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Authorized Agent 
Workshop Webinar

Module 1 of 4
Introduction, Enrollment & Termination 

Revised 10/21/2021 

https://www.imrf.org/en/news/2019/11-november/imrf-receives-malcolm-baldrige-national-quality-award
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COVID-19 and IMRF

 Fully adapted to operational challenges 
posed by COVID-19

 Providing all key services to members and 
employers

 Pivoting staff between in-person and 
remote work

IMRF is secure, agile, and proactive. 

Introduction

https://www.imrf.org/en/employers/covid-19/covid-19-employer-faqs


Many Resources are Available Online

Looking Ahead 3

https://www.imrf.org/en/members/new-members


Authorized Agent Webinar Plan for 2021
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Module 2 of 4
Wage Reporting

Module 3 of 4
IMRF Benefits

Module 4 of 4
Employer Rates & Legislation

Module 1 of 4
Introduction, Enrollment & Termination 

Introduction

Wednesday,
November 10, 2021

Wednesday,
October 27, 2021

Wednesday,
September 29, 2021

Wednesday,
December 8, 2021

https://www.imrf.org/en/employers/employers-must-know/employer-access
https://www.imrf.org/2021-Authorized-Agent?fbclid=IwAR349YZI63AKRDlrC-jS5OPSNWu8sc6dkvZiHNiYif5ykJyj2Zccof65KGM


How to download this presentation.
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www.imrf.org



Resources for 
New Authorized Agents

6Helpful Resources 

https://www.imrf.org/en/employers/employer-resources/new-authorized-agent-information
https://www.imrf.org/en/employers/employer-resources/new-authorized-agent-information
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Topics of the Day

Your Role as an Authorized Agent

Resources Available to You

Understanding IMRF Participation 

Wage Reporting

Time for Questions & Answers 



What is an IMRF 
Authorized Agent?
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• Understanding IMRF

• How are we funded?

• What is an
Authorized Agent? 



IMRF is a defined benefit pension 
fund for employees of Illinois.

 Pension benefits

 Disability benefits

 Death benefits

9Understanding IMRF



2021 Pension Dollar

10Employer Rates 



What is an Authorized Agent? 

What is an Authorized Agent? 11

Key person in administering IMRF 

One per employer

Discussed in Section 2 of the Manual for 
Authorized Agents

Uses forms to complete 
administrative tasks  

 2.20 to appoint 
the Authorized Agent

https://www.imrf.org/AAmanual/Online_AA_Manual/aamanual.htm#2.00.htm
https://www.imrf.org/AAmanual/Online_AA_Manual/aamanual.htm#2.00.htm
https://www.imrf.org/en/employers/employer-tasks/administrative-tasks-for-authorized-agents
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Being an 
Authorized Agent

• Your role as an 
Authorized Agent

• Resources available 
to you



The Role of an Authorized Agent
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Enroll eligible employees as IMRF members 

Ensure employer reports wages monthly 

Read and distribute memos, Employer Digest, and 
employer financial reports provided by IMRF
 Establish New Subscribers who will receive the above 

information
 Employer Access, “Contact Us,” “Manage New 

Subscribers” 

Participate in IMRF Executive Trustee elections 

Being an 
Authorized Agent



Resources Available to You  
14

 Guide for 
Administering IMRF

 Forms 

 Secure Messaging

 Employer Specific Information

 Document Archive 

 Checklists & Memos

 Archive of Employer Digests

 Support Videos

 Webinars

Being an Authorized Agent

 Any time you see these 
three icons in today’s 
presentation, you can 
click on them. 

Clickable Links 

https://www.imrf.org/
https://www.imrf.org/employeraccessv2/MenuHome.do
https://www.imrf.org/AAmanual/Online_AA_Manual/aamanual.htm


Employer Access 
Help Page

15Being an Authorized Agent

https://www.imrf.org/en/employers/employers-must-know/employer-access
https://www.imrf.org/en/employers/employers-must-know/employer-access
https://www.imrf.org/en/employers/employers-must-know/employer-access


Employer lightbox notices

16Helpful Resources 



How to Locate a Member ID

17Being an Authorized Agent

https://www.imrf.org/employeraccessv2/MenuHome.do


How to Find Support Videos 

18Being an Authorized Agent

https://www.imrf.org/
https://www.imrf.org/en/employers/employer-resources/employer-support-videos


IMRF offers Support Checklists for Common Tasks 

Being an Authorized Agent 19

Enrollment

Participation

Disability

Retirement

Death

Termination

https://www.imrf.org/en/employers/employer-resources/procedure-checklists


How to Find Procedure Checklists

20Being an Authorized Agent

https://www.imrf.org/
https://www.imrf.org/en/employers/employer-resources/procedure-checklists


Employer Customer Service

Being an Authorized Agent 21

 As an Authorized Agent, 
you can connect with 
IMRF in many ways.

