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TO:

Flexible Benefit Plan Participants
FROM:
Kyla Jensby, Employee Benefits Specialist

RE:

Flexible Benefit Plan – September 1, 2011 through August 31, 2012
DATE:

August, 2011
The plan year starts September 1, 2011 and ends August 31, 2012 for LPS employees on staff.  

If you are a new employee, the plan year is different.  If you are a new employee and your start date is in August 2011, the plan year starts October 1, 2011 and ends August 31, 2012 which is an 11-month period.  When you go through the online enrollment the correct number of months will be shown in the system.
For reimbursement of claims, complete a claim form which can be downloaded from the website at www.mypayflex.com, or the LPS website under Human Resources and Benefits.  Claim forms should be sent/faxed to PayFlex at the address on the claim form, PO Box 3039, Omaha NE 68103-0039, fax 1-402-231-4310.  The fax number is also on the claim form.  
You can access your account through the PayFlex website.  You will have access to your account balance(s), last paid claim, etc.  You are also able to submit claims online.
If you are not currently having your reimbursement check directly deposited and wish to do so, complete a direct deposit form which is available on the LPS website, click on Human Resources and Benefits for the Direct Deposit Form for PayFlex.  It is also on the PayFlex website, mypayflex.com.

We have an information sheet that explains submitting orthodontia expenses, or you can call PayFlex if you have questions at 1-800-284-4885.

Remember, you are not permitted to change your flex plan amount, unless you have a qualifying event, such as a marriage, divorce or birth of a child (and within 30 days of the qualifying event).  You must re-enroll each plan year.  If you have questions, please call me at 1593.

Please call me, extension 1593, or e-mail kjensby@lps.org or Jane Lehmann, extension 1578, jlehman@lps.org if you need further information or have any questions.

Notice to 2010-2011 participants:  The Plan year ends August 31, 2011 and you have 60 days after that day to turn in receipts.
[image: image3.png]




_1009196541

