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Procedure:

1. Guidelnes, instructions and formsare available on pages 161 - 181 in the
Retierment EmployerManual

https://www.tre asurer.state .nc .us/ NR/rdonlyre sy E5A766DA-ACE8-491F-93CB-
26A9C C46F469/0/ TSERSfina ld ra f103212006.pd f

2. Complete a Form DIP-4, “Application forlong-Term orExtended Short-Te m
Disability Benefits” approximately 90 days priorto the conclusion of the short-te m
disability period. Form D-4isavaiable on pages 180 - 181in the Retirement
EmployerManual

3. 'Thisform should be completed by the employee orlegalrepresentative, signed,
and notarized.

4. HRshould complete the employercertification section of the form.

5. 'The following forms must be fumished with the Form DIP-4 orassoon aspossible
thereafter

e Form DIP-1, “Applic ation for Sho rt-Te rm Disa bility Be ne fits”

e Form DIP-El, “Employer Ma ste r Wo rkshe e t for De te rmining Elig b ility fo r Sho 1t-
Term Be ne fits”

e Form 7A, “Medical Report”

e Job Description

e Ret-170, “Authorization Agreement forDire c t De po sit”

e Ret-HM, “State Comprehensive Major MedicalPlan “Retired Group
Enrolment/Change Application” (NOTE This form should be filed only if the
employee hasatleast five yearsofretirement membership service eamed
asa teacherorState employee.)

6. Maintain copiesforfile and send originals with a coverletterto the Department

of State Tre asurer, Re tire me nt Syste ms Division, 325 North Salisbury Street, Raleigh,
North Carmlina 27603-1385.




Ithe employee hasbeen approved fordisability orretire ment So cial Se c urity
benefits,a copy ofthe Social Security Awards Notice indic ating the amount and
the effective date of such benefits must be provided to the Retire me nt Systems
Division assoon aspossible.

Ifthe employee notifies Human Resourcesthat he/she hasa claim pending for
So cial Se c urity bene fits, the upperportion ofthe Form D-4 should be completed
and submitted to the Retire ment Syste ms Division. Form D-4 isavailable on pages
180 - 1810 fthe Retirment EmployerManual




