
NEBRASKA STATE RETIREMENT SYSTEM 
MANUAL FOR STATE AGENCIES

This manual is to assist the State Agency Contacts with the preparation and completion of forms used 
in the Nebraska State Employees Retirement Plan (the “Plan”) and to provide guidance on member-
ship information. The provisions of the State Retirement Laws in all cases supersede the information 
in this manual. The statutes governing the Plan can be found in §§84-1301 through 84-1333.

The State Plan is designed to provide retirement benefits in recognition of a member’s service to 
the State of Nebraska and is administered by the Public Employees Retirement Board (PERB). The 
Plan is qualified under Internal Revenue Code 401(a) and 414(h) and is comprised of a Defined 
Contribution benefit and a Cash Balance benefit. The contribution rate for members and employers is 
defined in state statute. The plan year is January 1 through December 31.

By law, permanent full-time employees are required to participate in the Cash Balance benefit upon 
hire. Before Cash Balance was implemented on January 1, 2003, Plan participants were allowed to 
either remain in Defined Contribution or convert their accounts to Cash Balance. 

Your role as a State Agency Contact is very important. Your cooperation in providing accurate and 
complete information is appreciated. All information you submit must be typewritten or printed in 
blue or black ink. Please contact our office if you have questions or issues not addressed by this 
manual, or need assistance.

Nebraska Public Employees Retirement Systems (NPERS)
1526 K Street, Suite 400

P.O. Box 94816
Lincoln, NE 68509-4816

402-471-2053 or 800-245-5712, Fax 402-471-9493
npers.ne.gov
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CHAPTER 1 
ELIGIBILITY AND ENROLLMENT

Eligibility Requirements
Each state agency is responsible for determining the eligibility status of its employees. If you do 
not make deductions when mandatory membership applies, the member and the employer must 
“make-up” those contributions. Under rules and regulations adopted and promulgated by the Public 
Employees Retirement Board (PERB), state agencies must enroll, immediately upon hire, all 
employees authorized to participate in the Plan and make required contributions to the Plan starting 
with their first paycheck. Effective October 1, 2009, only an individual who is either a United States 
citizen or is a qualified alien and is lawfully present in Nebraska is eligible to participate in the 
Plan. Please contact NPERS with any questions regarding enrollment eligibility.

For both mandatory and voluntary membership (as discussed below), when an employee becomes 
a member of the Plan, he/she is subject to all provisions of the Plan and cannot withdraw or cancel 
participation until ceasing employment.

If a plan member experiences a change in employment status, i.e., from full-time to less than half-
time or temporary employment, without a 120-day break in service, he/she must continue contrib-
uting to the Plan.

Mandatory Membership
Participation is mandatory upon hire for all permanent employees who work one-half or more of 
the regularly scheduled hours during each pay period. Service with the state is not interrupted by a 
temporary suspension that does not terminate employment, or by unpaid leaves of absence autho-
rized by the state due to medical, educational, or military purposes. An example of a work situation 
considered one-half or more:
n If full-time employment for your agency is considered 35 hours, anyone that works 17.5 or more 

hours during that pay-period would be considered full-time for retirement purposes.

Permanent Part-Time Employment
Permanent part-time employees are NOT required to participate in the Plan, but may join volun-
tarily if age 18 or older. The option to join must be exercised within the first 30 days of permanent 
part-time employment. Part-time employment is considered working less than one-half of the regu-
larly scheduled hours in a pay period. 

Participation becomes mandatory when an employee works one-half or more of the regularly 
scheduled hours in a pay period for at least six bi-weekly pay periods, six semi-monthly pay 
periods, or three monthly pay periods in a calendar year. The pay periods may or may not be 
consecutive. The “mandatory effective date of participation” in the plan will be the next pay period 
following the six bi-weekly/six semi-monthly/three monthly pay periods that the employee worked 
one-half or more of the regularly scheduled hours. If the employee does not begin participation on 
the “mandatory effective participation date,” make-up contributions would be required going back to 
the “mandatory effective participation date” or two years, whichever is less.

When an employee’s hours go above one-half of the regularly-scheduled hours in a pay period, the 
employer should consider the likelihood that the employee’s hours will go above one-half of the regu-
larly-scheduled hours in a subsequent pay period during the plan year. If the employer determines that 



1-2 Rev. 07/2016

the employee’s hours are likely to exceed this threshold, the employer should enroll the employee in 
the Plan. In the event the employer does not enroll the employee in the Plan and the employee’s hours 
again exceed one-half of the regularly-scheduled hours, the employer must immediately enroll the 
employee. Once an employee is enrolled in the Plan, he/she should remain in the Plan.

“Seasonal” Employment 
Participation for permanent full-time “seasonal” employees is required. Full-time employment is 
considered working one-half or more of the regularly scheduled hours during each pay period. 

Participation for permanent part-time “seasonal” employees is voluntary. Part-time employment 
is considered working less than one-half of the regularly scheduled hours during each pay period. 

EXAMPLES of Permanent “Seasonal” Employment vs. Temporary “Seasonal” Employment 
n	If a full-time employee is hired with the intent that he/she will return in subsequent seasons to com-

plete seasonal work, he/she should be considered a permanent employee and should be enrolled in 
the Plan. 

n	If a full-time or part-time employee is hired on a one-season basis with no agreement or understand-
ing of returning to employment the next season, he/she should be considered a temporary employee 
and should not be enrolled in the Plan. 

Voluntary Membership
Participation is voluntary for permanent part-time employees, age 18 or older. To determine if 
someone is classified as part-time for retirement purposes, first consider how many hours he/she 
must work to be full-time with your agency. Anyone who works less than one-half of the full-time 
regularly scheduled hours and meets the age requirement of 18 years of age or older would be 
eligible to participate voluntarily in the Plan.

These employees must exercise the option to join the plan on a voluntary basis within the first 30 
days of employment. A permanent part-time employee hired prior to age 18 will have 30 days to 
apply once they attain age 18. After participation in the Plan begins, whether voluntary or manda-
tory, a member may not stop participation until termination. Employees are not eligible to make up 
contributions for time they elected not to participate.

FORM TO SUBMIT
Upon determining eligibility for voluntary enrollment, you should give a “State/County Cash 
Balance Voluntary Enrollment Form” to the employee (see FORMS) to complete and sign. You must 
also sign the completed form before submitting to NPERS. 

REEMPLOYED MEMBERS
Immediate participation is mandatory for permanent full-time and permanent part-time employees 
who return to employment with the State of Nebraska within a period of time more than 120 days 
but less than five years of their termination. (See “Reemployment.”)

