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Today’s Topics

= | egal Notices & Disclosures in Guides

= \WWhat's New
= Best Practices

= inMotion Tips
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Best Practices

Hello nforesta

= CSB Recommended BenePort3l

Q, Search Site

About Us Healthcare Reform Compliance Centr:

‘Glossary - Index

Checklists, Charts and Guides

ew Hire Notice e
The checklists, charts, and guides below provide instructions, requirements, and other pertintent informatios Publications

[ ] surrounding PPACA and health and wellness. For example, checklists will help you determine whether your
u ’ e is subject to the health care reform employer penalty rules. Recommended Links
Video Library
CHECKLISTS CHART:

Checklists, Charts and Guides

GUIDES

‘Webinars

* CSB Form -2 Reporting Checklist ~ ® CSB_ Updated ACA Indexed Dollar 2018 HIPAA Ci Toolkit
. . * CSB: 2019 Healincare Reform Limits Chart * CSB: 2017 Workplace Wellness
. Checklist e C3SB: HSA/FSA/HRA Comparison Plans Compliance Overview
I V I * CSB MR Rebate Checklist of Key Fealures for 2019 « CSB 2019 Group Health Plan
* CSB Model Exchange Notice * CSB: 2019 Compliance Action Notices Calendar for ERISA Enities
Checklist ltems ® CSB: 2018 Group Health Plan
o CSB: Pay or Play/FTE Checkiist ® CSB: Disclosures and Notices Notices for Non-ERISA Entities
i — Char
« CSB8: PCORI Fees Checkiist chat * CSB: Recommended Open
e n e O a l l S e . and Disclosures Enroliment and New Hire Notices
= RDotice Lhart CSB: DOL Audit Guide
 CSB Grandfathered Chart DOL: Compliance Assistance Guide

DOL FMLA Guide
DOL: Self Compliance Tool
Eair Labor Standards Act Guide

CSB: Employer's Guide to Promoting
Workplace Wellness (2016)

beneportalplus.com
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Newborns’ and Mothers’ Notice

Women's Health and Cancer Rights
Act Notice

HIPAA/CHIP Special Enrollment Notice
CHIP State Premium Assistance Notice
Grandfathered Plan Notice

Patient Protection Model Disclosure

Medicare Part D Creditable/Non-
Creditable Coverage Notices

Summary of Benefits And Coverage (SBC)
Wellness Plan Disclosures

Notice of The Availability of The Federal
Marketplaces

Michelle's Law Notice

OE/New Hire Notice Guide Contents

The Genetic Information Nondiscrimination
Act (GINA) Notice

Authorization Requirements Under GINA
HIPAA Privacy Notice

COBRA General Notice
(Also referred to as the Initial Rights
Notice)

FMLA Notice

Self-funded Non-Federal Governmental
Group Health Plan Opt-Out Notice

Opt-Out Model Notice
Disclaimer Notice

HIPAA Preexisting Condition Notice
[Obsolete]

Automatic Enrollment Notice - [Repealed]



How To Use the Guide

Each notice in the guide is preceded with an explanation of the notice
and describes the circumstances in which it should be distributed.

Women's Health and Cancer Rights Act Notice

Newly covered employees must receive a WHCRA enrolliment notice describing the availability of
federally mandated breast reconstructive surgery benefits. This notice must be provided upon
enroliment in a plan that provides for medical and surgical benefits related to mastectomy, and once
each year after enrollment in the plan. The WHCRA enroliment notice must go to employee
participants (and to beneficiaries if the plan is aware that a beneficiary resides at a separate address
from the participant). The WHCRA annual notice must go to employee participants (not required to
spouses and dependents).

There is no requirement that the WHCRA annual notice be delivered at any particular time during the
plan year, but by including the WHCRA enrollment notice or, alternatively, the WHCRA annual notice
in the enrollment materials, an employer might be over-distributing it (to employees who may not
become covered), but will satisfy the obligation to notify covered employees annually.

