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A
AARP’s Best Employers for Workers Over 

50, 2
Accidental Death and Dismemberment 

(AD&D) insurance, 139
Actual Deferral Percentage (ADP) test, 132
Adoption assistance, 155
AFLAC plan, 149
Americans with Disabilities Act (ADA), 

44, 187
ASO (administrative services), 70
Asset-based fees [401(k) plans], 133
Average Contribution Percentage (ACP) 

test, 132

B
Benefi ciaries: 401(k) plans, 126–127; group 

term life insurance, 140–141
Benefi t education: broker-provided, 92–93; 

on ER visits alternatives, 189; HDHP 
(high-deductible health plans), 64–66; on 
increased costs or plan changes, 48–49; 
scheduling meetings for overnight shift 
employees, 51; taking enough time for 
eff ective, 65; throughout the year, 50–51. 
See also Employees

Benefi ts: additional types of employer-paid, 
154–161; calculating your, 5–6; company 
closure and, 178–179; comparing com-
petitive employers,’ 3–5; deals/discounts 
on products and services, 161–162; death 
of employee and, 179; eligibility for, 
6–10; facilitating savings, 153–154; food 
services, 162–163; group life insurance 
and disability, 137–146; planning for 

renewals, 188–190; recruitment and 
retention role of, 2–3; surveys and focus 
groups on, 72, 93; tax credits for, 95–110; 
tuition assistance programs, 104–108; 
understanding how to spend your, 5–6; 
voluntary, 148–153. See also Employee 
benefi ts brokers; Health benefi ts; 
Retirement plans

Benefi ts costs: checking the bills to control, 
190–191; communication to employees 
to control, 192–193; dependent eligibility 
audit to control, 191–192; employee 
cost sharing to control, 182–185; how to 
begin controlling, 193; increasing interest 
in controlling, 181; planning for renewals 
to control, 188–190; wellness programs to 
control, 185–188

Benefi ts eligibility: auditing dependents,’ 
191–192; benefi ts philosophy written 
statement on, 9–10; changes in status that 
trigger changes in, 52–53; for employee’s 
domestic partner, 8–9; of extended family, 
9; for federal holiday benefi ts, 
28; group term life insurance, 138; 
of part-time employees, 6–7; PPACA 
on full-time employee, 6; sick days, 
30–31; start time for coverage, 7–8; 
triggering COBRA, 168, 169, 170; tuition 
assistance, 105; unemployment insurance 
(UI), 13; vacation policies, 18–19, 21; 
waiting periods for health coverage, 8

Benefi ts enrollment: adding dependent, 
45; benefi ts handbook provided after, 
42–43; broker-provided forms for, 92; for 
COBRA coverage, 168–170; components 
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of an eff ective, 40–41; effi  cient process-
ing of, 43–44; employee handbooks 
provided during, 41–42; 401(k) plan 
and automatic, 119–120; life cycle events 
impacting, 45–46; management of 
records, 44; open window of opportunity 
for, 46–52; sign ups, 39–41

Benefi ts enrollment components: Benefi ts 
Overview, 40; PPACA requirements 
adhered to, 41; provide detailed 
information and contracts, 40; schedule 
introductory meetings, 40; use variety of 
communications methods, 40

Benefi ts handbook: description and functions 
of, 42–43; FAQs (Frequently Asked Ques-
tions) in, 42. See also Employee handbooks

Benefi ts philosophy, 9–10
Benefi ts strategy: functions of a, 1–2; three 

questions to ask about your, 2–6
Benefi ts strategy questions: 1: what role do 

benefi ts ply in recruitment and retention?, 
2–3; 2: what benefi ts are off ered by 
employers in same industry or geographic 
area?, 3–5; 3: how much can you spend 
now and in the future?, 5–6

Bereavement leave, 34
Best Small & Medium Companies to Work 

for in America, 2
Better forgotten tips: approving non-

routine dental procedures, 77; benefi ts 
documents with wrong employee name, 
43; clarifying life insurance notifi ca-
tion requirements, 141; COBRA 
administrator failure to service account, 
174; confusing renewal dates, 50; 
defi ning full- or part-time employees, 7; 
double-checking information sent out to 
employees, 114; EAP confi dentiality, 159; 
identifying all requirements for 401(k) 
distribution, 176; inadequate broker 
service, 85; new baby not enrolled with 
HMO, 45; providing clear information 
on benefi ts, 41; up-to-date life insurance 
benefi ciaries, 141; vacation accumulation 
policies, 25; weekend warriors work-
ers’ compensation injuries, 12; written 
acknowledgement of vacation, 22. 
See also Worth repeating tips