EXCEPTIONS
The following state employees participate in separate retirement plans and ARE NOT eligible to 
join the State Plan:
n State judges
n State patrol officers
n Department of Education employees participating in the School Employees Retirement Plan
n Employees of the University of Nebraska, state colleges, and community colleges
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n National Guard technicians
n Department of Labor (Division of Employment) employees hired prior to July 1, 1984
n Employees of the State Board of Agriculture (Fair Board) employed after July 1, 1982

Appointed by the Governor: An employee appointed by the Governor may elect not to become a 
member of the State Plan. If such a situation occurs, please contact NPERS for more information and 
instructions on how to proceed.

Temporary Employees: Service as a temporary state employee is not considered service for 
purposes of plan eligibility.

Vesting/Vesting Credit
VESTING
Vesting allows a member to retain the employer matching contributions when he/she terminates 
employment. Vesting occurs after three years of Plan participation. A member will become vested in 
less than three years if he/she:
n attains age 55 before terminating employment with the State
n dies before terminating employment
n qualifies for disability benefits
n receives vesting credit

When a non-vested plan member ceases employment, he/she will retain his/her employee contribu-
tions, but the employer contributions are forfeited. The forfeiture funds are used to pay the Plan’s 
pro-rata share of NPERS’ administrative expenses.

VESTING CREDIT
If a newly hired employee participated in another Nebraska governmental retirement plan during 
previous employment (see examples below), and worked full-time during that employment, the 
participation may count toward the State Plan’s three years required to vest. To qualify for vesting 
credit, a newly hired employee must apply to NPERS within 180 days of his/her date of hire.

Examples of Nebraska governmental employment include: municipal government, public 
power district, public school, law enforcement, county government, state university or state college. 
(Examples of employment that would not qualify would be federal employment, out-of-state univer-
sity or college, and any non-governmental employment.)

IMPORTANT
You should give an Application for Vesting Credit (see Sample on next page and FORMS) to every 
employee when first employed or rehired as an employee with your agency. It is the employer’s 
responsibility to give each new employee the form upon hire and explain its purpose. 

FORM(S) TO SUBMIT

After receiving the Application for Vesting Credit from the employer, the new employee must 
then decide if he/she should complete the form and submit to NPERS. The Application for Vesting 
Credit must be received by NPERS within 180 days of date of hire, per state Statutes. There are no 
exceptions allowed! If the employee has any questions about applying for vesting credit, please 
have him/her contact NPERS.
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SAMPLE VESTING CREDIT APPLICATION FORM

NPERS2100 Rev. 09/2013 Page 1 of 2

BAR CODE

                   Last                                                        First                                                                           Middle 

Name Date of Birth          -           - 
Plan Type

(Check One) 

Social Security Number                 -            - Retirement Number  State 

 CountyAddress                                                                      City                                             State                     Zip 

Home Phone  Work Phone  Employer 

Application For Vesting Credit/Prior Service Credit 

SEE REVERSE SIDE FOR COMPLETE INSTRUCTIONS
State Agency/County 
Currently Employed By: / /  FT 

 PT
DATE OF HIRE

LIST ALL NEBRASKA PUBLIC EMPLOYMENT 
The following should be completed by you. 

Please include all past participation with another Nebraska Governmental Entity  
as well as any past participation with your current employer. 

BELOW SHOULD REFLECT DATES YOU PARTICIPATED IN ANOTHER NEBRASKA GOVERNMENTAL PENSION PLAN. 

PLACE OF EMPLOYMENT (CHECK ONE) DATES OF PARTICIPATION
FROM TO

 Full Time      Part Time / / / /

 Full Time      Part Time / / / /

 Full Time      Part Time / / / /

 Full Time      Part Time / / / /

 Full Time      Part Time / / / /

IDENTIFY CONTACT PERSON FOR PREVIOUS GOVERNMENT PLAN: 

Name: Dept.:

Address: Phone: ( )  -

This form must be completed and received by NPERS
within 180 days of your date of hire. 

I hereby certify and warrant that, to the best of my knowledge and belief, the foregoing is true and correct.

Signature 
of Member:  Date:  / /

Constantine John G.  5 10 1977

123 45 6789

1953 Alan St. Moore NE

402-555-5555  402-123-4567 NE Dept. of Corrections

Dept. of corrections
07 13 2016

Valley County Sheriff 02 15 2005 05 04 2008

Valley County Sheriff 09 23 2008 06 01 2009

Chas Chandler Valley County Sherriff

 1977 Astra Rd. 5555555 555

PRINT

John Constantine 8   10   2016

Sample
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Enrollment Procedures
State agencies must enroll all employees authorized to participate in the Plan and make required 
contributions to the Plan per statute and under rules and regulations adopted and promulgated by the 
Public Employees Retirement Board (PERB). Please contact NPERS with any questions regarding 
enrollment eligibility.

NEW PLAN MEMBERS – MANDATORY MEMBERSHIP
New Plan Member Packet: When an employee who meets mandatory participation requirements is 
hired, you should give him/her a “new plan member packet” containing the following: 
n NPERS’ handout “Welcome New State Plan Member” (see sample on the following page)  

(Provide paper copy or refer member to npers.ne.gov. Under “Plan Info,” click on “State,” then scroll 
down to “New Member Information Packet.”) 

n State Employees Retirement System plan booklet (contact NPERS to request a supply)
n Beneficiary Designation Form (see FORMS)
n Application for Vesting Credit (see previous page and FORMS)
n Deferred Compensation Plan information should be provided to all new hires regardless of temporary 

or permanent status.

FORM(S) TO SUBMIT
The new plan member should complete the Beneficiary Designation Form in full and have it nota-
rized by a Notary Public before submitting to NPERS. (Refer to “Beneficiary Designation” in the 
State Plan booklet.)

IMPORTANT
When a new employee is enrolled, Ameritas will send him/her a registration letter with a certifi-
cate number to be used in registering for online account access. PIN Request Forms are obsolete 
and should no longer be given to employees. 

Re-Hired Employee: You should also give a packet to each re-hired employee who is a member 
of the Plan from previous employment with the state, so he/she has the current plan information. 
It is important a re-hired employee completes and submits a new Beneficiary Designation Form to 
NPERS to be sure we have current information on file.

VOLUNTARY MEMBERSHIP 
New Plan Member Packet: You should give an employee who qualifies for voluntary member-
ship a “new plan member packet,” as described above, together with a State/County Cash Balance 
Voluntary Enrollment Form. 

FORM(S) TO SUBMIT
If the employee decides to voluntarily join the Plan, he/she should complete and sign the 
Voluntary Enrollment form, which you should also sign and submit to NPERS. This form must 
be submitted within the first 30 days of employment. The employee should also complete the 
Beneficiary Designation Form in full and have it notarized by a Notary Public before submitting 
to NPERS. The Application for Vesting Credit, if applicable, should also be completed, signed, and 
submitted to NPERS. 

