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COMMUNICATIONS



Today’s Topics

 Legal Notices & Disclosures in Guides

 What’s New

 Best Practices

 inMotion Tips
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Legal Notices & Disclosures



Best Practices

 CSB Recommended 
Open Enrollment/ 
New Hire Notice 
Guide

 Access it via 
BenePortal Plus 
(beneportalplus.com)
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OE/New Hire Notice Guide Contents
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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

 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 Automatic Enrollment Notice - [Repealed] 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.
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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
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Customization of Notices

 Customization will be required before 
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 
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New Templates & Tools



New Guide Templates
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New Guide Templates
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New Guide Templates
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New Guide Templates
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Template “Suites”

 Benefits Guide

 OE Highlights

 Postcard

 Poster

 Flyer

 PowerPoint Template

 Email Templates
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New Client Checklist

 Can be used to identify/address:
– Brand standards

– Logo requirements

– Style preferences (design and writing/tone)

– Communication channels

– Employee demographics
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New Plan Grid Templates

 Can be used for:
– Displaying multiple 

medical/Rx plans 
side-by-side

– Life and AD&D

– Disability Benefits
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Carrier/Vendor Contact List

 Simple Excel spreadsheet 

 Can be used for:
– BeneService cards

– Benefit Guides

– BenePortal

– “Call to Action” on flyers, posters, etc.
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Best Practices



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
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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 
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Out-of-Scope Work

 Custom logos

 Custom layouts 

 Wellness newsletters

 Employee handbooks

 3rd party vendor/product management
– Webinars

– Flimp, ALEX/Jellyvision, etc.

– Email distribution
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Proof Review Process 

 All proofs 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

22



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 proofing for Account Team and clients

– Less time editing for Communications Team

– More efficient for vendors (i.e. Translations)
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Benefit/Total Comp Statements
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Benefit/Total Comp Statements

 Benefit 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
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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
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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
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inMotion Tips



Job Launch Naming Convention
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Desired Due Date vs. Draft Deadline
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New Option: OE Highlights
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My Reviews
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inMotion Editing Tools
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inMotion Editing Tools
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Proper Use of the Text Editing Tools

 Avoid multiple comments 
within one section of text 

 Highlight the entire section 
and rewrite the content 
within the comments

 Do not use the DOT tool 
to edit text
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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
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When It’s Time to Start Fresh

 When edits are substantial, 
reach out to us

− We can talk through the edits

− You could request content in 
an editable format

− You can attach a file to replace 
the page
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When It’s Time to Start Fresh

 Did you know…

− Annotation for contributions 
in inMotion can be done 
more easily

− You can attach an Excel File

− We can send you the table 
to complete in Publisher

 When in doubt, contact us
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More Edits to Come? Save & Exit 
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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
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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 
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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
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“Never follow anybody 
who hasn’t asked, ‘why’ .”

– Aniekee Ezekiel
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“Talent wins games, 
but teamwork and intelligence 

wins championships.”

– Michael Jordan
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