Bicycle commute tax credit, 102–103
Birthdays, 35
BLS (Bureau of Labor Statistics): on 

average vacation days, 18; comparative 
information on medical plans costs, 48; 
on employee benefi ts/wages percent-
ages, 5–6; 401(k) plan statistics by, 116; 
National Compensation Survey by, 183

C
Cafeteria (Section 125) tax credits, 96
Cancer or critical illness insurance, 194
Cash balance plans, 114–115
Child-care benefi ts, 155
CHIP (Child Health Insurance Program), 

72
CLASS (Community Living Assistance 

Services and Supports) Act, 151
COBRA: broker administration of, 93, 

172–174; company closure and eligibility 
for, 178–179; for dependents of deceased 
employee, 179; description of, 166; health 
care premium of, 48; HSA payments 
for premiums of, 62; off ered to laid-off  
employees, 52; off ering reimbursement of 
expenses of, 8; providing employees infor-
mation on, 43. See also Federal legislation; 
Former employees; Health benefi ts

COBRA basics: dental plan and, 170; 
eligibility for subsidy, 171–172; employer 
exemption from, 166–167; Model 
COBRA Continuation Coverage Election 
Notice, 169; Notice of Early Termination 
of COBRA, 171; outsourcing administra-
tion, 93, 172–174; payment responsibility, 
170–171; qualifying events, 168, 169; 
required “General Notice of COBRA 
Rights,” 167–168; severance package and 
start of COBRA, 170; signing up for 
coverage through, 168–170; violations 
of, 172

College counseling programs, 156, 157
Communication: benefi ts education on 

HDHPs, 64–66; benefi ts education 
throughout year, 50–51; benefi ts 
enrollment using diff erent modes of, 40; 
clarifying medical plan coverage, 80; 
double-checking information sent out 
to employees, 114; example of creative 
benefi ts, 47; on Health costs value to 
employees, 183; helping to control benefi t 
costs through, 192–193; importance 
of clear paid time off , 38; on increased 
costs or plan changes, 48–49; provid-
ing clear information on COBRA, 167; 
providing disability coverage information 
and, 144–145; scheduling meetings for 
overnight shift employees, 51. See also 
Information

Community Living Assistance Services and 
Supports (CLASS) Act, 151

Concierge services, 156–157
Confi dentiality, 159
Consumer-directed health care: descrip-

tion of, 58–59; FSA (Flexible Spending 
Account), 63; HDHP combined with 

Benefi ts enrollment (Continued )
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HSAs (health savings accounts), 59–60; 
HDHP (high-deductible health plans), 
59; HRAs (Health Reimbursement 
Arrangements), 63–64, 65, 78; HSAs 
(health savings accounts), 59–63, 64, 
65, 78

Consumer-driven health plans (CDHP), 59
Copayments (medical plan), 184
Cost sharing: contributing toward 

premiums, 182–184; increasing 
copayments and deductibles, 184–185

Credit unions, 153–154

D
DB (defi ned benefi t) plans: cash balance 

plan, 114–115; DB(k) plans, 115–116; 
pension plans, 112–114

DB(k) plans, 115–116
Deals/discounts programs, 161–162
Death of employee, 179
Deductibles (medical plan), 184
Defi ned contribution plans, 116. 

See also 401(k) plans
Dental discount programs, 78
Dental plan components: best practices in 

oral health coverage, 76; major restorative 
care, 75–76; orthodontia, 76; preventive 
care, 75; restorative care, 75

Dental plan types: DHMO or DMOs, 74, 
76, 77; hybrid DMO and PPO, 74–75; 
PPOs (Preferred Provider Organizations), 
74, 76

Dental plans: COBRA and inclusion of, 
170; components of, 75–78; eligibility of 
laid-off  employees, 52; tips on selecting, 
77; types of, 73–75; UCR (usual, 
customary, and reasonable) coverage, 75. 
See also Medical plans

Department of Labor: COBRA violations 
investigated by, 172; Employee Benefi ts 
Security Administration (EBSA), 167–168

