop.

It is important that you notify TRS of changes in the contact person for your organization to ensure
receipt of important information. TRS communicates most frequently via email. We ask that you
please keep your email addresses current.

When designating contact persons, you can name one staff member to serve as the primary contact 
for more than one TRS division; however, two staff members cannot share the primary contact 
position.

Examples:
Acceptable  Mary is employed as a bookkeeper with Jones County BOE. She is the primary   
 contact for the ES Payroll contact type. 

Not Acceptable Mary is employed as a bookkeeper and Janice is the HR Coordinator with Jones   
 County BOE. They both are listed as primary contacts for the ES Payroll contact type. 

Acceptable Mary is employed as a bookkeeper with Jones County BOE. She is the primary   
 contact for the ES Payroll contact type and the ES Human Resources contact type.  

The Employer Services Division works with contacts from your payroll department. The payroll contact 
should be a staff member who processes and reports member contributions. The payroll contact will receive all 
correspondence and reports concerning TRS contribution reporting. 
If the payroll contact is not involved in your enrollment activities, you may choose to designate a separate HR 
contact.  Retirement and Member Services Divisions generally work with both your human resources (HR) and 
payroll contacts. Typically, the HR contact receives correspondence and questions about enrollment, employee 
eligibility, and employment status changes.
In the event we are unable to reach the designated contact who usually works with the assigned divisions, we ask 
that you designate a back-up contact to ensure timely responses to correspondences and inquiries. 
TRS also requires that you designate a contact person who is identified as an Administrator. The administrative 
contact should be the President, Superintendent, or other official responsible for making policy decisions. TRS 
will only contact this individual under special circumstances.
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Retirees Returning to Work

V. Hiring TRS Retirees 
Under certain terms and conditions, TRS retirees are eligible to be employed in a TRS-covered position on a 
part-time or temporary basis (see chart on page 88). All employment of a TRS retiree either directly or indirectly 
(i.e. temporary staffing company) must be reported to TRS prior the employment. TRS only accepts employment 
verification of a retiree via web-based reporting, with the exception of independent contractors. Employment 
verification is required for each fiscal year of employment and if at any time the retiree’s employment status 
changes. TRS reviews all retiree employment on a monthly basis, just as we do for our active members. 
 
Before returning to work in any capacity with a TRS-covered employer, the TRS retiree must have a break-in-
service of at least one full calendar month (e.g., last day worked: 5/15, effective retirement date 6/01, he or she 
cannot begin work until 7/01, at the earliest).  

If a TRS retiree is employed without a one-month break-in-service, the member’s retirement is 
voided.

TRS requires the employer to certify that, as of the date of employment termination, no verbal 
or written agreement exists that allows the employee to return to service, including service for an 
independent contractor.
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A General Note for Retirees Returning to Work in any Status:
Annual increases for retirees returning to work in TRS-covered positions cannot exceed the normal annual 
increase for an employer’s active work force.

FULL-TIME EMPLOYMENT
TRS retirees can work full-time and continue to receive monthly benefit payments under limited circumstances. 
Please refer to the Working After Retirement Table below for full-time return-to-work options.  

Full-Time Employment

Retiree Returning to Work Full-Time to:

Retired with 
TRS Pension 
from:

Board of 
Regents

Technical 
College System 
of Georgia

State Agency 
Other than 
Department of 
Education

Local BOE, 
Charter School 
& RESA

Library
State 
Department 
of Education

Board of 
Regents

NOT allowed, 
including switch 
to ORP.

Allowed under 
ERS.

Allowed under 
ERS.

Allowed under 
PSERS. Not allowed. Allowed under 

ERS.

Technical 
College 
System of 
Georgia

Allowed under 
ORP.

NOT allowed, 
including switch 
to ERS.

Allowed under 
ERS.

Allowed under 
PSERS. Not allowed. Allowed under 

ERS.

State Agency 
Other than 
Department 
of Education

Allowed under 
ORP.

Allowed under 
ERS.

NOT allowed, 
unless new 
position is with a 
different agency.

Allowed under 
PSERS. Not allowed.

Allowed for 
other state 
agencies 
other than 
Department of 
Education

Local BOE, 
Charter 
School & 
RESA

Allowed under 
ORP.

Allowed under 
ERS.

Allowed under 
ERS.

Allowed under 
PSERS. Not allowed. Allowed under 

ERS.

Library Allowed under 
ORP.

Allowed under 
ERS.

Allowed under 
ERS.

Allowed under 
PSERS. Not allowed. Allowed under 

ERS.

State 
Department 
of Education

Allowed under 
ORP.

Allowed under 
ERS.

Allowed under 
ERS.

Allowed under 
PSERS. Not allowed.

Allowed for 
other state 
agencies 
other than 
Department of 
Education
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PART-TIME EMPLOYMENT

Hourly

For TRS retirees who are employed in a part-time hourly position, there is a schedule of the maximum number of 
hours a retiree can work. See our website for annual updates.

Example:

Months

49% of 
Normal FT

Hours

July August September October  November  December

83 91 75 91 79 75

Months

49% of 
Normal FT

Hours

January February March April  May  June

83 79 83 87 87 79
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Example:
William Tell, a TRS retiree, is employed as a clerk with Harris County Schools. He worked 83 hours, 91 hours, 
and 75 hours per month during the months of July, August, and September respectively for the 2014 fiscal year. 
Mr. Tell received 49% of the normal full-time pay for the position he held. He must continue to work no more 
than the posted hours for each month and earn 49% or less of the full-time salary to continue receiving monthly 
retirement benefits from TRS, with the exception of full-time temporary work for a three-month period within a 
fiscal year.

Salaried
• The retiree can only receive forty-nine percent (49%) of the normal full-time compensation for the position 

held. This includes all supplements (e.g., coaching, band, etc.) 
• Time worked cannot exceed forty-nine percent (49%) of the normal full-time work status for the position. 

Please note that hours worked are no longer reported to TRS for salaried employees. 
• TRS or the Department of Audits can request payroll records for an audit at any given time.

Example:
Jonathan Peters, a TRS retiree, is employed as a professor at a local college.  If the Board of Regents requires a 
professor to work 15 semester hours at $7,000 per month for full-time employment, Mr. Peters can only work up 
to 7 semester hours at $3,430 per month for part-time employment in a 49% capacity.  

Part-Time Employment

TRS retirees are eligible to work part-time for multiple TRS-covered employers simultaneously 
without their monthly retirement benefits being affected.

Example:
Susan Parker is employed at Clay County Schools at 49% as a teacher; she is also employed at Walton County 
Schools at 49%. This would be deemed acceptable employment.
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Temporary Employment

TEMPORARY EMPLOYMENT

TRS retirees can work full-time and continue to receive monthly benefit payments if the retiree is employed 
in a temporary, full-time position for up to three calendar months within a fiscal year and is paid the normal 
compensation for the position. 

Example:
Carole Howard, a TRS retiree who retired on June 01, 2013, returned to employment with Burke County Schools 
as a part-time school teacher on August 01, 2015.  In January, February, and March, Ms. Howard worked full-
time to replace another teacher who was on medical leave and received the normal compensation for a full-time 
teacher. She is allowed to do this without affecting her monthly retirement benefit.  

Please note that temporary employment for TRS retirees is defined as a term of employment that 
does not exceed three months in any given fiscal year (July 1-June 30)



Other Allowable 
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OTHER ALLOWABLE EMPLOYMENT

TRS retirees may be employed in the following positions without their monthly retirement benefit being affected 
as long as certain guidelines are followed. 

1.  Classroom Aide (Paraprofessional)
A retiree can be employed as a classroom aide but only in a less than full-time capacity (up to 99%). The full-
time status for this position is determined by each individual school system.

Example:
Cynthia Dixon retired from Harris County Schools on June 1, 2013. On August 1, 2015, Ms. Dixon 
accepted a position as a classroom aide, working 39 hours per week. Harris County classifies a full-
time classroom aide position as 40 hours per week. Therefore, as long as Ms. Dixon works less than 
40 hours per week, whether it is 39 hours per week or 19 hours per week, she is within the guidelines 
for working after retirement and her retirement benefit will not be affected.

Note: Classroom Aide or Paraprofessional employed in a classroom may return-to-work in a less than 
full-time, but up to 99%, status. However, paraprofessional positions where employment is not within 
a classroom environment are bound by the 49% return-to-work rule. Examples of non-classroom 
employment include office personnel, information technology, media center, or human resources. 

2.  Substitute Teacher
Substitute classroom teaching is allowed on an unlimited basis at the normal daily rate of pay determined by 
each individual school system. The normal daily rate can vary based on location, system, education level/
experience, certification, and long-term vs. short-term substitute teaching. As long as the rate you pay is 
historically sound, the rate paid becomes the “normal daily rate.” For TRS purposes, please note that there is 
no longer a distinction between temporary and long-term substitute teaching. All other substitute positions 
are limited to three months full-time within a fiscal year (this includes anything other than classroom 
teaching).

3.   Adjunct Professor/Adjunct Instructor
Adjunct professor/instructor employment is allowed on an unlimited basis. 
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4. Combinations of Allowable Employment 
Some combinations of employment also are permitted without impacting a retiree’s pension.

Examples:

• Working up to 49% of normal full-time hours and full-time pay for Employer (A) AND 
working up to 49% of normal full-time hours and full-time for Employer (B).  

• Temporary, full-time employment (up to three months per fiscal year) AND then working 
up to 49% of normal full-time hours and full-time pay. Employers must report and pay 
the actual income earned in the month that the income is earned. Employers cannot add 
the temporary full-time pay to the 49% pay and then pay the retiree the monthly average 
amount over the course of the year. Furthermore, TRS allows employers to prorate summer 
pay. However, an employer may not pay prorated summer pay if the retiree works for the 
TRS employer during the months of prorated pay. Also, when the retiree changes status, 
i.e., from 49% to temporary full-time, or from temporary full-time to 49%, employers must 
report this change to TRS.

 Example: Assume normal full-time pay is $50,000 per year, and the retiree works for 7 
months at 49% time and pay, and for three months temporary at full-time pay, and with 
two months of prorated pay for summer break.

• For the 7 months at 49%: ($50,000 x 49%) / 12 = $2,041.67 per month
• For the 3 months at full time pay: $50,000/12 = $4,166.67
• For the 2 months prorated pay: $2,041.67 (the normal monthly salary based 

on the full year.  Note that you DO NOT use the full-time months of pay to 
compute the prorated summer pay.)

•     Combining teaching and a teaching supplement (such as coaching, band director, or choir 
director) such that the combined hours and pay do not exceed 49% of the combined normal 
full-time pay and normal full-time hours. In other words, add the normal full-time hours of 
the two positions and multiply the total by 49% to calculate the allowable hours and then 
add the normal full-time pay of the two positions and multiply the total by 49% to calculate 
the allowable pay. (NOTE: Working as an Athletic Director typically includes concurrent 
work as an athletic coach.  As such, combining the salaries and hours of these positions as 
described above does not apply.) 

Other Allowable Employment
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CONTRACTUAL EMPLOYMENT

1. Independent Contractor
An independent contractor is defined as someone whose work time and manner or method of work is not 
controlled by an employer.  Also, a contractor’s pay is not part of the employer’s regular payroll and taxes 
are not withheld by the employer. TRS retirees may engage in an independent contracting relationship 
with a TRS-covered employer under the following conditions:

• His or her compensation must be limited to one-half of either the average annual compensation 
used to calculate the retiree’s retirement benefit including the annual allowable cap for 
increases or the final annual compensation at the time of retirement, whichever is greater. 
For all TRS retirees who return to work as an independent contractor, TRS will use the 
average salary limitation adopted by the Board of Trustees each year for active members to 
determine the allowable increases in salary when computing compliance for return to work.

• A copy of the contract must be submitted to TRS prior to the effective date of employment.

• If an employer hires a TRS retiree in any capacity as an independent contractor without a 
one-month break-in-service, the retiree’s retirement is voided.

• If an independent contractor has contracted services to more than one TRS-covered employer, 
TRS will evaluate each contract separately.  The compensation from each employer cannot 
exceed the salary limitations listed above.  

2. Employed by an Entity Doing Business with a TRS-Covered Employer
TRS retirees may be employed by an entity (e.g., partnership or corporation) doing business with a TRS-
covered employer under the following conditions: 

a) If Employed as an Independent Contractor:
• Retiree’s compensation is limited to one-half of either the average annual compensation 

used to calculate his or her retirement benefit or the final annual compensation at the time of 
retirement, whichever is greater. 

• A copy of the contract must be submitted to TRS prior to the effective date of employment.
• If an independent contractor has contracted services to more than one employer, TRS will 

evaluate each contract separately.  The compensation from each employer cannot exceed the 
salary limitation listed above.
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b) If Employed as an Employee:
• Retiree’s compensation for a TRS-covered position is limited to one-half of either the 

average annual compensation used to calculate his or her retirement benefit or the final 
annual compensation at the time of retirement, whichever is greater.

• If an employer hires a TRS retiree to work in a capacity that would normally be held by a 
teacher, whether employed directly or indirectly, the retiree is still subject to the return-to-
work provisions outlined in Georgia law.  Examples of indirect employment include working 
through an independent contractor or temporary employment agency.

• In the case of employment through a temporary employment agency, even though the 
employer’s payment is made directly to the temporary employment agency for the retirees’ 
salaries, the employer must report the retirees’ employment to TRS and include the total 
salary paid to the staffing agency for such employment.  TRS will audit these retirees and 
their corresponding salaries for compliance and notify the employer if the employment status 
is allowable.

• TRS works in cooperation with the Georgia Department of Audits and Accounts (DOAA) to 
determine final compliance for TRS retirees returning to work for a TRS-covered employer. 
Should a discrepancy exist between the audit performed by DOAA and the information 
submitted to TRS, the employer may be liable to TRS for all benefits, plus interest, wrongly 
paid to any TRS retirees during the employment. 