WHEN DEDUCTIONS SHOULD BEGIN
You are required to start retirement deductions for a new plan member with his/her first paycheck.
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NEW MEMBER PACKET

Welcome to the Nebraska Public Employees 
Retirement Systems (NPERS). Whether you 
are beginning your career or you previously 
worked for the State, we welcome your 
membership and the opportunity to help you 
with your retirement plan.

Nebraska Public Employees Retirement Systems
1526 K Street, Suite 400 or P.O. Box 94816 Lincoln, NE 68509-4816

402-471-2053 or 800-245-5712  Fax: 402-471-9493

npers.ne.gov

Welcome, New State Plan Member!

We have created this document to provide new members with important 
information regarding the retirement benefits offered to State employees.  
Click on the links or visit our website to obtain copies. If you do not have 
internet access, your employer should provide these documents.  
If you have questions about the materials, please feel free to contact us.

q State Retirement Plan Handbook
q	Deferred Compensation Plan (DCP) Handbook
q DCP Enrollment Form
q Beneficiary Designation Form
q Application for Vesting Credit

Seminar Registration  
Brochures:
q Financial Management 

(UNDER AGE 50)

q Retirement Planning 
(AGE 50 AND OVER)

Rev. 07/2016
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The Basics
State Retirement Plan
All new plan members participate in the  
mandatory Cash Balance benefit immedi-
ately upon employment. 
Participation is voluntary for permanent, part-
time employees age 18 or older and perma-
nent part-time seasonal employees age 18 or 
older. To enroll, employees must submit a Cash 
Balance Voluntary Enrollment Form to NPERS 
within their first 30 days of employment.

 �Members contribute 4.8% of salary pre-tax 
and the state matches contributions at 156%.

 �Members are “vested” after three years.

 �Member accounts receive an “interest credit 
rate” (rate of return) based on the federal 
mid-term rate plus 1.5% and are guaranteed a 
minimum annual rate of return of 5%.

 �Members may choose to retire at age 55.

 �Members have multiple payment options of 
their account at retirement.

 �For more information, please refer to the plan 
handbook.

Deferred Compensation 
Plan (DCP)
All State of Nebraska employees may partici-
pate in this tax-sheltered, voluntary retirement 
plan, even if employed on a temporary or 
part-time basis. 

 �Participants may set and change contribution 
amounts, or cease and resume contributions. 

 �The minimum contribution is $25 per month.

 �Taxes on the contributions and earnings are 
deferred until disbursement.

 �Plan participants choose their own invest-
ments from multiple funds.

 �This is a long-term retirement plan, not a short-
term savings plan. Members cannot remove 
funds until they cease employment.

 �For more information, please refer to the plan 
handbook and the Annual Investment Report. 

Forms, Forms, Forms…
Beneficiary Designation Form—Upon the death of a 
plan member, NPERS needs to know who should receive the 
funds remaining in his/her retirement account. Complete this 
form and be sure to update as needed. Please be aware that 
when you select beneficiaries online through the Nebraska 
Information System (NIS) “Open Enrollment,” it is for your 
life insurance, NOT your retirement account. Additional 
beneficiary forms may be printed from our website.

Application for Vesting Credit—If you have 
participated in another Nebraska governmental plan, that 
participation may count toward the three years required to 
vest in the State Plan. To qualify, you must complete this form 
and submit to NPERS within 180 days of your date of hire.

DCP Enrollment Form—To enroll in the voluntary DCP 
plan, simply complete this form and submit to your employer.

Have you done your homework?
NPERS Financial Management Seminars
How much time have you spent learning how to manage your 
finances? Do you know the basics of investing and how to use 
savings plans that offer significant tax advantages? Have you 
ever sat down with a professional financial advisor to answer 
these questions and develop a strategy that will put more 
money in your pocket? If you are like most of us, the answer is 
“NO,” but as a Nebraska State Employee you have an excellent 
“perk” available to help you—NPERS Financial Management 
Seminars.
As part of your benefit package, all employees under age 
50 are eligible to attend up to two of these full-day seminars. 
These seminars provide a wealth of information and are 
conducted by NPERS staff and a licensed financial planner. 
The cost is $20 per member and for an additional $20 you 
may bring a guest. Food and materials are provided and your 
employer allows you a day off with pay to attend.
Seminars are held each year starting in September and 
ending in November. Registration brochures are mailed 
to all eligible members at least four weeks in advance—or 
members may visit the “Seminar” page on our website.

For those closer to retirement!
NPERS Retirement Planning Seminars
All employees age 50 and over are eligible to attend up to 
two of these full-day seminars. The focus is on your State Plan 
and your options at retirement. The cost is $20 per member 
and for an additional $20 you may bring a guest. Food and 
materials are provided and your employer allows you a day off 
with pay to attend. For more information, visit the “Seminar” 
page on our website.



1-8 Rev. 07/2016

DATE OF HIRE

IMPORTANT

Each employee’s date of hire that you report to NPERS through our record keeper is VERY 
IMPORTANT data because it determines the beginning timeframe for calculating vesting.

The date of hire is the date the employee commences work with the State for which he/she will 
receive pay. (It is not the date the State and the individual reach agreement of employment, but the 
actual day the work begins for which the employee will be paid.)

The date of hire for a previous State employee who is rehired will be the new date the rehired 
employee begins employment for which he/she will receive pay. (The timeframe of the previous 
employment is not considered when identifying the new date of hire.) This is not to be confused with 
an employee’s continuous service date (adjusted service date).

How to Report Deductions
EMPLOYEE WORK CENTER DBA INSTRUCTIONS
You must report payroll deductions through the Employee Work Center on the Nebraska LINK 
website at link.ne.gov. If you have questions or need technical assistance, click on the “User 
Guides” link.
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Deferred Compensation Plan (DCP)
The Deferred Compensation Plan (DCP) is a §457 voluntary investment plan designed to provide 
an employee with a supplementary retirement income. An employee may authorize his/her employer 
to defer part of their current compensation to a DCP account, which in turn reduces the employee’s 
current federal and state taxes. The employee elects to receive the deferred amount plus earnings at 
a later date, such as at retirement, at which time the taxes are due. Meanwhile, the employee directs 
the investment of his/her account using the same funds offered to Defined Contribution participants 
in the mandatory State Plan. The funds are described in the Annual Investment Report each year and 
posted on our website. For an explanation of the details of DCP, please refer to the DCP handbook.

IMPORTANT

FICA taxes should be withheld from DCP contributions.

ELIGIBILITY
Every State of Nebraska employee employed on a permanent or temporary basis, full-time or part-
time, may participate in the Deferred Compensation Plan upon hire or anytime thereafter. 

Excluded from participation in DCP are employees of the University of Nebraska or any State 
College or Technical Community College and Independent Contractors. 

