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Employer Training: Forms



The Importance of Accurate Data

- Always contact your PERA representative with questions.

- Best practices for reporting PERA. 
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Application for PERA Membership
Verify that:
- Social Security Number or PERA ID is 

listed.
- ONLY SS# or PERA ID can be used

- Contact number for Member
- Mailing Address
- Date of Birth
- ERA/ERB questions answered correctly.
- Member sign and date form.
- Employer information is correct
- List both Employer name and PERA employer code 

number.
- Hourly/Salary Rate is listed – Can affect over/under $20k 

contribution percentage. **USE PAY RATE TO DETERMINE
- Date employed is correct.
- Part-time selection correct

- This can affect your employees service credit.
- Members working at least 20 hours, but less than 

30 hours per week may accrue service credit 
differently depending on Vested status on June 30, 
2014.

- Correct Retirement Plan

- Employer sign and date document.
- We will visit how to correctly report 

with your transmittal file as to not slow 
the reporting process.
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Application for Re-Employed Retiree
An employee that is currently a PERA 
retiree that would like to return to 
work will need to fill out an Application 
for a Re-employed Retiree.

- A return to work retiree MUST
suspend their pension. The 
following are the 2 different types 
of pension suspensions

- IF the retiree has been retired and 
separated from a PERA affiliate for 
at least 12 months, they can 
choose to suspend their pension 
and NOT contribute to PERA.

- IF the retiree has not completed 
the 12 month separation OR 
chooses to contribute and accrue 
service credit, they will need to 
suspend their pension and 
contribute to PERA via a letter to 
PERA stating such. 
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Exclusion Form
Verify that:
- SS# or PERA ID is listed
- Correct Exclusion Marked

- Check your exclusion reason to be sure it fits the 
employees situation.

- Check time frame for excluded status. Exclusions 
have different time frames for validity as well as 
some require updating.

- Check ONLY 1 Exclusion reason.

- Employment information is complete
- Name of employer and employer number listed
- Date employed is correct
- Termination date CAN be filled for positions with 

set expiration dates
- Correct PERA plan listed vs plan reported in 

transmittal file.

- Member and Employer Signature and 
date of signature

- If unsure about anything, contact your 
assigned PERA representative.

- We will visit how to correctly report 
with your transmittal file as to not slow 
the reporting process.
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Exclusion Form (Cont)

• Exclusions

- Make sure that you 
check the exclusion 
reason and that it fits 
the situation. If you are 
unsure, consult your 
PERA representative.

- Please note that some 
exclusions expire or 
require recertification.
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Contribution Remittance Form
• Please send form via email 

to Sharon Moya at 
Sharon.moya@state.nm.us
when you pay your report 
amount via Ebill.

• ALL payments MUST 
match report amount. 
Please process and correct 
reports before paying your 
regular or adjustment 
report. There could be 
errors that change the 
amount!

• Please submit a form for 
each report payment so it 
is properly allocated. 

mailto:Sharon.moya@state.nm.us
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Contact Information