Hiring TRS  
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Disability Retiree

DISABILITY RETIREE
TRS-covered employers who plan to hire a disability retiree should consult with TRS prior to making this decision. 
While on disability retirement, members must report ALL employment (including self-employment) to TRS, as 
disability benefits could be reduced or terminated. Retirees should also notify the employer of their status as a 
disability retiree. As a TRS disability retiree, the retiree has a restriction on all income received. TRS will review 
each scenario on a case-by-case basis.  A retiree’s disability status can be reviewed by TRS at any time. 

A TRS reporting employer must complete the online employment verification process. The retiree’s disability 
benefit plus the compensation being paid for the employment cannot exceed the current compensation for the 
position held at retirement.  
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Checklist for Hiring TRS Retirees

1. During the hiring process, determine if the potential employee is a TRS retiree.  This can be done via 
the employment application or during the interview process.  Please check resumes closely for past 
TRS employment.  Employment for all TRS retirees must be reported to TRS. When you enter names 
online, you will know the person was under TRS if his or her name populates in the system after 
entering the Social Security number.

2. Prior to hiring a TRS retiree in either a full-time, part-time or temporary position, you must submit 
employment verification to TRS via web-based reporting.  

3. Before returning to work in any capacity in a TRS-covered position, TRS retirees must have a break-
in-service of at least one month (e.g., a retiree’s retirement is July 1, employment cannot begin until 
August 1, at the earliest).

4. You must submit employment verification via the web for TRS retirees who work for you at the 
beginning of each fiscal year and when there is a change in their employment status.

5. Georgia law prohibits a TRS member and employer from entering into either a verbal or written 
employment agreement prior to the member’s retirement/last day of work. If it is determined that an 
unlawful employment agreement has been entered into by a TRS member and employer, the member’s 
retirement will be revoked and all benefits paid to the member will be due to TRS. The member would 
then have to reapply for retirement.

6. A TRS retiree may work full-time and receive normal full-time pay for three months or less in a fiscal 
year if he or she is employed in a TRS-covered position. Up to three months employment in a fiscal 
year is considered temporary employment. 

7. A TRS retiree may be hired as an independent contractor by a TRS-covered employer. The employer is 
required to submit a copy of the contract to TRS prior to the retiree’s date of employment. Completion 
of employment verification via web-based reporting is not required. An independent contractor’s 
compensation is limited to the higher of one-half of the average salary used to calculate his or her 
retirement benefit or one-half of the final annual salary at retirement.

8. If a TRS retiree returns to a TRS-covered position one-half time or more, outside of acceptable full-
time employment as previously described, he or she can choose to either suspend or terminate his or 
her retirement benefit. A retiree may choose to terminate instead of suspend his or her retirement if it 
is to the retiree’s advantage to accrue additional service credit and salary in an effort to increase his or 
her benefit upon re-retirement.

9. Your system is ultimately responsible for any funds paid to a TRS retiree who is improperly employed 
and not in compliance with Georgia law and TRS policy. Employers should also be prepared for audits 
at any given time conducted by either TRS or the Department of Audits. 

Hiring TRS Retirees
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Suspending or Terminating Retirement
If a TRS retiree returns to a TRS-covered position one-half time or more, outside of acceptable full-time 
employment as previously described, his or her TRS pension will cease. 

If a retirement benefit is stopped, the retiree can choose to suspend or terminate his or her retirement benefit. If 
the retiree does not choose between suspending and terminating, then termination of the retirement benefit is the 
default.

Please ask retirees to consult with TRS before making a decision since their choice will impact their benefit at 
re-retirement.

1. SUSPENDING

If a TRS retiree chooses to suspend his or her benefit, he or she can work one-half time or more and the 
following will take place:

• TRS benefit payments will stop.
• No employee contributions by retiree will be made to TRS.
• No employer contributions will be made to TRS.
• No additional service credit accrued.
• No cost-of-living adjustments (COLA) will be attributed to the retirement benefit during suspension.
• No changes may be made to the retirement plan or beneficiary designation.
• When the retiree stops working in the TRS-covered position, the benefit received prior to the 

employment in retirement resumes and COLAs start in January and July.
• The employer must certify the retiree’s last date of employment via a separation notice prior to TRS 

reestablishing the retiree on payroll for retirement benefits.

2. TERMINATING

If a TRS retiree chooses to terminate his or her benefit, he or she can work one-half time or more and the 
following will take place:

• TRS benefit payments will stop.
• Retiree becomes an active TRS member again.
• Employer and employee contributions are made to TRS based on the employee’s earnable compensation.
• Service credit is accrued.
• No cost-of-living adjustments (COLA) will be attributed to the retirement benefit during period of 

termination.
• When the retiree stops working in the TRS-covered position, he or she retires for the second time. 

TRS refers to this as “re-retirement.”  At that time, changes may be made to the retirement plan and 
beneficiary designation. 

• At re-retirement, retiree’s retirement benefit is recalculated. 
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Recalculation of Retiree’s Retirement Benefit
A retiree may choose to either repay or not repay his or her retirement benefits received prior to the time retirement 
is terminated and his or her TRS membership begins again. 

1. Repayment of Retirement Benefits:

• Retiree must pay back all benefits received during retirement.
• New benefit calculation is based on all TRS creditable service years.
• Retiree must be re-employed for a minimum of two years.

2.  No Repayment of Retirement Benefits:

• Retirement benefits are not repaid.
• New benefit calculation is based on original retirement benefit plus calculation of benefit using 

additional years of TRS active, creditable service at retirement.
• Retiree must be re-employed for a minimum of four months.

3. Merged Accounts:

• Return to work prior to age 50.
• Retirement benefits are not repaid.
• New benefit calculation is based on all TRS creditable service years.

Hiring TRS  
Retirees
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VII.  Hosting a TRS Event
Planning for retirement needs to be a priority for our members—the earlier they start, the better off they will be!!

If they are planning to retire in the near future, how will they make the most of their freedom, choice, and 
opportunities available to them? 

How much thought has been given to the lifestyle transitions that retirement will bring?  Are the members aware 
of the potential pitfalls associated with retirement and do they have strategies to overcome them?  How will they 
make the choices prior to and during retirement they need to make in order to create a successful retirement?

In order to assist the member with retirement planning, we offer a full array of outreach services, which are 
described in this section. We also included procedures to follow so that you can take advantage of these services, 
which are provided at no cost to you.

Hosting a TRS Event
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Hosting an Event
Thank you for hosting an outreach event with the Teachers Retirement System of Georgia!  We appreciate the opportunity to 
come to your location and meet with TRS members from your location and from locations nearby.  Feedback from members 
who have attended our workshops and one-on-one counseling sessions has been overwhelmingly positive and we are sure 
that your experience for your attendees will be the same!  

To make hosting an event easy and trouble free, we created this short outreach guide.  If you have questions regarding 
the information in this guide, please contact the Retirement Planner(s) listed on the Outreach Worksheet emailed 
to you. If for some reason you are not able to reach the Planner(s), please contact Mike Zarem at (404) 425-6616 or  
mike.zarem@trsga.com. 

Please fully complete the TRS Event Worksheet. (A copy of the worksheet is included in this section.) The information 
on this sheet will enable us to post your event on our website so that members can register online for workshops and/or one-
on-one counseling sessions. Please note that if we do not have all the information, your event cannot be posted. 

Steps for online member registration are included on the outreach promotional flyers, which you can use to promote 
the event within your location or school system. (Copies of the flyers are also in this section.) Simply type your event-
specific information onto the applicable form, which is a .pdf file and then print the flyer for communication boards and/or 
email the flyers to your staff.   We recommend you promote the event as soon as you have received confirmation from 
TRS that the event is posted online. Your event is posted to our website so other TRS members who visit our site can 
register and come to your event.  We can also schedule a second, follow-up event if you have an overflow of demand for 
one-on-one counseling sessions.

Members register online separately for workshops and for one-on-one counseling 
sessions, both of which are described in the following pages.

Presentations (Workshops)
Presentations (also known as workshops) are conducted by one of our Retirement 
Planners or the Communications Manager. The format is a PowerPoint show, which 
we try to keep fun and interesting by including two-way communications with 
members.  Our Retirement Planners bring the following equipment: a laptop, 
projector, and extension cords.  However, we do not bring a projection screen, so 
please have one available for your workshop event(s).

If you already have presentation equipment in place at your location(s), we will 
be happy to use it if we can.  Please have a media specialist available if you have 
sophisticated equipment, such as a sound room, special stage lighting, or not-so-
obvious computer hook-up procedures.

A Typical Schedule for a 
Three Day Event:
Tuesday Workshop at 
3:30 PM, ending at 4:30 PM or 5:00 PM depending 
on the number of questions.
(You provide the projector screen, we 
provide the laptop, projector, extension 
cords, etc.)

Wednesday Counseling from 
8 AM to 4 PM, ending at 5:00 PM
(Ethernet or wireless connections needed)

Thursday Counseling from 
8 AM to Noon, ending at 1:00 PM
(Ethernet or wireless connections 
needed)

TRS Employer Event Guide
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As the host, you decide the best time to conduct the workshop and that’s when TRS will be there for you.  The most 
common start time is 3:30pm to 4:00pm when the school day is over and when there is enough time for your staff to 
get from their school to wherever the workshop is held.  When your workshop is part of our full, 3-day pre-retirement 
program, the workshop is typically held on a Tuesday, with counseling on Wednesday and Thursday.

Workshop Types
We offer new-member, mid-career, and pre-retirement workshops to address the needs of each group.  We would be happy 
to conduct multiple workshops at your location to reach each audience, or you may decide to bundle everyone together for 
one presentation, if that meets your needs best.

New-member workshops are for staff that are not vested yet, which means they have less than 10 
years of service with TRS. 

The presentation typically lasts 45 to 60 minutes with questions and answers. If your agenda 
does not permit this length of time, we can squeeze it to 30 minutes, but this leaves out 
useful information for your attendees.
• Content includes basic TRS benefit information, the basics of retirement plans, how TRS 

fits into their overall retirement picture, and the basics of  personal financial literacy, 
including defined contribution plans.

• We focus on the value of having a TRS retirement benefit, with the goal of helping 
you retain your new teachers.  

Mid-career workshops are for staff with 10 to 20 years of creditable service with TRS.

• Presentations typically last 45 to 60 minutes with questions and answers.
• Content includes TRS benefit basics and details on service purchases. Some time is 

devoted to risk management and asset protection.
• This workshop could be used if your attendees are in various career stages.

Pre-retirement workshops are for staff within 5 years of retirement eligibility. Eligibility to retire 
occurs when a member has a minimum of 10 years of service and is at least 60 years old, or when 
the member has 30 years of service at any age.

• Presentations typically last 60 to 90 minutes with questions and answers.
• TRS offers this workshop as either a single outreach event or in conjunction with one-

on one counseling sessions where Retirement Planners come to your site and generate 
individual benefit estimates.

• Content includes the benefit formula, a description of options, service purchases, 
benefit calculations, sick leave, beneficiary designations, online retirement 
applications, and supplemental paperwork processing.
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Workshop Registration

Workshop online registration is a quick and easy process. Staff must sign up for or have an existing TRS 
account to register for any of our workshop or counseling sessions. They may register or log in to their 
accounts at www.trsga.com. Further event registration details are available on the flyers. Please contact our 
Call Center for any technical log in/account difficulties.

One-on-One Pre-Retirement Counseling Sessions
TRS is pleased to make available one-on-one pre-retirement counseling sessions 
at host-employer locations.  Members no longer have to drive to Atlanta for this 
service; however, TRS still offers counseling services in Atlanta (just north of 
downtown at Interstate 75 and Northside Drive).  If a staff member wishes to make 
an appointment in our Atlanta office or schedule a phone session, please have them 
call and arrange a counseling session through our Call Center at (404) 352-6500 or 
(800) 352-0650. 

Typically, counseling is offered as a component of a pre-retirement program that 
extends over a 3-day period.  The first day, which is a normally a Tuesday, we conduct the pre-retirement 
workshop at the time you select.  All day Wednesday and half the day on Thursday we would conduct 
counseling at the location(s) you designated on the TRS Event worksheet.  

Note: If possible, we prefer that each Retirement Planner has a separate room in order to protect the 
member’s privacy.

Counseling begins at the start of each hour and lasts up to 50 minutes per registered member.  Wednesday sessions 
start at 8:00 am.  If possible, Retirement Planners would like to meet with your event contact at 7:30 am on 
Wednesday to discuss logistics for counseling. A lunch break is scheduled on Wednesday from 1:00 pm to 2:00 
pm and the last session begins at 4:00 pm. On Thursdays, we start again at 8:00 am, with the last session starting 
at 12:00 pm.  This enables us to provide you with 26 one-on-one sessions in a typical program.  If you need an 
alternative schedule, we can discuss options with you.

Counseling Registration

Counseling registration is an easy process. Staff must sign up for or have an existing TRS account to register 
for any of our workshop or counseling sessions. They may register or log in to their accounts at www.trsga.
com. Further registration details are available on the flyers. Please contact our Call Center at (800) 352-0650 for 
any technical log in/account difficulties.

Once the counseling event is posted to the TRS website, time slots are awarded on a first-come, first-served basis 
to eligible members. Members must be within 5 years of retirement (25 years of service at any age OR age 
55 and above) to be eligible for a counseling event.  The registration system automatically verifies a member’s 
eligibility for counseling. Once a particular time slot is fully booked, the system will not offer that time slot to 
anyone else. Members who register will receive a system-generated, automatic email confirmation that lists the time 
and location of their counseling session.  The system also allows members to cancel, which opens the time slot back up.  
Online registration closes five (5) business days prior to the scheduled date of the event.
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During the registration process, a member can request up to two specific benefit 
estimates based on assumptions the member provides online.  We capture 
the member’s anticipated retirement date, anticipated service purchases and 
unused sick leave credit, as well as beneficiary information.  During an actual 
session, the member may present alternative scenarios and we will generate 
additional estimates.

