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GETTING STARTED 
With the loss of a loved one, understanding the benefits for which you qualify and producing the 
required documentation can be overwhelming. The information in this booklet will assist you 
through the process. Your Human Resources Liaison will also work with you to support you in 
answering your questions. 

 
Step 1: 
Your Human Resources Liaison will contact you to begin the process. Be prepared to provide the 
following information about the deceased employee: 

 
• Name 
• Social Security Number 

• Date of Birth 
• Date of Death 

 
Be prepared to provide the following information about any surviving family members: 

 
• Name 
• Address 
• Social Security Numbers 
• Date of Birth 

• Date of Marriage 

 
Step 2: 
You will be provided with a benefits summary from your Human Resources Liaison. 

 
Step 3: 
The Benefits Department will provide you with the Surviving Beneficiary Packet (either in person, 
via email or mail, per your preference) which includes the paperwork you will need to complete to 
continue receiving benefits, including: 

 
• Dependent Allowance Affidavit 
• Retirement Health Insurance benefit election form 
• Form W-4P 
• Authorization for Direct Deposit 

• Claim forms Standard Insurance for non-contributory life insurance 
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Additional documentation the beneficiary may need to provide includes: 

 
• Copy of marriage license (if applying as a spouse) 
• Certified copy of the employee’s death certificate 
• Beneficiary Photo identification 
• Voided check for direct deposit 

• Copy of birth certificate and verification of being a full-time student, if a dependent child is 
applying as the beneficiary and is 18 years of age or older (for those applying as children) 

• Legal Order Appointing Guardianship and copy of dependent’s birth certificate if the applicant 
is a dependent child under age 18. 

 
Completed paperwork and documentation can be returned (via email or mail) to the Benefits 
Administration Service Center (or “Benefits”) for review and approval. You may also bring the 
paperwork with you if you are meeting with the liaison in person. Once approved, Benefits sends 
Pension Payroll the required documents and Pension Payroll sets up your pension benefits. 

 
The Pension Administration Board (or “Board”) must approve all survivor benefits prior to payment 
of benefits. The Pension Administration Board meets the last Thursday of each month. It is during 
this meeting that the Board reviews and approves all payments. The first check is then processed 
approximately 30 to 60 days from the date of approval by the Pension Administration Board. 

 
Your spouse’s pension or payroll check may be directly deposited into a financial institution like 
the Memphis City Employees Credit Union. If you are NOT on the account, you WILL need to create 
a new account to continue the direct deposit. Contact your financial institution or the City of 
Memphis Employees Credit Union at (901) 321-1200. 
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BASIC DEATH/LIFE INSURANCE BENEFITS 
All full-time employees receive a Death Benefit of $10,000. This means that when a full-time 
employee passes away, their designated beneficiary is eligible to receive $10,000 in the tragic event 
that their loved one dies in the line of duty. 

 
Who is eligible: 
• The employee’s designated beneficiary 
• If none, beneficiary estate 

 
What are the benefits: 
• $10,000 will be paid out to the deceased employee’s designated beneficiary. 

 
What are the distribution options? 
• Standard Insurance Company will process the payment of the benefit and disburse to the eligible 

beneficiary. 

FINAL PAY 
The City provides the beneficiary a final payout for the deceased employee’s accrued sick time up 
to 75 days. The employee must have held a position covered by the City’s Retirement System or the 
Social Security Act. 

 
Who is eligible: 
• The beneficiary designated in the employee’s Benefit Service Center file, the Division of Human 
Resources file, or as designated by law. 

 
What are the benefits: 
• An amount equal to the employee’s pay for accrued sick leave not to exceed 75 days. 
• All accrued wages due, including allowances for unpaid holidays, vacation leave, and an amount 

equal to the employee’s regular wages for one month, minus any legally required deductions. 

 
What are the distribution options? 
• Once the check has been processed by Payroll, it is sent to the Law division. The beneficiary is 
contacted, and a meeting is scheduled to pick up the check. 

 
HEALTH INSURANCE 
If you were on the City’s group health, dental or vision insurance plan, you may have the option 
to remain on the dental and vison plan. The option to remain on the City’s medical plan is based 
upon eligibility under the terms of those plans. Your Benefits representative can assist you with 
requirements. 
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The City of Memphis has partnered with Via-Benefits, a private insurance exchange, to assist those 
who do not qualify to remain on the City’s Medical coverage and those who are starting Medicare. 
Your Benefits liaison will provide more information. 

SURVIVOR PENSION BENEFITS 
The City of Memphis established this plan to provide retirement benefits for eligible employees and 
their beneficiaries. 

 
Who is eligible: 
• The current spouse (not to include common law or domestic partners) 
• If there is NO spouse: 

o dependent children under age 18 AND/OR unmarried children up to age 25 (if full-time 
students) will share equal distribution of the benefits. 

o handicapped children are also eligible to receive the benefit 
• If there are no beneficiaries, the participant’s contributions to the Plan plus credited interest will 

be paid to the employee’s estate. 

 
What are the benefits: 
• A monthly benefit equal to the higher amount of 60% of the employee’s average monthly 

compensation or the accrued benefit as of the date of the employee’s death. 
• The Line of Duty Death monthly benefit for the employee’s handicapped children is equal to the 

greater of 30% of the employee’s average monthly compensation or 50% of the employee’s 
accrued benefit as of the date of the employee’s death. 

 
What are the distribution options? 

• The pension benefits will be processed in the City of Memphis’ Pension Payroll Department and 
directly deposited into the account designated by the eligible beneficiary semi-monthly. 

 

 

 

 

 

 

 

 

 

 

 

 