 Secure messaging is 
available through your 
Employer Access 
account. 

Did you know?

https://www.imrf.org/employeraccessv2/MenuConnectWithIMRF.do
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Understanding
IMRF Participation 



Defined in Section 3 
of the Authorized Agents Manual

23
Understanding 

IMRF Participation 

https://www.imrf.org/
https://www.imrf.org/AAmanual/Online_AA_Manual/aamanual.htm#3.00.htm
https://www.imrf.org/AAmanual/Online_AA_Manual/aamanual.htm#3.00.htm
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OR

Member participation began 
prior to January 1, 2011 

Member participation began 
on or after January 1, 2011 

Understanding 
IMRF Participation 

https://www.imrf.org/en/members/understanding-tiers-and-plans


Who Qualifies for Enrollment?
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600
HOUR STANDARD 

1,000
HOUR STANDARD 

OR

Enrollment is based on number of hours expected to be 
worked during a 12 month period

 Employers who have 
adopted the 1,000 
hour standard

 All governing body 
members enrolled 
1/1/2018 or after

 School districts

 Special education 
cooperatives

 Employers who have 
not adopted the 1,000 
hour standard

Understanding 
IMRF Participation 



Employee Status
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Consider these different status possibilities 
when enrolling or changing a member’s status

 Full-time, part-time, temporary

 Seasonal

 Age

 Member Tier

 Multiple positions

 Participation is required; it’s a condition of 
employment except for
 Elected officials 

 City hospital employees (Form 6.21)

Understanding 
IMRF Participation 

https://www.imrf.org/cmsmedia/files/multi-site-files/forms/series-6/form-621.pdf?la=en


Multiple Positions & IMRF Eligibility 
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Position 1

 Landscaper 

 400 hours

 Park District 

Position 2

 Maintenance Staff 

 400 hours

 County 

Position 1

 Bus driver

 500 hours

 School District 83

Position 2

 Lunch monitor 

 200 hours

 School District 83

At least 600 (or 1,000) 
hours with the same 
employer are required for 
eligibility. 

Understanding 
IMRF Participation 



What are some problem positions?

28
Understanding

IMRF Participation 



Governing Board Participation
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Effective 1/1/2018, new members elected or 
appointed to a governing body position are subject 
to the 1,000 hour standard (even if your employer 
uses the 600 hour standard).

 Mayors

 Village presidents 

 City council members

 Village boards

 County board chairman positions

 Township supervisors

 Appointed board members

Understanding 
IMRF Participation 



Should this Employee 
be Enrolled?
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Document all employees’ eligibility

Hourly standard

New hire or retiree?

Determine work schedule

Enroll or don’t enroll accordingly

Understanding 
IMRF Participation 

https://www.imrf.org/cmsmedia/files/multi-site-files/employers/procedures-checklists/should-this-employee-be-enrolled-in-imrf.pdf?la=en


Participation 
Checklist
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Steps to enroll

Special conditions

Avoid retiree return 
to work issues

 Employer liability
 Documentation 

for audit

Understanding 
IMRF Participation 

Steps to enroll

Special conditions

Avoid retiree return 
to work issues

 Employer liability
 Documentation 

for audit

https://www.imrf.org/cmsmedia/files/multi-site-files/employers/procedures-checklists/participation---steps-to-enroll-employees-in-imrf.pdf?la=en
https://www.imrf.org/en/retirees/retirees-must-know/returning-to-work


Employer Enrollment Issues
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Pension Code mandates participation 

 Regularly audit hours worked 
by employees 

Timely enrollment reduces future 
employer cost

 Omitted service

 Suspended wage issues

Tier assignment determined by IMRF

 May be changed if additional information 
received after enrollment

Pension funding begins immediately

Understanding 
IMRF Participation 

https://www.imrf.org/employeraccessv2/MenuConnectWithIMRF.do


New Members Receive 
an Introductory Letter 

33

They receive a link to the following 
page where they can find the 
following information.

