MAU/Major Administrative Unit (circle one) TKL

. . UAA UAF UAS SW
U nlverSIty Of Alas ka Last Name First Mi
uNivERsITY  Estate Disbursal
Mamy Tradirions Chose Alasks Employee ID

Instructions: All required documents must be attached prior to forwarding this form to the Tax Associate at SWOHR.
Please do not staple attached documents to form; use a paper clip. See reverse for additional form instructions.

Date of Death:

Date of Check Pull:

Required Original Legal Documentation:
|:| Check here if heir requested for original documents to be returned

|:| Death Certificate attached Date Received:

and one of the following: |:| Copy of Will (notarized as recorded for probate) Date Received:

|:| Declaration as Heir (notarized)
|:| Court order appointing Executor (notarized/stamped)

Primary contact: Primary contact phone:

SWOHR use only
Disposition

Make check payable to:

For Estate of: Emp Id:

Address:

Distribution of check:

Certified Mail Number: Date:

Other:

Documentation is authorized for payment and release:

Manager Statewide Date Check released by Date
Revised 04/05/2010



Estate Disbursal Form Instructions

Purpose: The Estate Disbursal form is intended to clarify what documentation is
required in order to prepare an estate check, and to ensure that premature release
does not inadvertently occur. It is further intended to ensure that the offices involved
have sufficient information for their records.

1.

Notice of death is given to the Regional Payroll Office. Complete header block, and
enter date of death on the Estate Disbursal Form. The Regional Payroll Office
should ascertain that the appropriate MAU representative is aware of the death.
Payroll should complete a pull log for the individual’s final check(s) and specify
DECEASED as the reason along with the consultant acting as the primary contact’s
name and phone number. Also, include the the date of death.

Original documentation is required. If originals are to be returned, please note
accordingly by checking the box on the form indicating such. Otherwise, originals will
not be returned. This should be done only at the heir's request. If the heir presents
the documentation in person and asks to retain the originals, the HR consultant may
verify that the documents being presented are originals, make copies, and sign in
the bottom righthand corner of each document that they verified and copied originals
along with their name and the date it was done.

Note: In order for the declaration of heir to be enforced all requirements listed on

the document must be met. http://courts.alaska.gov/forms/p-110.pdf

Record the date of death, check pull, death certificate receipt (optional), and of the
receipt of the legal document which will release pay (optional), in the deceased
employee’s file and complete the appropriate boxes on the Estate Disbursal Form.

The Regional Payroll Office should forward this form, with appropriate
accompanying documentation, to SWPBA with all available documents within 30
days of the person’s death.

SWPBA completes the section titled "SWOHR use only" based on the distribution of
the check.

In the event that sufficient documentation is not received, SWPBA will ensure the
check is not prematurely released. Any check held for 30 days will be manually
voided in the system and a journal voucher prepared transferring the check amount
from the PAYCHK 0038 account (debit) to 101010 0653 Delayed Delivery-Estate
Disbursal account (credit). On receipt of the appropriate documentation, a check
request will be prepared by SWPBA charging the 101010 0653 account.

The SWPBA Manager, or authorized designee, reviews the documentation and
form, and authorizes payment and release of the check.

For the most current version of the form see: http.//www.alaska.edu/files/hr/estate disbursal.pdf
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