[Sample Language for WHCRA Enroliment Notice]

Women’s Health and Cancer Rights Act Notice

Il CONNER STRONG & BUCKELEW 6



Michelle’s Law & GINA Notices

= Michelle's Law Notice

— Required only if group health plan provides
dependent coverage beyond age 26 and bases
eligibility for that coverage on student status — for
example, insured plans in PA and NJ

» The Genetic Information Nondiscrimination Act
(GINA) Notice

— Required only if genetic information is being
collected, used, and restricted

Il CONNER STRONG & BUCKELEW 7



Customization of Notices

= Customization will be required betfore
distribution of many of these notices, such as:

— Medicare Part D Notices
— COBRA Initial Rights Notice

— Marketplace Notice

= Plan sponsors are advised to tailor each notice
to meet their particular company’s needs

Il CONNER STRONG & BUCKELEW 8






New Guide Templates

Cove\'agg
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Welcome

TO BENECOMM!

INSIDE THIS GUIDE

What You Need ow Before Enrolling
Making Plan Changes

BeneService Member

Questions?

If you have questions about

your benefits, please contact our
BenaService Member Advoca

Team at 800.563.9929

(Menday through Friday,

8:30 am to 5:00 pm ET) or go to
‘www.connerstrong.com/beneservice

What You Need to Know Before

Enrolling in Benefits

‘When Does Coverage Begin?
Coverage will be effective the first of the month
following 30 days of employment, provided you
complete your enroliment within 45 days of your
hire date.

‘Who is Eligible to Elect Benefits?

If you are a benefits-cligible employee (regular
full-time employse scheduled to work a minimum
of 30 hours per wesk), you can enroll in the
benefits described in this Guide. Please remember
that only efigible dependents can be enrolled.
Eligibl include: s
or civil union partner: if under the age of 26.a
natural child. adopted child, foster child, stepchild or
grandchild (if court-crdered custody); or a disabled
dependent.

Medical, Dental and Vision coverage is available for
employees with same-sex domestic partnerships in
states that do not recognize civil union partnerships.
Howewer, the domestic partnership must be legally
recognized by the state and the employee would
need to present a certificate to certify such
Opposite-sex domestic partnerships are not covered

Required Documentation

BeneComm requires documentation of dependent
status. Flease contact Human Resources for a list
of acceptable documentation and provide the
appropriate copies to BeneComm within 45 days
of your date of hire.

You may send your documentation to:
BanaComm

Attn: HR Department

Fax: 856123 4567

Email: enroliments@benscomm.com

Enroliment Timeline

‘You MUST enrall online through our enrollment
system benefitsCONNECT. Instructions for
accessing benefitsCONNECT can be found on page
S of this guide.

Youwlll have 45 days from your date of hire to
1og on and compiete your benefits enroliment.

If you do not enroll within this timeframe, you wil
nat be able to enrall until our next open enrollment,
unless you experience a qualifying life event.

Qualifying Life Events

IRS Section 125 prohibits you from changing

your enrollment during the plan year unless

you experience a qualifying life event, such as:
marriage, divorce, death of a spouse, civil union
partner or a dependent, birth or adoption of a child,

your spouse/ivil union partner, a change in

loyment status (full-time to part-time or part-
time to full-time) for you or your spouse/civil union
partner that affects benefits eligibility, or taking an
unpaid, medical leave of absence by either you or
your spouse/civil union partner.




New Guide Templates

Welcome!

2020 EMPLOTEE BENEFTTS EULE

Il CONNER STRONG & BUCKELEW

Welcome to BeneComm!

BeneComm offers youand your eligible family
members 3 comprehensive and valuzbie benefits
program. This guide has been developed to assist
you In learning about your benafit options and
how to enroll. Weenrre—-

3 Benecom"“

How to Flect Your Coverage

Online Enroliment Instructions

When you are ready to envoll In of make changes
1o your benefis, you MUST enroll online through

our anfin-

—/]

Qualifying Life Events

Choose your benefit plans and coverage levels
carefully. Changes to your benefit elections are
allowed only for certain qualifing ife avents, such as:

+ Loss of coverage of acquisition of new
coverage fiom another source

Change In Employee’s legal martal status
(marrlage o divorce)

Change In number of eligible dependents
(e birth, death, court order)

«  Dependent now satisfies or ceases to satisfy
dependent eligibillty requirements
Change In employment status that affects
benefi eligibility

Significant changes In coverage under the plan
o the spouse’s or dependent’s employer

You must provide legal documentation (eg, bitth
certificates, mariage cortificates, court orders and
decrees, etc) as proof of your qualliying Ife event

In order to activate any changes.

