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VOLUNTEER FIRE DEPARTMENT REPORTING

WHAT YOU NEED TO KNOW: The New Mexico Volunteer Firefighters Retirement Act
(VFRA) applies to volunteer non-salaried firefighters who are listed as active members on the
rolls of a fire department, and whose first year of service credit was earned during or after the
year they turned 16 years old.

Exclusions: There are no exclusions and reporting of 100% of a department’s roster is required
each year; volunteer firefighters receiving a pension from another state or educational system
are eligible for VFRA benefits.

Contributions: No member or employer contributions are required by the VFRA; contributions
are made annually by the State Fire Marshal’s Office from the fire protection fund.

Reporting: Attendance information is required. Effective January 1, 1979 through December 31,
2008, to qualify for service credit, each volunteer firefighter must:

e Attend 75% of all scheduled fire drills;

e Attend 75% of all scheduled business meetings; and

e Participate in at least 50% of all emergency response calls the member was held responsible to
attend.

Beginning January 1, 2009, to qualify for service credit, each volunteer firefighter must:

e Attend 50% of all scheduled fire drills for which the fire department held the member
responsible to attend.

e Attend 50% of all scheduled business meetings for which the fire department held the
member responsible to attend; and

e Participate in at least 50% of all emergency response calls for which the fire department
held the member responsible to attend.

Note: This is not necessarily 50% of all fire drills held, business meetings held, or emergencies
responded to by the department, it is 50% of those which the fire department held the member
responsible to attend.

Retirement: A volunteer firefighter who is close to retirement eligibility should contact PERA
and request a VVolunteer Firefighter Retirement Kit, which contains all the forms and information
necessary for members to begin the retirement process. The completed Retirement Kit should be
submitted to PERA at least 60 calendar days prior to the expected retirement date. Those who are
entitled to a deferred pension payment when they meet VFRA age and service requirements
should contact PERA at that time.

Termination: There are no notice requirements to PERA upon termination of service at this time.



Survivor Benefits: A retiring member may name either his/her surviving spouse (if any), or a
dependent child under the age of 18, as his/her beneficiary. If the member is married and names
a dependent child as beneficiary, spousal consent is required. In the event of the member’s death
the survivor beneficiary will receive an amount equal to 2/3 of the pension the retired member
was receiving. If the beneficiary predeceases the annuitant, there is no survivor benefit. A
surviving spouse will receive the benefit for their lifetime, unless they are remarried. Surviving
children will receive a benefit up to age 18.

MEMBER ENROLLMENT

WHAT YOU NEED TO DO: Each volunteer firefighter must complete a Member Enrollment
for Volunteer Firefighters Form and submit a copy of the volunteer’s Social Security card and
driver’s license at the time they become a member. The form is available from PERA or at
www.nmpera.org under ‘FOR MEMBERS — Volunteer Firefighter Retirement’ then ‘ Annual
Report Guidance’ then ‘Forms’.

e See Member Enrollment for Volunteer Firefighters Form (Sample Form A).

IMPORTANT:

o ALL blanks must be complete unless they are not applicable.
o Please ensure that writing is legible.

e The member must use his/her name as it appears on legal documents, and nota
nickname (e.g., “Charles Smith” rather than “Chuck”).
e The Fire Chief must complete the Department Certification section.

WHEN YOU SHOULD DO IT: The application should be completed and submitted to PERA
no later than the time the annual report is submitted (March 31 each year), but should be
submitted at the time a new member joins the VVolunteer Fire Department.


http://www.nmpera.org/

Member Enrollment

for Volunteer
Firefighters

-.- Form (Sample

Form A)

USES: Use this form to enroll Volunteer Firefighters in VFRA coverage.

DO NOT USE: Do not use this form to update or change a previously enrolled
member’s information; instead, use the Change in PERA Records form (visit
www.nmpera.org). An exception would be for a volunteer firefighter who begins

service with a different VVolunteer Fire Department, in which case a new enrollment

form must be filed.

PROCESS: Submit to PERA via email, fax or mail as indicated at the top of the form.
DEADLINE: Completed enrollment forms should be submitted to PERA no later
than the time the next annual report is submitted (March 31% each year), but
preferably during the year when a new member joins the Volunteer Fire Department.

FILL IN THE BLANKS

Section 1 — Information About the VVolunteer Firefighter (VF)
e Social Security Number
e Name — Enter first and last name (mandatory) and middle initial (if used) as the

member’s name appears on legal documents

Gender

Phone

Email Address

Mailing Address, City, State, ZIP

Date of Birth

City of Birth

State of Birth

Marital Status

Have you ever been a PERA member?