Dependent care tax credit: FSA Dependent 
Care Accounts versus, 98–102; selecting 
either FSA tax credit or, 101

Dependents: adding new, 45, 46; audit-
ing eligibility of, 191–192; child-care 
benefi ts, 155; COBRA and 401(k) 
distributions to deceased employee, 
179; domestic partners, 8–9; elder care 
consultation and referral benefi t, 149; 
Emergency Back-up Dependent Care, 
157–158; extended family members, 9; 
HSA payment for medical expenses of, 
62; life insurance coverage for, 139–140; 
PPACA provision for coverage to age 26 
of, 192. See also Employees

Diabetic employees, 188

Disability coverage: FMLA and, 145; LTD 
(Long-Term Disability), 143–144; provid-
ing employees information on, 144–145; 
setting up, 145–146; STD (Short-Term 
Disability), 14, 142–143

Discrimination: against same-sex domestic 
partners, 9; nondiscrimination testing 
of 401(k) plans, 132–133; vacation 
policies and risk of, 19; wellness programs 
potential for, 187

Disease management programs, 187–188
Dixon Schwabl, 2
Documentation: broker of record letter, 89; 

broker-provided enrollment forms, 92; 
controlling costs by checking the bills, 
190–191; employee benefi ts fi les of former 
employee, 177–178; federal legislation 
on medical information, 44; 5500 Form, 
16, 92, 163; SPDs (Summary Plan 
Descriptions), 15–16, 42, 43, 53, 167–168

Domestic partners: avoiding discrimination 
against same-sex, 9; benefi ts eligibility 
of, 8–9

E
Economic stimulus legislation (2009), 102, 

171–172
Educational classes programs, 155–156
Elder care consultation and referral, 149
Elective deferral, 51–52
Eligibility. See Benefi ts eligibility
Emergency Back-up Dependent Care, 157–158
Employee Assistance Programs (EAPs), 155, 

158–159
Employee benefi ts broker relationship: 

broker of record letter designating, 89; 
communication frequency during, 89–90; 
when to rotate, 90

Employee benefi ts broker services: bench-
marking, 92; benefi ts brochures, 91–92; 
COBRA administration, 93, 172–174; 
compliance and reporting, 92; custom-
ized Web portals, 91, 92; employee and 
benefi ciary education, 92–93; employee 
surveys and focus groups, 93; enrollment 
forms, 92; mergers and acquisitions, 93; 
renegotiating benefi ts costs, 93; setting up 
group term life and disability coverage, 
145–146; tasks included in, 90–91

Employee benefi ts brokers: checking refer-
ences, 87–88; description of, 83; fi nding 
a, 84–88; getting competing bids from, 
94; inadequate service by, 85; obtaining 
coverage without a, 83–84; planning 
renewal process with your, 188–190; 
questions to ask a potential, 86–87; when 
to change, 90. See also Benefi ts
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234 Index

Employee Benefi ts Security Administration 
(EBSA), 167–168

Employee cost sharing: contributing 
toward premiums, 182–184; increasing 
copayments and deductibles, 184–185

Employee handbooks: limitations of, 41; 
types of information found in, 42. 
See also Benefi ts handbooks

Employee Pension Benefi t Plans, 15
Employee product discounts, 161
Employee referral bonuses, 159
Employee Welfare Benefi t Plan, 15
Employee-sponsored retirement plans. 

See Retirement plans
Employees: average vacation days for 

full-time, 18; benefi ts enrollment of 
new, 39–44; benefi ts for part-time, 6–7; 
benefi ts strategy role in engaging, 2–3; 
bonus paid for declining health benefi ts, 
184; cost sharing by, 182–185; coverage 
under spouse’s plan or Medicare, 46; 
death of active, 179; diabetic, 188; exempt 
from overtime, 23; paid time off  for, 
17–38; PPACA’s defi nition of full-time, 
6; required COBRA notifi cation to, 167–
168; responsibilities for notifi cation of life 
events, 45, 46; retired, 62–63, 123–125; 
scheduling meetings for overnight shift, 
51; survey on benefi ts requested by, 72. 
See also Benefi t education; Dependents; 
Former employees