Registration Difficulties

If members are having difficulties registering for a TRS account, counseling 
session, or workshop, please have them contact our Call Center at (800) 
352-0650. A TRS representative will help them set up their account or let our 
IT department know of any technical issues. Please remind your staff that they 
must be eligible to register for a pre-retirement one-on-one session and that 
once registration closes for an event, it will no longer appear on the upcoming 
event list. Counseling registration usually closes five business days before the 
event and workshop registration usually remains open until the day of the event. 

Sessions for Members That Have Not Registered

An eligible member who has not registered for a session could be seen on a 
walk-in basis under the following circumstances:

•	 The event host maintains a list of members who want a walk-in 
appointment, which includes their name and a daytime contact number, preferably a cell phone number, and email 
address.

•	 The list is given to the Retirement Planners prior to sessions starting on the counseling sessions days, Wednesday 
and/or Thursday.

When these conditions are met, the Retirement Planner, time permitting, will place phone calls and offer a walk-
in appointment, starting from the top of the list.   If you permit, members on your list could wait in a designated 
common area for an available walk-in appointment, but the process needs to be controlled through the event host so 
that it’s fair and so that sessions are not interrupted.  

We would use this call list when any of the following occurs:
•	 A time slot remained open when online registrations closed.
•	 A last-minute cancellation was received.
•	 The registered member does not show up within 20 minutes of the scheduled start time.

We regret that we are not able to properly counsel multiple members during any given 50-minute time slot, although the 
member may bring a guest to the session, such as a spouse, provided that you present a signed information release form.  

We appreciate your assistance in helping us to maintain a professional and well-managed event for your staff members.  
Walk-in members that we are unable to accommodate may register for another session at a later date, or they may schedule 
a visit to our Atlanta office.  Also, counseling may be provided over the phone. Please contact our Call Center.

Things to know about 
the member registration 
process:

Once you log in under your 
account, you will only see the 
counseling events if you are 
within 5 years of retirement 
eligibility (25 years of service OR 
age 55 and above).

Pre-retirement Workshop 
registration is open to members 
within 10 years of retirement 
eligibility.

Once members register for an 
event, it will no longer appear 
on their upcoming event 
list. It will appear under their 
“Registration History”  Tab.

Counseling Registration (continued)
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Information Technology Requirements for Counseling
For a successful counseling event, we have the following technical requirements:
1. Access to 3G or 4G wireless networks via Verizon air cards.  If the retirement planners are not able to use their air 

cards, they will need access to the Ethernet.  

2. Ethernet connections (one or more): Retirement Planners bring laptops to your location and use them to access 
the TRS database using Ethernet connections. These connections are high-speed Internet connections; they are 
common within school systems and other educational entities. Physically, Ethernet connections are like a phone jack 
in the wall, except that an Ethernet connection is wider. We will need one connection per Retirement Planner, which 
normally means we need two connections, preferably in two different rooms for privacy reasons.

3. Wireless connections: if the Retirement Planners are not able to utilize Ethernet connections, they will need access 
to a wireless network.  This will require your IT department to configure the wireless connections on the Retirement 
Planners’ laptops in order for them to be able to utilize the TRS database via the Internet.  These wireless connections 
may be removed from the laptops by your IT staff, if required, prior to the Retirement Planner leaving the premises.

4. Ethernet or Wireless Connections: Your firewall must be configured to allow the Retirement Planners to browse 
to https://citrix.trsga.org.  This only requires outbound port 443 to be open.  Some IT departments only allow for 
a direct connection to the TRS website.  If this is the case, please use the “NSLOOKUP” command to determine the 
current IP address of the website.  This may change as needed.

TRS is committed to the safety of your employees’ personal information and will take all steps necessary to ensure 
the security of this information.

Miscellaneous Events
TRS Update Show: TRS outreach conducts a 20-30 minute update presentation (without slides) that contains 
high-level membership, financial, and legislative information. If this content suits your event needs, we would be 
happy to attend and be part of your agenda.  Please contact Mike Zarem, Communications Manager, at 404-425-
6616.

Seminar – Half Day: TRS outreach coordinates and presents at three-hour long seminars six times per year that 
include speakers for Estate Planning, Social Security, and TRS.  TRS coordinates the facility and beverage service 
and also does email blast invitations to members within 10 years of retirement eligibility who live within 90 miles 
of the event location.  If you have facilities that would accommodate up to 200 or more attendees and you would 
like to host a seminar, please contact Mike Zarem at the number above.

Seminar – Other Formats: If you have invited your school system’s 403(b) provider or benefit consulting firm 
to present at your system and you would also like TRS to attend and be on the agenda, please contact Mike Zarem 
at the given number. 

Benefit Fairs: If your school system is hosting a benefit fair and you would like TRS to attend, please contact 
your respective outreach contact within the Communications Division.

We look forward to coming out to your event! Again, thank you for being a host employer.  Please fully 
complete the Event Hosting worksheet and then we can “get the show on the road!”
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You are invited to attend 
a Teachers Retirement System of Georgia’s

Pre-Retirement Workshop
Date & Time: 
Location:

Questions? Contact:

Retirement is within reach and it’s time to get serious about it! This 
workshop will provide you with the information and resources you 
need to help you map out your retirement plan. We look forward to 
meeting you and welcome your questions and feedback! 

What you’ll learn at this 1-hour workshop:
•	 Planning	your	retirement	-	date,	finances,	etc.
•	 Retirement	plans	and	benefits	-	survivorship	plans,	partial	lump

sum option.
•	 The	importance	of	naming	beneficiaries.		
•	 Calculating	your	benefit	-	the	benefit	formula.	
•	 Applying	 for	 retirement	 -	 easy	 steps	 to	make	your	 retirement	

seamless. 
•	 Benefit	payments	-	including	cost	of	living	adjustments.	
•	 Working after retirement.
•	 Legal	considerations	and	financial	planning.	
•	 Resources to help you be successful.

TRS Pre-Retirement
        Workshop

To register, follow these easy steps:
1. Visit www.trsga.com.
2. Click on Account Login link in the upper navigation bar.
3. Select	“Active	Member”	and	proceed	to	the	Account	Login	page.
4. Register for and/or log in to your TRS account. 
5. Click on Register for an Event.
6. Pick	the	event and time of your choice. You will receive an automatic  
	 e-mail	confirmation	upon	your	successful	registration.

To learn more, go to www.trsga.com. Click on “Events” in the upper 
navigation bar, and select Pre-Retirement Workshop.

Providing a future you can depend on

Worksheet
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 You are invited to attend 
a Teachers Retirement System of Georgia’s

One-On-One Pre-Retirement 
Counseling Session

Date & Time: 
Location:

Questions? Contact:

To learn more, go to www.trsga.com. Click on “Events” in the upper 
navigation bar, and select Pre-Retirement Counseling Session.

Providing a future you can depend on

TRS Pre-Retirement
        Counseling

After you attend one of our pre-retirement workshops, we encourage you 
to meet one-on-one with one of our experienced retirement counselors. 
We offer this service to all members within 5 years of retirement, with 
priority given to those within 2 years. 

This 50-minute session will allow you to:
•	 Receive	individual	benefit	estimates.	
•	 Receive	detailed	information	about	TRS	retirement	options.	
•	 Receive	more	in-depth	information	about	purchasing	service.	
•	 Ask	very	specific	questions	about	your	individual	situation.
•	 Bring	a	guest	with	you	to	listen	and	ask	questions.	

We look forward to meeting you and welcome your questions and 
feedback!

To register, follow these easy steps:
1. Visit www.trsga.com.
2. Click on Account Login link in the upper navigation bar.
3. Select	“Active	Member”	and	proceed	to	the	Account	Login	page.
4. Register	for	and/or	log in to your TRS account. 
5. Click on Register for an Event.
6. Pick the event and time of your choice. You will receive an        
	 automatic	e-mail	confirmation	upon	your	successful	registration.

Teachers 
Retirement
System of 
Georgia 
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Pre-Retirement
RChecklist

24 months
to
retirement

q Familiarize yourself with TRS benefits:
n Visit www.TRSGA.com
n Read the Member’s Guide.
n Pay close attention to the 7 TRS retirement plan options, sick leave credit, beneficiary issues, and service 

credit purchases.
q Review your online TRS Membership Statement and the information contained in your online TRS 

account for accuracy and consider whether any service is available for purchase. If you find an error, 
contact TRS.

q Obtain a TRS retirement benefit estimate: 1) go to the Generate Benefit Estimate tab in your online TRS 
account (pulls real data from your account); or 2) call TRS to request one.

q Request an estimate of your retirement benefits from the Social Security Administration.
q Evaluate your other investments. When will these funds be available? What are the withdrawal options: 

lump-sum or recurring payments?
q Review your current living expenses and project what these will be at retirement. Will your income from 

all sources cover your projected expenses?
n This is the time to begin preparing a retirement budget.
n Consider hiring a Certified Financial Planner or other licensed financial advisor for individual advice 

on meeting your retirement goals.
n In general, financial experts state that people need between 80% and 90% of their current income 

to maintain their standard of living in retirement. This includes your TRS benefit, Social Security 
benefit, defined contribution account (e.g., 403(b)), personal savings and investment income, and 
any income you may earn from working in retirement. Depending on your retirement goals, the 
income replacement you need can vary.

q Anticipate new or recurring expenses (e.g., car, medical, home repairs) and consider paying off some of 
these debts before you retire.

q Consider your tax situation. How much will you be required to pay in income taxes? Are there any 
special tax breaks on retirement income where you will live or when you reach a certain age?

q Time your retirement to fit your goals. Consider these items:
n The time from your last paycheck to your first pension payment.
n The date of your first potential cost-of-living-adjustment (COLA).
n If you participate in a flexible benefits programs such as dental or life insurance, consider how your 

date of retirement will affect these benefits.
q Attend a half-day seminar sponsored by TRS with speakers on important topics, which may include:

n Social Security
n Estate Planning
n TRS
n State Health Benefit Plan
n Board of Regents Health Plan
Check the TRS website for dates and locations throughout the State, and to register online.
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18 months
to
retirement

q Research medical insurance for you and your family and verify your post-retirement eligibility.

q Depending on where you work, contact either the State Health Benefit Plan or the Board of Regents 
Health Plan for information on continuing your health coverage in retirement.

q Go to www.medicare.gov for information on Medicare. Medicare typically starts at age 65 for most 
individuals. Depending on your situation, however, you might not actually enroll in traditional Medicare 
coverage. For example, a Medicare Advantage plan may be available.

q Consider long-term care insurance coverage for the high costs associated with nursing home care.

q Evaluate your life insurance needs in comparison to your coverage and consider any conversion rights, 
which would allow you to carry that coverage into retirement.

q Review your estate plan and make sure your will, trust, and/or power of attorney is up-to-date. 
Understand how your assets pass to others under state law.

q If you are purchasing service credit, plan it so your purchase will be paid in full prior to your retirement 
date. To count as creditable service, all service purchases must be completed before you retire.

q Attend a pre-retirement workshop sponsored by TRS (if you have not already attended a half-day seminar).

12 months
to
retirement

q Request another estimate from the Social Security Administration.

q Schedule a one-on-one counseling appointment with TRS. During this appointment, you will receive a 
benefit estimate and the opportunity to ask questions and receive information specific to your retirement. 
You are more than welcome to bring your spouse, or a guest, with you. You may make an appointment 
at the TRS Atlanta office or login to your TRS account for a listing of counseling appointments available 
across the state.

6 months
to
retirement

q If you have any questions about your TRS benefit, now is the time to get them answered. A TRS 
representative can be reached by calling (404) 352-6500 or (800) 352-0650 (outside metro-Atlanta).

q Now it’s time to decide which TRS retirement plan option is best for you. Once you have decided on a 
retirement plan option and date, you can complete and submit your retirement online at www.TRSGA.
com.  Your online application includes a section where you will indicate whether or not you wish to 
pursue unused sick leave credit with any previous TRS-covered employer and your last TRS-covered 
employer.

Pre-Retirement
RChecklist
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6 months
to
retirement continued

q If you plan to work after you retire from TRS, make sure you read and understand the criteria listed in 
the “Working After Retirement” section of our website. All TRS-covered employment must be reported 
to TRS, as these earnings could affect your TRS pension and/or Social Security benefits.

q Locate and make copies of acceptable photo identification (must show date of birth) for yourself and all 
of your beneficiaries. You will need to include the copies when you send in your retirement application 
summary sheet to TRS.

3 months
to
retirement

q Ensure that any service credit for which you are eligible to purchase is paid for prior to your retirement 
date. You will not be permitted to purchase any service credit once you retire.

q If you have not submitted your online TRS retirement application, along with the other forms required 
for TRS to process your retirement, please do so now.  Please submit your application no earlier than 6 
months, but no later than 2 months, prior to your anticipated date of retirement if you want to receive 
your first check on time. Waiting could cause a delay, especially if an unexpected issue arises. To avoid 
losing any benefits, TRS must receive your application by the last day of the month in which you retire.

q Notify your personnel office of your intent to retire. Note that when you apply to retire online, your 
employer gets an email notice of your intent to retire and a request for related personnel information.

q Contact the State Health Benefit Plan or Board of Regents Health Plan again to see if any plan provisions 
or rules changed that you would need to know about prior to your retirement.

! retired
at
last
q Your first check will be mailed out around the middle of the month of your effective retirement date. 

All subsequent checks will be electronically deposited to your account on the 1st business day of each 
month. You should receive your retroactive sick leave benefit, if applicable, within 1-2 months after 
retirement.

q If you decide to work for a TRS-covered employer while receiving a retirement benefit from TRS, you 
must contact our office prior to employment.  Any earnings could affect your TRS pension and/or Social 
Security benefits. By law, you may not have verbal or written communications with a TRS-covered 
employer about returning to work until on or after your effective date of retirement.