2020 EMPLOVEE BENEFITS BUE. | 3




New Guide Templates
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BENECOMM BENEFITS HIGHLIGHTS

MEDICAL
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PROGRAM (EAP)
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ENROLL
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CONTRIBUTION RATES

Employee contribution raes are aur
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YOUR MEDICAL
CONTRIBUTIONS

Yo coniribution s for medival and

pressripten drug voverge e combine
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hiedical Flan you select,
cemployee, o

ur level of coverage
loyee - childiren), employee +
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New Guide Templates

2020-2021
EMPLOYEE BENEFITS GUIDE

@ BeneComm
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Template “Suites”

- - -
l >
> - .: v‘l
- B 9 :
° ® ! > -~ -3
" Ig Ig tS I 38N 2018 OPEN ENROLLMENT
X AN © 3
U1 ) 'r‘ '
by ¢ - £
i) s

Benefits Guide

@ BeneComm

Postcard
Poster

B |yer IT’S TIME TO ENROLL!

Open Enrollment will be held
April 16 through A 3

PowerPoint Template

Email Templates

Il CONNER STRONG & BUCKELEW




New Client Checklist

= Can be used to identify/address:
— Brand standards
— Logo requirements
— Style preferences (design and writing/tone)
— Communication channels

— Employee demographics

Il CONNER STRONG & BUCKELEW




New Plan Grid Templates

PLAN 1 PLAN 2 PLAN 3

= Can be used for:

Deductible

Out-of-Pocket Maximum

— Displaying multiple o

Preventive Care Services

medical/Rx plans =

Specialist Office Visit

Inpatient Hospital

side-by-side

Outpatient Lab & X-Ray

— Lite and AD&D

Deductible

— Disability Benefits

Coinsurance (% Plan Pays)

PRESCRIPTION DRUG BENEFITS (RETAIL: UP TO A 30-DAY SUPPLY / MAIL ORDER: UP TO A 90-DAY SUPPLY)

Retail Pharmacy
Generic

Formulary Brand
Non-Formulary Brand
Specialty Medications

Mail Order

Generic

Formulary Brand
Non-Formulary Brand
Speciaity Medications

Il CONNER STRONG & BUCKELEW




Carrier/Vendor Contact List

= Simple Excel spreadsheet

= Can be used for:
— BeneService cards
— Benefit Guides
— BenePortal

— "Call to Action” on flyers, posters, etc.

Il CONNER STRONG & BUCKELEW







Let’s Talk

= Start the conversation as early as possible
— Strategy
— Timeline
— Expectations
= Keep us informed of:
— Client complexities
— Cases in jeopardy

— Cases moving to new teams

Il CONNER STRONG & BUCKELEW




Standard Services & Minimum Timing

New Benefits Guide: 10 business days

Edits to Existing Guide: 5 business days
BenePortal: 30 days

Benefit Statements: 4 weeks

Flyers, Posters, etc.: 3-5 business days

Edits to existing project: Allow 24 hour turnaround
Translations (billable): 7-10 business days

Printing (billable): 3-5 business days

Mailings (billable): Add 1-3 business

Il CONNER STRONG & BUCKELEW




Out-of-Scope Work

= Custom logos

= Custom layouts

= Wellness newsletters
= Employee handbooks

= 3 party vendor/product management
— Webinars
— Flimp, ALEX/Jellyvision, etc.

— Email distribution

Il CONNER STRONG & BUCKELEW




Proof Review Process

= All proots should be edited via inMotion
= Account Team is responsible for all peer review

= Version control best practices

— Limit number of “reviewers” in inMotion

— Avoid “piece meal” editing. View communication
as a whole and consider the flow of content

— Leave design/layout to us and focus on content

— Hold edits until client decisions are made and
content is final

Il CONNER STRONG & BUCKELEW




Projects with Multiple Variations

= What is the same for all versions?
= What varies from one version to the next?
= Create an outline or matrix

= Saves time for all
— Less time prooting for Account Team and clients
— Less time editing for Communications Team

— More efficient for vendors (i.e. Translations)

Il CONNER STRONG & BUCKELEW




Benefit/Total Comp Statements

This person 1 sieitenaent oudlines the benefits ihen are provided by BeneCoim and is intended

) BeneCOl nm ta ilustrate the significance of your benefits package as port of your iotal compensation.

