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Service Credit Purchases 

 
Types of Purchases 

1. Leave of Absence 
2. Prior Service 
3. Military 
4. Other Public Employment 
5. Repayment of Refund 

 
Eligibility 
 
If an employee believes he or she has service credit that can be purchased, the employee 
should contact SURS to determine what steps should be taken to verify the service. 
SURS will review all pertinent information and qualifications needed for processing the 
request.  SURS will then request verification of time and annual full-time salary rate from 
the employer if applicable.    
 
If the service credit in question is prior service or a leave of absence with your agency, 
you can proactively send SURS a verification of the prior service or a report of status for 
the leave. This can take the place of the employee calling SURS and begin the process for 
the employee’s purchase, perhaps shortening the overall processing time.  
 
Once SURS receives all verifications, we will calculate the eligible service credit and 
notify the employee of the purchase price and method of payment.  SURS will also notify 
the employee if they are ineligible or if additional documentation is needed. 
 
Consult the member guides for qualifying information for all service credit types. 
 
 
Employer Responsibility 
 
SURS does not require formal documentation from our employers for all purchase types. 
Outlined below are the only events that SURS will create on the Employer Website 
requesting information needed from employers when employees request the cost to 
purchase service credit.  Employers may also pro-actively create these events. 
  
Events:   
 
1. Leave of Absence 
2. Prior Service   
3. Salary Verification  (Not required if SURS has already received this information.)  
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If the employee elects to purchase service credit through payroll deductions the 
Installment Purchase Contract signed by the  authorized representative is required. 
  
  
 
1.  Leave of Absence 
 
A Leave Of Absence event must be completed (or created if one does not already exist) 
on the Employer Website.  When an employee’s status changes (sabbatical, non-
sabbatical, leave without pay, disability leave, workers compensation, etc.), this must be 
completed and submitted. (Fig 1) 
 
When SURS receives an event reporting a qualified leave of absence, SURS will send the 
employee a letter asking if he or she wants to purchase the leave, if it is qualified.  
Leaves that do not qualify for purchase are disability leaves with SURS or Workers 
Compensation being paid or paid leaves. 
Fig. 1 
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1) Verify and update the Member Information screen (Fig.1/ page 6/ Membership). 
2) Select the Type of Leave from the drop down menu. 
3) If the leave type is medical, indicate it is by checking yes or no. 
4) Date Leave of Absence Began is the first date of the leave. 
5) Estimated Return Date is the date that it is anticipated the employee will return from 

leave. 
6) Percent of Current Status reflects the employee’s status on the date the leave began. 
7) Percent of Leave reflects the percent of time the employee will be on leave. 
8) The Monthly Rate at Start of Leave is the monthly pay  the employee was receiving at 

the time the leave began. 
9) Number of Months Worked is exact number of months the employee worked. 
10) Number of Months Paid Over is the number of months the employee was paid. 
11) Earnings Forfeited is the total dollar amount of earnings the employee will be 
      forfeiting if leave is at no pay or partial pay. 
12) If Workers Comp or Insurance the Last Day Worked is the last day employee 

physically worked. 
13) If Workers Comp or Insurance the Last Day Paid is the day the employee was last 

paid for. 
 
If the Leave of Absence is being created by the employer for the first time 
and the employee has returned to work, a Return From Leave must also be created and  
completed on the website (Fig. 2 and 3). 
 
Fig. 2 
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1) Verify and update the Member Information Screen (Fig. 1, pg. 6, Membership). 
2) Status Effective Date is the date that the employee returned from leave. 
3) Monthly Pay Rate is the monthly amount received by the employee upon return 

from leave. 
4) Pay Duration  is the number of months over which the employee is paid. 
5) Percent of Current Status is the actual percent of time worked upon returning 

from leave. 
 

6) On the Return Information screen, enter the Percent Current Status as the same 
percentage in step 5, in figure 2.  This identical information is entered on two 
separate screens because it is a two step process to change the member’s status to 
active and to return the member from leave. 

 
 
 
Fig. 3 
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Prior Service  
 
A Prior Service event is created on the Employer Website when an employee calls to 
request the cost to purchase prior service that has not been previously verified (Fig. 4).   
The employer may also create a Prior Service event should the employee contact the 
employer rather than SURS.  Before SURS can calculate the cost to purchase prior 
service, we need the employer to provide the dates of employment and percent of time 
worked.  This event might also require the full-time salary equivalent on the employee’s 
certification date. 
 

