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	Procedure:
These procedures are intended to assist Health Benefits Representatives (HBR’s) with providing HR support to the families and other beneficiaries of employees/retirees who pass away.  When an employee passes away, or a retiree if we are notified, the following steps should be taken:
1. HR reports the death to the Retirement System by completing and submitting Form 253/Reporting an Employee's Work Record 

        In the Event of Death. Form 253 is available at the following Orbit/Reporting/Death Notice weblink:   
        https://orbit.myncretirement.com/Orbit/Info/Pages/ListAllForms.aspx?formCat=F0ALL.
2. HR sends a ‘Death Acknowledgement Letter’ (Attachment 1-Active Employees; Attachment 2-Retirees) and ‘Death Benefits Information’ (Attachment 3-Retirees only) to the family and other beneficiaries upon notification of the death.

3. The Retirement System encourages the family members or other beneficiaries to notify the Retirement System at 919-733-4191 or 

                        1-877-627-3287 immediately of the death and to provide the information below: 

· Name of deceased member

· *Social Security number or Member ID number (Beacon ID number)

· Date of death

· Death reported by

· Address of person to contact

· Copy of the death certificate (submit to the Retirement Systems by mail or fax/919-508-5350)
                         *Please note that HR can release the deceased employee’s Beacon ID Number to a listed beneficiary upon request and submittal of   

                          proper identification, and/or to the executor or administrator of the deceased employee’s estate upon submitted documentation of 

                          that designation.  However, HR does not release the deceased employee’s Social Security Number to beneficiaries nor estate 

                          executors or administrators.

4. Using PA20, the HBR should review the deceased employee’s benefits coverage, and notify the DHHS Agency Specific Life Insurance Plans vendors via email of the death so that the beneficiaries can be contacted (Beacon automatically notifies NC Flex and the SHP).  The review should include checking the following benefits to determine applicability:

                        ______  Core AD&D
                        ______  Death Benefit 



        If an employee dies while still in active service after one year as a contributing member, the beneficiary(ies) will 

receive a single lump-sum payment. The payment equals the highest 12 months of salary in a row during the 24 
months before death, but no less than $25,000 and no more than $50,000. This benefit is also paid if the employee 

dies within 180 days of the last day of service. This is in addition to any other benefits to which the beneficiary(ies) may be 

entitled. For this death benefit, an employee may name the same or dif​ferent beneficiary(ies) than the one(s) named 

to receive the return of contributions.  Not taxed.
If the employee is on Workers’ Compensation and dies within 180 days of the last day actually worked, then the 
death benefit is payable. If the employee dies while on workers’ compensation and it has been over 180 days since 
the last day worked, then the death benefit is not payable unless all of the forms for short-term disability have been completed and short-term disability has been granted by either the Retirement System or the local HR Office.

If the employee is in receipt of benefits under the Disabil​ity Income Plan (even if the employee has separated 
and is no longer actively employed), the employee is considered to be in service and covered under the Death Benefit Plan. The payment is equal to the highest 12 months of salary during the 24 months preceding death or the compensation used in calculating benefits under the Disability Income Plan as adjusted for percent​age increases in 
post-disability benefits, but no less than $25,000 and no more than $50,000. To be eligible, the death must occur after 
one year of contributing membership service in the Retirement System. This death benefit does not apply to persons in receipt of benefits who were participants of the Optional Retirement Program.  Does apply to LTD benefit recipients.



        ______   Refund of Retirement Contributions
The beneficiary(ies) will receive a refund of the employee’s contributions (with interest, regardless of whether the employee has at least five years of service as a contribut​ing member, changed 1/1/2015).  The interest credited on the contributions and paid with a refund is set by State law. The amount is 4 percent per year on the balance at the first of each calendar year, compounded annually.   State and Federal taxed.
        ______   Survivor’s Alternate Benefit (in lieu of Refund of Retirement Contributions)
Provided the employee has not retired, the Survivor’s Alternate Benefit may be payable if the employee had one and only one eligible beneficiary for the return of your contributions living at the time of the death, and the employee dies while in active service or within 180 days of the last day of service after:
· completing 20 years of creditable service (not including credit for unused sick leave) regardless of age

· reaching age 60 with five years of membership service (10 years if you became a member on or after 8/1/2011)
This beneficiary may choose to receive a monthly benefit (known as the Survivor’s Alternate Benefit) for life instead of a return of the retirement contributions.  The Survivor’s Alternate Benefit does not apply if the employee had two or more eligible beneficiaries for the return of contributions living at the time of the death, or if the estate is the eligible beneficiary 
at the time of the death, or if the employee has retired.  The benefit equals the same monthly amount the employee would have been entitled to receive under Option 2 had the employee retired on the first of the month following the death. If the employee did not want the beneficiary to have the choice to receive the Survivor’s Alternate Benefit, s/he would have had to indicate so, in writing, to the Retirement System.
        ______   Survivor Retirement Benefits (survivors/beneficiaries of deceased retirees)

HBR’s should advise survivors/beneficiaries of retirees to contact the Retirement System for information regarding applicable monthly retirement benefits.

______   401K/457 Withdrawal
The HR Office or beneficiary would call Prudential to report the death, and the death certificate must also be provided to Prudential.  A copy of the employee's death certificate can be faxed to Prudential if the account balance is $25,000 or lower.  If the account balance is higher than $25,000, then an original death certificate must be mailed to Prudential.  Once the death certificate is received, Prudential will send the beneficiary(ies) a Beneficiary Packet containing the forms that need to be completed.