Employers: caution against matching 
benefi ts of competitive, 4; comparing 
benefi ts of competitive, 3–5; controlling 
benefi ts costs, 181–193; exempt from 
COBRA, 166–167; 401(k) plan contribu-
tions by, 120–121; percentage of premium 
made for by, 184; worker’s compensation 
cost savings to, 11

EPOs (Exclusive Provider Organizations), 
56

ERISA (Employee Retirement Income 
Security Act): confi rming benefi t com-
pliance with, 163; description of, 14; 
Employee Pension Benefi t Plans under, 15; 
Employee Welfare Benefi t Plan under, 15; 
5500 Form required by, 16, 92, 163; on 
401(k) plan fees, 133; nonqualifi ed retire-
ment plan not in compliance with, 135; 
Pension Benefi ts Guarantee Corporation 
(PBGC) established by, 113–114; SPDs 
(Summary Plan Descriptions) required 
by, 15–16, 42, 43, 53, 167–168; vacation 
policies and discrimination violations 
under, 19; wellness programs violations of, 
187. See also Federal legislation

Extended family coverage, 9

F
Facilitating savings programs: college 

savings through 529 plans, 153; credit 
unions, 153–154; Payroll Savings Plan to 
buy U.S. Savings Bonds, 154; preferred 
banking arrangements, 154

Fair Labor Standards Act (FLSA), 23
Family events, 35
Family Medical Leave Act (FMLA), 31, 44, 

52, 145
Federal holiday policies, 27–29
Federal legislation: Americans with Dis-

abilities Act (ADA), 44, 187; Community 
Living Assistance Services and Supports 
(CLASS) Act, 151; economic stimulus, 
102, 171–172; on employees exempt from 
overtime, 23; Family Medical Leave Act 
(FMLA), 31, 44, 52, 145; Genetic Infor-
mation Nondiscrimination Act (GINA), 
44; health reform changes to, 10–11; 
HIPAA (Health Insurance Portability and 
Accountability Act), 187, 189; Pension 
Protection Act (PPA), 113, 115, 122; 
sick days and lack of, 14; unemployment 
insurance (UI), 12–13; workers’ compensa-
tion, 11–12. See also COBRA; ERISA 
(Employee Retirement Income Security 
Act); PPACA (Patient Protection and 
Aff ordable Care Act); State requirements

5500 Form, 16, 92, 163
501(C)(3) tax exempt status, 160
529 plans, 153
Flat rate fees [401(k) plans], 133
Flu shots, 61, 71
Focus groups, 93
Food services, 162–163
Foosball, 162
Former employees: COBRA eligibility and 

severance package of, 170; converting 
other benefi ts available to, 177; dental plan 
eligibility of, 52; 401(k) plan rollovers and 
distributions to, 123–125, 175–177; FSAs 
(Flexible Spending Accounts) claims by, 
174–175; maintaining cordial relationship 
with, 180; maintaining employee benefi ts 
fi les of, 177–178; portability of HSAs 
for, 62–63. See also COBRA; Employees; 
Retired employees

Fortune 100 Best Companies to Work For, 2
401(k) plans: allowable employee contribu-

tions to, 117–119; automatic enrollment 
into, 119–120; benefi ciaries of, 126–127; 
choosing a provider for, 127–129; 
company closure and, 179; descrip-
tion of, 116; distribution to dependents 
of deceased employee, 179; elective 
deferral enrollment in, 51–52; employer 
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235Index

contributions to, 120–121; as exception 
to employee eligibility, 7; fees associated 
with, 133–134; four basic steps required 
to adopt, 116–117; hardship withdrawal 
from, 125; investment education provided 
for, 122–123; investment options for, 
121–122; loan provisions of, 125–126; 
management of information on, 44; 
nondiscrimination testing of, 132–133; 
open enrollment for, 51–52; QDRO 
(qualifi ed domestic relation order) to 
divide, 126; rollovers, distributions, and 
withdrawals of, 123–125, 175–177; Roth 
401(k), 131–132; Safe Harbor, 130–131; 
SIMPLE (Savings Investment Match 
Plan), 129, 130; timing of deposits to, 
121; video communication about, 119. 
See also Defi ned contribution plans

401(k) vendors: choosing a, 127–129; 
operating fees of, 133–134

FSA Dependent Care Accounts: assess-
ing value of participation in, 101–102; 
child-and elder-care expenses coverage 
by, 99–100; claims submitted by former 
employees, 174–175; Dependent Care Tax 
Credit versus, 101; description of, 98–99; 
limitations to, 100–101

