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State of Tennessee Payroll Request

Longevity Payment Election


	Please return completed form to the Finance & Administration Central Payroll office, 15th floor TN Tower.
	Date: 
	     


	Employee Name:
	     
	Employee ID:
	                           

	Employee ID must be complete and accurate or the form is invalid and cannot be used.  No change to payment election will be made without a valid Employee ID.


	Longevity Payment Election Instructions:

Employees who wish to receive their longevity pay separate from their regular pay and have not previously made any changes to their payment election do not need to complete this form.  
However, state employees who wish to receive their longevity payment combined with their regular pay will be able to select this option within the Edison Portal, under Employee Self-Service.  If an employee does not have access to Employee Self-Service, this form should be completed and returned to the Finance & Administration Central Payroll office, 15th floor TN Tower.  

This form MUST be RECEIVED by Central Payroll by the 15th of the month, close of business, to be effective.  No changes can be made after the 15th of the month, until the 1st of the next month.  Central Payroll is not responsible for lost or misdirected forms.

	Longevity Payment Election:

	 FORMCHECKBOX 
 I would like my longevity paid on a COMBINED check.

	 FORMCHECKBOX 
 I would like my longevity paid on a SEPARATE check.

      I understand that by having my longevity paid on a separate check, the following will occur:

· The longevity payment will be in the same manner as my regular pay (check or EFT).
· The longevity payment will be distributed to multiple bank accounts if my regular pay is currently sent to multiple bank accounts.
· Any applicable garnishments will also be deducted from longevity.
Electing a separate payment for longevity will not result in a lower withholding amount.  The tax withholding will remain the same regardless of the longevity payment method chosen.  

Longevity, whether on a separate payment or combined with regular pay, will be taxed in accordance with IRS guidelines for a supplemental payment.

	I hereby authorize the State of Tennessee to pay my longevity as elected above, if I am eligible for a longevity payment.
I further understand that if my form is not received by Central Payroll by the 15th of the month, close of business, no change to my longevity payment election will be made in the current month.  It will be changed for the next month, and will remain in effect until I change it again, whether through Employee Self Service or another form.
I understand that I can view my longevity payment option at any time in Employee Self Service through the Edison Portal.

	Employee Signature:
	
	Date:
	     


Mail completed and signed form to:

TN Finance and Administration        Or fax to:  615-253-4167





Central Payroll

15th Floor TN Tower






312 Rosa L Parks Ave.
Nashville, TN 37243 

FA-1031 (09/09)

