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November, 2011
Dear State of Maine Employee,

The State Employee Health Commission announces the open enrollment for the medical and dependent reimbursement accounts.  The enrollment period will be held from 11/14/11-12/16/11.  
· Medical Spending Account:  You may elect to set aside pretax dollars to pay for certain out-of-pocket known medical expenses (including prescriptions)/dental/vision expenses for you, your legal spouse and dependent children. Common types of expenses that are reimbursable are; deductibles, co-insurance, co-pays etc. 
· Dependent Spending Account:  You may also elect to set aside pretax dollars to pay for childcare or eldercare expenses. 
The money you put in the account is a pretax benefit - it reduces your taxable income.  There is an administrative fee of $1.85 per pay period per account (which is also withheld pretax). Please PLAN CARFULLY as any unused amount will be forfeited.
How the Reimbursement Account Plans work:
Step 1:  You decide how much money you want to set aside for the year into each account.  Each payday part of your annual amount (the annual amount divided by 26 pay checks) will be deducted from your pay check and placed in your account(s).  The minimum biweekly contribution is $10.  The annual maximum amounts are:  $5,000 for the dependent account and $3,000 for the medical account.
Step 2:  After you incur the medical or childcare expense, complete the “Request for Reimbursement” form (found at www.maine.gov/beh) and submit the form along with your detailed receipts* to H R Support & Consulting Services for reimbursement.  *Receipts/bills must include: Vendor’s Name; date of service/description; and cost. Canceled checks and credit card receipts are not acceptable as a receipt. HR Support & Consulting (located in Casco, Maine) is the administrator for our plan. It is important that you review ALL enrollment materials before enrolling.  Our website offers a Power Point Presentation to help explain how the program works, frequently asked questions and tax illustrations.
YOU MUST ENROLL EACH YEAR YOU WISH TO PARTICIPATE.  PLEASE COMPLETE THE ENROLLMENT FORM THAT IS ATTACHED TO THIS LETTER.
IMPORTANT NOTE: The IRS requires that enrollees sign Benefit Election Forms prior to the beginning of the plan year (January 1, 2012) to be eligible for enrollment.  The enrollment period for State of Maine Employees will be from 11/14/11-12/16/11.  Employee Health & Benefits must receive your Benefit Election Form no later than the end of the day on Friday, December 16, 2011. Benefit Election Forms received after December 16th cannot be accepted regardless of the date you signed the Benefit Election Form.  PLEASE DO NOT RETURN THE FORM TO H R SUPPORT & CONSULTING SERVICES, INC.

Employee Health & Benefits: 1-800-422-4503 or 287-6780  www.maine.gov/beh
H R Support & Consulting Services, Inc. at 1-866-655-5397  www.hrscflex.com
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