______   DHHS Agency Specific Life Insurance Plans
The HBR would need to check the employee’s benefits to determine if s/he had ING/Reliastar Term Life Insurance, Protective Life, and/or any other life insurance products formerly offered by DHHS that the employee continued on Payroll deduction.


        ______   NC Flex Group Term and Voluntary AD&D Insurance
The HBR would need to check the employee’s benefits to determine if s/he had ING/Reliastar Term Life Insurance and/or 

Voluntary AD&D through NC Flex.
______   State Health Plan (SHP)

       When an active employee or retiree dies, the surviving dependents are eligible to remain on the Plan on a fully contributory 

       basis through direct bill from BCBS as long as they were covered at the time of the death.  A surviving spouse can have 

       coverage for life, but dependent children can only remain on the Plan until age 26 when they would no longer be considered 

       eligible to be a dependent. The dependent child would then be eligible for coverage under COBRA.  
______   Workers’ Compensation Related Death

                 When death of an employee is related to a Workers’ Compensation compensable injury or occupational disease, the 


        Workers’ Compensation Representative should check for the applicability of N.C.G.S. 97-38/Where death results 

        proximately from compensable injury or occupational disease; dependents; burial expenses; compensation to aliens; 

        
        election by partial dependents.  

        In the event of death resulting from an injury or occupational disease, death benefits are payable if the claim is filed with the 
        NCIC in writing within two years. Effective June 24, 2011, compensation for death is paid for 500 weeks at sixty six and two 
        thirds percent (66 2/3%) of the employee’s average weekly wage. Death benefits are paid to the total dependents of the 
        employee or next of kin which ever applies. If a surviving spouse is unable to support herself or himself due to physical or 
        mental disability as of the date of death of the employee, compensation shall continue during the life of the widow or 
        widower or until remarriage. Compensation payments due a dependent child shall be paid for 500 weeks or until the 
        child reaches age 18. Funeral expenses are allowed up to $10,000.

______   Contributory Death Benefit for Retirees (Retirees Only)
        When employees retire, they have the opportunity to elect coverage under the optional $10,000 Contributory Death Benefit 
        for Retired Members within 60 days of their effective date of retirement.  Not taxed.
5. Upon verification of the death (i.e., death certificate, death notice in newspaper, funeral arrangements notice in newspaper, confirmation from family members, etc…), the HBR would process workflow for the separation in Beacon, see Job Aid at the following weblink:  http://www.osc.nc.gov/training/osctd/help/Personnel%20Administration/BPPs/SeparationAction.pdf. 

When the action has been approved, process the action, see Job Aid at the following weblink: http://www.osc.nc.gov/training/osctd/help/Personnel%20Administration/BPPs/SeparationAction.pdf.
Payment for unpaid salary, unused vacation/bonus leave (not to exceed 240 vacation unused hours plus bonus leave not to exceed 200 unused hours), and travel must be made, upon establishment of a valid claim, to the deceased employee’s Estate. In the absence of an Administrator or Executor of the employee’s Estate, payment could be made to the Clerk of Superior Court of the county of the deceased employee’s residence.  
Per Beacon, payments made after the employees dies are made “To the Estate of…”.  The BSS Payroll team looks for the Separated/Deceased action/reason each payroll run and updates the banking and tax information.  A check is printed and mailed it to the deceased employee’s last address in the system so that the Estate Administrator or Executor can deposit it into the estate bank account.  As long as the person’s last action/reason shows deceased by the last day of payroll corrections, payroll processes as indicated above.
If a Law Enforcement Officer (LEO) passes away prior to reaching age 62, a Separation/ZG (Action)/ Death/22 (Reason) action would be processed, and you would submit a ticket to BSS with a BEST Shared Services Separation Employee Maintenance Form.  Once the Cancel Separation Pay continuation action is deleted in Beacon, you will be notified by BSS that you can ‘Complete’ the Separation/Death action.  
6. When employees do not designate a beneficiary(ies) for their retirement contributions, it can be devastating in the event of death as the monies are disbursed to the ‘estate’.  There are two reports that can be run in Orbit to determine if there are employees who have not designated a beneficiary:  1) Missing Beneficiary Designations by Division/Facility (Attachment 4), and 2) Download Member ID. The Download Member ID report provides all DHHS employees with a missing beneficiary since a specific date.  It is recommended that DHHS HR Offices run one of the reports referenced above at least once a quarter, and notify employees with missing beneficiaries.  

Following are instructions for employees to designate or change a beneficiary(ies) for the death benefit and refund of retirement contributions.
Below is the process that employees use to designate or change a beneficiary(ies) in Orbit if they have less than 10 years of service:
· Login to ORBIT at https://orbit.myncretirement.com/orbit/Common/Pages/BPASLogin.aspx 
· If you have not used ORBIT before, you will need to register by clicking on the Register button on the same page. 
To complete the registration, you need to supply your Social Security number, birth date, and zip code. 
· Once logged in, click on the tab “View Account Summary” on the left side of the “Welcome” screen.
· Click on the link “Change Beneficiary(ies)?” near the bottom of the page. 
· Use the add, edit, and delete features to change your beneficiary(ies). 
Below is the process that employees use to designate or change a beneficiary(ies) if they have more than 10 years of service:
· If you have more than 10 years of service, you will need to complete a paper copy of both: 
· Form 2RC – Designating Beneficiary(ies) for Retirement System Contributions and the 
· Form 2DB – Designating Beneficiary(ies) for the Death Benefit. 
· Personalized forms are available in your ORBIT account at www.myncretirement.com.  Submit your form(s) to the North Carolina Retirement Systems by mail or fax (919) 508-5350.