CONTRIBUTION LIMITS
The minimum amount that can be deferred and contributed to DCP is $25 per month. The maximum 
amount is the lesser of 100% of the employee’s annual compensation less mandatory retirement 
contributions, or an annual dollar limit established by the IRS. The annual limits are updated each 
year and can be found on the DCP enrollment form.

ENROLLMENT/EFFECTIVE DATE
FORM(S) TO SUBMIT

The employee must complete a Deferred Compensation Enrollment Form (see FORMS) and 
submit to their HR/payroll department. The reporting agent should review the form for accuracy, 
sign the “Agency Signature” section at the bottom of the form, and forward to NPERS for approval. 
NPERS will notify you when deductions may begin. 

WARNING

This form must be received by NPERS the month prior to the month that participation and contri-
butions begin. For vacation and sick leave payments for terminating employees, this form must be 
received by NPERS the calendar month prior to the month of termination.
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CHANGES TO DCP
FORM(S) TO SUBMIT

The DCP Change Form allows an employee already participating in the plan to make changes 
to their contribution amount (start, stop, increase, decrease), defer unused sick/vacation leave, 
or change investments. You must sign the form at “Agency Signature” and forward to NPERS for 
further processing. NPERS will notify you when changes to deductions may begin. If a member is 
only changing his/her allocation percentages or transferring amounts among investment funds, they 
can send the form directly to NPERS without an agency signature.

IMPORTANT

For vacation and sick leave deferrals for terminating employees, this form must be received by 
NPERS the calendar month prior to the month of termination

FORM NOT PROPERLY COMPLETED/SIGNED

WARNING

If NPERS receives an improperly completed Enrollment or Change form, we will return it to the 
member. This may result in delays for changes to deductions, or the inability to defer unused 
leave.

FORM TO DESIGNATE BENEFICIARIES
FORM(S) TO SUBMIT

A participant may submit a separate Beneficiary Designation Form for his/her DCP account, or 
may submit only one form to designate the same beneficiaries for both the State Plan account 
and the DCP account. This is accomplished by checking only one or both of the appropriate boxes 
under “Plan Type” on the upper right corner of the form.

DEFERRAL OF LEAVE PAYOUT
Before terminating employment, a member may elect to defer accumulated sick pay, vacation 
pay and/or back pay, provided NPERS receives a properly signed and completed DCP Change or 
Enrollment Form the calendar month prior to the month of termination.

AGE 50 CATCH-UP PROVISION
A member who attains age 50 by the end of the year may contribute an additional $5,000 to DCP. 
This provision cannot be combined with the Three-Year Catch-up Provision.

THREE-YEAR CATCH-UP PROVISION
A member who did not defer the maximum amount allowed in all previous years for which he/she 
was eligible may defer additional amounts in order to “catch-up” to the maximums allowed for those 
prior years. The member must be within three years of retirement age (no sooner than age 52), and 
the total deferral cannot exceed twice the annual maximum for that year. Members may NOT utilize 
this provision during the calendar year in which they elect to retire. This provision may be utilized 
only one time and cannot be combined with the Age 50 provision. The member may continue to 
work beyond the retirement date designated, but cannot use the catch-up provision again. The 
member should contact NPERS for assistance with this provision. The member will need copies of 
their W2 statements from prior years of employment with the State of Nebraska.
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CHAPTER 2 
CONTRIBUTION INFORMATION

Contribution Rates
State Plan members contribute 4.8% of gross compensation each payroll period. The state matches 
the member’s contributions each payroll period at the rate of 156%. To be eligible to receive 
the employer matching contributions at termination or retirement, a member must be vested (see 
Vesting/Vesting Credit).

If a member is on leave and is receiving sick or vacation pay, he/she must continue to make contri-
butions to the Plan. 

When a member terminates employment, you must take retirement deductions out of any pay for 
unused sick and vacation leave and contribute the employer matching amount. 

The law does not allow a member to contribute more than the amount specified in the Plan. For 
information on additional, voluntary retirement contributions, see “Deferred Compensation Plan.”

DEFINITION OF GROSS COMPENSATION
“Compensation means gross wages or salaries payable to the member for personal services performed 
during the plan year.”  —Neb. Rev. Stat. §84-1301(5)(a)

COMPENSATION INCLUDES: COMPENSATION DOES NOT INCLUDE:

 nOvertime pay
 nRetirement contributions
 nAny amounts contributed by the member to 
plans under sections 125, 403(b), and 457 of the 
Internal Revenue Code or any other section of 
the code which defers or excludes such amounts 
from income.

 n Insurance premiums converted into cash payments.
 nReimbursement for expenses incurred or per diems 
paid for expenses.
 nFringe benefits, or bonuses for services not actually 
rendered, including, but not limited to, early retire-
ment inducements, cash awards, and severance 
pay, except for retroactive salary payments paid 
pursuant to court order, arbitration, or litigation and 
grievance settlements.

Make-Up Contributions
If retirement contributions under mandatory membership are started late, the member and the 
employer must “make-up” those contributions. As the employing agency, you must contact the 
employee informing him/her of the need for make-up contributions. You must also coordinate the 
make-up terms with NPERS.

FORM(S) TO SUBMIT
You must complete a Make-up Contribution Agreement form (see the example on the next 
page) stating the deduction amount and terms in which the contributions will be repaid. After 
both you and the employee have signed the form, you should submit the form to NPERS, together 
with supporting documentation. If you cannot obtain the employee’s signature within 15 working 
days on the agreement form, you must sign it for your agency and send to NPERS. You must 
inform the employee of the terms and the date the make-up deductions will begin.
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SAMPLE MAKE-UP CONTRIBUTION AGREEMENT FORM

NPERS5350 Rev. 09/2013 Page 1 of 1

BAR CODE

                   Last                                                        First                                                                           Middle 

Name Date of Birth          -           - 
Plan Type

(Check One) 

Social Security Number                 -            - Retirement Number  State 

 County Address                                                                      City                                             State                     Zip 

Home Phone  Work Phone  Employer 

Make-Up Contribution Agreement 

I, ___________________________ (the Employee) an employee of _________________________________ (Agency, County, etc.) 
and a member of the Nebraska State or County Employees’ Retirement System (the “Retirement System”), hereby authorize the 
Retirement Contact personnel to deduct the following amounts from my compensation and directly contribute such amounts to the 
Retirement System for the make-up contributions as described below: 

 Time Period for Missed Contributions: ____________________________________________ 

 Number of Payroll Periods during Time Period:  _____________________________________ 

 Salary per Payroll Period / Total Salary during Time Period:  ___________________________ 
                  (Circle One) 

Total Amount to Be Contributed by Employee: ______________________________________ 

 Total Amount to Be Contributed By Employer: ______________________________________ 

 Total Number of Pay Periods for Re-Payment:  ______________________________________ 

 Repayment Start and End Date: __________________________________________________ 

The undersigned agree, acknowledge, and understand that the above contributions are mandatory contributions to be made by the 
employee and the state or county per statute LB 84-1307, LB 84-1308, LB 23-2306 and LB 23-2307, of the State of Nebraska. 