Section 2 — Information About the VF Member’s Spouse (if married)
= Spouse’s Name, SSN, Date of Birth


http://www.nmpera.org/

Section 3 — VF Member Certification — Member must sign and date
Section 4 - VFD Fire Chief Certification
e Name of Volunteer Fire Department (VFD)
PERA VFD Number — The 5-digit number assigned by PERA.
Start Date — The first day of the member’s service certification (mm/dd/ccyy)
VFD Email Address
VFD Phone Number
VFED Chief’s Printed Name
Signature of VFD Chief — Be sure the form is signed by the Fire Chief
Date of Signature (mm/dd/ccyy)

6300 Jefferson St. NE STE#100

Member Enrollment for Al?uqu)erque, NM 3;109
H 2 505) 476-9300 phone
Volunteer Firefighters 305) 054-0342 fax

Www.nmpera.org

Instructions: Please print or type in dark ink. This form must be completed in its entirety and returned to PERA along with the
appropriate Qualification Record form(s) by March 31, 2023 via regular mail, fax, or e-mail to pera-memberservices@state.nm.us for
processing. Strikethroughs and correction fluid/tape are not permitted. Please keep copies for your VFD's records.

Section 1 Information About the Volunteer Firefighter (VF)
\Social Security Number or PERA ID |Name (First, Middle Initial, Last) J
Phone Number Would you like direct correspondence by E-mail? If so, include E-mail Address
H:]Female [Imale |( ) |
Mailing Address City State Zip Code ‘
Date of Birth City of Birth State of Birth

| | | |

Marital Status: D Never Married I:]Married DWidowed I:'Divorced

Have you ever been a PERA Member: L—_l Yes D No

Section 2 Information About the VF Member's Spouse* *To be completed by a married VF member.
Spouse's Name Spouse's SSN Spouse's Date of Birth
Section 3 VF Member Certification

I hereby declare that all the above information is true and complete to the best of my knowledge. It is my responsibility to keep my information current with PERA.

Signature of VF Member Date

Section 3 VED Fire Chief Certification* *To be completed by the VFD Fire Chief.
Please copy the completed application for your VFD file and for the VF member.
Name of Volunteer Fire Department (VFD) PERA VFD Number Start Date (mm/dd/ccyy)
VFD Email Address VFD Phone Number

VFD Chief's Printed Name

| certify that the above-named individual is a Volunteer Firefighter of the VFD as of the date listed above.

Signature of VFD Chief Date

December 2023

Sample Form A




ANNUAL REPORTING

WHAT YOU NEED TO DO: Each Volunteer Fire Department must annually file
electronically and via paper the following with PERA:

e 2023 Volunteer Firefighters Annual Reporting Form (Sample Form C); and
e 2023 Volunteer Firefighter Service Credit Qualification Record Form (Sample Forms D1 —Ds3)

In addition, any new Member Enrollment for Volunteer Firefighters Forms (Sample Form A) not
submitted during the year should be enclosed, along with a copy of the member’s Social Security
card and driver’s license.

WHEN YOU SHOULD DO IT: All affiliated VVolunteer Fire Departments are required to
submit an annual report to PERA beginning January 1% but no later than March 31% of each year.
This deadline is set by statute (Section 10-11A-6(B), NMSA 1978) and must not be ignored.
Service credit will not be given to any volunteer firefighter if completed reports are not
submitted by March 31,

HOW YOU SHOULD DO IT:

e The information on the 2023 Volunteer Firefighter Service Credit Qualification Record
Form New and Current Active (Non-Retired) members should be submitted online at
https://perass.state.nm.us/SelfService beginning January 1st but no later than March
31t of each year. Please note the paper forms must still be notarized, signed and
mailed/e-mailed.

e Both the Volunteer Firefighters Annual Reporting Form and the Volunteer Firefighter
Service Credit Qualification Record Form must be mailed, emailed or faxed as well as
submitted electronically to PERA no later than March 31% of each year.

Please see the following instructions for setting up an account and reporting;

HOW TO SET UP A USER ACCOUNT:

SUBMIT CONTACT INFORMATION TO:

Public Employees Retirement Association
Attn: Outreach Bureau
6300 Jefferson St. NE, STE#100, Albuquerque, NM 87109; or
PERA-MemberServices@state.nm.us; or
Fax: 505-954-0342

e See 2023 Volunteer Fire Chief, Reporter and County Fire Marshal Contact Information form
(Sample Form B).


mailto:PERA-MemberServices@state.nm.us

6300 lefferson NE Ste 100
PERA . Albuguergue, NM 87109
e m— 2023 Volunteer Fire Department (505) 476-9300 phone
Retirement Association N (505) 954-0342 fax
of New Mexico Contact Information WWW.NMpera.org
Instructions: Please print or type in dark ink. This form must be completed in its entirety and return to PERA via regular
mail, fax, or e-mail to pera-memberservices@state.nm.us along with the Annual Reporting form by March 31, 2024 for
processing. Strikethroughs and correction fluid/tape are not permitted. Please keep a copy for your VFD's records.
Section 1 Information About the Volunteer Fire Department (VFD)
PERA VFD Number (5 digit number) VFD Name
VFD Mailing Address City State Zip Code
Section 2 Information About the VFD Fire Chief
VFD Fire Chief's Name (Firstand Last) VFD Fire Chief's Daytime Phone Number VFD Fire Chief's Email Address
Section 3 Information About the VFD Reporter
FD Reporter Name (Firstand Last) VFD Reporter's Daytime Phone Number VFD Reporter's Email Address
Section 4 Information About An Alternate Contact (County Fire Marshal, EMS Coordinator, etc.)
Alternate Contact Name (Firstand Last) Alternate Contact's Daytime Phone Number Alternate Contact's Email Address
Section 5 VFD Fire Chief's Authorization
| hereby certify the information provided on this form is true and accurate to the best of my knowledge.
Signature of VFD Fire Chief Date
November 2023