Pre-Retirement
RChecklist
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TRS Forms

Form Name Number
30-Day Waiting Period Waiver WAV
Address Verification Form TR-28
Affidavit of Residency* TRS-3/09
Application for Beneficiary Withdrawal TRS-13B
Application for Beneficiary Withdrawal Death of a Retiree BWA
Application for Refund of Contributions* TRS-13
Application for Survivors Benefits TRS-10C
Beneficiary Application for Benefit Option 2,3, or 4 TR-36
Certification and Information Release Authorization* TR-30
Certification of Georgia Private School Employment TR-38
Certification of Georgia Service TRS-3
Change of Designation of Beneficiary-Retirees TR-63
Contact Authorization TR-45
Correction Advice Form (CA-3) CA-3
Declining Service Purchase Form 
Designation of Multiple Beneficiaries* MB-1
Divorce of Retired Member* TR-49
Election to Decline TRS Membership* TR-43
Election to Discontinue Monthly Contributions* TR-44
Electronic Funds Transfer (EFT) of Retirement Benefit EFT
Employment Verification for a Retiree Returning to Work TR-47
Employment Verification for Disability Retirees
Federal Tax Form (W4-P) W4-P
Hospital/Clinic Report DB-6
Member’s List of Disability Information DB-4
Membership Election of Vested Members of TRS or ERS* TR-52
Multiple Change Request* TRS-2B

The following forms can be downloaded from our website, www.trsga.com

LIST OF FORMS/PUBLICATIONS ON TRS WEBSITE

VII. Forms
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Form Name Number

Option 4 Beneficiary Designation OPT-4

Out-of-State Teaching Certificate* OS4

Partial Lump-Sum Option Plan Rollover TR-33

Physicians Report DB3

Psychiatrist’s, Psychologist’s or Counselor’s Report DB-5

Request For Direct Rollover* TR-34

Request for Indirect Rollover TR-35

Retirement Certification Report* TRS-8

Return to Work Agreement*

Retirees Suspending or Terminating Benefits*

Sick Leave Certification* SKL

Special Tax Notice Regarding Lump-Sum Distribution 4 Page Notice

State of Georgia Tax Form G-4P

Summarization of Monthly Benefit Report RP800

Waiver of 65/40 Mandatory Requirements* TRS-WC-1

Downloadable/Printable Publications Located on the Web

• Member's Guide: An Overview of TRS Benefits
• TRS Comprehensive Annual Financial Reports
• TRS Popular Annual Financial Reports

LIST OF FORMS/PUBLICATIONS ON TRS WEBSITE (CONT.)

*A sample of this form is provided in this guide.
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       To Be Completed by Member -- please print clearly and mail notarized form to TRS.

TRS_11/22/11

__________________________________________________   
Signature of Applicant      
  
__________________________________________________
Printed Name of Applicant

Teachers
Retirement
System of 
Georgia

Affidavit of Residency

By executing this affidavit under oath, as an applicant for a(n) public retirement system monthly benefit payment, as 
referenced in O.C.G.A. § 50-36-1, from the Teachers Retirement System of Georgia, the undersigned applicant verifies 
one of the following with respect to my application for a public benefit:

Your Information
Please print or type all 
personal information.

Acceptable Forms of ID
Please see the back 
of this form for a list of 
acceptable forms of 
identification.  

__________ ____________________________   ________________     __________
Title (Mr, Ms etc.) Last Name  First Name Middle Initial

(_______)__________________     ______________________ __________
Phone Number (daytime)   Date of Birth (mm/dd/yy) Gender (M or F)

______________________________________________________________________
Street Address (home address)

_________________________     __________ _______________
City  State Zip Code

The undersigned applicant also hereby verifies that he or she is 18 years of age or older and has provided at least one 
secure and verifiable document, as required by O.C.G.A. § 50-36-1(e)(1), with this affidavit.

The secure and verifiable document provided with this affidavit can best be classified as: 
_________________________________________________________________________________________________.

In making the above representation under oath, I understand that any person who knowingly and willfully makes a false, 
fictitious, or fraudulent statement or representation in an affidavit shall be guilty of a violation of O.C.G.A. § 16-10-20, and face 
criminal penalties as allowed by such criminal statute.

 I am a United States citizen. 

 I am a legal permanent resident of the United States.

 I am a qualified alien or non-immigrant under the Federal Immigration and Nationality Act with an alien number issued 
by the Department of Homeland Security or other federal immigration agency.

 My alien number issued by the Department of Homeland Security or other federal immigration agency is:  

______________________________.

___________________________
Social Security Number

Executed in _______________________ (city), _______________ (state).

SUBSCRIBED AND SWORN BEFORE ME ON THIS THE 
________ DAY OF ___________________, 20________

_____________________________________________
NOTARY PUBLIC
My Commission Expires: 

Affidavit of Residency - Page 1 of 2
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Teachers
Retirement
System of 
Georgia

Affidavit of Residency

 Secure and Verifiable Documents Under O.C.G.A. § 50-36-2

 The following list of secure and verifiable documents, published under the authority of  O.C.G.A. § 50-36-2, contains 
documents that are verifiable for identification purposes, and documents on this list may not necessarily be indicative of 
residency or immigration status. 

•  A United States passport or passport card [O.C.G.A § 50-36-2(b)(3); 8 CFR § 274a.2].
•  A United States military identification card [O.C.G.A § 50-36-2(b)(3); 8 CFR § 274a.2].
• A driver’s license issued by one of the United States, the District of Columbia, the Commonwealth of Puerto Rico, 

Guam, the Commonwealth of the Northern Marianas Islands, the United States Virgin Island, American Samoa, 
or the Swain Islands, provided that it contains a photograph of the bearer or lists sufficient identifying information 
regarding the bearer, such as name, date of birth, gender, height, eye color, and address to enable the identification 
of the bearer [O.C.G.A § 50-36-2(b)(3); 8 CFR § 274a.2].

•  An identification card issued by one of the United States, the District of Columbia, the Commonwealth of Puerto 
Rico, Guam, the Commonwealth of the Northern Marianas Islands, the United States Virgin Island, American 
Samoa, or the Swain Islands, provided that it contains a photograph of the bearer or lists sufficient identifying 
information regarding the bearer, such as name, date of birth, gender, height, eye color, and address to enable the 
identification of the bearer [O.C.G.A § 50-36-2(b)(3); 8 CFR § 274a.2].

•  A tribal identification card of a federally recognized Native American tribe, provided that it contains a photograph of 
the bearer or lists sufficient identifying information regarding the bearer, such as name, date of birth, gender, height, 
eye color, and address to enable the identification of the bearer. A listing of federally recognized Native American 
tribes may be found at http://www.bia.gov/WhoWeAre/BIA/OIS/TribalGovernmentServices/TribalDirectory/index.
htm.  [O.C.G.A § 50-36-2(b)(3); 8 CFR § 274a.2]. 

•  A United States Permanent Resident Card or Alien Registration Receipt Card [O.C.G.A § 50-36-2(b)(3); 8 CFR § 
274a.2].

•  An Employment Authorization Document that contains a photograph of the bearer [O.C.G.A § 50-36-2(b)(3); 8 CFR 
§ 274a.2].

• A passport issued by a foreign government [O.C.G.A § 50-36-2(b)(3); 8 CFR § 274a.2].
•  A Merchant Mariner Document or Merchant Mariner Credential issued by the United States Coast Guard [O.C.G.A 

§ 50-36-2(b)(3); 8 CFR § 274a.2].
•  A Free and Secure Trade (FAST) card [O.C.G.A § 50-36-2(b)(3); 22 CFR § 41.2]. 
•  A NEXUS card [O.C.G.A § 50-36-2(b)(3); 22 CFR § 41.2].
•  A Secure Electronic Network for Travelers Rapid Inspection (SENTRI) card [O.C.G.A § 50-36-2(b)(3); 22 CFR § 

41.2].
• A driver’s license issued by a Canadian government authority [O.C.G.A § 50-36-2(b)(3); 8 CFR § 274a.2].
• A Certificate of Citizenship issued by the United States Department of Citizenship and Immigration Services 

(USCIS) (Form N-560 or Form N-561) [O.C.G.A § 50-36-2(b)(3); 6 CFR § 37.11].
• A Certificate of Naturalization issued by the United States Department of Citizenship and Immigration Services 

(USCIS) (Form N-550 or Form N-570) [O.C.G.A § 50-36-2(b)(3); 6 CFR § 37.11].
• In addition to the documents listed herein, if, in administering a public benefit or program, an agency is required by 

federal law to accept a document or other form of identification for proof of or documentation of identity, that document 
or other form of identification will be deemed a secure and verifiable document solely for that particular program or 
administration of that particular public benefit [O.C.G.A § 50-36-2(c)].

Affidavit of Residency - Page 2 of 2
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Application for Refund of Contributions
This application should be completed if you are no longer employed in a position covered by the Teachers Retirement System of 
Georgia (TRS) and would like to receive a refund of your accumulated contributions and any allowable accrued interest on your 
contributions.

    To Be Completed by Member -- please print clearly or type all personal information

        

______________________________________   _________________________      _______________
Last Name      First Name               Middle Initial
______________________________________________________________________________________________
Street Address or PO Box
___________________________________  ___________  _______________________
City      State   Zip Code

Social Security Number

 I elect payment of all funds directly to me. (Mandatory 20% Federal tax withholding applies)

 Please withhold Georgia income tax. (Optional)

To Be Completed by Last Employer -- please print clearly

Phone Number
_________________________A Member’s 

Information

B Lump-Sum

C Rollover

 

D Member 
Authorization

By applying for and accepting this refund of my contributions and interest, if any, I hereby specifically waive and relinquish 
for myself, my heirs and assigns, all rights, title and interest in any and all monthly retirement benefits and to any and all 
other benefits under the laws governing the Teachers Retirement System of Georgia (TRS), and in any and all funds, monies 
or assets held by or under the custody or control of TRS.
I understand that upon the refund of my contributions and interest, if any, my membership in TRS is terminated and if I am 
subsequently employed in a position again requiring membership in TRS, I must enter TRS with the status of a new member.
I also acknowledge that I have received the Special Tax Notice Regarding Lump-sum Distributions.

Your Signature:  _______________________________________________________     Date:  __________________

E Trustee/Custodian 
to Accept Rollover 
of Refund

______________________________________________________________________________________________      
Trustee/Custodian Name       

__________________________          _________________________ _______________________________
Account Number        Qualified Plan   Telephone Number

______________________________________________________________________________________________ 
Mailing Address    

__________________________________________       __________ _______________________
City       State  Zip Code

__________________________________________                 _______________________
Signature         Date

___________________________  _______________________________            _________________________          
System Number   Last Month and Year to be Reported          School System Phone Number

___________________________________________________________ ______________________________
System Name       Termination Date (Month/Day/Year)

I certify that above named individual is no longer employed by this school system and the data reported herein 
conforms to the payroll records of this system for this individual. The full amount reported by the employer will be 
refunded by TRS. Any overpayments made to the member due to corrections of previously submitted data will be 
collected by the employer.

______________________________________________________________            _________________________
Approving Authority’s Signature and Title              Date 

Employer 
Authorization

Two Northside 75  Suite 100  Atlanta, GA 30318  (404) 352-6500  (800) 352-0650  fax (404) 352-4885  www.trsga.com  TRS-13(0413)

F

 I elect a Direct Rollover to a qualified retirement plan. You must check one.

 I elect a Direct Rollover to a Roth IRA. 

Rollover the following amount. You must check one.
 All taxable funds  Specified Taxable Amount of $_________________  Previously taxed contributions

   401(a) 401(k) 403(a) 403(b) 408(a)      408(b)   457 Deferred 
Qualified Plan Qualified Plan Qualified Annuity TSA     Traditional IRA           IRA Annuity       Comp.
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Application for Refund of Contributions Instructions

Other important information:

Payment timing – federal law requires that you have at least 30 but no more than 90 days to review the Special Tax 
Notice Regarding Lump-Sum Distributions. TRS will issue the refund check in the first weekly payroll after the 30th day 
following receipt of your fully completed refund form and acceptable ID.

Vested members (10 or more years of service) – if you have at least 10 years of creditable service, you have a vested 
right to a monthly benefit at the time you reach age 60. You will receive a benefit estimate and a waiver form. You 
must waive your right to monthly benefits on the provided TRS form. If you have 10 years of service and have 
terminated your employment, you may freeze your account at this time and apply for monthly benefits as early as 180 days 
prior to your 60th birthday. If you are already age 60 with 10 years of service, you are immediately eligible for a monthly 
benefit and should contact TRS. If you withdraw your funds, you forfeit all rights to a monthly benefit. 

Current Driver’s License 
State ID issued in lieu of driver’s license  
Certified Birth Certificate
Alien Registration Receipt Card 

Current Passport
Military ID
Permanent Resident Card

A  Member’s Information & ID
Please clearly print or type (12 point or greater font size) your Social Security number, name, valid current address, 

and day time phone number. If you anticipate a change of address, please notify TRS in writing at the address on the 
bottom of the form; the post office cannot forward refund checks. You must submit a copy of a valid, current, legible ID with 
your application. These are the only acceptable forms of ID:

C  Rollover – complete this section if you want to rollover the refund to a qualified plan. 
You must check all applicable boxes for a rollover. Contributions to TRS before 7/1/1987 were previously taxed.  

Contributions after 7/1/1987 are taxable at the time of payment to you unless rolled over to a qualified retirement plan.  
Please note that you may rollover a specified amount and receive the remaining funds as a lump-sum less applicable taxes. 
Your payment cannot be rolled over to a SIMPLE IRA, or a Coverdell Education Savings Account (formerly known as an 
education IRA). 