The undersigned have executed this agreement this ____________ day of ____________________, 20________. 

_________________________________________________          _________________________________________________ 
                          (Signature of Employee)                                   (Signature of Employer) 

Accepted and agreed to: 

NEBRASKA PUBLIC EMPLOYEES RETIREMENT SYSTEM By:____________________________________________ 

Title:______________________________________________ 

GoddardGoddard AndrewAndrew L. 1 19 1948
123 45 6789

1010 Sunny St.
DHHS

Cloverdale
402-555-1234402-555-5555

NE 68888
X

DHHSAndrew Goddard

May 1 - June 3, 2016

$3,000

8
$264.64
$129.90

Mo 7 (7/31/16) thru Mo 2 (2/28/17)

7th 16July
Jayne Wheaton

Emma Enperson
Retirement Specialist

Sample
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Supporting Documentation: You are responsible for calculating the number of missed payroll 
periods and the contribution amount based upon the Gross Salary for the time period missed. When 
calculating the contributions, you must use the correct contribution rate (4.8% of gross compensa-
tion each payroll period) applicable for the salary during the period of missed contributions. Submit 
your supporting documentation on the prorated percentages to NPERS, together with the Make-up 
Contribution Agreement.

MAKE-UP RULES/TERMS
The following rules/terms apply for all make-up contributions as defined in NPERS’ Rule and 
Regulation Chapter 18:

004 Insufficient Contributions

004.01 Active Members

004.01(a) Except as provided in subsection 004.03, if NPERS determines that a 
retirement system has received insufficient contributions from an employer of an 
active member, NPERS shall require the employer remit the additional required 
employee and employer contributions, and this amount may include interest.

004.01(b) Additional employee contributions required under subsection 004.01(a) 
shall be picked up by the employer and the contributions so picked up shall be 
treated as employer contributions in determining federal tax treatment under the 
Internal Revenue Code. The employer shall pay these employee contributions from 
the same source of funds which is used in paying earnings to the employee.

004.01(c) Except as provided in subsection 004.03, any additional employer 
contribution shall be made in conjunction with the employee contribution. If a 
member in a defined benefit plan terminates employment prior to payment of the 
required employee contribution, then the employer shall complete payment of the 
employee and employer share of the required contribution.

004.02 Inactive Members. Except as provided in subsection 004.03, if NPERS deter-
mines that a retirement system has received insufficient contributions from an 
employer of an inactive member, then NPERS shall require the employer remit the 
additional required contributions, including interest, as necessary to make up the 
insufficient employee and employer contributions.

004.03 All insufficient contribution amounts required under this section shall be paid 
by the employer unless the Director determines it is either unreasonable or unfeasible 
for the employer to pay the insufficient employee or employer contributions.

004.04 All employee and employer contributions amounts required to be paid under 
this section shall be paid by the employer within sixty (60) days of NPERS providing 
notice to the employer that there is an insufficient employee or employer contribution 
remittance due.

Please contact NPERS if you have questions regarding make-ups or have a situation where you are 
unsure if an employee needs to complete make-ups.

The LINK website provides instructions for entering retirement make-up contributions at  
link.ne.gov.
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CHAPTER 3 
TERMINATION AND LEAVE

Termination of Employment
If a member ceases working for the state before age 55, he/she is considered to have “terminated” 
for plan purposes. If a member ceases working for the state on or after age 55, they are considered 
“retired” for plan purposes. At age 55 a member is automatically “vested” (see “Vesting,” Chapter 
1), and eligible for the employer matching contributions, even if he/she has not been a member of the 
Plan for three years (36 months),which is the minimum number of years required to vest.

IMPORTANT

It is your responsibility to notify NPERS of all terminations, or transfers to another state agency.

FORM(S) TO SUBMIT

To notify NPERS of the employment termination date or transfer, you must complete the State/
County Non-Contributing Member Form (see FORMS) and submit to NPERS. Please submit the 
form to NPERS within 20 days of the termination.

IMPORTANT
If a member contests a termination or files a grievance, you should notify NPERS immediately and 
submit a revised State/County Non-Contributing Member Form. In these situations, the member is 
limited by statute to a maximum distribution of $25,000 pending resolution of the grievance.

After NPERS receives a “Non-Con form,” we will send the member (regardless of age) a memo 
describing the options available regarding their retirement account and Deferred Compensation Plan 
account, if applicable. A member does not have to take money out of or “cash in” their account(s) 
because they terminate employment with the state. They may defer (leave) their account with 
NPERS up to age 70½. When a member wishes to have his/her account distributed, they must 
request the necessary forms from NPERS. 

NPERS recommends advising all terminating employees of the importance of notifying our office of 
any future address changes.

Any late contributions or dividends (See “Cash Balance Trust Fund/Dividends in the member hand-
book.”) received after a Cash Balance member has taken distribution of their account will be placed 
in a non-interest bearing account. These funds will be distributed to the member upon request.

WARNING

If a member returns to work with the state in any capacity before 120 days have elapsed from 
his/her termination/retirement, he/she is not entitled to receive any funds and must repay any 
funds distributed to them. You should notify NPERS immediately if this situation occurs. 
NPERS will contact the member as soon as possible to discuss repayment options if a withdrawal 
has occurred or stop a withdrawal from being taken from their account if one is in progress. (See 
“Reemployment.”)



3-2 Rev. 07/2016

DEFINITION OF TERMINATION OF EMPLOYMENT, AS DEFINED BY LAW: 
Termination of employment occurs on the date on which the agency which employs the 
member determines that the member’s employer-employee relationship with the State of 
Nebraska is dissolved. The agency which employs the member shall notify the board of 
the date on which such a termination has occurred. Termination of employment does not 
occur if an employee whose employer-employee relationship with the State of Nebraska is 
dissolved enters into an employer-employee relationship with the same or another agency 
of the State of Nebraska and there are less than one hundred twenty days between the date 
when the employee’s employer-employee relationship ceased with the state and the date 
when the employer-employee relationship commenced with the same or another agency. 
It is the responsibility of the employer that is involved in the termination of employment to 
notify the board of such change in employment and provide the board with such information 
as the board deems necessary. If the board determines that termination of employment has 
not occurred and a retirement benefit has been paid to a member of the retirement system 
pursuant to section 84-1321, the board shall require the member who has received such 
benefit to repay the benefit to the retirement system

Leave Without Pay or Intermittent Status
FORM(S) TO SUBMIT

To notify NPERS of a member who is currently not contributing to the Plan, but has not termi-
nated his/her employment, you should complete a State/County Non-Contributing Member 
Form, in the “Intermittent Status” section (see FORMS), and submit to NPERS.