FSA (Flexible Spending Account): Depen-
dent Care Accounts, 98–102; description 
of, 96; health care expenditure category 
of, 96–98; HRAs off ered alongside a, 63

FSA health benefi ts: description of, 96–97; key 
points of, 97–98; PPACA elimination of over-
the-counter medications payments using, 98; 
PPACA limits to contributions to, 97

Full-time employees: average vacation days 
for, 18; importance of defi ning, 7; paid 
time off  for, 17–37; PPACA defi nition of, 6

FUTA (Federal Unemployment) payroll tax, 
109–110

G
“General Notice of COBRA Rights,” 

167–168
Genetic Information Nondiscrimination Act 

(GINA), 44
Great Place to Work Institute, 2
Group purchasing power, 161–162
Group term life insurance: AD&D insurance 

paired with, 139; administration of, 141; 
benefi ciary designations, 140–141; descrip-
tion, cost, eligibility for, 137–138; distribu-
tions to deceased employee dependents, 
179; formula for determining coverage 
amounts, 138–139; setting up, 145–146; 
supplemental and dependent life insurance, 
139–140. See also Voluntary benefi ts

H
HDHP (high-deductible health plans): 

description of, 59; employee education 
on, 64–66; HSAs paired with, 59–60; 
preventative care covered by, 62

Health advocates, 68–69
Health benefi ts: bonus paid to employees 

declining, 184; coordinating spouse’s 
plan or Medicare with, 46; dental plans, 
52, 73–78, 170; for employee’s domestic 
partner, 8–9; enrolling new dependent, 
45; for extended family members, 9; 
Form W-2 inclusion of value, 183; FSA 
(Flexible Spending Account), 63, 96–98; 
PPACA coverage changes due to health 
care reform, 10–11; vision plans, 78–81; 
waiting periods for, 8. See also Benefi ts; 
COBRA; Medical plans

Health care reform: Essential Health 
Benefi ts under, 71; impacting health 
benefi ts, 10–11. See also PPACA (Patient 
Protection and Aff ordable Care Act)

HIPAA (Health Insurance Portability and 
Accountability Act), 187, 189

HMO (Health Maintenance Organizations), 
56–57

Holiday closure policies, 27–29
Holiday pay rates, 28–29
HRAs (Health Reimbursement Arrange-

ments): description of, 63; end of year 
rollover of, 64; how medical payments are 
covered by, 63; HSA compared to, 64

HSAs (health savings accounts): contributions 
made to, 60; dental expenses paid from, 
78; end of year rollover of, 62; HDHP 
combined with, 59–60; how medical 
expenses are paid, 61–62; HRA compared 
to, 64; making withdrawals for nonmedi-
cal expenses, 63; portability of, 62–63; set 
up as interest-bearing, 60; tax advantages 
of, 61

I
Identity Th eft Protection, 150
Income tax withholding, 109–110
Indemnity plans, 55–56
Information: benefi t education providing, 

48–51, 64–66; double-checking what is 
sent out to employees, 114; federal legisla-
tion on medical, 44; PHI (protected health 
information), 71; providing clear COBRA, 
167; providing employees with disability 
coverage, 144–145. See also Communication

Insurance: disability coverage, 142–146; 
group term life insurance, 137–142, 145–
146, 179; UI (unemployment insurance), 
6, 11, 12–13
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236 Index

International Vacation deprivation Survey, 24
IRAs (Individual Retirement Accounts): 

description of, 111, 134; HSA account set 
up with trustee approved for, 59; three 
types of, 134–135

IRS (Internal Revenue Service): COBRA 
violations investigated by, 172; Educa-
tional Assistance Plan guidelines of, 108; 
fair market value of life insurance policy 
formula of, 139; 5500 Form required 
by, 16, 92, 163; 501(C)(3) tax exempt 
status, 160; 401(k) plan rules of the, 116, 
123; nonqualifi ed retirement plan not in 
compliance with, 135; special tax rules 
for various types of benefi ts, 109–110; tax 
penalty for HSA nonmedical withdrawals 
by, 63. See also Tax credits

