Instructions for Completion of the Supplemental Request Form

This is the official form provided by the Department of Personnel.  No other form will be accepted by the Department of Personnel. This form is interactive, and can be completed on-line or can be completed as a hard copy. The form and instructions can be found at www.state.tn.us/finance/act/forms.html.  Use the ‘TAB’ key to go to the next field as opposed to using the ‘ENTER’ key when entering data on the interactive form.
1A.   Enter the separation date of the employee if separated.

1. Check the type of supplemental as regular-main, regular-special, credit, or warrant. Highlight the warrant request.

2. Enter the department name.

3. Enter the work center.

4. Enter the department and division code.

5. Enter the employee’s name.

6. Enter the employee’s social security number.

7. Enter the beginning date of the pay period(s) that the situation actually occurred.  For example, if a semi-monthly employee was absent without leave on March 10, 2001, the beginning date would be March 1, 2001 and the ending date would be March 15, 2001.

8. Enter the ending date of the pay period(s) that the situation actually occurred.

9. Enter the rate of pay.

10. Enter the total hours worked for the affected pay period(s).  It is important to complete this section when applicable. 

11. Enter the hours without (pay) for the affected pay period(s).  It is important to complete this section when applicable. 

12. Enter the type of earnings.  If using the interactive form, click on the drop down box in this field.

13. Enter the gross earnings due.  If processing a credit supplemental, put the amount in brackets.

14. Enter regular overtime hours for the affected pay periods(s).

15. Enter the type of earnings.  For example, line 12 could be hours worked, and line 15 could be overtime.

16. Enter the gross earnings due.  If processing a credit supplemental, put the amount in brackets.

17. Enter premium overtime hours for the affected pay period(s).

18. Enter the total gross earnings, the sum of line 13 and line 16.  

19. Enter clarifying information and brief comments in the Remarks section.

20. Enter the name of the person who prepared the supplemental.

21. Enter the date released to the Department of Personnel.

22. The Budget Officer or designee should sign here.

23. Send the Supplemental Request form, in duplicate, to the Technical Services Division of the Department of Personnel.
24. Attach the appropriate back-up documentation for the affected pay period(s).  For clarification, contact the Department of Personnel Technical Services Division. 
Supplement Request forms should be submitted timely to the Department of Personnel.  Forms received after 11:00 on the day of first audit for main run processing and after 11:00 the day before special run processing may not be processed in time for the upcoming payday.  Warrant request forms are processed on Monday and Thursday each week and should be submitted to the Department of Personnel as soon as possible but no later than 11:00 on those days.

Instructions for the Supplemental Request Interactive Form

1. The fields are set up from left to right.  Use the TAB key to go to the next field. 

2. Sections 12 and 15 have a dropdown box with the correct terminology for the Type of Earnings. The dropdown box only holds 24 terms.  Tab to or click on the shaded box in the field and a down arrow will appear.  Click on the down arrow for a list of terminology to use.  Click on the appropriate term.  If the term you need is not listed in the dropdown box, then type in the correct term.  If the term is not listed and you are not sure of the correct term, contact Donna Nicely by e-mail or @ (615) 741-9764 to get the correct term to use.

3. Section 18 will automatically sum the total of section 13 and 16 of the form when supplemental is printed.

4. When printing the supplemental form, a message will appear.  It says” The margins of section 1 are set outside the printable area of the page.  Do you want to continue?”   Click YES.