This advises our office of why an active member is not contributing to the Plan for a specific period 
of time. Reasons listed on the form are: Military Leave, Disability, Family Medical, Seasonal/
Intermittent, Suspension, or Other (when selecting “other,” please explain).

Please list the last pay date for the member and the Anticipated Date of Return (if known). If NPERS 
does not have this information on file, we will contact you and request you to send a form to us for 
the member’s file. 

When the member returns to work and begins contributing to the Plan, you should submit another 
Non-Contributing Member Form to NPERS listing his/her return date at the bottom of the form, or 
email our office using the “Contact Us” tool on our website at npers.ne.gov. 

IMPORTANT

If a member eventually terminates his/her employment due to one of the above reasons, you 
should send NPERS an updated Non-Contributing Member Form with actual termination and final 
pay information.

Military Leave
To Receive Vesting Credit: If an employee is on Military Leave and returns to active employment 
with the state within 90 days after honorable discharge or honorable separation from active duty, 
he/she is eligible to receive vesting credit for the period of military service, even if he/she does not 
make employee contributions for that period. The employee must provide to NPERS a copy of the 
DD214 discharge documents to show he/she had an “honorable” discharge and to show the start 
and stop dates of active duty in the military. If the Military Leave is less than 90 days, a copy of the 
employee’s orders is acceptable in place of the DD214.
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To Receive Employer Match: Within one year of return to state employment, the employee must 
contact NPERS in writing of his/her intent to repay missed contributions. To receive employer 
matching contributions for the period of military service, the employee must make employee contri-
butions through payroll deductions during a timeframe that is no greater than three times the mili-
tary leave, but not to exceed five years. The employer will match the member’s contribution month 
by month for the time period the member chooses. By law, there will be no interest earned or fees 
charged for the military service credit.

FORM(S) TO SUBMIT
Each agency is responsible to notify NPERS when a member has a military leave assignment. 
Please submit a Non-Contributing Member Form (see FORMS) for the anticipated period the 
member will be gone. It is the responsibility of the agency to calculate the total contributions due, 
advise the employee of the amount and the maximum number of payments allowed, and to remit 
the information to NPERS. The employee’s payments will be based on his/her average compen-
sation rate during the 12-month period immediately before the military service. The employer 
must complete, have the member sign, and submit to NPERS a Make-up Contribution Agreement 
(see FORMS). A spreadsheet on how the amount of retirement was calculated should also be 
submitted.

Deferred Compensation Participants: DCP participants should be notified and offered the opportu-
nity to make-up contributions missed due to qualified military service, as required by the Uniformed 
Services Employment and Re-employment Rights Act (USERRA).

HEART ACT
For any member whose death occurs on or after January 1, 2007, while performing qualified mili-
tary service, the Heroes Earnings Assistance and Relief Tax Act of 2008 (HEART Act) requires 
their beneficiary(s) be entitled to any additional death benefit he or she would have received had the 
member been employed during the period of military service when the death occurred. The employer 
shall be liable for the full actuarial cost to provide this benefit. NPERS will calculate the actuarial 
cost and submit an invoice. Payment shall be made within 30 days of receipt of the invoice.
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CHAPTER 4 
DEATH AND DISABILITY

Death Benefits
FORM(S) TO SUBMIT

Upon the death of an actively working plan member, the agency should immediately contact 
NPERS using a Non-Contributing Member form or Notification of Death form (see FORMS). We will 
then contact the member’s named beneficiary of the retirement account regarding his/her options.

IMPORTANT
For the spouse to receive the 100% Joint and Survivor Annuity, he/she must file an applica-
tion (that we provide to the spouse) with NPERS within 180 days of the death of the member. 
Therefore, if you have contact with the surviving spouse, NPERS requests you provide them a copy 
of the plan handbook for further information about this stipulation.

The following rules on death benefits apply:
n If a member dies without a designated beneficiary on file, payment will be made to estate.
n Proof of Death must be provided to NPERS before any payments will be distributed. 
n If an employee has retired, chosen an annuity and started receiving annuity payments before his/her 

death, death benefits to the beneficiary(s) will depend on the annuity option selected.

PROOF OF DEATH
NPERS requires proof of death before payment can be made. The agency is not responsible for 
providing proof of death to NPERS. The following is given for information only. Preferred proof of 
death may be one of the following:
n A certified copy of or extract from the public record of death, or verdict of the coroner’s jury of the 

state or community where the death occurred; or a certificate or statement of death issued by a local 
registrar or public health official.

n A signed statement of the funeral director, attending physician, or official of an institution where the 
death occurred.

n A certified copy of, or extract from, an official report or finding of death made by an agency or de-
partment of the United States or any state.

n If the death occurred outside the United States, an official report of death by a United States Consul 
or other authorized employee of the United States Department of State, or a certified copy of the pub-
lic record of death in a foreign country.

n Other evidence of death may be used if a preferred method of proof cannot be obtained. The individu-
al who must furnish evidence of death will be asked to explain the reason thereof and to submit other 
convincing evidence, such as sworn statements of at least two persons who have personal knowledge 
of the death. These persons must be able to swear to the date, time, place and cause of death.
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Disability Retirement
Plan members may qualify for certain rights if they are approved for disability retirement by the 
Public Employees Retirement Board (PERB), regardless of their age. Disability is defined as an 
“inability to engage in a substantially gainful activity by reason of any medically determinable phys-
ical or mental impairment which began while the member was a participant in the plan and can be 
expected to result in death or be of a long and indefinite duration.”

FORM(S) TO SUBMIT

If you are aware an employee is ceasing his/her employment for reasons of health or disability, 
please indicate this information on the State/County Non-Contributing Member Form (see 
FORMS) under the “Reason for Termination” section, and submit to NPERS. When this informa-
tion is indicated on the form, NPERS will provide to the member information regarding disability 
retirement. 

To qualify for disability benefits, an employee must:
n Be under age 55 at termination.
n Have incurred the disability while a member of the plan
n Apply for disability retirement status within one year of the date he/she ceased employment.
n Submit to a medical examination by a physician selected by NPERS and at the expense of the Plan.

To apply, the member must contact the Retirement Office. They will be sent a Disability Retirement 
Packet and asked to provide a description of the disability and the names of the physicians they have 
consulted regarding the disability. The application will be reviewed by the PERB.

If they qualify:
n They will automatically be vested in the employer contributions, regardless of length of service.
n Payment options will be the same as regular termination/retirement payments under the Plan.
n Federal and State early withdrawal penalties will be waived on disability retirement distributions.