Sample Form B

A Volunteer Fire Department must assign a minimum of one main contact for reporting in RIO
(Retirement Information Online). The employer must submit the following contact information
to PERA in Section A:

Section 1 — Information About the Volunteer Fire Department (VFD)
e PERA VFD Number (the 5-digit number assigned by PERA)
e VFD Name
e VFD Mailing Address, City, State, and Zip Code

Section 2 — Information About the Volunteer Firefighter
6



e VFD Fire Chief’s First and Last Name
e VFD Fire Chief’s Telephone Number
e VFD Fire Chief’s Email Address

Section 3 — Information About the VFD Reporter
e VFD Reporter’s First and Last Name
e VFD Reporter’s Telephone Number
e VFD Reporter’s Email Address

Section 4 — Information About the County Fire Marshal
e County Fire Marshal’s First and Last Name
e County Fire Marshal’s Telephone
e County Fire Marshal’s Email Address

Section 5 — VFD Fire Chief’s Authorization
e Signature of VFD Fire Chief
e Date

The completed form must be returned to PERA for processing. Once this information is received and
entered by PERA staff (Outreach Division contact information can be found on page 24 of this guide), you
will receive a series of emails. The first should resemble the sample below. PERA strongly encourages
members use copy-and-paste to transfer temporary passwords from this email to the login screen to avoid
confusion better letters and numbers that appear to be similar.

From: email@noreply.com <email@noreply.com>

Sent: Monday, October 25, 2021 12:00 PM

To: PERA-RIOHelpDesk <PERA-RIOHelpDesk@state.nm.us>
Subject: Account Activated

A Payroll Specialist web account has been created. Your password is :

The second email should arrive from the PERA staff person entering your Contact Form information
into RIO. This email should provide your permanent User ID.

A third email will be auto-generated from RIO indicating your account access has been activated and
will resemble the same email below. If you do not receive this email, please notify PERA.

From: email@noreply.com <email@noreply.com>

Sent: Monday, October 25, 2021 12:10 PM

To: PERA-RIQHelpDesk <PERA—RIOHeIpDesk@State.nm.us>|
Subject: Account Activated

Your PERA Self-Service account has been created, you may now log in with the user id and password that have been provided to you.

As an important reminder, the User ID and password provided is for your use only. If a VFD Chief
7



needs to assign additional members to assist with annual reporting, a separate form with a different
email address must be completed and submitted for processing. To ensure we are protecting the
information of all our members, sharing User ID and password information is strictly prohibited.

STEPS FOR THE ELECTRONIC REPORTING

O Access the PERA Home Page at www.nmpera.org.

® Click on A RIO Login

J ®» (Diagram 1)

Diagram 1
This opens the RIO Self Service page (Diagram 2).

- —_—  —  o—
® Click on ™5 (Diagram 2), this will take you to the Login page (Diagram 3).

Hours: Monday - Friday 8:00 a.m. to 5:00 p.m. excluding major holidays.
For i concerning mer ip and
1-800-342-3422 (Toll Free) or 1-505-476-9300
Via email: pera-memberservices@state.nm.us

| For questions concerning this RIO Self Service website, including your User ID and

1 Ppassword (please include your full name as well as the last four digits of your SSN and
your birth date):

Inside of New Mexico: 1-866-845-9029 (Toll Free)

Outside New Mexico: 1-505-476-9420

Via email: PERA-RIOhelpdesk@state.nm.us

Click the link below to find out if you may have any unclaimed contributions left in your

account:
Unclaimed Property. Search

i contact i is i here:
Contact Us

To make a payment to your PERA account:
Make Payment

Diagram 2
oS e e e r————

O Enter your User ID and Password. (Diagram 3) The first time you log in will be taken to the
Instructions page (Diagram 4).


http://www.nmpera.org/

Enter your User |D and Password
helow,

User ID

Password

Eorgol User ID | Forgot Password

Ploase noto that to protoct your RIO Seif
Service account, your password will expire

after 120 days. If your password has expired,

please click Forgat My Password to reset It.
It for soma reason you experience any
difficulty In resetting your passwerd, please
contact the RIO help desk

Are you a Member?

For members who would like to open an account. Click the link below to start work!
Onen a Member Account

I you have questions, Contact PERA, We will be happy to help you!

Tell Me More

User ID - This is a unique set of characters used for identification into the RIO system. Examples for a user named John Smith would be "jsmith,” or if the name is taken.
"jsmith3."

Password - This is another custom set of characters set by you the user, or in the case of a forgotten password, by the computer system at PERA. A password is used to verify
that the user ID entered belongs 1o you only.