D  Member’s Authorization 
You must read and sign this application. We are unable to make payment until all valid signatures are on the form. 

E  Rollover Company Acceptance 
The rollover company must fully complete, sign and date this section and return the form to you. 

F  Employer Authorization
After all applicable sections have been completed, please send this form to your last employer. This section must 

be completed and signed by a Human Resources or Payroll professional and sent to TRS.

B  Lump-Sum – complete this section if you want the refund paid directly to you. 
TRS is required by law to withhold 20% federal tax from any taxable funds paid to you. If you want more than 

20% federal withholding, please submit the additional amount in writing. There is no tax liability on previously taxed 
contributions. TRS does not withhold Georgia income tax unless you check the box on this form. If you elect Georgia tax, 
TRS will withhold 5% of the taxable amount. 

Two Northside 75  Suite 100  Atlanta, GA 30318  (404) 352-6500  (800) 352-0650  fax (404) 352-4885  www.trsga.com  TRS-13(0413)
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Certification and Information Release 
Authorization
The completion of this form certifies that you are the member/retiree/beneficiary in question and authorize 
TRS to release your information to the person, entity or employer listed below.

Certification

The undersigned certify the following:

♦	 I am a member/retiree/beneficiary of the Teachers Retirement System of Georgia (TRS).

♦	 In accordance with the TRS Confidentiality Policy, information regarding my TRS account can 
not be released to a third party without my written authorization and signature. Further proof of 
identification may be required.

♦	 If there is a power of attorney or guardian handling my affairs, the proper legal documentation must 
be provided to TRS to keep in its records. Furthermore, the power of attorney or guardian must 
authorize, in writing, with a signature that he or she consents to the release of the confidential 
information of the member/retiree/beneficiary.

Authorization to Release Information

To Whom it May Concern:

♦	 I am a member/retiree/beneficiary of the Teachers Retirement System of Georgia (TRS) or I hold a 
power of attorney or guardianship for a member/retiree/beneficiary of TRS.

♦	 I authorize TRS to release information concerning my TRS account to the third party listed below. 
For details about the TRS Confidentiality Policy, please visit the TRS website (www.trsga.com). 

♦	 TRS may address this authorization to any party listed below.

      To Be Completed by Member/Retiree/Beneficiary/Power of Attorney/Guardian 

Member/Retiree/Beneficiary Social Security Number 

I, ___________________________________ hereby authorize the Teachers Retirement System of Georgia 

to release information regarding the TRS account of _____________________________________________ 

to _____________________________________________________________________________________. 

________________________________________     _____________________________________
Member/Retiree/Beneficiary Signature             Power of Attorney/Guardian Signature   
     
__________________________________   ______________________________________
Today's Date       Authorization Good Through Date (up to one year)

 

Your Name

Person, Employer or Entity

Name of Member/Retiree/Beneficiary

___________________ ______________
TRS Employee Initials Date Verified

TR-30 (09/15)Two Northside 75  Suite 100  Atlanta, GA 30318  (404) 352-6500  (800) 352-0650  fax (404) 352-4885  www.trsga.com
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Membership Election for Vested Members 
of TRS or ERS

TR-52 (1115)

As provided for in Sections 47-3-81 (b)(1-5) and 47-2-181 (c)(1-4) of Georgia Law, any vested member of the 
Teachers Retirement System of Georgia (TRS) or the Employees Retirement System (ERS) who becomes an 
employee in an agency covered by the other System may elect to remain a member of their vested System.  
This election must be made in writing to the Boards of Trustees within 60 days after the person first became 
employed in a position covered by the other System and is irrevocable.

 
    To Be Completed by Employee -- please print clearly
  

_________________________________  __________________________  ___________________
Last Name            First Name                    Middle Initial
To the Board of Trustees of the TRS and ERS:
 1) Being vested, I elect to remain a member of the (check one):
  _____ Teachers Retirement System of Georgia
  _____ Employees Retirement System

  I understand that by electing to retain my membership in my vested Retirement System, I  
  am forfeiting any rights I could accrue under the other System.  I further understand that   
  my decision is final and cannot be changed in the future.

 2) I elect to become a member of the (check one):
  _____ Teachers Retirement System of Georgia
  _____ Employees’ Retirement System
  I understand that this decision is final and cannot be changed in the future.

_________________________________________________ ______________________________
Employee’s Signature  Date

INSTRUCTIONS
Employee: Submit this completed form to your Personnel/Payroll Department
Employer: Send a copy of the completed form to TRS and ERS along with the     
 appropriate membership application.

Social Security Number

Teachers
Retirement
System of
Georgia

Two Northside 75  Suite 100  Atlanta, GA 30318  (404) 352-6500  (800) 352-0650  fax (404) 352-4885  www.trsga.com

     To Be Completed by Employer

Employer Name_______________________________________________ Employer Code _____________

Authorizing Signature______________________________________ Title ___________________________

Phone Number ___________________________________________
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Teachers
Retirement
System of 
Georgia

TRS-2B (04/15)

Multiple Change Request (TRS-2B)
for Active Members Only

   To Be Completed by Member -- please print clearly

Please read the instructions on the reverse side before completing this form.

Your Information
Please print or type all 
personal information. 
Incomplete information will 
delay the processing of your 
retirement benefit.
This form will become 
void upon retirement.  

____________________________________   ________________________________   ______________
Last Name    First Name  Middle Initial

________________________________________________________________________________________ 
Street Address (home address)

___________________________________________      _______________ ______________________
City   State Zip Code

Social Security Number

Name Change
If your name has changed, 
please complete this section.

________________________________________________________________________________________
School System

________________________________________________________________________________________ 
Old Name (Last, First, Middle/Maiden Name)

________________________________________________________________________________________ 
New Name (Last, First, Middle/Maiden Name)

I wish to make changes to my TRS record as checked here and for the section(s) filled out below. (Please check all that apply)
        Name Change  Designation of beneficiary(ies) 

1. ____________________________________ _______________ __________            _______________            
Name of Beneficiary  Date of Birth  Sex (M or F)            Relationship to Me

 ____________________________________   _____________________ _______ _____________ 
Address     City   State Zipcode

 Soc. Sec. No. ________________________________  Percentage of available benefits to be paid ________ %

2. ____________________________________ _______________ __________  _______________            
Name of Beneficiary  Date of Birth  Sex (M or F)           Relationship to Me

 ____________________________________   _____________________ _______ _____________ 
Address     City   State Zipcode

 Soc. Sec. No. ________________________________  Percentage of available benefits to be paid ________ %   

3. ____________________________________ _______________ __________  _______________            
Name of Beneficiary  Date of Birth  Sex (M or F)           Relationship to Me

 ____________________________________   _____________________ _______ _____________ 
Address     City   State Zipcode

 Soc. Sec. No. ________________________________  Percentage of available benefits to be paid ________ %   

4. ____________________________________ _______________ __________  _______________            
Name of Beneficiary  Date of Birth  Sex (M or F)          Relationship to Me

 ____________________________________   _____________________ _______ _____________ 
Address     City   State Zipcode

 Soc. Sec. No. ________________________________  Percentage of available benefits to be paid ________ %   

page 1 of 2

Primary 
Beneficiary(ies) 
Designation
Please use this section to 
change primary beneficiary 
designations, as well as 
the percentage allocated to 
each.
The total percentage for 
primary beneficiaries 
must equal 100%.  For 
example, if you have 3 
primary beneficiaries, you 
need to make sure that the 
percentages allotted equal 
100% (e.g., 40%, 30%, and 
30%).

Two Northside 75  Suite 100  Atlanta, GA 30318  (404) 352-6500  (800) 352-0650  fax (404) 352-4885  www.trsga.com
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Out-of-State Teaching Certification

OS-4 (0813)Two Northside 75  Suite 100  Atlanta, GA 30318  (404) 352-6500  (800) 352-0650  fax (404) 352-4885  www.trsga.com

        

______________________________________       ______________________________________       _______________
Last Name           First Name                                       Middle Initial

__________________________________________________________________________________________________
Street Address or PO Box

______________________________________       ___________  ___________________________________
City           State   Zip Code

______________________________________       ___________________________________        __________________________________
Date of Birth          Phone Number                          E-mail Address             
      

Name(s) under which service was rendered if different from above:  ______________________________________________________________

  Years employed               Employer

From _______________ To________________        __________________________________________________________________________

If you have additional out-of-state employment AND you wish to purchase this service, please list name(s) of other employer(s). Submit a separate 
packet for each out-of-state employer for which you will purchase credit.

                    State            School District

          _________________________________        __________________________________________________________________________

          _________________________________        __________________________________________________________________________

          _________________________________        __________________________________________________________________________

          _________________________________        __________________________________________________________________________

In order to comply with Georgia law, TRS members may not receive credit for more than one year of service during any fiscal year. 

Social Security Number

Verification & Signature I hereby authorize the release of all information necessary to verify service to be purchased with TRS.

____________________________________________________   _____________________________      
Your Signature  Date  

Applicant must forward form to out-of-state employer for completion of Section B.

page 1 of 3

A To Be Completed by Member -- please print clearly or type all personal information
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Out-of-State Teaching Certification

OS-4 (0813)

page 2 of 3
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Member's Social Security Number

B To Be Completed by Out-of-State Employer

Comments:

List any dates of unpaid absence:

Retirement system name:

Actual Working Dates Each Fiscal 
Year (July - June)

Title or Position From (MM/DD/YY) To (MM/DD/YY)
Number of 

Months Worked  
Number of 

Months in Contract  
Actual 

Earnings
50%

Permanent

$
$
$
$
$
$

/     /
/     /
/     /
/     /
/     /
/     /

/     /
/     /
/     /
/     /
/     /
/     /

Yes1. Is this applicant receiving or entitled to a benefit from your system based on the service certified in Section B?

2. Has this applicant withdrawn contributions for the service certified in Section B?

3. Does this person have credit in your system for employment in another state or another retirement system in 
your state?

4. 

If no, please indicate the exact beginning and ending dates of employment, number of months worked, and 
total salary earned on a July to June fiscal year basis on an attached sheet. 

Yes

No

No

If yes, please indicate the state(s) and year(s) below:

State(s)                                                                          Year(s)

Yes NoIs the service listed in Section B of this form an accurate reflection of your records?

C To Be Completed by Out-of-State Public Retirement System

Signature of Employer - By signing, you certify that the information provided above is accurate.

After completing this section, please forward the entire packet to the retirement system in which this person was enrolled. 
If the employee was not a member of a retirement system, please forward directly to TRS of GA. We appreciate your assistance.

Signature of Retirement System Official Title Date

Phone Number E-mail

Name of Retirement System

Street Address or PO Box

City State Zip Code

After completing this section, please forward the entire packet to TRS at the address below.

City State

Signature of Superintendent or Other Official Title

E-mail Name of School System or Institution

Street Address or PO Box Phone Number

Date

Zip Code

Yes No

/     / /     / $

Teacher 08 07 13 10 10 30,00005 23 14

Member Name
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Out-of-State Teaching Certification Instructions

OS-4 (0813)

page 3 of 3

Two Northside 75  Suite 100  Atlanta, GA 30318  (404) 352-6500  (800) 352-0650  fax (404) 352-4885  www.trsga.com

C  Retirement System Information
This section should be completed by a retirement system official. Please clearly print or type all requested 

information. After completing this section, forward the entire packet to the Teachers Retirement System of Georgia. 

B  Employer Information
This section should be completed by a Human Resources or Payroll representative with your prior 

employer. Please clearly print or type all requested information. Please list the position held, actual working 
dates, months worked, months in contract and actual earnings for each year on a fiscal year (July 1 - 
June 30) basis. Please note any periods of unpaid absence. Do not list temporary employment, student 
employment, or employment on a less than 50% basis. If employment details are not available, or the 
employee was not enrolled in a retirement system, please provide an explanation in the comments section. 
Forward the entire packet to the retirement system in which the employee was enrolled. 

A  Member Information
Please clearly print or type all requested information and sign where indicated. Your signature means that 

you authorize the release of information from your prior employer and retirement system for purposes of establishing 
possible credit with TRS. Forward the entire packet to your out-of-state employer.

Please complete one packet for each out-of-state employer. All pages of the packet must remain together. 
Sections A, B and C must be fully completed before submitting the packet to TRS. Incomplete packets 
may be returned to you for additional required information. 

Georgia law allows eligible active members of the Teachers Retirement System of Georgia (TRS) to establish up 
to 10 years of retirement credit for teaching service rendered in: 1) state-supported school systems or units of a 
state university system of other states in the USA; 2) public school systems of the Virgin Islands, Puerto Rico, 
Guam, and the District of Columbia; and 3) American Dependent schools and schools operated by the Bureau of 
Indian Affairs of the U.S. Department of Interior.

Credit for temporary employment, student employment (if current membership date is on or after 01/27/1988), and 
employment on a less than 50% basis is ineligible. Members are not permitted to establish credit for service that 
is or will be benefit eligible with another public retirement system, excluding Social Security. 

Teachers Retirement System of Georgia
Two Northside 75, Suite 100

Atlanta, GA 30318
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TRS-8 (10/11)

Retirement Certification Report
      To Be Completed by Retiring Member's Employer -- please print clearly

Explanation of Salary & Contributions
This section should include, as accurately as possible, all information for the member's last year of employment including that which has already been 
reported, and any future salary and contributions. Please read instructions on the back for more details.

Explanation of OTHER contributions listed above:___________________________________________________________________
___________________________________________________________________________________________________________

1. Colleges and Universities: 
please list semester dates

Fall 

Winter 

Spring

Maymester 

Summer

2. All Other School Systems: please list regular and 
summer school year dates

Regular School Year _________________________ 

Summer School _____________________________ 

_____________________________________    ________________________         __________     
Last Name       First Name            Middle Initial

_____________________________________________________________________________________ 
Title or Position     

_____________________________________________________________________________________ 
Contract Dates

Member Information
If this is the first TRS-8 for the 
member, please mark the "estimated" 
box on the right.  If you are submitting 
changes to a TRS-8 already sent to 
TRS, mark the "corrected" box.  Also, 
please indicate the retiring member's 
data. The position and contract dates 
should be the ones in force for the 
final year of employment. 