Personal tnformiation: CoMP AT
Jonathan Dos Anuslzae s Sy 55 ol A 1,201 7
123 Somewhere SIBSt  petims Zamed

Frlasilphia, RA 19102
[

£t o Compsosat

Fraptaver 11y

SROIGT.O8

Total Compensa

3265
Date of Iire: Al TINE OFF
CHAOSPME  PIo: R s
Felesys SyasU1
b Tiile Bowmement s9a7g

i on6en
Sales Manager -4

Tk i gt 250

lime OFf & Tuition Reimbursement  8$16.229.62

Total Paid

Annuat Anmul

Bencfi Netie: Periefi eser] .
CacarNanic R UG Fwploger Cosl: Faiployee Cost:
Mot e ik D1y e e 47878 1427302
[ st an gheLowe - Erployss $ zrvaa
Wisen Plan - Erploves & o
g2 d BT 1 T § s
Heaihears Fledbs Swsncing Aueout You have deted § 4 con
’[‘fpsrl\‘?‘u'l(}smﬂsnh\afwﬂl'ﬂ ¥ou have dectad G0 $ coo
Within every successful o i o
you will find hardworking and FaTac ez 00 37 your boral
[TT——E— el -
dedicaied ¢ L Our crployees T R . rTTT
are our most valuable resource. Total Benelits ¢

That is why we are dedicaded to

rer praviding you with o valuable, Overall Compensation Paid by BeneComm Amount

JOHNATHAN DOI1 camprehensive benelits program. Gerpenestan Py
Sensfis 320413,

7 510078133

Total Overall Compengation E:
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Benefit/Total Comp Statements

= Benetit Statements vs. Total Comp

= Will you need multiple versions?

= Process flow review

= Standard Delivery: Merged PDF via secure FTP

= Print/Mail options — we need to know if printing
before running merge

= Contact Dominique ASAP to discuss

Il CONNER STRONG & BUCKELEW




BenePortal

= New portal — Request via inMotion
= Existing portal edits — Request via email

= Documents to upload — Send via email in .zip
file(s), separated by benefit type/subject (i.e.
medical, dental, wellness plan, etc.)

= Reminders:
— Turnaround times

— Transitioning HRconnection portals to WIX

Il CONNER STRONG & BUCKELEW




Communications Wiki

= Processes, policies and procedures
= Turnaround times

= Sample communications

= Reference guides and process flows
= Client logo specs

= Plan grid templates

= inMotion user guides and tips

Il CONNER STRONG & BUCKELEW
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Job Launch Naming Convention

Submit Job Launch Form SAVE & EXIT  CANCEL

Instructions: Please complete this request and click "Confirm" * Required field
Requester Name*
Nicole Foresta

Request Name*

ABC Industries - OE Guideg]

Set a Desired Due Date

Select a Form*

Benefits Guide Request Form A

Benefits Guide Request Form

CONNER
STRONG &
BUCKELEW

I. CLIENT INFORMATION

ATTACH FILES CONFIRM

Il CONNER STRONG & BUCKELEW




Desired Due Date vs. Draft Deadline

Submit Job Launch Form SAVE & EXIT  CANCEL

Set a Desired Due Date

Select a Form™

Benefits Guide Request Form -

Benefits Guide Request Form
CONNER

STRONG &

BUCKELEW

I. CLIENT INFORMATION

® .
Client Name: [

Effective Date: | e

* Requested Draft Deadline: | i

Il. GUIDE DETAILS

ATTACH FILES CONFIRM

Il CONNER STRONG & BUCKELEW




New Option: OE Highlights

Benefits Guide Request Form
CONNER

STRONG &
BUCKELEW

I. CLIENT INFORMATION

* Client Name: |

Effective Date: | |_-~-:

* Requested Draft Deadline: | |."-:

Il. GUIDE DETAILS

* Guide Type: [ OE highlights [ OE Guide [ New Hire Guide

Guide Options: [ Create New Guide [ Edit Existing Guide (Please aitach existing guide with mark-ups & edits.)
* Are there multiple versions of the guide? () Yes () No

(COBRA, NJ vs Non-NJ, etc.)