Office Hours: Monday - Friday 8:00 a.m. to 5:00 p.m. excluding major holidays

For i i ip and

1-800-342-3422 (Toll Frae) of 1-505-476-9300

Via email: pera-memberservices@state. nm.us

For questions concerning this RIO Self Service website, including your User ID and password (please include your full name as well as
the last four digits of your SSN and your birth date):

Inside of New Mexico: 1-866-845-8020 (Toll Free)

Outside New Mexico: 1-505-476-9420

Via email: PERA-RIOhelpdesk@state.nm.us

Diagram 3

O Click on (Diagram 4) to continue to the Change Password screen (Diagram 4a).

For your reference, when you 7 the next time you will be taken directly to the
Employer Home Page (Diagram 5).

Terms and Con

erms i SiGonditions)

or account fi

ion or fransactions through this sife constifutes and shall be deemed to be an acceptance of the following terms and conditions.

The information on this website is not guaranteed to be an exact statement of account. Any information presented on this website is subject to audit and revision without notice.
No statement on this website shall be construed to be a legal statement of the New Mexico Public Employees Retirement Association (PERA) palicy.

This Agreement is applicable whenever you use PERA online services to access your personal or business account with your password. The terms of the PERA online agreement
apply to those transactions performed using PERA online services.

[BGEneraliierms;

The online or other that are the result of a transaction you have entered de not indicate that the ransaction has been transmitted nor do they
indicate that the transaction has been received, accepled or rejected by PERA. PERA will confirm that the information has been received and whether the transaction has been
accepted or rejected.

‘You are responsible for reviewing the account statements sent to you by mail in order to verify the accuracy of the aceount infonmation provided in the statement and the
transactions entered through this site. You are also responsible for promptly notifying PERA of any erroneous or inaccurate information contained in, or omitted from your account
statements, including errors or inaccuracies resulting from transactions conducted through this site. Finally, you are responsible for reviewing and verifying all information entered
from this account on this site prior to its submission, and you accept full responsibility for this data.

Should errors or questions arise while accessing or performing personal of business account transactions, please contact us as soon as possible at the address or phone number
provided in the "Contact Us" page found on this website.

Each button, web link or hotspot constitutes an agreement between you and PERA that complies with the Uniform Electronic Transactions Act.
By clicking the "I Agree" button, you acknowledge that you have read the Agreement and accept all of the terms of this Agreement.

If you do not agree to the terms contained in this Agreement, please exit this website by clicking the Back button on your browser to retum to the previous page

Personal Account:

The personal retirement account of an active member or a benefit recipient in the retirement system.

Business Account:

An account for an agency, such as a city or county, that has elected to join the retirement system and make contributions on behalf of its employees.

e T K

Diagram 4

- — @ ———  {o>——

As the screenshot below references, your new password must be a minimum of 8 characters, any
combination of letters and numbers containing at least 1 number, 1 letter and 1 special character. Be
sure to record and store your new password in a secure location. You will also be asked to select a
secret question and provide a secret answer to aid you in resetting your password if you forget or
misplace it in the future.



HIngsoDoN Change Password

Required Fields *

(NewEassword)
1

You have logged in using a lemporary password. Please enler a new password below. Your password must
containing at least 1 number, 1 letter and 1 special cnaracter.

any letters and numbers.
New Password * | |

Password * |

ion *

| What is the name of the street where you grew up?

Confirm New

Diagram 4a

Prior to proceeding to step 6, it is important to discuss nightly batching cycles. Each night at 8 p.m.,
RIO begins it batch process. It is highly suggested that the VFD’s employer reporter should allow a
minimum of two hours prior to the nightly batching cycle to avoid reporting complications. The
purpose of the nightly batching cycle is to post reports with validated and/or corrected information. If
the partial report’s information, it is possible for a partial annual report to post. If that happens to your
department, the employer reporter will need to enter one or more adjustment reports. Please contact
PERA Outreach Division listed on page 24 of this guide for assistance regarding adjustment reports.

@ Click on Work on Reports. (Diagram 5) This will take you to the Reports page (Diagram 6).

W Employer Home Page

« Employer Home: Employer Name Employer Number

Work on Reporls
« View Employee info Employer Home Page

= Update My Profile This is your employer home page. If you are responsible for reporting for more than one employer, you can select another employer by clicking a select link below. The employer

summary will be displayed at the top of this page.

View Your Empleyer Information, Contacts, Plans & Contribution Rates

Missed reports,

Please check the Missing Reports and Payments link as there are some reports missing for this employer.

Employer.Informatio;

Employer Name
Employer Number
Email Address
Address

Deferred

Deferred Effective Date

Diagram 5

10



@ Click on Create a New Report. This will take you to Report Creation page (Diagram 7).

FORMS AND PUBLICATION " CONTACT 1S |
W Work On Reports

= Employer Home Employer Name Employer Number

- Work on Reports

4
- View Employee Info Create New Report

= Update My Profile Create A New Report

RegularReports)

‘You have no rej

h po
‘AdjustmentReports’
You have no reports at this time.
Posted Reportsiinvoiced Reports’

Diagram 6

ris at this time.

e e o —

O The report type defaults to @ Regular.
1. Enter the Start Date and End Date (January 1%tand December 31%) for the year being

2.
3.

reported. Make sure and enter the “/” between the day, month and year.
Click on “I would like to create a report with no member records.” radio button.

