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EXAMPLE 3: Adding wages to a prior period 

In this example the member turned in a late timesheet.  The wages and contributions belong to January 
2016 but were reported with the February 2016 reporting.  A Form 9 is required to add the wages and 
contributions to January, the month in which the wages and contributions were earned. 

Only one Form 9 is necessary to add the wages and contributions.  The Form 9 for R or RU members is 
used in this example. 

Enter the School Name, Employee Name, Employee SS#, Adjustment line, check the 
Underpayment line and the R job category line. 

Next, enter an explanation for the adjustment: 

Then, complete the Period to be Adjusted, Salary, and Contribution sections: 
** The period to be adjusted will always be the last day of the month you are adjusting. 
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The Member and Employer Contributions column totals are added and entered into the Total 
Adjustment Amount: 

An authorized official must sign and date the form. 

For each period listed on the Form 9, an entry must appear on the Work Report as an adjustment.  For this 
Form 9 there is one positive adjustment for January 2016. 

The Total Adjustment Amount must show on the Form 100 on the Underpayments line for the R job 
category, it is not reflected under Salaries, Employee Contrib. or Employer Contrib. 

If you need help creating the adjustments on the Work Report, please contact your software provider. 

If you have questions, please contact an NMERB analyst: 

Rosalie Garcia  
Jessica Tapia
Joan Duran-Kuck 
Megan Mannila  

Phone: 505-476-6144 
Phone: 505-476-6101 
Phone: 505-476-6106 
Phone:  505-476-6105 

Email:  Rosalie.Garcia1@state.nm.us  
Email:  Jessica.Tapia2@state.nm.us 
Email:  Joan.Duran@state.nm.us 
Email:  Megan.Mannila@state.nm.us 
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