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In the event of a death in service, this form must be completed as fully as possible by the deceased colleague’s line manager and emailed to both the Employee Service Centre (ESC) and the Pensions team the same day.

Within 10 working days of the notification (or as soon as is practicable), the line manager must make arrangements to send the ESC the following documents:

· Death Certificate
· Marriage/Civil Partnership Certificate (if applicable)

· Birth Certificate for a nominated Cohabiter (if applicable)

· Birth Certificates for any dependent Children (if applicable)
DETAILS OF THE DECEASED
	SURNAME: 
	     
	FORENAME:
	     

	ASSIGNMENT NUMBER:
	     
	NI NUMBER:
	     

	DATE OF BIRTH:
	     


	JOB TITLE: 
	     

	SERVICE AREA:
	     


	DATE OF DEATH: 
	     
	CAUSE OF DEATH:
	     


DETAILS OF NEXT OF KIN/DEPENDENTS
	MARITAL/CIVIL PARTNERSHIP STATUS: 
	     

	OR NAME OF NOMINATED COHABITER
:
	     

	NAME OF NEXT OF KIN: 
	     

	RELATIONSHIP TO DECEASED:
	     

	ADDRESS/TEL NO. FOR NEXT OF KIN: 
	     


	DETAILS OF DEPENDENTS:
	     


	CURRENT MEMBER OF A PENSION SCHEME: 
	YES  FORMCHECKBOX 

	NO  FORMCHECKBOX 


	IF YES, NAME OF PENSION SCHEME:
	     


	The information contained in/on this document/form is confidential and may also be privileged.  It is for exclusive use of the addressee/s. This information is used solely to enable Nottingham City Council to perform its obligations under contracts of employment.  If you are not the addressee, please note that any distribution, copying, or use of this message and information is prohibited.  If you receive this information in error, please advise the sender immediately and delete/destroy it immediately.

Version: June 2013
	Please return completed form to:

Employee Service Centre

East Midlands Shared Service

escservicedesk@eastmidlandssharedservices.org
With a copy to:

Nottingham City Council Pensions Team

Pensions@nottinghamcity.gov.uk


DEATH IN SERVICE NOTIFICATION FORM








� If the deceased is not married or in a civil partnership, for Pensions purposes they may have chosen to nominate a cohabiter.  However, this only applies if they completed a nomination form before they died.
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