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TEACHER RETIREMENT SYSTEM 

Procedures for Reporting Number of Work Days each Month 

May 23, 2011 

Effective Date of Rule 25.131 is the 2011-2012 School Year 

Implementation Date:  Regular Payroll Report for July 2011 (due August 6, 2011).*   

*If you do not have employees with non-standard contracts or work agreements beginning 

in July and/or August for the new school year, the first month you would be required to 

report “Number of Days” would be the September report due October 2011.   

Record Types:   RP 10, Regular Payroll Detail Record, Positions 138 – 139 

                               RP 15, Regular Payroll Adjustment Record, Positions 145 – 147 
Procedures:  
 
1. Each month report the number of available work days in the calendar month for that class 

of employee through the RP10, Regular Payroll Detail Record.  The number of days reported 
must be greater than zero.*  An Error message will be give for an RP10 record containing 
more than the total number of days in the calendar month.  
 

              * An RP10 record with zero for number of days will be acceptable for the June, July,  
                 and August Regular Payroll Reports due to employees who are not working  
                 but receiving accrued/deferred pay.  

 

2. Beginning with the December 2011 Regular Payroll Report, an Error message will be given if 
the field for “number of days” in an RP10 record is zero.   The Error message will direct you 
to contact TRS if the RP10 with zero days was correctly submitted.   
 

            Reminder:  An Error message will cause the Detail component to Reject.   
 
3. An RP15, Regular Payroll Adjustment Record, can be used to adjust one or more of the 

following:  Salary, Deposit, Number of Days.      
 
4.  For employees with a July begin date, the number of reported work days for July that will 

be applied to the new year will be based on the begin date of the contract/work agreement 

in the member’s MD40 record for the new year.   If an MD40 record is not on file for the 

new year, no work days will be applied to the new year; all work days reported will remain 

in the current year. 
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Procedures, continued 

 

5. For employees with an August begin date, the number of reported work days for August 

that will be applied to the new year will be based on the begin date of the contract/work 

agreement in the member’s MD40 record for the new year.   If an MD40 record is not on file 

for the new year, no work days will be applied to the new year; all work days reported will 

remain in the current year. 

6. For  employees reported with no money on the August RP10 record, but there were work 

days in August that belong to the new year, submit an RP15 for August with the August or 

September Regular Payroll Report.  The days will be applied to the new year based on the 

begin date in the MD40 record.  If no MD40 record for the new year, no August days will be 

applied to the new year; all work days reported will remain in the current year. 

7.  If more work days in August are reported than are available based on the begin date in the 

MD40 record for an employee, the extra days will remain in the current year. For example, 

the employee has a begin date of August 15th and 20 work days are reported, only 17 days 

(August 15th- August31st) will be applied to the new year and 3 days will remain in the 

current year.  

8. If you are unable to begin reporting number of days with the first month (July, August, or 

September) of the 2011-2012 school year for your reporting entity, you will be required to 

submit RP15 adjustment records for the months the number of work days were not 

reported. 

      Examples:  

A.  If an employer has TRS-eligible employees with a July or August start date for the 
2011-2012 school year and the employer does not begin reporting number of work 
days until the September Regular Payroll Report, an RP15 record must be 
submitted for those employees for July and/or August on the September Regular 
Payroll Report. 

     

B.  If the first month of the 2011-2012 school year for the employer is September and 
the employer does not begin reporting number of work days until the November 
Regular Payroll Report, an RP15 record must be submitted for each TRS-eligible 
employee for September and October on the November Regular Payroll Report.  

 
 