Click on and new report will appear under Regular Reports. (Diagram 8). THE
NUMBERS FOR THE FIRE DRILLS AND MEETINGS HAVE BEEN GRAYED

OUT. YOU CAN NO LONGER ENTER ANY NUMBERS, THEY MUST
REMAIN ZEROS.

LOG OFF

i ningsiro Do Create New Report

+ Employer Home Employer Name Employer Number

* Work on Reports
- View Employee Info Report Creation Form

= Update My Profile

Report Type ® Regular O Adjustment

Start Date * -
End Date * -

Fire Drills Held o
Business Meetings Held ]

Methed For Populating O Upload a payroll file to populate this report
© Copy member records from the most current posted report to this report
@ Create a report with no member records

Diagram 7
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OClick on gdit. (Diagram 8) This will redirect you to the page where you will ‘Add or Edit a Record’ for
each member. (Diagram 9)

[TETTT | TR AN FUECICATIONS 1P [ Abou PRA” | CONTACT 05
O Tgs 00N Work On Reports

Ergioyee Name

Eerme i)

' | SR ,
[t Frelosd SLts  Oute Setewmed  Dute Rasge Dwiete  Ben G st View Total (Detass |
Aasen Nt Loates Dot B30 UnCosmencd NA ow Tt

t Diagram 8

®a Enter the social security number or PERA ID number for the first member under ‘Option 1 — Add or
Edit a Record’. (Diagram 9)

Diagram 9

12



This will take you to the screen where you will edit or ‘Add New Member Record’ (Diagram 10).

FORMS AND PUBLICATION! ABOUT PERA CONTACT L
£ GSioD0
= Employer Home Employer Name Employer Number
= Work on Repors
. View Employee Info Add NewMember Record)

« Update My Profile
Working With PERA ID

T K

Select an option for editing or adding records.
The AddEdit Member Records page allows you to add the member records. In addition, you may edit existing records on this report for the member, as long as they have not
been posted.

To add a new record

1. Click the Add Mew Record button fo access the page onwhich you will enter the record's informafion.

To edit an existing record

1. If there are existing records for the member, identify the record you want to edit from the "Select Cne of the records below" seclion of this page.

2. Click on the Select link of that record to access the page on which you will edit the record's information.

Diagram 10
e — @ — @  F— >

©b If this is a Current Member of the department, the member’s address, date of birth and name
will appear as displayed in PERA’s database. Please verify the demographic information is
correct or make any necessary corrections. (Diagram 11). If this is a New Member of the
department, you must enter the member’s date of birth, gender, first name, last name, mailing
address including city, state and zip code.

g e i Err [RepomngPerng | [e] | | st ocer st [ |
Empicyer Kame [ - Fayrod Degr Ozt | &)
son — T —
e CF B |—ﬂ'_ L e wisLroe F e ighter Pim = |
e ] 4 et g
Fravare amm [ | Siat Goce [ e Crarge st - |
Mae M | | St Rexiin [ -]

L < | | [T —— [ -]
Ao | S | Slata Date N =)
AdiressLine 2 | Servoe To Bedwarded @ Y O Mo

E=E=E

Diagram 11
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Click on Plan Code, select VVolunteer Firefighter Plan only if the plan information is blank. Click on
“yes” or “no” to indicate whether
or not the member met the minimum qualifications to earn VF service credit. Then Click .

Please do not modify the Status Code, Separation Reason, Exclusion Reason or Status Date fields as it
may prevent your report from posting correctly.

m, . L LICATYO ¥ " i CONTACTUS

W Add / Edit Employment Information

* Employer tome

* Yoo oo Regomy

1]

+ Miew Engioyee
» Lpgute My Prole

Reporng Peaod Membes Record States

| Empioyer ame - Payrol Begn Date
SSy Payrol Eaa Date a)
Duste Of Bty O s Coce Vorrseer F vetighter Pun - -
Gender - Reponied Wage Coce PERA wages 30 ConsRutons «
Fst Newe SRates Code Do not modify the status code,
Mide Naee Sepaatin Reason separation reason, exclusion

reason, nor status date.

Las! Name £t hsacn Reawon

Aess Lne 1 Sgma Oste

AOess Lne 2 Service To Be Avwoed * Yes J Ne

AGSess Lire )
ey

Diagram 11a
This will take you back to the Add or Edit a Record page. (Diagram 9)

Repeat steps ®a and ®b for each active member. Retired VF members are
reported on hard copy (paper) reports only.

Once you have entered all of the active (non-retired) and new VF members reflected on your
roster you will need to return to the “Work on Reports’ tab to change the ‘Current Report
Status’ from ‘UnConfirmed’ to ‘Confirmed’ by clicking on ‘Unconfirmed”.

=

REQUIanReports

File Load Date Curment Repart View Total
Status | Status Submiited Date Range Calele | Edit) | Siatus Reconcile | Datalls
Added  Loaded Dafete  Edi  Lieconfmed Becongie  Wiew Todats

14 I



If you have successfully completed this step, RIO will confirm with this message:

The report has been confirmed and will be included in tonight's processing
INFO

Reports in ‘Added’ or ‘Suspended’ will not post and must be resolved in a timely manner.