If the member is approved for disability, NPERS will notify the member, Employee Relations at 
State Personnel, and the member’s employer/agency. After the approval of the disability, if the 
member is paid one-quarter of their sick leave, per NAPE/AFSCME and State of Nebraska Labor 
Contact Section 14.14, the employer/agency must report the payout information to NPERS so we 
can inform the member of the additional contribution posting to his/her account.

WARNING

A disability retirement benefit is NOT long-term disability insurance. If an employee is receiving 
disability insurance benefits in addition to retirement benefits, the insurance company may 
reduce their payment to the member by the amount the member receives from the State Plan.

IMPORTANT

Qualifying for disability retirement benefits through NPERS will also qualify the employee for 
continuation of health insurance coverage through the State of Nebraska provided he/she 
elects the COBRA program when terminating employment. Upon approval by NPERS for disability 
retirement benefits, the state Administrative Services will convert the employee’s coverage to the 
Early Retiree Health Plan. (Please have the employee check with Administrative Services or his/her 
agency payroll/personnel department regarding premium rates.) 
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CHAPTER 5 
REEMPLOYMENT

Reemployment
Reemployment is defined as severing service as a state employee, then returning to work for the 
State of Nebraska.

Immediate participation is mandatory for permanent full-time and permanent part-time employees 
who are reemployed with the State of Nebraska within a period of more than 120 days, but less 
than five years. The following is a diagram of the reemployment and plan participation rules for a 
returning State Plan member under age 55:

YOU ARE REHIRED
(Under Age 55)

What happens next depends on length of break since your previous employment.

AFTER 120 DAYS OR MORE
(But less than 5 years)

If rehired as a permanent  
(full or part-time) employee:

You must return to plan 
participation.

Refer to note and continue.

Contributions remain 
in your Plan.

You elected 
to receive a 

payout.
You  continue your 
participation
in the Plan.

You may repay your payout for 
up to 3 years. Payment must be 

completed in 5 years.

VESTED 
EMPLOYEE

You remain vested. NON-VESTED EMPLOYEE
Your service credit is restored as follows:

5 YEARS OR MORE:  NEW EMPLOYEE
You receive no credit for previous service. 
You will be considered a new employee.

         REFER TO NOTE          AND   

120 DAYS OR LESS 
NO TERMINATION

(If rehired in   
ANY CAPACITY)

You MUST repay any  
payout within  
two years  
and continue 
participation.

NOTE: Subsequent Plan participation will be in 
the Cash Balance benefit. If less than 5 years 
and you have a previous Defined Contribution 
account, it will be converted to Cash Balance.

STOP

STOP

Credit for your prior service and prior employer contributions are  
restored proportionally. You will receive full credit and repayment  
of employer contributions only if you fully repay your payout.

STOP

Contributions 
remain in your Plan.

You are given credit for  
prior service and your  
prior employer contri- 
butions are restored.

STOP

You elected to  
receive a payout.

You may repay your payout 
for up to 3 years.  
Payment must  
be completed  
in 5 years.

STOP

STOP

IMPORTANT

A member retiring from the state (at least age 55) that later returns to employment (so long as 120 
days have passed) with an agency under the State Plan, will return as a “new” employee. There will 
be no recognition of prior state service. 

A new employee who meets mandatory membership requirements will be enrolled in the Cash 
Balance benefit. If the member has a Defined Contribution account from previous Plan participa-
tion, that account will be converted to a Cash Balance account.
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REEMPLOYMENT AFTER TAKING A DISTRIBUTION
Plan members must terminate employment in order to take a distribution from their retirement 
account (monthly annuity, withdrawal, rollover etc.). An individual who returns to employment for 
any employer/agency participating in the plan must incur a 120-calendar-day break in service 
prior to reemployment. 

During the 120-day break, absolutely no service, paid or unpaid, temporary or permanent, may be 
provided. If a member returns to work before 120 days have elapsed from his/her termination/retire-
ment, it will be considered as if no termination had occurred. They would not be entitled to receive 
any funds and would be required to repay any retirement funds distributed to them. You should 
notify NPERS immediately if this situation occurs. NPERS will contact the member as soon as 
possible to discuss repayment options, if necessary, or stop a withdrawal from being taken from their 
account if one is in progress. The member would be required to continue plan participation in the 
same option (Cash Balance or Defined Contribution) prior to the separation from service.

WARNING

Federal law prohibits an employee and employer from pre-arranging a return to work. Individuals 
returning to employment immediately after the 120 break may be reviewed to ensure a termina-
tion has occurred. If at any time it is determined a purported termination was not a bona fide 
separation from service, the employee will be required to repay all benefits plus interest.

REEMPLOYMENT CHECKLIST
q Have employee/member complete an Application for Vesting Credit form (see FORMS) and submit 

to NPERS within 180 days of employment. NPERS will determine if the employee/member should 
receive vesting credit from another outside governmental entity since he/she last left employment 
with the state.

q Inquire if the employee has recently terminated employment (120 days – see above) with the state 
and took a distribution from their retirement account.

q Give employee/member a Beneficiary Designation Form (see FORMS) to use in updating his/her ac-
count information. In addition, give the employee/member a State Plan booklet so he/she is aware of 
any changes to the Plan since they last participated.

q If you are unsure of an employee’s/member’s eligibility to rejoin the Plan, please call NPERS to 
receive verification on when he/she should resume contributions to the Plan.

q Provide the employee/member with information on enrolling in or reentering the Deferred 
Compensation Plan (DCP). 

Repayment of Refund
MANDATORY REPAYMENT OF REFUND
(Return of Ineligible Distributions)
If a member returns to work with the state in any capacity before 120 days have elapsed from his/
her termination/retirement, he/she is not entitled to receive any funds and must repay the entire gross 
amount of any funds distributed to them, plus interest. You should notify NPERS immediately if this 
situation occurs. NPERS will contact the member as soon as possible to discuss repayment options if a 
distribution has occurred or stop a withdrawal from being taken from the account if one is in progress.
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FORM(S) TO SUBMIT
If such a mandatory repayment is required, NPERS will provide a Mandatory Repayment of 
Ineligible Distribution form to the member to complete and return to the agency. NPERS will 
also provide a copy to the agency. The agency should then forward the completed form to NPERS. 
On this form, the member will indicate the method of repayment (direct after-tax payment, quali-
fied pre-tax rollover, or installment payments). 

If installment payments are selected, the member will also indicate a number of months over which 
the repayment will take place, up to 24 months, unless the deduction exceeds 25% of the employee’s 
pay. If this occurs, please contact NPERS regarding alternate arrangements. 

If a member does not complete the required paperwork to repay the refund within 30 days of notice 
being provided to them, the agency should set up an installment repayment utilizing the maximum 
time allowed to the member. (When calculating the maximum repayment period, please remember 
the repayment must be completed by the 24th month after re-employment.)