 
 
 Fig. 4 
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1) Verify and update the Member Information Screen (Fig. 1,pg. 6,Membership). 
2) Enter the full-time or full-time equivalent monthly salary on the employee’s 

certification date. 
3) Effective Date is the month, day, and year in which the employee began work, in 

the period of time for which verification is being requested. If employment was 
intermittent there could be multiple Effective Dates. 

4) Ending Date is the last month, day, and year  that the employee worked in the 
period for which verification is being requested.   (If employment was 
intermittent, there could be multiple Ending Dates). 

5) Percent of Time is the actual percent of time worked during the period of time 
indicated. 

 
 
Salary Verification 
 
The formulas used to calculate service credit purchase costs are based on the FTE salary.  
This rate is necessary for all purchase types, except Repayment of Refunds and Leaves. If 
we do not have this figure on file for the employee, we will create a Salary Verification 
event  to verify the FTE salary and length of contract on the employee’s date of 
certification   (Fig. 5). 
 
 
Fig. 5 
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1) Verify and update the Member Information Screen (Fig. 1, pg.. 6, Membership). 
2) Monthly Full Time Salary Equivalent is the salary on the date shown as the 

Certification Date.  This must be the full-time or full-time equivalent amount. 
3) Number Of Months is the number of months over which the employee is paid. 

 
   
Installment Purchases 
 
Service Credit may be purchased in installments through payroll deduction if: 

 
• The Employer’s board has adopted a resolution agreeing to offer payroll 

deductions. 
• Employee anticipates remaining actively employed for a period of time 

that is at least equal to the duration of the agreed upon contract. 
• Service credit to be purchased is prior service, other public employment, 

military, deferred leave, or refund repayment. 
• Employee has at least 9 months earnings in the previous 12 months. 
• Employee’s minimum monthly salary must accommodate a deduction of 

at least $50 per month. 
• Signed contract must be received at SURS by the specified deadline. 

 
 
The Employers Board must adopt a resolution that will establish employee’s right to 
purchase SURS service credit using payroll deductions.  A minimum of two “Authorized 
Representatives” must be designated  and their names submitted to SURS. 
 
The period of service, percent of employment, and salary verification must be submitted 
to SURS when requested.  (Figures 2, 3. 4. and 5) 
 
The Employer’s Authorized Representative must sign the Irrevocable Payroll Deductions 
Authorization Form (Figure 6a & b) agreeing to process the payroll deduction from the 
employee’s compensation beginning on the start date specified in the Irrevocable Payroll 
Deductions Authorization Form and continuing for the duration of the contract. 
 
It is the employer’s responsibility to verify that the employee’s compensation is sufficient 
enough to support the payroll deductions. 
 
The employer should not agree to a contract that specifies a payroll deduction period that 
exceeds an employee’s expected length of employment. 
 
It is possible that SURS may have to make adjustments to the amount of the payroll 
deduction.  The employer agrees to make these changes upon request. 
 
It is the employer’s responsibility to verify the number of times an employee is paid 
throughout the year. 
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Note:  If either the Summary of Installment Options to Purchase Service Credit form or 
the Irrevocable Payroll Deductions  Authorizations form are not received at SURS by the 
required date specified on these forms, the member will be responsible for repeating all 
of the steps of the installment purchase process for the next quarterly contract starting 
date. 
 
Fig. 6a 
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Fig. 6b 
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Employee Responsibility 
 
To initiate a Service Credit purchase, SURS strongly recommends that the employee 
begin the process by calling or writing SURS. At this point SURS will go over all 
necessary information and qualifications with the employee.  
 
 
Forms Required: 
 
1. DD 214, or Active Duty Military Papers  (Military) 
2. Summary Letter (if Installment Purchase is being used) Irrevocable Payroll Deduction 

Authorization Form ( if Installment Purchase is being used) 
(Fig. 7a, 7b, 7c, 7d) 

3.  Affidavit of Public Employment  (Other Public Employment) (Fig. 8a, 8b, 8c, and8d)   
 
1. DD 214, or Active Duty Military Papers 

An estimate for Military Time requires that the employee send SURS a copy of his/her 
military separation papers. In many cases this is Federal Form DD 214. If the employee 
does not have copies of this documentation, he/she should contact the local Veterans 
Affairs office. 
 
When SURS receives the DD214, we will determine the eligibility and mail the 
information about the cost to the employee. 
 