J
January 1st start dates, 49–50
Jury duty policy, 32–34

L
Laid-off  employees. See Former employees
Laser vision correction coverage, 80
Leave sharing bank, 25–26
Life event changes, 45–46
Life insurance. See Group term life insurance
Long-term care insurance, 151
Long-Term Disability (LTD), 143–144

M
“Make It Happen Day,” 2
Matching gift programs, 159–160
Medicaid programs, 72
Medical plan components: copayments 

and deductibles, 184–185; coverage, 
66; health advocates, 68–69; medical 
tourism, 66–67; prescription drug 
benefi ts, 67–68; self-funded versus fully 
insured, 69–70

Medical plan options: EPOs (Exclusive Pro-
vider Organizations), 56; HMO (Health 
Maintenance Organizations), 56–57; out-
of-network coinsurance, 57; POS (Point 
of Service), 58; PPOs (Preferred Provider 
Organizations), 57; UCR (usual, custom-
ary, and reasonable) rates provision of, 58

Medical plans: BLS comparative information 
on, 48; choosing a, 71–72; communicat-
ing increased costs/changes to, 48–49; 
components of, 66–71; consumer-directed 
health care type of, 58–66; eligibility for 
state Medicaid, 72; employee nonpartici-
pation in, 78; indemnity plans, 55–56; 
mini-medical, 70–71; options for, 56–58; 
prescription drug benefi ts, 67–68; self-

funded versus fully insured, 69–70. 
See also Health benefi ts

Medical plans. See Health benefi ts
Medical tourism coverage, 66–67
Medicare coverage, 46
Medicare payroll tax, 109–110
Mergers & Acquisitions, 93
Mini-medical plan, 70–71
Model COBRA Continuation Coverage 

Election Notice, 169
Mortgage assistance, 160–161

N
National Compensation Survey (BLS), 183
National Credit Union Administration 

(NCUA), 154
NetApp, 35
Notice of Early Termination of COBRA, 171

O
Online benefi ts enrollment, 43
Open enrollment: benefi ts education through-

out year/not limited to, 50–51; checklist 
for a more eff ective, 47; common mistakes 
to avoid, 49; communicating increased 
costs or plan changes, 48–49; description 
of period for, 46; exceptions to, 46; 401(k) 
plans, 51–52; start dates for, 49–50

Orthodontia benefi t, 76
Out-of-network coinsurance, 57
Overtime exempted employees, 23

P
Paid time off : bereavement leave, 34; 

birthdays and family events, 35; 
converting to Paid Time Off  (PTO), 
36–37; holidays, 27–29; importance of 
communication related to, 38; jury duty, 
32–34; for part-time employees, 37–38; 
sick days, 29–32; time off  to vote, 34–35; 
vacations, 17–27

Paid Time Off  (PTO) policy, 36–37
Part-time employees: employee benefi ts of, 

6–7; importance of defi ning, 7; paid time 
off  for, 37–38

Partial days vacation, 23
Payroll deduction IRAs, 134
Payroll Savings Plan, 154
Payroll taxes: FUTA (Federal Unemploy-

ment), 109–110; income tax withholding, 
109–110; IRS special rules for various 
types of benefi ts, 109–110; Social Security 
and Medicare, 109–110

Pension Benefi ts Guarantee Corporation 
(PBGC), 113–114

Pension plans: employer pros and cons 
related to, 112–113; PBGC regulations 
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for, 113–114; QDRO (qualifi ed domestic 
relation order) to divide, 126

Pension Protection Act (PPA), 113, 115, 122
PEPM (per employee per month), 71
Per person charges [401(k) plans], 133
Personal property insurance, 150
Pet insurance, 151–152
Pharmacy Benefi ts Managers (PBMs), 67
PHI (protected health information), 71
Ping-pong tables, 162
POS (Point of Service) plans, 58
PPACA (Patient Protection and Aff ordable 

Care Act): cafeteria (Section 125) tax 
credits provision in, 95–96; coverage for 
dependents up to age 26 provision of, 
192; coverage requirements of, 66; Form 
W-2 inclusion of health benefi ts value 
requirement of, 183; FSA changes under, 
97, 98; full-time status eligibility by, 6; on 
health care reform impacting, 10–11; on 
health coverage waiting periods, 8; long-
term care coverage changes under, 151; 
mini-med plan compliance with, 70–71; 
minimum coverage without cost sharing 
provision of, 184; wellness programs 
provision of, 186. See also Federal 
legislation; Health care reform