- @ —— A  {o— =

Next click ‘Edit’ in the ‘Regular Reports’ section of the page. You will note your report is now
in ‘Confirmed’ status:

| Regular,Reports

1TFile Lead | bate T eurrent Report T T View Total |
Status  Status Submitted Date Range Delsts  Edit Status Reconcile  Datails
Added  Loaed

Dotobe  Egi  Confimed Beoncia

i1

<R @ @— ——— — e —— >

Wiew Teodats

Scroll down to ‘Option 3 — Finished Editing This Report’ and click on ‘Validate’.

OptionE=Einished EditingiihisIReports;

Finished Editing This Report? Click the Validate button to validate all member records on this report. You will be returned main reports page. Validation of larger

reporis may take some time and will continue even after you are returned to the main reports page. Please allow some time befare re-editing this report. You
may then re-edit this report at any time in the future until all records on the report are posted.

Validate

—_— O

RIO should confirm this step was successful by displaying this message:
Message from webpage u@ﬂ

@ Walidation got saved successfully

o ) o]

After you click ‘Validate’, the software will run a soft check, known as validation, of the
information entered and the page will default back to the “Work on Reports’ home page. To
identify any records requiring additional information and/or corrections you will need to click
‘Edit’ again. Scroll to ‘Option 2 — Member Records with Errors’ as noted in Diagram 12. To
determine what corrections or additional information is required, click on ‘Select’.

15



L YO ption 2BMEMber R ecOras W th ErTors) ]
Click on a record to make changes to the record. The following page will provide you with a list of errors found during the last nightly validation batch run for
each employee record in this list.
First || Previous n Next || Last | 1 records found results per page
B -~ -~ - - " -
Select Record PERA ID Employee Name Reported Wage Code Status Record Type
‘ Select PERA wages and contributions Suspended Regular
First || Previous n Next || Last page # range
Diagram 12

The record selected in the previous step will be displayed with an error or flagged message present at the top of the
screen:

This area identifies missing or incorrect information in the fields
below. Please see error codes and possible solutions. You are also
{ ERROR welcomed to contact PERA for assistance with suspended records.

After you have addressed all of the ‘Member Records with Errors’, your report is ready for the
overnight batching process. As a friendly reminder you are encouraged to ‘Log off” of your
account to maintain account security. The ‘Log Off” tab is located at the top of the page:

Public Employees Retirement Assoclation of
New Mexico
RIO-Retirement Information Online

[T [ omusamruRcAToNS | e ] Apourpi ] cowrcrus

Log Off Page

Are you sure you want to log off?

vl

Thank you for visiting the PERA SelfService Web site.If you have any comments about our web site you can contact us at PERA-memberservices@state.nm.us

It is important that you log back in the next day to check the posted status of your electronic
Annual VF report. The reporting period is not complete until the report is listed as ‘posted’
under Report Status.

| BPSEtEd REporEVInVoIced REports)

. Status I File Load Status . Date Submitted | Date Range Report Type

Posbed Loaded Requiar

If your report is not in ‘Posted’ status after 24 hours, please contact PERA’s Outreach Division
for assistance/guidance.
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Volunteer Firefighters

INSTRUCTIONS -.- Annual Reporting Form
(Sample Form C)

USES: Use this form to summarize the annual membership and qualification records
submitted to PERA.
PROCESS: Submit to PERA both electronically as outlined in this quide and in paper
format to: Public Employees Retirement Association

Attn: Outreach Bureau

6300 Jefferson St. NE, STE#100

Albuquerque, NM 87109

DEADLINE: March 315t of each year.

FILL IN THE BLANKS

SECTION 1 - GENERAL INFORMATION ABOUT THE VOLUNTEER FIRE DEPARTMENT

(VFD)

PERA VFD Number — The 5-digit number assigned by PERA

VFD Name

VFD Mailing Address — Enter the VFD mailing address, city, state, ZIP

VFED Fire Chief — Enter the Fire Chief’s First and Last Name, Phone Number and Email Address
County Fire Marshall’s Name — Enter County Fire Marshal’s First and Last Name, Phone
Number and Email Address

SECTION 2 - VFD DEPARTMENT TOTALS

New VFD Members reported in 2023— Enter the number of new members enrolled, reflected on
your roster, and reported in 2023.

Current/ returning (non-retired) VFD Members reported in 2023 — Enter the number of
current/returning non-retired volunteers reflected on your roster and reported in 2023.

Retired VFD Members reported in 2023 — Enter the number of retired volunteers

reflected on your roster and reported in 2023.

Total number of VVolunteer Firefighters reported in 2023 — This number should

match the sum of #1, #2, and #3.

SECTION 3-VFD CHIEF CERTIFICATION

Enter the VFD Chief’s printed name and VFD name in the appropriate spaces.

e This form must be signed and dated before a notary public by the VFD Chief.

Notary section — The notary witnessing the VFD Chief’s signature must complete this
section; the notarization date must match the VFD Chief’s date of signature, all blanks must
be completed, and the notary’s seal or stamp must appear on the document. As reminder
strikethroughs and white-out edits are not permitted. Per New Mexico Notary Public Statute,
the principal must be present in front of notary.
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SECTION 4 - MAYOR OR COMMISSION CERTIFICATION
e Signature of Municipal Mayor or Chair of County Commission is required. The form
should be signed by the Municipal Mayor if distributions from the fire protection
fund are made to an incorporated municipality, or by the Chairman of the County
Commission if distributions from the fire protection fund are made to an independent
fire district.

