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Annual base salary due June 30

COVID: Family leave 2

ach year, employers are required to report annual base salary to TRA. This
data is used to help determine service credit and, ultimately, benefit calcula- Payroll cheat sheet 2
tions for TRA members. This does not apply to Minnesota State campuses.

Annual base salary is the lowest full-time entry-level base salary paid to a new Lsingihlyiessages 2

employee or what would have been paid to a TRA-eligible employee hired during
the fiscal year. On May 4 TRA will release the workflow for entering Annual

Base Salary. The workflow will show up in the Outstanding Task as “Enter An- FY21 TRA
nual Base Salary.” If you are assigned the role of HR or payroll, you will receive
the task. ? ’ . P employer

The link will take staff to the Annual Base Salary pages to upload supporting contribution rates

documents and enter information such as salary and contract settlement date. The

: - . As of July 1, the employ-
workflow must be completed and submitted to TRA with the required documents

. . . er contribution rate will
by June 30. You can view example documentation at www.minnesotatra.org/

employers/forms. increase from 7.92 per-

Schools with a bargaining agreement must use the agreement dated July 1, 2019. cent to 8.13 percent.

Schools without a bargaining agreement: Make sure your letter is on official The employee contribu-

school letterhead and is signed by director of the charter school or a human re- tion rate is 7.50 percent.
source representative. Do not send in individual contracts or a salary grid. For a schedule of rates
If your contract is not settled by the June 30 deadline, contract TRA using My for future fiscal years, go

Messages. Once the contract is settled, you have 14 days from the settlement date to MinnesotaTRA.org/

to complete the workflow and submit the required documents back to TRA. emplovers.

A $5 per day late fee will be applied for any Annual Base Salary submitted after
June 30.

Payroll questions? Contact us at 800-657-3853


http://www.MinnesotaTRA.org/employers
http://www.MinnesotaTRA.org/employers
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_ PAYROLL
Family leave related to COVID-19 CHEAT SHEET

Payroll information:

U nder the Families First Coronavirus Response Act, if any employee is placed Payroll file and payroll

on FMLA for COVID-related reasons, the member can be placed on TRA’s

i remittance submissions
family leave.

) . ) are due 14 days from the
Submit the leave as you would normally submit any other family leave. If the

employee remains on FMLA for COVID-related reasons until Dec. 31, 2020, you
will need to submit another
family leave for the following
fiscal year.

payroll paid date.

Demographic infor-
mation: This is required

The leave begin date and the for all new hires to ensure

leave end date must coincide
with the fiscal year in which the
leave is being submitted.

we have an account estab-
lished to record earnings

and service information.
If you have questions about
FMLA for COVID-related
reasons, contact TRA’s leave of
absence group through My
Messages or call 800-657-3853
and press 3.

E-payments: Payroll re-

mittances are submitted as
an ACH credit. You can

schedule remittance up to

14 days from the payroll
paid date. Payments for

leave purchase or invoices

Tal k to us (SeCU rely)| for missed pension contri-

butions can be remitted
M yMessages is TRA’s new
secure messaging system,

designed just for communication

via E-Payment.
\ N My Messages

FINALLY...

with school staff. This is TRA’s preferred method of communicating one-on- To wrap up the fiscal

ith empl tacts. Log into the MyTRA 1 rtal and ety USRI A e
one with employer contacts. Log into the My secure employer portal an final edition of this

find out what you can do! newsletter in May.
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