[bookmark: _GoBack]PLEASE SEE CURRENT RATE SHEETS PROVIDED BY RISK MANAGEMENT TO DETERMINE THE GROSS PREMIUM PAYABLE FOR EACH COVERAGE.  SUPPLEMENTAL LIFE PREMIUM IS THE SAME AS THE NORMAL EMPLOYEE PAYROLL DEDUCTION FOR THAT PERSON. CHECK THE SITUATION BELOW WHICH ALLOWS THE PERSON TO CONTINUE COVERAGE BY PAYING PREMIUMS DIRECT:

___ LEAVE WITHOUT PAY (LWOP): Employees on LWOP must pay 100% of the gross premium for all coverage benefits in force. Failure to do so will result in loss of coverage, which cannot be automatically reinstated when they return to active work.

___DISABILITY CONTINUATION: Employees on STD must continue to pay their premium to be eligible for benefits. Employees who terminate while under STD are no longer eligible for benefits and should be dropped from coverage.  Once an employee has been approved and is receiving a LTD benefit, disability premiums are waived.

___ FAMILY MEDICAL LEAVE ACT (FMLA): Employees on FMLA must pay employee share of the gross premium for all coverage benefits in force.  Failure to do so will result in loss of coverage, which may or may not  be reinstated when they return to active work.
 
PLEASE USE THE FOLLOWING CHECKLIST TO INSURE PROPER SUBMISSION

1.  Premiums are due and payable at the end of each pay period to which they apply.

2. REMINDER! Medical, Dental, Vision, Life, Disability, Flex, and Admin Fee insurance premiums must be submitted to Risk Management Division in the form of either a “Money Order or a Cashiers Check”.

1. Include the following information on the cashier’s check and/or money orders:

· Premium payment for pay period ending
· Employee name and social security number

This is to insure proper credit if the cashier’s check or money order is separated from the premium statement or transmittal.

4.  The State of New Mexico and/or the carrier reserve the right to cancel coverage retroactive to the last payment received if a payment is not received within five (5) working days of the due date.