Enrollment Instructions: (ie. Submit completed forms to HR or online enrollment instructions)

Il CONNER STRONG & BUCKELEW




My Reviews

*e, .
‘ ~ Poweredby (Imotion

WORKSPACES ~ MY REVIEWS (1) (2]

My Reviews
Q Search Proofs... Columns +
Image Status Proof Name Project Name  Date Pos... ©  Deadline Access Code Last Viewed Posted By Available Actions @
. In Review Sample Guide - Sample Guide - 962019 12:13 4d5h30 9M6/2019 1:10 Nicole Foresta FETE
Benefit Bites Benefit Bites AM EDT AM EDT cale Fore

| < » ) ltem 1t0 1 of 1 Page: 1 Oﬂm Page size: 1 m
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inMotion Editing Tools

= Sample Guide - Benefit Bites @ _ SAVE & EXIT
~ B
Part 1
Select an approval status - e
Page 1of 24 APPLY STATUS TO ALL

EMPLOYEE
BENEFITS
GUIDE

./‘

start a conversation.

@ BeneComm

Il CONNER STRONG & BUCKELEW




inMotion Editing Tools

= Sample Guide - Benefit Bites @ _ SAVE & EXIT
~+ @ [
Part 1
Select an approval status - e
Page 1of 24 APPLY STATUS TO ALL

EMPLOYEE
BENEFITS
GUIDE

./‘

start a conversation.

@ BeneComm

Il CONNER STRONG & BUCKELEW




= Avoid multiple comments

Proper Use of the Text Editing Tools

% de FsAC Pavilex
Health = Account (HEA)

IF youn el HERAE, the optan
el contribati Laward arn

-G sk, T uneds yom © T Four
oan bo e to affaet your cub-al-pocket
Ealepenaen. Ununsad sccourt dallars are youn

within one section of text

Highlight the entire section
and rewrite the content
within the comments

Fhey have
beginning HSA Contribution

TISA Mighlighi =

& fou may contriste pe-tas callars thesugh
payral ceductionm o the HSA. Intereat
accurrdates laxTie and lunds e LaesTres
bo withdraw for eligiole medical expenses
ared peescrintions

= Tha HEA Tunds can be weed 1o help you satislhy
wour plon ) ceductibe.

Do not use the DOT tool B
to edit text

5, se your avaiable

o Hi “usek-oe-iose=r" ruk. S 20 HEA
Tunas from year-to-pear a mbo
rechice futune out-of-pock KDEN S

TIsA Eligibviliny

Any employes con contribute o I8 you:

s Have cowerage uncer an H5a. =igh
Dieductbie Hesth Plan {HOHI

Hawe = sbher first-dalar medical covernpe
{athar byzes of insurancs, inchading spesific

nury o dcticest, dealsily, deilal cam, veien
sare, ar largteem care insurancs are gessraly
permitied).

= A nol ek n Medicars,

« Cannol be Camed as a dependent on somecns
cko’s tax reburn
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Conbriutions o your HEA ane brited ssnually by be
A% Comtrizsbon o the aremot ot shop onee you
areerralbed n Medoie However poucan ke the
mray N your S000unT and use & 1o pay o medical
L i,

2019 HEA éonbributicn lmits s
+  Single: REEID
amiy: 57000

Sar Liroup pacinsmmih ey e for yous Haalkh
1] IR

ittt (PLR 1 b

Py Fhaol o Fudye b0 S bigy s ks et L HSA
Agyroll Deducsion foom

Flexible spending Accounis 1I-'
3018 FEA limitt= are:

+  Healt s2.700

= Deoe T FE&

Ies vin tax, mall or cnline.