Contract Type & Pay 
Method
If the member has had changes in 
position and/or his or her contract 
during the last three years (semester 
changes NOT included), please 
attach an explanation. 

1. Contract Type (please check one)
	9 or 10 month 	Semester 	11 month 12 month 	Other ______________

2. Payment Method (please check one) 
	12 Equal Monthly Payments 	10 Equal Monthly Payments 	9 Equal Monthly Payments
	9 Equal Monthly Payments and 1 Month Summer pay Biweekly 	Other ________________

Note: In the event you need to check more than one contract type or payment method, please attach an 
explanation of the changes during the year. 

page 1 of 2

3. Termination Dates: indicate the last date that 
the member will be at work, the last day of the 
contract and the last month of contributions you 
will be submitting.

Last Day at  Work _________________________ 

Last Day in Contract ______________________

Last Month of Contributions_________________ 

I certify the above named individual's employment is or will be severed as indicated and that no agreement exists to allow the employee to 
return to service, including service as or for an independent contractor. Any return to employment or rendering of any paid service, including 
service as or for an independent contractor, for any employer during the calendar month of the effective date of retirement shall render the 
severance invalid and nullify the employee application for retirement.  

_____________________________________________________________________ _________________________________________________
Approving Authority's Signature     Date Title

Social Security Number

Signature of Approving Authority
Please sign and date verifying the information 
provided is correct and submit form to TRS.

Teachers
Retirement
System of 
Georgia

Month/	 Total	 Total	 Contract	 Pro-rata	 									Summer	Employment	 Other
Year	 Salary	 Contributions	 Pay	 Summer	Pay	 									Pay
07/_______	 ____________	 ______________	 ______________	 __________________					_____________________	 ___________
08/_______	 ____________	 ______________	 ______________	 __________________					_____________________	 ___________	
09/_______	 ____________	 ______________	 ______________	 __________________					_____________________	 ___________	
10/_______	 ____________	 ______________	 ______________	 __________________					_____________________	 ___________	
11/_______	 ____________	 ______________	 ______________	 __________________					_____________________	 ___________	
12/_______	 ____________	 ______________	 ______________	 __________________					_____________________	 ___________	
01/_______	 ____________	 ______________	 ______________	 __________________					_____________________	 ___________	
02/_______	 ____________	 ______________	 ______________	 __________________					_____________________	 ___________	
03/_______	 ____________	 ______________	 ______________	 __________________					_____________________	 ___________	
04/_______	 ____________	 ______________	 ______________	 __________________					_____________________	 ___________	
05/_______	 ____________	 ______________	 ______________	 __________________					_____________________	 ___________	
06/_______	 ____________	 ______________	 ______________	 __________________					_____________________	 ___________	
07/_______	 ____________	 ______________	 ______________	 __________________					_____________________	 ___________	
08/_______	 ____________	 ______________	 ______________	 __________________					_____________________	 ___________	
	

	Estimated   Corrected

Two Northside 75 	Suite 100 	Atlanta, GA 30318 	(404) 352-6500  (800) 352-0650  fax (404) 352-4885  www.trsga.com

_____________________________________________________________________________
Approving Authority's Signature       Date

_____________________________________________________________________________
Employer Name        
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Retirement Certification Report cont.

Explanation of Salary & Contributions Instructions
TOTAL SALARY should include only those salaries from which TRS contributions should be made. Salary subject to TRS contributions 
includes: 

♦	 regular contract salary (half-time or more employment)

♦	 summer employment pay

♦	 all pro-rata summer pay (including less than half-time employment)

♦	 salary adjustments if part of the regular contract

♦	 sick leave paid on a daily basis prior to retirement with a termination date at the conclusion of the payment of the sick leave 

♦	 Not Included: annual or vacation leave at the end of employment (terminal annual leave), retirement incentive payments, or lump 
sum payments for sick leave 

If you have any questions regarding allowable salary subject to TRS contributions, please visit the TRS website or contact your assigned 
TRS representative in the Employer Services Division.

TOTAL CONTRIBUTIONS withheld or to be withheld should be listed in this column. If the total contributions withheld for a particular 
month include a composite of contributions, please list the breakdown of the contributions in the proper column. If you show contributions 
in the "Other" column, please explain in the place provided. If more space is needed, please attach an explanation to this form before 
submitting to TRS.

TERMINATION DATES: An eligible member's retirement cannot be effective until the first of the month following his/her last date of 
employment. If his/her last date of employment is April 30, do not show May 1 on this form. This will cause the effective date of the 
retirement to be June 1.
If the last month of contributions are after the termination date and they are not already explained in the spaces provided, please attach an 
explanation on a separate sheet of paper. (examples include: last pay due to system's payroll schedule, bi-weekly employee, etc.)

Fluctuations in Salary and Contributions

If the member has had any unusual fluctuations in the salary and contributions during the last three years that you have not already explained, 
please attach an explanation on another sheet.

Two Northside 75 	Suite 100 	Atlanta, GA 30318 	(404) 352-6500  (800) 352-0650  fax (404) 352-4885  www.trsga.com
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(10/12)

Return to Work Agreement

      To Be Completed by Member -- please print clearly

Member Information
Please provide the requested 
information. 

Teachers
Retirement
System of 
Georgia

Two Northside 75  Suite 100  Atlanta, GA 30318  (404) 352-6500  (800) 352-0650  fax (404) 352-4885  www.trsga.com

__________ ____________________________   ________________     __________
Title (Mr, Ms etc.) Last Name  First Name Middle Initial

(_______)__________________     ______________________ _________  
Phone Number (daytime)   Date of Birth (mm/dd/yyyy) Sex (M or F)

______________________________________________________________________ 
Street Address (home address)

_________________________     __________ ___________
City  State Zip Code

Social Security Number

Your Signature
Please sign and date 
verifying your adherence 
to Georgia Law.

___________________________________________    ________________      
Your Signature        Date

Georgia law prohibits a TRS member and employer from entering into either a verbal or 
written employment agreement prior the member's retirement/last day of work. If it is deter-
mined that an unlawful employment agreement has been entered into by a TRS member 
and employer, the member's retirement will be revoked and all benefits paid to the member 
will be due to TRS.

Any person who knowingly makes false statements or records to the retirement sys-
tem shall be guilty of a misdemeanor.

By signing below, I certify that I have not entered into an agreement with any TRS 

employer that allows me to return to service in a TRS covered position, including 

service as or for an independent contractor. Any return to employment or rendering 

of any paid service, including service as or for an independent contractor, for 

any employer during the calendar month of the effective date of retirement shall 

render the severance invalid and nullify your application for retirement.  
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continued on back

Sick Leave Certification - Final

_________________________________________  __________________________________
Anticipated Last Date of Employment   Anticipated Date of Retirement

______________________ _________________ _____________________ ________________
Current Employer Start Date/End Date Previous Employer Start Date/End Date

______________________ _________________ _____________________ ________________
Previous Employer Start Date/End Date Previous Employer Start Date/End Date

1. 		I want to pursue sick leave credit.
2. 		I do not wish to pursue sick leave credit. I understand I cannot establish sick leave credit at a later date.

3. 	I do not wish to submit sick leave verification for the following employer ______________________

    for the following date(s)___________________________.  I understand I cannot establish sick   
 leave credit at a later date. 

__________________________________________________    __________________
Signature         Date

Employment Information
Your date of retirement cannot 
be earlier than the 1st of the 
month following your last date 
of employment.

Sick Leave Credit
#3--if you do not wish to receive 
credit for only a portion of your 
service time, list the employer’s 
name and period of time you do 
not want to include.

Your Signature
Verifies the information 
provided above is accurate.

Sick Leave Verification
1. Please verify the Final 
Balance of Sick Leave 
subject to the qualifications 
listed on the back of this form. 
The number of sick days 
should be the balance prior 
to any lump sum payment at 
retirement. If applicable, list 
dates of missing records.

1.  Our personnel/payroll records show a final sick leave balance for this member of   
_______________ days for the dates of ___________________ to ___________________. 

2.  	The total listed above reflects sick leave accrued at 1 1/4 days or less per month of service, OR
 	The total listed above reflects sick leave accrued at a rate higher than 1 1/4 days per month 

of service. Sick leave was awarded at _________________ days per month of service. Please 
attach an explanation of accrual rate(s).

3. We do not have sick leave records for the dates of________________ to ___________________. 

4.  Number of sick days transferred included in total ______________________________________.

       System from which the sick days were transferred _____________________________________.

The employee elected to receive ____________ days of unused sick leave in a lump-sum payment 
upon termination; AND/OR the employee received ____________ days of unused sick leave in a lump-
sum payment as an attendance incentive or for any other program.   Describe program on back of form.  

SKL (rev 1115)

Your Signature
Please sign and date 
verifying the information 
provided above is accurate.

I certify that this information conforms to the personnel/payroll records of this system for this individual 
and the requirements outlined in the legislation and the TRS procedures for determining the amount of 
accumulated sick leave to be used for retirement purposes. I further certify that the above information is 
complete from all existing records for this person in this system.

      _________________________________________  _______________________
       Approving Authority’s Signature    Title

      _________________________________________ _______________________
      System Name     Date

Sick Leave Lump-Sum 
Payments

        To Be Completed by Employer -- please print clearly
Sick Leave Status
Please verify the information on this form is the member’s final sick leave status by checking this box.   	

      To Be Completed by Member -- please print clearly

             
            

___________________________________   _______________________      ____________
Last Name       First Name        Middle Initial

(_______)__________________________ (_______)________________________________ 
Telephone Number (home)   Telephone Number (work)

_________________________________________________________________________________
Street Address (home address)     

_______________________________    _____________  __________________________ 
City              State     Zipcode

Your Information
Print or type all personal 
information. When listing 
your name, please include 
all names under which you 
may have been employed. 

Social Security Number

Teachers
Retirement
System of 
Georgia

Two Northside 75 	Suite 100 	Atlanta, GA 30318 	(404) 352-6500  (800) 352-0650  fax (404) 352-4885  www.trsga.com
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TRS/ORP RETIREMENT ELECTION FORM 

"Creating A More Educated Georgia" 
www.usg.edu

 
Teachers Retirement System (TRS) Defined Benefit Plan 
In this type of plan, your retirement benefit is “defined” based on a pre‐designated formula:  
2% x Years of Membership Service x Average of 24 Highest Consecutive Months Salary  

Optional Retirement Plan (ORP) Defined Contribution Plan 
This type of plan is similar to a 401(k) in which you have your own account and make your own investment 
decisions.  
 
For more information regarding the plans above, visit the University System of Georgia’s website at: 
http://www.usg.edu/hr/benefits/retirement_plan_information 

You have 60 days from your date of hire to make a decision regarding your retirement plan. Otherwise, you will be 
automatically enrolled  in the TRS plan. This decision  is  irrevocable.  It  is your responsibility to ensure that Human 
Resources has received your completed paperwork. 

 
 
I elect to participate in: (Choose One) 

  Teachers Retirement System (TRS) Defined Benefit Plan 

  Optional Retirement Plan (ORP) Defined Contribution Plan 

Company                           Allocation (Of Total Contributions) 

Fidelity                                                                   % 

TIAA‐CREF                                                             % 

Valic                                                                       % 

ORP Participants are responsible for setting up an account and making investment elections directly with their 
vendor(s) of choice. Changes to vendor allocations may be made quarterly in writing with Human Resources. 
Please contact the ORP Vendors directly to set up an account(s). 

I do hereby certify that I have read and fully understand the above statements regarding the University System 
of Georgia retirement plans. In making this election, I understand that under current law, my decision is 
irrevocable. 

 

        

   Print Name                                  Date 

 

   Signature 
    

Revised 10.18.2010 
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Waiver of “65/40” Mandatory Requirements

TR-54 (0505)

As provided for in Section 47-3-41 of Georgia Law, I hereby elect to continue contributing to the Teachers 
Retirement System of Georgia (TRS).  As a result of this waiver, I agree to allow employee contributions to 
be withheld from my salary by my employer.

I understand that this waiver may be revoked only at the expiration of a school or contract year and then 
only upon written application by me through my employer to the Board of Trustees of the TRS.  I further 
understand that no additional credit for years of service for retirement benefits will accrue to my account 
beyond a total of forty (40) years and that retirement credit for salary only will be given for those years over 
forty (40) for which I have made the necessary contributions.

With the approval of this waiver, and if applicable, I agree to pay retroactive contributions and interest for 
each year preceding the effective date of this waiver that I was an active member and during which time I 
did not make contributions.  I further understand that any contributions that I have made or will make as a 
result of this waiver are not subject to refund should I revoke this waiver at a later date unless I withdraw 
my total contributions and interest in lieu of accepting retirement benefits.

    To Be Completed by Member -- please print clearly
  

_________________________________  __________________________  ___________________
Last Name            First Name                     Middle Initial

_________________________________________________ ______________________________
Member’s Signature  Date

    To Be Completed by Employer -- please print clearly

I hereby acknowledge receipt of this waiver and agree to withhold and report the necessary contributions 
relating to this member’s salary to TRS.

___________________________________________________________________________________
Reporting Employer’s Name  

_________________________________________________ ______________________________ 
Approving Authority’s Signature Date

_________________________________________________ _____________________________ 
Authority’s Printed Name Title

Social Security Number

*TRS-WC-1*

Teachers
Retirement
System of
Georgia

Two Northside 75  Suite 100  Atlanta, GA 30318  (404) 352-6500  (800) 352-0650  fax (404) 352-4885  www.trsga.com
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TRS Demos
Demos    -    Educate Yourself    -    Employers Desktop



160 TRS Demos

Demonstration 1: Generate Online Estimates
The following steps show members how to generate a benefit estimate using the pension 
administration system and the pension benefit calculator.

