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Adjustment Reports

Reasons to submit:

• Correcting days worked

• Correcting salary

• Reporting additional member contributions

• Reporting employees omitted from 
monthly report



Adjustment Form



• Adjustment Column(s) should be the difference between 
what was reported and what should have been reported.

• Should Be Column(s) indicate what you want to have as 
the final reported amounts in total.



An adjustment report label is required for all adjustment reports.

Adjustment Report Label



Knowing What Gets 
Reported/Adjusted
Not Reportable or Adjustable
• Salary Prior to Date of Membership
• Salary Withholdings
• Health Insurance Buyout or Vacation Lump Sum
• Overtime Meals

Reportable or Adjustable
• Overtime
• Partial Months
• Retroactive Pay Raises
• Deferred Compensation Monies

http://osc.state.ny.us/retire/word_and_pdf_documents/employers_files/e
mployer_reporting/vo1700-d_ref_chart_salary_summary.pdf



Keys to Completing an 
Adjustment Form
• Determining the maximum reportable days 

in a 2 or 3 pay period month

• Identifying the Standard Workday Hours 7.5 
or 8

• Using LATS to identify actual days worked 



Perfect Scenario



Using Withholdings as an Indicator



Using Earned End Date



Using Payroll 
Calendars to 

Complete 
Adjustment 

Forms



Using Payroll 
Calendars to 

Complete 
Adjustment 

Forms



Non-Member Service Credit

• Any service that predates the member’s 
date of membership is know as Non-
Member Service

• Non-Member service cannot be requested 
with an adjustment form

• Non-Member service must be requested 
using a Request for Previous Service Credit 
form RS5042



Previous Service Credit Form RS5042



Helpful Links 

• Salary Summary – Reportable and Not 
Reportable 

http://osc.state.ny.us/retire/word_and_pdf_d
ocuments/employers_files/employer_repor
ting/vo1700-
d_ref_chart_salary_summary.pdf

• Employer’s Guide

http://osc.state.ny.us/retire/word_and_pdf_d
ocuments/employers_files/employer_guide
.pdf

http://osc.state.ny.us/retire/word_and_pdf_documents/employers_files/employer_reporting/vo1700-d_ref_chart_salary_summary.pdf
http://osc.state.ny.us/retire/word_and_pdf_documents/employers_files/employer_guide.pdf


Contact Information

NYSLRS
110 State Street
Albany, NY
12244-0001

Mail
518-408-4147
518-402-3457

Call Center
1-866-805-0990
518-474-7736

Employer Reporting

Web
www.osc.state.ny.us/retire

Happy Reporting and Adjusting!

Office of the New York State Comptroller 
Thomas P. DiNapoli
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