Supplemental Request For Deceased Employee Form Instructions

This is the official form provided by the Department of Personnel.  No other form will be accepted by the Department of Personnel. This form is interactive, and can be completed on-line or can be completed as a hard copy. The form and instructions can be found at www.state.tn.us/payroll/act/payroll/forms.html.  Use the ‘TAB’ key to go to the next field as opposed to using the ‘ENTER’ key when entering data on the interactive form.
1. Enter the department name.

2. Enter the work center.

3. Enter the department and division code.

4. Enter the employee’s name.

5. Enter the employee’s social security number.

6. Enter the employee’s position number.

7. Enter the appointment date.

8. Enter the termination date.

9. Enter the retirement type.

10. Enter the cost center.

11. Enter the date of death.

12. Enter the monthly salary.

13. Enter the hourly rate.

14. Enter the hour type.

15. Enter the verified annual leave balance.

16. Enter the amount due for the verified annual leave balance.

17. Enter the verified comp leave balance.

18. Enter the amount due for the verified comp leave balance

19. Enter the verified holiday hours.

20. Enter the amount due for the verified holiday hours.

21. Enter the verified longevity years.

22. Enter the amount due for the verified longevity years.

23. Enter the total amount due for verified annual, comp, holiday, and longevity. This is the sum of lines 16, 18, 20, and 22.

24. Enter the verified sick leave hours.

25. Enter the amount due for the verified sick leave balance.

26. –   31.   Enter yes or no if you have attached the requested information.

32. Enter the name of the person who prepared the supplemental.

33. Enter the date released to the Department of Personnel.

34. The Budget Officer of designee should sign here.

27. Send the Supplemental Request form, in duplicate, to the Technical Services Division of the Department of Personnel.
28. Attach the appropriate back-up documentation for the affected pay period(s).  For clarification, contact the Department of Personnel Technical Services Division. 
Supplement Request forms should be submitted timely to the Department of Personnel.  Forms received after 11:00 on the day of first audit for main run processing and after 11:00 the day before special run processing may not be processed in time for the upcoming payday.  Warrant request forms are processed on Monday and Thursday each week and should be submitted to the Department of Personnel as soon as possible but no later than 11:00 on those days.