6300 Jefferson St. NE, STE#100

PERA 2023 Volunteer Firefighters Albuguerque, NM 87109
PG E e Annual Reporting Form (505) 476-9300 phane
Retirsment Asociatioy p g (505) 954-0342 fax

of New Mexico Www.nmpera.org

Instructions: Please print or type in dark ink. This form must be completed in its entirety and returned in hard copy and electronic copy format to PERA
along with the appropriate Qualification Record farm(s) by March 31, 2024 via RIO and by regular mail, fax, or e-mail to pera-
memberservices@state.nm.us for processing. Strikethroughs and correction fluid/tape are not permitted. Please keep copies for your VFD's records.

Section 1 General Information About the Volunteer Fire Department (VFD)

PERA VFD Number (5 digit number) VFD Name

VFD Mailing Address City State Zip Code

VFD Fire Chief's Name (Firstand Last) VFD Chief's Daytime Phone Number VFD Chief's email Address

Alternate Contact Name (Firstand Last) Alternate Contact's Daytime Phone Number  Alternate Contact’s Email Address ‘

Section 2 VFD DEPARTMENTTOTALS
1. New VFD members reported in 2023:
2. Current/returning (non-retired) VFD members reported in 2023:
3. Retired VFD members reported in 2023:
4. Total number of Volunteer Firefighters reported in 2023
(sum of members entered on lines 1 through 3):

Section 3 VFD CHIEF CERTIFICATION *Notary stamp must be visible

[} Fire Chief of the Volunteer Fire Department, affirm that the records submitted
Printed Name of VFD Fire Chief VFD Name

to PERA are true and correct and reflect 100% of my VFD's 2023 roster.

Signature of VFD Fire Chief Date

State of New Mexico )

SS:
County of )
signed and sworn ta (or affirmed) befare me by on this day of
VFD Chief's Name [please print) to be completed by Notary
My C ission Expi Notary Public Telephone Number N - Signature of Notary
Section 4 MAYOR OR COMMISSION CERTIFICATION
Signature of Municipal Mayor or Chair of County Commission Date

November 2023

Sample Form C
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e — — Volunteer Firefighters

INSTRUCTIONS -l- Service Credit Qualification

Record Form(s)
(Sample Form D1 — D3)

USES: Use this form to list the membership and service credit submitted to PERA.
PROCESS: Submit to PERA electronically as outlined in this guide and in paper form to:
Public Employees Retirement Association
Attn: Outreach Bureau
6300 Jefferson St. NE, STE#100
Albuquerque, NM 87109
PERA-MemberServices@state.nm.us; or
Fax to 505-954-0342
DEADLINE: March 315 of each year.

FILL IN THE BLANKS -QUALFICATION RECORD FORM - New Members
Only (Sample Form D»)

SECTION 1 - INFORMATION ABOUT YOUR VOLUNTEER FIRE DEPARTMENT
e Name of VFD

e PERA VFD Number — The 5-digit number assigned by PERA
e County

SECTION 2 — INFORMATION ABOUT YOUR NEW VFD MEMBERS ONLY
e Enter the member’s Social Security Number — All nine digits, no dashes.
e Enter the member’s name and full mailing address
e Enter the member’s date of birth
¢ Indicate whether the volunteer met the service credit requirements for the year.

SECTION 3-VOLUNTEER FIREFIGHTER DEPEPARTMENT CERTIFICATION
e Signature, Title and Date of the authorized person reporting the information.
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6300 Jefferson St. NE, STE#100

PERA 2023 Volunteer Firefighter Service Albuquerque, NM 87109

. ier o ax (505) 476-9300 phone
— Credit Qualification Record (505) 954-0342 fax
Retirement Association New VFD Members 0n|v www.nmpera.org

of New Mexico

Instructions: Please print or type in dark ink. This form must be completed in its entirety and returned in hard copy and electronic copy format
to PERA along with the Annual Reporting form by March 31, 2024 via RIO and by regular mail, fax, or e-mail to
pera-memberservices@state.nm.us for processing. Attach a completed Member Enrollment for Volunteer Firefighter form
along with a copy of a driver’s license and social security card for any Volunteer Firefighter not previously reported
Strikethroughs and correction fluid/tape are not permitted. Please keep copies for your VFD's records.