 New Member ID 

 Member Access login & setup 
information 

 New Member Checklist

 VAC Information

 General Information 
about IMRF

A great tool for employees!
• Pension calculations

• Wage & service information

• Personal Benefit Review registration

• Change beneficiary

• Retirement & disability applications

• Address updates

Understanding 
IMRF Participation 

https://www.imrf.org/en/members/new-members
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Wage Reporting

• Contributions 

• Earnings 

• Reporting



Member Contributions
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Member contributions are tax-deferred

Established by the Illinois Pension Code

SLEP
7.5%

Regular 
4.5%

Wage Reporting: Contributions



Average 2021
Employer Contributions
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Check out the Employer Rate Meeting Webinar to 
understand more about how these rates are set.

To learn more about Employer Contributions, come 
back for the Authorized Agent Webinar Module 4. 

SLEP
23.70%

Regular 
10.62%

Wage Reporting: Contributions

https://www.imrf.org/en/employers/employer-resources/2021-employer-rate-webinar
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Voluntary Additional 
Contributions (VAC)

Up to 10% of a member’s IMRF reportable earnings 
can be put in the VAC program.

 After tax deduction
 Currently earns interest at the rate of 7.25%
 Credited annually based on previous January 1 balance
 Enroll with IMRF Form 6.30

The following are not reportable earnings (do not deduct VAC)
 SLEP Tier 2 overtime
 Wages over Tier 2 cap ($116,740.42)
 If employee has over 40 years of service and has stopped 

contributing, do not withhold VAC

Wage Reporting: Contributions

https://www.imrf.org/en/members/members-must-know/PreRetirement-Webinar-Additional-Info#activemembertopics
https://www.imrf.org/cmsmedia/files/multi-site-files/forms/series-6/form-630.pdf?la=en


IMRF Earnings 

Wage Reporting: Earnings 38

Submit report and payments monthly 

 Due on the 10th of the following month

IMRF wages reportable through calendar month 

after termination 

 If the termination date is June 1, wages paid through 
July 31 are reported

Section 3.96 of the Authorized Agents Manual

 Regular wages 

 Overtime 

 Vacation 

 Back pay & sick pay

https://www.imrf.org/AAmanual/Online_AA_Manual/aamanual.htm#3.96.htm
https://www.imrf.org/AAmanual/Online_AA_Manual/aamanual.htm#3.96.htm


Endorsed Insurance Plans
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Doyle Rowe, Ltd. 

 1-800-564-7227

National Conference 
on Public Employee 
Retirement Systems 
(NCPERS) Life Insurance

 1-800-525-8056

https://www.doylerowe.com/members/imrf/
https://www.mybensite.com/imrf/


Health Insurance Continuation
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Illinois Insurance Code 

 PA 86-1444 

Department of Insurance

 Contact the Consumer Service 
Division 877-527-9431 (toll free)

COBRA is a federal provision

 Review and Understand IMRF form 
7.10 

https://www.imrf.org/en/publications-and-archive/forms/forms-for-retirees-and-annuitants
https://www.imrf.org/en/publications-and-archive/general-memos/2003-general-memos/general-memo-506


Terminating Employees
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Submit ASAP, as benefits are held up if there’s a delay

If employee does not leave employment
 Submit online termination
 Submit second termination when employee leaves
 For a Reduction In Force (RIF), postpone submission of 

termination

Respond as soon as possible if IMRF requests a 
termination

Must report unused/unpaid sick days for all 
terminations



USE CAUTION WHEN REHIRING 
IMRF RETIREES

Returning to work may affect pension 
benefits of IMRF Retirees
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You must call IMRF at 
1-800-728-7971 if you hire 
or re-hire an IMRF retiree!

Potential employer liability

Retiree must call IMRF too!

If retiree does not qualify for IMRF, 
don’t deduct IMRF contributions

https://www.imrf.org/en/publications-and-archive/general-memos/2020-general-memos/general-memo-688
https://www.imrf.org/en/publications-and-archive/general-memos/2020-general-memos/general-memo-686
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What We’ve Covered Today

Your Role as an Authorized Agent

Resources Available to You

Understanding IMRF Participation 

Wage Reporting



Authorized Agent Support Options 
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SEND A SECURE MESSAGE DEDICATED HELP LINE SELF HELP TIPS 

https://www.imrf.org/employeraccessv2/MenuConnectWithIMRF.do
http://uat-siteinte-v.local.imrf.org/employeraccessv2/MenuConnectWithIMRF.do
https://www.imrf.org/en/employers/employers-must-know/employer-access
https://www.imrf.org/en/employers/employers-must-know/employer-access
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Questions & Answers 
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Thank you for joining us.

A link to the presentation along with 
a survey will be emailed to you today.

We appreciate your feedback! 

Remember to encourage your
employees to sign up for…      