2. Affidavit of Public Employment    

When an employee calls SURS to discuss Other Public Employment, we will send him or 
her an affidavit to be forwarded to the proper authorities affiliated with the other 
system(s). It will be the employee’s responsibility to see that this affidavit is returned to 
SURS. (Fig. 9a, 9b, 9c) 
 
When SURS receives this affidavit and it is determined that the time of other public 
employment qualifies to be purchased, we will determine the eligibility and mail the 
information about the cost to the employee.  
 
3. Summary Letter and Irrevocable Payroll Deduction Authorization Form see 
pages 8 and 9.  
 
NOTE TO ALL EMPLOYERS 
 
 The Affidavit of Public Employment is a form that the employee must request 

directly from SURS. Do NOT pass this form out even if you have a blank one in your 
office.  

 
 The employee needs to contact SURS if they are interested in a Repayment of 

Refund.    
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 Fig. 7a 
     
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Fig. 7b 
 
 
 
 
 
 
 

 



 12 

Fig. 7b 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Fig. 7c 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 Fig 8c 
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Fig. 7d 
 
   

 
 
 
 
 
 
 
 
 
 
 

    Fig 8a 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Fig. 8c 
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Fig. 8b 
Affidavit of Public Employment  (Page 2) 
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Fig. 9 
Affidavit of Public Employment  (Page 3) 
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SURS RESPONSIBILITY 
 
SURS will request verification from the employer for the starting and ending date of the 
period of time being considered for the purchase of prior service or leave of absence 
(See pages 1 though 8 of this section). 
 
When SURS receives all the completed documentation, the employee’s file will be 
directed to the Member Service Representative who will calculate the cost of the Service 
Credit purchase. If any information is missing, or if we require additional documentation 
to process the Service Credit purchase, we will contact either the employee or the 
employer.  
 
Once all information is received, the Member Service Representative will review it to 
determine the eligibility. If ineligible, SURS will let the employee know that he or she 
cannot make the purchase. If eligible, SURS will calculate the cost of the purchase and 
send the employee the Summary Letter (Fig. 8a, 8b, 8c, and 8d) with details on how to 
make the purchase. 
 
It is SURS responsibility to implement, process, calculate, and inform the employee 
about information concerning his or her Service Credit purchase on a timely basis.  
 
If the employee has elected to use installments to purchase service credit on the Summary 
Letter, SURS will mail the employee the Irrevocable Payroll Deductions Authorization 
form. 
 
Assuming that these forms are completed and returned to SURS by the required dates, 
SURS will mail a confirmation letter to the member verifying that payments will be 
deducted from their payroll and provide the employer with an Employer Action Report 
(Fig. 10) notifying the employer to begin payroll deductions. 
 
Fig. 10 
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Additional Information 
 
1.   Most purchases may be made by using payroll deductions or by a rollover from other 

qualified plans including IRAs, 403(b)s, and 457 plans.  However, payroll deductions 
may not be made to purchase service credit with one of the state reciprocal systems 
and employees may not roll over money from an “in service” plan to purchase service 
credit if they are enrolled in the Self Managed Plan. 

 
2.   All purchase types, except Repay Refund and Leaves, require a full-time salary 

equivalent. All calculations are based on the full-time salary equivalent on the date 
the employee was first certified with SURS.   

 
SURS does not have a formula or calculation to determine the full-time salary 
equivalent. 

 
3. The “Affidavit of Public Employment” form is the employee’s responsibility to 

complete and return to SURS. This form must be forwarded to the proper authorities 
affiliated with the other retirement system(s). 
 

4. All purchases must be made prior to the employee’s retirement date.  
 
 Prior Service, OPE, and Military Time can be purchased in a lump sum or in 1-

year increments. 
 
 Repay Refunds must be paid in a lump sum. 
 
 Leaves can be paid on a payment plan if the payments are made during the leave, 

or paid in a lump sum if the payment is made after the leave. 
 
5. Once the employee receives the letter outlining the cost and how to purchase it, 

he/she will receive instructions on where to send the money.  If the payment is a lump 
sum cash payment, they must send it in the self addressed envelope to our bank in 
Chicago at State Universities Retirement System, P.O. Box 92424, Chicago, IL  
60675-2424.  If the payment is a direct rollover, they must send it directly to SURS. 

 
6.  The employee has the right to purchase any eligible service up to the date of     
     retirement.  Costs to purchase service credit increase each month due to additional  
     interest.  SURS will supply current costs for unpaid service when the employee  
     requests an update. 
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