Benefit Estimates Web Demo

• Benefit Estimate for Members Within 5 years of Retirement
• Pension Benefit Calculator for Members Outside of 5 years to Retirement

TRS
DEMOS

VIII. TRS Demos



TRS Demos 161

Generate Benefit Estimate

Step Action

1. The member selects link to Generate a Benefit Estimate.

The Active Member Self Service Desktop displays.

TRS
DEMOS



162 TRS Demos

Generate Benefit Estimate

Step Action

1. The member selects I Agree.

The member will confirm he has read the disclaimer. 

TRS
DEMOS
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Generate Benefit Estimate

The Generate Benefit Estimates Scenario tab appears.

Step Action

1. The member selects a Forecasting Method and enters Age, Service or 
Retirement Date.

2.
Member enters corresponding information based on forecasting method 
chosen, enters projected service (if different than the default value), and 
selects calculate. 

3.

Upon selecting Calculate, a Next button will appear. 
If the member has other scenarios, he may enter that information and 
select Calculate again. This functionality enables the member to perform 
several scenarios (e.g., change age at retirement and projected service) and 
evaluate the results before completing the estimate. Once the member has 
finished entering scenario information, the member will select Next.

TRS
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Generate Benefit Estimate

Step Action

1. The member can select an Annual Rate Increase and enter the 
percentage.

2. Member selects Next.
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Generate Benefit Estimate

Step Action

1. The member selects the number of sick leave days from the drop-down 
box.

2. Member enters the number of years and/or months for Anticipated 
Eligible Purchased Service. Selects Next.

The Optional Service tab appears.

TRS
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Generate Benefit Estimate

Step Action

1. The member can review and/or update beneficiary information. Member 
selects Next.

The Beneficiaries page appears

TRS
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Generate Benefit Estimate

Step Action

1. The member selects the View Estimate button. The Web Benefit Estimate 
opens in a new window as an adobe file.

2. Member can print the benefit estimate letter for his or her records.

The Summary page appears.

TRS
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Pension Calculator

Step Action

1.
The member goes to the TRS website at: http://www.trsga.com to access 
TRS’ homepage.

2. Member selects the Pension Calculator link.

TRS
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The Pension Calculator page displays

Step Action

1.
The member selects the “I understand and Accept the Above 
Statement: Take Me to the Calculator” link.

Pension Calculator

TRS
DEMOS



TRS Demos 173

The Pension Calculator Data Entry page displays 

Step Action

1.
The member enters Name, Date of Birth, Beneficiary’s Date of Birth, 
etc. and selects Calculate.

Pension Calculator

TRS
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The Estimate displays based on the information entered.

Pension Calculator
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The Estimate displays based on the information entered.

Pension Calculator

TRS
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TRS Demos

Demonstration 2: Online Application for Retirement
The steps on the next few pages go through the process of completing the online 
retirement application. Please refer to the TRS Online Application Check List for a 
list of items and information members must provide during this process and should 
have access to before they begin. 

Online Application Process Demo

• Applying for Retirement
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Applying for Retirement on TRS Website

TRS Active Member Login.

Step Action

1. The member enters User ID (email address) and Password and selects 
Sign In.
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TRS Demos

Applying for Retirement on TRS Website

TRS Active Member Login.

Step Action

1. The member selects the appropriate account. 
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TRS Demos

Apply for Retirement

Member Account Summary.

Step Action

1. The member selects link to Apply for Retirement. 
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TRS Demos

Apply for Retirement

Starting the retirement process.

Step Action

1. The member selects link to Start a New Retirement Application. 
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TRS Demos

Online Application for Retirement

Step Action

1. The member reviews his or her Applicant Profile and current Applicant 
Address and selects Next.

Profile and Address
Information is pre-populated with current data on file at TRS.
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TRS Demos

Retirement Plan.

Step Action
1. The member selects a Retirement Type from the drop down.

2. The member selects a Last Expected Day of Work.

3. The member selects a Retirement Effective Date from the drop down.

4. The member chooses a Retirement Plan from the drop down.

5. If Plan B is selected, the member chooses a Plan Option from the drop 
down, and selects Next.

Online Application for Retirement

Note: If member selects Plan B-Option 4 on step 2, the member will need to download, complete and 
return the Plan B-Option 4 Beneficiary Designation Form to TRS.
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Online Application for Retirement

Partial Lump-Sum Option Plan (PLOP) Election. 
Member can select:
I do NOT elect to receive a PLOP Lump-Sum Distribution
I do elect to receive a PLOP Lump-Sum Distribution 

Step Action

1.
The member selects a Lump-Sum Distribution Election and selects 
Next.
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Beneficiary Designation 

Online Application for Retirement

Step Action

1. The member reads and affirms reading beneficiary designation 
disclosure then selects Next.
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Online Application for Retirement

Step Action

1.
The member can add a primary or secondary beneficiary or edit 
beneficiary information if he or she desires. Once the member is 
satisfied with the beneficiary information, the member will select Next.

Beneficiary Designation 
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Electronic Fund Transfer

Online Application for Retirement

Step Action

1. The member selects the Account Type (Checking or Savings) for the 
electronic Funds Transfer.

2. The member enters the Routing Number, Account Number, and selects 
Next.
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Online Application for Retirement

Tax Withholdings 
If no selection is made by member, Federal tax defaults to married with 3 allowances; States 
taxes are not withheld.

Step Action

1. The member enters Federal filing status and additional withholding 
and withholding for state taxes and selects next.
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Online Application for Retirement

Employment Information

Step Action

1.
Notice to member that TRS will contact employer to validate your 
employment termination date and salary information for your last 
year of employment, select next.
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Step Action

1. Member indicates whether sick leave is to be pursued, then selects Next.

Sick Leave

Online Application for Retirement
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Online Application for Retirement

Review

Step Action

1. The member reviews steps 1-8 for accuracy and the selects Next.
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Online Application for Retirement

Submit
Members will not be able to proceed forward unless acknowledgement is checked. Once the 
member submits a Retirement Application, the member will not be able to make any changes. 

Step Action

1.
The member selects I acknowledge I have read and understand the 
above information and selects Submit.
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Online Application for Retirement

Submit
Warning of irreversible action

Step Action

1.
The member can select Yes to submit information and continue or No to 
cancel or to review changes.
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Online Application for Retirement

Successful submission of Retirement Application

Step Action

1. The member prints, reviews, signs, and returns the Retirement Application 
Summary to TRS.

2. The member downloads, prints, signs, gets it notarized, and returns the 
Affidavit of Residency to TRS.

3. The member sends a copy his or her photo identification to TRS. 

4. The member sends a copy of photo identification for his or her beneficiary 
(ies) to TRS.

Note: If member selects Plan B-Option 4 on step 2, the member will need to download, complete and 
return the Plan B-Option 4 Beneficiary Designation Form to TRS.
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Online Application for Retirement

Send in Retirement Application Summary

Step Action

1. The member prints, reviews, signs, and returns the Retirement Application 
Summary to TRS.
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Demonstration 3: Employer Topics

The following steps show Employers how to find answers to important 
questions on topics such as hiring TRS retirees, reporting employer and member 
contributions, earnable compensation, employer responsibilities. 

• Finding Employer Information on www.TRSGA.com
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Employer Topics

Step Action

1.
Go to www.trsga.com and click the Employer button  
on the left side of the screen  
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Employer Page

Important topics such as Employer Responsibilities, TRS Membership, Reporting Contributions, 
Readying Employees for Retirement, Hiring TRS Retirees, and much more can be found in this section 
of the TRS website! Once you click on any of the desired topics you would like to read you will find 
subtopics that go further in depth on all of the subject matter we have compiled on the employer page. 
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Employer Page

Employer Responsibilities

Topics include: an Overview of Employer Responsibilities, Enrolling Employees in TRS, Reporting 
Employees and Employer Contributions, Designating a Contact Person to Work with TRS, and Member 
Account Information Requests. 
Once you click on Employer Responsibilities, then click the subtopic to go further in depth on all of the 
subject matter we have compiled in this section. 
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Employer Page

TRS Membership

Topics include: Membership Eligibility, Covered Positions, Non-Covered Positions, Membership 
Exceptions, Elective Membership Employer Requirements, Hiring Employees Vested in ERS of 
Georgia, and Contribution Rates.
Once you click on TRS Membership, then click the subtopic to go further in depth on all of the subject 
matter we have compiled in this section
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Employer Page

Reporting Contributions

Topics include: Earnable Compensation, Tips and Guidelines for Entering Adjustments, Reporting 
Policies and Procedures , and Payment of TRS Contributions Done by ACH Only. 
Once you click on Reporting Contributions, then click the subtopic to go further in depth on all of the 
subject matter we have compiled in this section.
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Employer Page

Readying Employees for Retirement

Topics include: Eligibility, Unused Sick Leave Credit at Retirement, Retirement Process, Hosting a TRS 
Event, Allowable Sick Leave Usage and Attendance Incentive Programs, Pre-Retirement Checklist.
Once you click on Readying Employees for Retirement, then click the subtopic to go further in depth 
on all of the subject matter we have compiled in this section.
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Employer Page

Hiring TRS Retirees

Topics include: Overview, Board of Regents, Local BOE, Charter School, or RESA, Technical College 
System of GA, Disability Retiree Employment, Suspending or Terminating Retirement, Annual Audit 
of Employment of TRS Retirees, Verifying/Reporting TRS Retirees and the Top 10 Things You Need to 
Know.
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Employer Page

Materials and Documents

Topics include: Membership Statement Registers, Training Materials, and Employer Correspondence.
Once you click on Materials and Documents, then click the subtopic to go further in depth on all of the 
subject matter we compiled in this section.
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Employer Page

Contacting Your TRS Assigned Rep

Once you click on Contacting Your TRS Assigned Rep topic then click the Assigned Representative list 
to find your TRS Assigned Representative.
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Employer Page

GASB Pension Accounting Info

Topics include: information from the State Accounting Office and a Letter Sent to Employers with 
FAQs. 
Once you click on GASB Pension Account Info, then click the subtopic to go further in depth on all of 
the subject matter we compiled in this section.
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Notes



Q&A 
(from previous training sessions)
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MISCELLANEOUS

1. What plan do public safety/school police officers fall under?

If the person is hired directly by a local school system, then he would fall under TRS.  However, 
if the newly hired person is already a vested member of ERS, then he may elect to remain under 
ERS, or switch to TRS.  If the person is newly hired by a technical college, and has administrative 
or supervisory duties, he would become a TRS member, unless he selected ERS, if eligible. 

2. What is the advantage to contributing to TRS after 40 years of service is reached?

By continuing to contribute beyond 40 years of service, we will continue to consider your salary 
after 40 years for your benefit calculation. If your high average salary occurs after 40 years of 
service, your TRS benefit will be larger than if you had stopped making contributions at 40 years 
of service.

3. When someone goes from an active member to a retiree, does his or her user name and password for the   
 TRS website stay the same or does he or she need to re-register as a retiree?

The user name and password will stay the same for the retiree.

4. Why does TRS send a retiring member a letter that says his or her employer has not completed the TRS 8  
 and the SKL form?

This is done as a courtesy to members to notify them we cannot process their retirement until their 
employer takes action. A retiree is not put on the payroll until we receive the TRS-8. Also, TRS 
cannot confirm sick leave days until we receive the final sick leave certification report.

5. What is the benefit to the employee/employer to take the TRS deduction for the 10, 11 and 12-month  
 employees, because 9 months of service equals one year. How do the remaining 1 to 3 months of contributions  
 benefit the member?

Georgia law states that you must contribute to TRS based on 100% of your earnable compensation. 
Earnable compensation includes pro-rated summer pay. 

6. Does a member’s beneficiary have to be a certain age?

There is no age requirement for a beneficiary, however, minors entitled to a benefit will have their 
checks sent in care of the legal guardian that was named by the deceased member, or whomever 
obtained guardianship papers. 

7. How do salary caps work?

There are certain limitations on the amounts of salary increases TRS can use to calculate retirement 
benefits for individuals who become members on or after July 1, 1984. The specific limitation is 

IX. Q&A
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determined each year by the General Assembly’s appropriation for salary increases for the ensuing 
year. Please refer to our website for the current limitation.

8. Are annual statements going to continue and how are they distributed?

Annual statements are available online via your TRS account every year.

10. What is PSERS?

PSERS is the acronym for Public School Employees Retirement System administered by the 
Employees Retirement System. PSERS is available to eligible, non-supervisory school system staff 
in warehousing, maintenance, food service, and transportation.

SICK LEAVE

1. How should the retiring employer handle transferred sick leave from another employer?

Each TRS-covered employer should only report the sick leave balance from the time when the 
member was employed with their system.  Transferred days should not be included in that figure.  
The employer who transferred the sick leave days should include those days transferred in the sick 
leave balance they report to TRS.  

2. How do we handle forfeited sick leave for a TRS member that works for an ERS employer?

Forfeited sick leave is processed in the same manner as if the TRS member worked for a TRS 
employer.  When the member completes his or her portion of the sick leave certification form, 
he would give it to his or her employer to complete and submit to TRS for processing.  When the 
employer completes its portion of the sick leave form, the employer is responsible for certifying all 
unused sick leave, including forfeited sick leave, that the employee earned while working for that 
employer.

3. What is the maximum number of sick leave days that can be used towards retirement?  

There is no maximum number of sick leave days that can be applied towards retirement.  However, 
the maximum accrual rate is 1¼ days per month of actual service and the maximum years of 
service that can be used to calculate a member’s retirement benefit is 40.  

EARNABLE COMPENSATION

1. For new hires over 60, 65, and 40+ years who elect to no longer be TRS contributors, do we still have to pay 
the employer contribution?