¥ yous homam funds resainng in your PayFles F5A
at the enci of the pin year (May 51 2000 pou
save unkl August 15, 2009 bs use thess funds.
This & kv as Lis grace paeisd. All cliims
wiist b submitted 1o PayFles no ke thas
Amguet 15, F1% via e mnll o online




Never Should You Ever...

= Edit while using Internet Explorer
— You should ALWAYS use Chrome!

= Scribble text using the PENCIL tool
— Actually, please don’t use this tool EVER

= Edit text using the RECTANGLE tool
— This tool should be used sparingly

Il CONNER STRONG & BUCKELEW

‘hat's New for 20207

cal plan changes will ba
efective January 1 2020

P PLAN: Out-of-MNetwork Only
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When It’s Time to Start Fresh

= When edits are substantial,

reach out to us OO jwﬁ.ﬂ

— We can talk through the edits @%ﬂ-:_gmm;ﬂw‘ R
. ety :'f-::hw:h:nﬂ-r '—:E—h‘ EE‘:::M
— You could request content in e ==
an editable format = 555 = S
— You can attach a file to replace e bt 1t e -

the page

Il CONNER STRONG & BUCKELEW



When It’s Time to Start Fresh

= Did you know... :

- W me OO um - @
. . . o .y . i
— A n n Ota t I O n 'FO r CO n t rl b u t I O n S JE::‘ZM: z:;;ﬂ monthly employee contributions that apply to your medical/prescription drug plans effective

in inMotion can be done

2017/2018 2018/2019 Employee

. Coverage Tier Employee Employee  Contribution
more easi |y Contributions ~ Contributions  Difference
Single $202.21 L (5]
. ) Tuo Aduls 5221 (2] (6]
— You can attach an Excel File I
Singe $o41.22 (o] (10]
— We can send you the table T
to complete in Publisher e N ——
Tvo Aduls $728.45 (19] g
. Lk Employee/Childiren) $497.36 (51]
= When in doubt, contact us CHETS
Direct Access Emp::::g::::(rem s;:;g:;f g g
Family $1,499.63 @ @_

Il CONNER STRONG & BUCKELEW




More Edits to Come? Save & Exit

ide - Benefit Bites @ ) SAVE & EXIT ’

+— BACK TO ALL CONVERSATIONS

Medical Benefits

CIGNA

Eligible emﬁyees have the option of enrolling

in the Cign@ental Plan. Plan details and

employee contributions for the 2018/2019

plan year are outlined below. W
OA PQOS OA POS OA POS HSA-Qualified
Elite Plan High Plan Mid Plan HDHP

IN-NETWORK BENEFITS

Deductible .
Individual/Family None $250/%$500 $500/$1,000 $1,350/%$2,700 o %

Firm HSA Funding
Individual /Family N/A N/A N/A $650/$1,300

Out-of-Pocket
Maximum $2.500/$5.000 $3.000/$6,000 $4,000/$8.000 $6,550/$13.100"
Individual/Family 2l ADD COMMENT

Preventive Care Frvimrad 1NM0L Fevarad 10N Frvinra, A 1nA0L Covarad 1NNGL -

"Dental” - Change to Medical

Il CONNER STRONG & BUCKELEW




Additional Tips & Reminders

= Use Google Chrome!

= You can make edits to job launches after
submitting

(i.e. adjust deadlines, provide print details, etc.)
= Limit the number of reviewers
= Approve proofs when project is complete

= Download proofs before approving

Il CONNER STRONG & BUCKELEW




Friendly Reminders



Please Do Not...

= Request communications without providing
content and/or important details

= Commit to out-of-scope requests without
consulting with us

= Email us about multiple clients/subjects without
changing the subject line of your email

= Submit hand-written edits or PDF sticky notes

Il CONNER STRONG & BUCKELEW




Please Do...

= Get us involved as early as possible

* Email EBcommunications@connerstrong.com

= Use the Wiki

= Save communications in ImageRight (logos too!)
= Send final guides to the BeneService team

= Reach out for assistance — ANY TIME!
We're always happy to hear from you

Il CONNER STRONG & BUCKELEW




“Never follow anybody
who hasn’t asked, ‘why’.”

— Aniekee Ezekiel



“Talent wins games,
but teamwork and intelligence

wins championships.”

— Michael Jordan
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