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Long Term Disability  

Employee Booklet  

 

In this section is the Arizona State Retirement System (ASRS) Long 

Term Disability (LTD) Plan Employee booklet (revised 09/19/2007).  

The booklet will give a complete overview of the Disability Plan through 

the ASRS. 

 

This book should be given to the Employee on their date of hire, and at 

the time they are given their disability packet. 

 

To obtain copies of this booklet visit the ASRS website at 

www.azasrs.gov. The booklet is housed in the Non-Retired Member 

section under Long Term Disability. 

Section  

1 

http://www.azasrs.gov/
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Procedures for Submitting  

Long Term Disability Claim  

 

1. When Should Claim information be given or sent to an Employee? 
 

 An Employee should be sent notification of the Long Term Disability 

(LTD) Plan after they have been unable to work due to sickness or 

injury or have been working limited duty for two consecutive months.  

Limited duty means the employee has not been performing the usual 

duties of their job due to restrictions or limitations requested by their 

physician. 

 

 Provide the employee with the LTD claim packet along with a copy of 

the disability Plan booklet.  

 

 Upon completion of the claim packet (directions below), please 

forward to Sedgwick CMS, Inc.  

 

Waiting to submit a claim until after the six-month qualifying period has 

been satisfied can delay the issuing of any benefits and incur late 

submission fees.  Early submission allows our office to obtain any 

additional information from doctors or employers that may be necessary 

and allows us to possibly approve the claim prior to the commencement 

of benefits. 

 

7. You should have a supply of the employee & employer claim packets 

at your facility. If you need to replenish your supply, please visit the 

ASRS website at www.azasrs.gov.  The packets are housed in the 

secure area of the Employer section under forms.  

 

 

Section  

2  

http://www.asrs.state.az.us/
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2. What Forms are required for submission with an LTD claim and 

what forms are included in the employee claim packet? 

 

The Employee claim packet consists of the following forms: 

 

 Attending Physician Statement - This is to be completed by the 

employeeôs primary care physician (the physician who is most 

familiar with the employeeôs medical condition). 
 

 Long Term Disability Claim Statement - This is to be completed by 

the employee. 

 

 Request of Information Form ï This is to be completed and signed 

by the employee.  This is the authorization that allows us to request 

medical records. 
 

 Federal Tax Form ï This is to be completed by the employee to 

determine the amount of federal taxes to be withheld from the benefit.  

Please note that 50% of the LTD benefit is taxable. 
 

 Arizona State Tax Form ï This is to be completed by the employee 

to determine the amount of state taxes to be withheld.  Since this 

program is administered out of the state of Arizona the LTD benefit is 

50% taxable for recipients that receive this benefit.  

 

The Employer Claim packet ï Please note the following should be 

clearly documented on the employer section of the claim statement.  

 

 Sick Leave/Donated Sick Leave - Please advise the date as to when 

this is exhausted.  If sick leave is paid beyond the date LTD payments 

commence, the LTD payment will be reduced by sick pay until it is 

exhausted. 
 

 Unpaid Leave Of Absence - For eligible participants on unpaid leave 

of absence as of the date disability is documented, and therefore, 

whose earnings are $0 as of the date of disability, the minimum 

monthly benefit of $50 is payable.  For this reason, it is necessary to 
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know exactly when sick leave, vacation, and donated times are 

exhausted. 

 

 Vacation/Donated Leave - When is this exhausted?  While this does 

not affect the amount of the calculated Long Term Disability benefit, 

it can affect the situation of an unpaid leave of absence. 
 

 Short Term Disability - Did the employee receive any Short Term 

Disability benefits?  If yes, were the premiums paid by the employee 

or the employer?  If the employer paid the premiums, please provide 

the name and address of the Short Term Disability carrier.  Short 

Term Disability benefits may be offset from LTD benefits if they pay 

for a duplicate period of time.  
 

 Job Description (Part 2 of employer portions of claim packet)- 

This is to be completed by the supervisor (or other similar level in 

relation to the employee), so that we may be provided with accurate 

physical/nonphysical requirements of the job. 
 

You will need to keep a supply of the employee, employer, attending 

physician, Social Security authorization and Federal/State Tax 

withholding forms available for employees at your facility. 

 

3. What if an Employee is receiving Workers Compensation Benefits?  
 

 If Workerôs Compensation benefits are being paid, the employee 

should also apply for LTD, as he/she may be entitled to receive 

benefits under the LTD Plan 
 

 If the disability is a result of an injury at work, please provide the 

name, address and phone# of the carrier under ñRemarksò on the 

employerôs statement.  Please provide the amount of any Workerôs 

Compensation benefits that have been paid, as these may affect the 

calculation of LTD benefits. 
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4. What if an employee is or has been working in a modified or limited 

duty position? 

 

 An employee that is or has been working modified or limited duty 

full -time and/or part-time is still eligible to apply for disability 

benefits. 
 

 Limited duty is defined as being unable to perform the usual duties 

of your job, as medically substantiated by a physician. 
 

 If an employee is or has been working modified or limited duty 

during or after the six-month waiting period. The employer will 

need to send Sedgwick CMS copies of payroll records and time 

cards to reduce any earnings from the LTD benefit. 

 

5. If you have a question whom should you call? 

 

 Disability Benefit Specialist (DBS) ï A DBS can help you with 

status of claim and benefit payment, any questions regarding what is 

going on with the claim, and any claims issues.  
 

 Claims are assigned to a Disability Benefit Specialist based on the last 

name of the employee.  The assignment is subject to change without 

notice due to staffing changes. The current assignment can be found in 

Section 6 of this booklet.  As assignments are changed, you will 

receive an updated list.  
 

 Claims Supervisor ï If you are unable to reach a DBS, a supervisor 

will be able answer your questions.  You can speak with a supervisor 

if you have concerns with the status of a claim. Supervisors will have 

information regarding appeals and the appeal process. 
 

 Claim Manager ï If you are unable to reach a supervisor or have 

concerns with any aspect of the claim management process, please 

contact the Claims Manager. 

 

For current contact information, please see Section 6 of this booklet. 