No.

2. Is summer school pay subject to TRS?

Yes, summer school pay is subject to TRS contributions. 
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3. Are coaching supplements eligible compensation for TRS purposes?

Yes, coaching supplements are considered as earnable compensation provided the supplement is in 
the written contract of the member.  

4.  Is extended day pay eligible compensation for TRS purposes?

Yes, provided the member has an extended day contract

5. Is extra pay for additional duties that do not increase hours worked eligible compensation for TRS purposes?

Contract will have to be reviewed by TRS.

6. If a TRS member receives an additional pay supplement for taking on additional duties at a state agency, is 
the additional pay TRS pension eligible?

Contract will have to be reviewed by TRS.

7. Are automobile allowances subject to TRS contributions?  If employee is given a separate check to cover 
automobile expenses is that automobile allowance still subject to TRS contributions?  Does automobile 
allowance have to be a part of member’s contract?

Contract will have to be reviewed by TRS.

ELIGIBILITY

1. Do PSERS members who become TRS eligible have to choose to join TRS within a certain amount of time?

A member of PSERS can join TRS at any time as long as they are in a Supervisory type position.

2. What is considered full time employment for the libraries for TRS purposes?

TRS does not require full-time employment in order to be eligible for TRS membership.  The law 
states employers, not TRS, determines what normal full-time hours are for a particular position.

3. What has to be written in the contract to be considered compensation where TRS contributions are required?

The only form of employment that does not have to be written in a contract to be considered earnable 
compensation is teaching summer school.  In order for other components of total compensation to 
be considered earnable, the components must be specifically written into the member’s contract, 
including, for example, local supplements, extended day, extended year, and coaching supplements.

4. Are part-time classroom aides/paraprofessionals who work less than 20 hours per week in a school year 
eligible for TRS?

To be eligible for TRS membership, the classroom aide must work half-time or greater.  The 
employer determines normal full-time hours for the position.  If, for example, 35 hours per week 
was considered normal full-time hours, then the classroom aide would have to work at least 17.5 
hours per week to be eligible for TRS membership.

Q&A
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5. If someone who is aged 60 and has no previous TRS employment is hired, can he opt out of TRS?

Employees who are at least 60 at the time they first become employed in a TRS-covered position, 
or employees who have previously withdrawn TRS contributions and became eligible again after 
reaching age 60, may decline TRS membership.  Election must be made to the TRS Board of 
Trustees within 90 days after employment on the TR-43 form available on the Employer’s section 
of the website.

6. If a new employee of the Technical College System of Georgia does not qualify for TRS or the Employees’ 
Retirement System, is this person eligible for membership under a special defined contribution plan?  

Employees not eligible for either TRS or ERS would be eligible for the Georgia Defined Contribution 
Plan (GDCP). Most persons under the GDCP are part-time employees or adjunct instructors. 

WORKING AFTER RETIREMENT

1. Who does the auditing of retirees that return to work?

TRS audits retiree accounts and works in conjunction with the Department of Audits to confirm 
employment status and salary.

2. Does the 49% rule apply daily, weekly, or monthly? Who establishes rules for what is considered “full-
time?”

The 49% rule is applied monthly.  For hourly employees, TRS will determine what is considered 
full time based on the number of working days in the month.  For salaried employees, it is up to 
the employer to determine what a normal full time salary is based upon the position and historical 
rates of compensation.

3. If I retired under ERS, could I return to a full-time position under TRS with same employer?

No.

4. If you are a TRS retiree, can you work in two systems at 49% each?  

Yes, you can work 49% for one system while working 49% for another system at the same time.

5. How often do you need to submit verification for a retiree who is re-employed as a substitute teacher?

The verification must be submitted prior to the retiree returning to work and it must be submitted 
on an annual basis.

6. Can you pay certificate-based compensation to a retiree who is working as a substitute teacher?

Yes, you can pay them certificate pay. 

Q&A
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7. Since hours worked are no longer reported to TRS for part-time salaried employees who return to work, 
how can an employer prove that a retiree worked no more than 49%?  What paperwork should an employer 
provide in case of an audit?

The employer needs to keep a record of the number of hours worked each month for retirees 
returning to work on a salary.  These records will not be reported to TRS, but will be needed by the 
Department of Audits and/or TRS if you are audited.  Payroll records are required if audited. The 
number of hours worked and salary earned by the retiree will be compared to the number of hours 
and salary earned to a full-time person in that position in your system.

8. Please provide an example of a part-time hourly vs. part-time salaried teacher example.

Usually part-time teachers are going to be salaried.  If a teacher is normally paid $4,000 per month, 
the part-time teacher must be paid less than $2,000 per month.  For part-time hourly employees, 
they must work less than half of the working hours in the month.  For instance, if there are 20 
working days in a month, there would be a total of 160 hours.  In this example month, part-time 
hourly employees must work less than 80 hours. 

9. Does a one-month break in service have to be taken in each TRS retiree returning to work scenario?

Yes, there is always a requirement that a retiree take a one month break in service before returning 
to work.

10. Can a TRS retiree return to work as a 49% teacher and be a substitute teacher simultaneously?

Yes, a teacher may return to work at 49% and be a substitute teacher.

11. Is the salary limitation for independent contractors on a monthly or annual basis?  Is this limitation per 
contract or per system?

The salary limitation is looked at on an annual basis and is per system.  If a contractor wants to 
work for multiple systems they may do that. If an independent contractor has contracted services 
to more than one employer, TRS evaluates contracts separately.  However, contractors are not 
allowed to work as a contractor and 49% as an employee for the same system.

12. Can a TRS retiree return to work as a bookkeeper and work less than full-time employment?

A TRS retiree returning to work as a bookkeeper will be subject to the same 49% rules as all other 
positions.  

13. Does one day of full-time work as a retiree count as a month toward the maximum of 3 temporary months 
allowed in a fiscal year?

Temporary employment is defined as working up to 3 months in a fiscal year on a half-time or 
greater basis. Working less than half the working days in a month would not count toward the 
3-month maximum.  TRS considers full-time and part-time work on a monthly basis – not on how 
many hours were worked on any given day.

Q&A
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HEALTH

NOTE: All responses pertain to K-12 employers under the State Health Benefit Plan (SHBP).  Board of Regents 
has a separate health plan and a separate set of policies and procedures. Contact the BOR for details.

These responses are general in nature and do not address all complexities of each situation. Contact the SHBP for 
additional details.

1. When should the last employer stop taking SHBP deductions?

The last SHBP deduction should be made during the final month the employee actually works.  This 
includes classroom teachers who receive pro-rated summer pay since the teacher is not actually 
working during the summer months.  Health Plan deductions come through TRS beginning the 
month after the effective date of retirement.  Here’s how it works.  If a member retirees June 1, 
you (the employer) make a final May payroll deduction for June coverage.  TRS does not take any 
SHBP deduction out from the June retirement benefit.  TRS takes its first deduction July 1 for 
coverage in July. 

2. Under what TRS plans/options may beneficiaries keep SHBP coverage? 

Beneficiaries may keep SHBP coverage under any of the TRS retirement plans (or options), provided 
they are eligible under SHBP eligibility rules. The TRS retirement plan selected can, however, have 
a bearing on how a surviving health plan beneficiary would pay for coverage continuation.  For 
example, if the TRS member selected the Maximum Plan, then the surviving health plan beneficiary 
(ies) would have to make arrangements with the Health Plan to pay premiums.  If, on the other 
hand, the TRS member selected a plan that provided lifetime monthly benefits to a beneficiary, 
then it may be possible for health plan premiums to be deducted directly from the TRS lifetime 
monthly benefit.  

3. If a member dies in active service, can his or her primary beneficiary, who chooses a monthly benefit, keep 
the health insurance? 

Based on the question asked, the premise to the response is that: 1) the member was vested with 
TRS; 2) the beneficiary took the lifetime monthly benefit, not the lump-sum distribution; and 3) the 
beneficiary could either be a child covered by the SHBP or a spouse.

As long as the beneficiary was covered by the SHBP at the time the TRS member dies, then the 
beneficiary could keep health plan coverage.  However, the length of time that coverage can 
continue varies for spouses and dependents based on SHBP rules.  For example, even though a child 
dependent may receive a lifetime monthly benefit from TRS, the length of time a child dependent 
may continue health coverage is limited.  Only surviving spouses have an opportunity to keep 
coverage indefinitely, provided they meet SHBP rules.  

4. In retirement, does the deduction for health insurance cover the premium for that month or the next month?

During retirement, the health premium deduction in any given month is for that month’s coverage.  

Q&A
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5. How can a retiree verify that his or her health insurance is being deducted from his or her monthly benefit?

Retirees can log in to their online TRS account and access up to two years of payment history, which 
includes itemized deductions for each benefit payment. Retirees may also call the State Health 
Benefit Plan for insurance verification. 

SOCIAL SECURITY

1. How does your system’s participation in Social Security or lack of participation in Social Security affect 
TRS?

A member’s TRS benefit is NOT in any way affected by whether or not his or her employer 
participates in Social Security. However, if a member’s current employer (or former employer) 
does not participate in Social Security, then the member’s Social Security benefit may be adversely 
impacted. Members in this situation should contact Social Security to discuss the “Windfall 
Elimination Provision” and the “Government Pension Offset.”

2. Is Social Security an option for members?

Depends, members’ participation in Social Security is determined by whether or not their employer 
participates in Social Security. Some employers that do not participate in Social Security offer their 
employee’s supplemental retirement plans to help offset the loss of Social Security benefits.

FORM COMPLETION

1. When certifying sick leave, do you include “lost” days in the final sick leave balance?  By lost, I mean those 
who earned days over what our system allows to be carried over into the next school year.

“Lost” days are also known as forfeited days, which are required under Georgia law to be certified 
as unused sick leave days provided that a member has not used said days or received any form of 
payment for them.

2. Does the superintendent have to sign all forms?

No. Generally, the Human Resources Director or Payroll Representative signs the forms.

3. What is the form that an employee who is 60 would complete if he wants to opt out of TRS?

That form number is TR-43.

RETIREMENT

1. Can a member change a beneficiary after divorce and/or death in retirement?

After retirement, a member can change his or her beneficiary information at any time if either 
the Maximum Plan A or Plan B Option 1 were chosen.  However, if an option that paid a monthly 
survivorship benefit was selected, the only circumstances in which the beneficiary can be changed 
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are in the event of death or divorce of the beneficiary. If a member chooses Options 2 to 4 and 
has multiple beneficiaries, the member will be allowed to remove the spouse as beneficiary after a 
divorce and may redistribute the percentage of funds to remaining beneficiaries. This will cause 
the benefit to be recalculated.

2. What would a retiree do if his or her beneficiary dies before he or she does?  Can she then change it with 
TRS?

If the member retired under Options 2 to 4 and the sole primary beneficiary predeceases the 
member, the member can change the primary beneficiary. This will cause the monthly benefit to be 
recalculated. If there were multiple beneficiaries, then no changes would be allowed.

3. If an employee, who is age 60, opts out of TRS, does he or she still pay into Social Security if his or her 
employer participates?

Yes, the member still pays into Social Security.  TRS membership has no bearing on the payment 
of Social Security taxes.

4. How does the maximum salary increase or salary caps affect people nearing retirement?

It will only affect a member whose current date of membership is on or after July 1, 1984.  Each 
year a salary increase cap is established. Any increase over the cap in those years used to compute 
your high average salary would not be used in the calculation to determine your TRS benefit. Any 
member whose date of membership is on or after this date should contact TRS prior to retirement.

5. What are some of the reasons that TRS is finding that members are taking a PLOP at retirement?

TRS retirees do not cite the reason for electing a PLOP. However, some reasons may be reinvestment 
of funds, the need for immediate cash flow, or to pay off debt.

6. If the husband and wife are both members of TRS and one dies, is the surviving spouse entitled to his or her 
own retirement benefit when they retire in addition to the survivorship benefit?

Yes, if the member is named as the deceased spouse’s beneficiary.

7. In retirement, if a retiree’s children are the primary beneficiaries, then is the spouse eligible to keep health 
insurance upon the retiree’s death?

Contact SHBP for up-to-date eligibility, enrollment and coverage inquiries. 

8. Can TRS tell an employer if a TRS retiree retired under disability?

TRS can inform an employer if a member is a disability retiree.

Q&A
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SERVICE PURCHASES

1. If I purchase service but die before I receive a benefit, would that purchase amount be refunded with other 
contributions?

Yes, if your primary beneficiary chooses to receive a refund of your accumulated contributions and 
interest.

2. How does a person verify out-of-state qualifying employment for TRS purposes? Is there a specific form to 
send to the out-of-state employer?  

The OS-4 form can be downloaded from our website for completion by the out-of-state employer 
and applicable retirement system. 

3. Can public library employees purchase time worked in another state in a public library system? 

Yes, provided it was for a regional or county library system. Employment in a local or municipal 
library is not eligible for purchase.

4. May I purchase Retro-Local Georgia service for teaching time in the Head Start program?

If the employee was employed by a TRS-covered employer, the service may be eligible for 
establishment.  If the employee was employed by the federal government or non-covered TRS 
employer, even though the work was based with a TRS reporting employer, the service would not 
be eligible.

WEB

1. Can members designate the beneficiaries online in their account and how long does a change of beneficiary 
take to change in the system when entered online?

Yes, active members can make beneficiary designations/changes online. The change is immediate, 
provided it was submitted properly and received at TRS. Be sure to print out a confirmation page 
to ensure TRS received your change. Retirees CANNOT make changes online. 

2. Does TRS mail confirmations if changes are entered online to beneficiary information?

No, the member prints out a confirmation page.

3. Can all online forms be filled out and submitted online as well?

 Not at this time.  However, TRS is considering the possibility.

4. Can employees change their names online?  If so, how is this done?

No. Name changes are made through the employer and reported to TRS by the employer.
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