Section 1 Information about your Volunteer Fire Department
Name of VFD PERA VFD Number (5 digits) County
Section 2 Information about your New VFD Members Only
Vol Social Security Full Name of Volunteer Firefighter Date of Service Credit
No. Number (Provide mailing address for each member) Birth Eligibility Met?
(Required to award (mm/dd/yyyy) (Check one)
service credit; digits
only-no dashes) Yes No
1. Name:
Address: Ii r
2. Name:
Address: |_ ’_
3. Name:
Address: li r
4. Name:
Address: I_ I_
5. Name:
Address: I_ |—
6. Name:
Address: l_ I—
7. Name:
Address: Ii ﬁ
8. Name:
Address: Ii Ii
9. Name:
Address: I_ |—
10. Name:
Address: I_ |—

Section 3 Volunteer Firefighter Department Certification
Signature Title Date

November 2023

Sample Form D:
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FILL IN THE BLANKS —-QUALFICATION RECORD FORM - Current
Members Only (Sample Form D)

SECTION 1 - INFORMATION ABOUT YOUR VOLUNTEER FIRE DEPARTMENT
e Name of VFD
e PERA VFD Number — The 5-digit number assigned by PERA
e County

SECTION 2 - INFORMATION ABOUT YOUR CURRENT ACTIVE (NON-RETIRED) VFD
MEMBERS ONLY

Enter the member’s Social Security Number — All nine digits, no dashes.

Enter the member’s name and full mailing address

Enter the member’s date of birth

Indicate whether the volunteer met the service credit requirements for the year.

SECTION 3 - VOLUNTEER FIREFIGHTER DEPEPARTMENT CERTIFICATION
e Signature, Title and Date of the authorized person reporting the information.

v e . 6300 Jefferson St NE Ste 100
PE RA 2023 Volunteer Firefighter Service Albuguergue, NM 87109
. e (505) 476-9300 phone
Credit Qualification Record (505) 954-0342 fax
Current Active (Non-Retired) WWW.NMpera.org
VFD Members Only
Instructions: Please print or type in dark ink, This form must be completed in its entirety and returned in hard copy and electronic
copy format to PERA alang with the Annual Re 0. by x, or e-mail to pera
memberservices@state.nm.us for processi t permitted.
Please
Section 1 Information about your Volunteer Fire Department
Narme of VFD PERA VFD Number (5 digits) County
Section 2 Information about your Current Active (Non-Retired) VFD Members Only
Vol Social Security Full Name of Volunteer Firefighter Date of Service Credit
No. Number (Provide mailing address for each member) Birth Eligibility Met?
(mm/ddiyyy) (Check one)
| Yes No
1 Name:
Address: r r
2. Name:
Address: r r
3. Name:
Address: ’_ ’_
a. Name:
Address: [ [
5. Name:
Address: [] [
6. Name:
Address: f r
7. Name:
Address: [] l_
8. Name:
padress: |
9. Name:
Address: [] [
10. Name:
Address: ’— |—
Section 3 Volunteer Firefighter Department Certification
Signature Title Date
November 2023

Sample Form D2
21




FILL IN THE BLANKS —-QUALFICATION RECORD FORM - Retired
Members Only (Sample Form D)

SECTION 1 - INFORMATION ABOUT YOUR VOLUNTEER FIRE DEPARTMENT
e Name of VFD
e PERA VFD Number — The 5-digit number assigned by PERA
e County

SECTION 2 - INFORMATION ABOUT YOUR RETIRED VFD MEMBERS ONLY
Enter the member’s Social Security Number — All nine digits, no dashes.

¢ Enter the member’s name and full mailing address

¢ Enter the member’s date of birth

¢ Indicate whether the volunteer met the service credit requirements for the year.

SECTION 3 -VOLUNTEER FIREFIGHTER DEPEPARTMENT CERTIFICATION
o Signature, Title and Date of the authorized person reporting the information.

L ) 6300 Jefferson St NE Ste 100
PE RA 2023 Volunteer Firefighter Service Albuquerque, NM 87109

i ificati (505) 476-9300 phone
Credit Qualification Record (405) 9540342 fax
Retired VFD Members Only wiww nmpera.org

Instructions: Please print or type in dark ink. This form must be completed in its entirety and returned in hard copy and
electronic copy format to PERA along with the Annual Reporting form by March 31, 2024 via RIO and by regular mail, fax, or e-
mail to pera-memberservices@state.nm.us for processing. Strikethraughs and correction fluid/tape are nat permitted.
Please keep copies for your VFD's records.

Section 1 Information about your Volunteer Fire Department
Name of VFD PERA VFD Number (5 digits) County
Section 2 Information about your Retired VFD Members Only
Vol Social Security Full Name of Volunteer Firefighter Date of Service Credit
No. Number (Provide mailing address for each member) Birth Eligibility Met?
(Required to award (mmiddfyyy) (Check one)
service credit; digits
only-no dashes) Yes No
1 Name:
Address: f ’7
2. Name:
Address: ’— |—
3. Name:
Address: ’_ l_
a. Name:
Address: r |—
5. Name:
Address: ’_ [_
6. Name:
Address: ] ]
7. Name:
Address: r r
8. Name:
Address: ] [
9. Name:
Address: r r
10. Name:
Address: ﬁ [7

Section 3 Volunteer Firefighter Department Certification
Signature Title Date

November 2023

Sample Form D3
22




PERA Outreach Division Contact Information

Public Employees Retirement Association
Attn: Outreach Bureau

6300 Jefferson St. NE, STE#100
Albuquerque, NM 87109

Fax: 505-954-0342

Christina Gauthier
Christina.Gauthier@pera.nm.gov
505-383-6554

Vicky Chavez
Victoria.Chavez@pera.nm.gov
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