Information to Submit For Installment Payments: NPERS requests that each agency provide 
NPERS, on a quarterly basis, a list of members making installment payments together with 
payment amounts. For your convenience, this information may be provided to NPERS via fax  
(402-471-9493) or at npers.ne.gov.

VOLUNTARY REPAYMENT OF REFUND
If a member returns to work after 120 days, but less than five years from their termination, he/she 
will have the option to voluntarily repay a refund taken after they terminated. A member must make 
an election to repay within three years of re-employment, and the repayment must be completed 
within five years of reemployment.

FORM(S) TO SUBMIT

If the re-employed member requests to voluntarily repay the refund, NPERS will provide a 
Voluntary Repayment of Refund – Method of Payment form to the member for him/her to 
complete and return to their payroll/reporting agent. This form appears the same as that used for 
mandatory repayments, with the exception of the installment payments section. This section lists 
up to five years from date of re-employment to repay, rather than the two years that is allowed for 
mandatory repayments.

Information to Submit for Voluntary Repayments: In addition, NPERS requests that for volun-
tary repayments, each agency provide NPERS, on a quarterly basis, a list of members making 
installment payments together with payment amounts. For your convenience, this information may 
be provided via fax (402-471-9493) or email npers.ne.gov to NPERS.

IMPORTANT

If a member is reemployed after five years, there is no option to repay a past refund. There is no 
credit for previous service in the State Plan, and the member becomes a new employee.
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CHAPTER 6 
MISCELLANEOUS

Address Changes
The agency reports the member’s address to NPERS through the LINK website. Therefore, it is 
important address information be updated through LINK any time there is a change.

Retirement Planning Program
Every fall NPERS conducts seminars statewide for members and spouses or guests. Registration 
brochures are mailed to all eligible members, and the schedules and maps to locations are posted on 
the website at npers.ne.gov. 

By law, each eligible member is entitled to receive leave with pay to attend up to two Financial 
Planning and up to two Retirement Planning seminars. Leave with pay means a day off paid by 
the employer and does not mean vacation, sick, personal, or compensatory time. The member may 
attend a seminar more than twice, but such leave will be at his/her expense and will be at the discre-
tion of the employer. The law limiting attendance to twice is not retroactive and therefore will not 
include attendances prior to September 9, 1995. Members may not attend more than one seminar per 
fiscal year (July 1 – June 30). 

FINANCIAL MANAGEMENT PROGRAM
(For Members Under Age 50)
State law in 1991 authorized NPERS to conduct Financial Planning seminars for State Plan members 
under age 50 and their spouses or guests. Information is provided on personal financial planning, the 
State Plan, and general estate planning. 

RETIREMENT PLANNING SEMINARS
(For Members Age 50 and Over)
State law in 1987 authorized NPERS to conduct Retirement Planning seminars statewide for 
members age 50 and over and their spouses or guests. Information is provided on the State Plan, 
payment options, Medicare, health insurance, financial planning, and estate planning.

Administration of the Retirement Plan
The Public Employees Retirement Board (PERB) consists of eight members appointed by the 
Governor for five-year terms. Six members are participants in the retirement systems administered 
by the PERB. Two are at-large members and are not employees of the State of Nebraska or any of its 
political subdivisions. The State Investment Officer is also a member of the PERB in a non-voting, 
ex-officio capacity. 

The PERB is responsible for the administration of the Judges, State Patrol, School Employees, State 
Employees and County Employees Retirement Systems and the Deferred Compensation Plan. The 
PERB meets regularly and meeting dates are posted on NPERS’ website at npers.ne.gov.

The Nebraska Public Employees Retirement Systems (NPERS) is the agency responsible for the 
administration of the State Plan. 
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A Director is hired by the PERB and directs NPERS in its administration of the various systems. 
The Director is subject to the approval of the Governor and a majority vote of the Legislature.

The State Treasurer is the custodian of the funds and securities of the retirement systems.

The Nebraska Investment Council is responsible for the investment and management of the 
system’s assets. The Council contracts with outside managers to invest the various funds.

The Record keeper is a company under contract with the PERB to maintain individual member 
accounts, provide quarterly statements and allow for changes in investment allocations where applicable.

Release of Information
Member account information including name, address, account balances, beneficiaries, or payment 
options, will only be released to a member under the following conditions:

CONDITIONS FOR RELEASE OF INFORMATION
 nA member’s personal visit to NPERS with 
adequate proof of identity
 nAdequate proof of identity provided over the 
phone (excluding beneficiary information) 
 nWritten requests
 nWritten release signed and dated by member 
(release date must be less than 12 months old)
 nCourt ordered release

 nRequest from guardian or conservator accompa-
nied by a certified copy of letters of guardianship or 
conservatorship.
 nRequest from individual holding power of attor-
ney with authorization to receive confidential 
information
 nRequest from a personal representative of a 
deceased member accompanied by a certified copy 
of letters of appointment which was certified no 
more than three months prior to the date of receipt

Beneficiary designation(s) are only provided to members upon receiving his/her signed, written 
request or personal visit to NPERS.

Account information may be released to the employer for verification of necessary information. The 
Internal Revenue Service may receive account information to comply with federal tax laws. Account 
information may be released as necessary under a qualified domestic relations order.

FAX POLICY

FAXABLE DOCUMENTS
The following will be 
honored via facsimile 
(fax) if signed by the 
member:

 nRequests for account information
 nRequests for beneficiary listings
 nRequests for benefit estimates
 nChanges in tax withholding

 nChanges in direct deposit or ReliaCard
 nDCP changes and enrollment forms
 n Investment election forms

Original, signed NPERS forms are required to process benefits or payments, to change beneficiaries, 
or change of address for payment requests. However, faxed applications for retirement benefits or a 
refund will be accepted to determine effective date of processing of benefits if the original, signed 
form is received within five working days. 

EMAIL POLICY
General questions about the State Plan and requests for forms may be communicated through email. 
At the present time, NPERS does not answer individual account questions by email; such ques-
tions must be submitted as a signed, written request.



Rev. 07/2016 A-1

APPENDIX A 
NPERS FORMS

NPERS Forms for State Employer Contacts
Forms are subject to updates throughout the year. Please refer to the NPERS website 
at npers.ne.gov for current versions.

FORM NAME FORM NUMBER
Application for Vesting Credit NPERS2100

Beneficiary Designation Form (and supplemental) NPERS1300

Deferred Compensation Plan Change Form NPERS8400

Deferred Compensation Plan Enrollment Form NPERS8000

Investment Election Form NPERS2500

Make-Up Contribution Agreement NPERS5350

Notification of Death NPERS4030

Order Form NPERS0205

State/County Cash Balance Voluntary Enrollment Form NPERS1040

State/County Non-Contributing Member Form NPERS2430

Voluntary Repayment of Refund—Method of Payment NPERS5430
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