PPOs (Preferred Provider Organizations): 
dental plans, 74–75, 76; medical plans, 57

Preferred banking arrangements, 154
Premiums: comparing how cost sharing 

aff ects, 185; employee contributions toward, 
182–183; employer percentage of, 184

Prepaid legal services, 152
Prescription drug benefi ts, 67–68
Preventative medical care: fl u shots as, 61, 

71; HDHPs structured to cover, 62
PTO (Paid Time OFF) policy, 17
Public transportation tax credit, 103–104

Q
QDRO (qualifi ed domestic relation order), 

126
Qualifying event (COBRA), 168, 169

R
Recruitment of employees, 2–3
Referral bonuses, 159
Retention of employees, 2–3
Retired employees: 401(k) plan rollovers/

distributions to, 123–125; portability 
of HSAs for, 62–63. See also Former 
employees

Retirement plans: DB (defi ned benefi t), 111, 
112–116; DC (defi ned contribution), 111, 
116–134; federal law governing employee-
sponsored, 7; how to choose, 135; IRAs 

(Individual Retirement Arrangements), 
59, 111, 134–135; nonqualifi ed, 135; three 
basic formats of employer-sponsored, 
111–112. See also Benefi ts

Roth 401(k) plans, 131–132

S
Safe Harbor 401(k) plans, 130–131
Same-sex domestic partners, 9
Section 125 tax credits (PPACA), 96
SEP plans, 134
Series EE and I savings bonds, 154
Severance package/COBRA eligibility, 170
Short-Term Disability (STD), 14, 142–143
Sick days policy: converting into Paid Time 

Off  (PTO) policy, 36–37; determining 
number of sick days, 29–30; four specifi c 
issues to review for, 30–32; lack of federal 
requirements on sick day payments, 14; 
unused sick days when employee leaves, 32

SIMPLE IRA plan, 134–135
SIMPLE (Savings Investment Match Plan) 

401(k) plan, 129, 130
Social Security payroll taxes, 109–110
SPDs (Summary Plan Descriptions): 

description of, 15–16; employee 
handbooks information on, 42; ERISA 
mandate on, 15–16, 43; “General 
Notice of COBRA Rights” included in, 
167–168; limited ability to communicate 
information by, 53

Spouse’s health benefi ts, 46
State requirements: allowing time off  to 

vote, 34–35; COBRA coverage, 167; 
eligibility for state Medicaid programs, 
72; on leave sharing bank program, 26; on 
Paid Time Off  (PTO) policies, 37; Short-
Term Disability (STD), 14; on unused 
vacations when employees leave, 26–27; 
on vacation accumulations, 24–25. 
See also Federal legislation

Supplemental life insurance, 139–140
Surveys: benefi ts requested on employee, 72; 

broker-provided benefi ts, 93

T
Tax credits: Dependent Care Tax Credit, 

101; FSA Dependent Care category, 
98–102; FSA health care expenditure cat-
egory, 96–98; IRS special rules for various 
types of benefi ts, 109–110; PPACA 
cafeteria (Section 125) tax credits, 95–96; 
transportation benefi ts, 102–104; tuition 
assistance, 108. See also IRS (Internal 
Revenue Service)

Terminated employees. See Former employees
Th ird-party administrators (TPAs), 172–174
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Time off  to vote policy, 34–35
TPA (third-party administrator), 70
Transaction based costs [401(k) plans], 133
Transportation benefi ts: for commuting 

by bicycle, 102–103; for public 
transportation commuting, 103–104

Treasury Infl ation-Protected Securities 
(TIPS), 154

TreasuryDirect, 154
Tuition assistance programs: eligibility for, 

105; payment processes for, 106–107; 
purpose of, 104–105; tax credit through, 
108; types of classes covered, 105–106

U
UCR (usual, customary, and reasonable): 

dental coverage, 75; medical coverage, 58
Unemployment insurance (UI): calculating 

your, 6; eligibility for, 13; federal legisla-
tion mandates on, 11; outsourcing claims 
management of, 13; understanding federal 
mandate on, 12–13

United States Bureau of Labor Statistics. 
See BLS (Bureau of Labor Statistics)

Universal enrollment form, 44
U.S. Department of Labor: COBRA 

violations investigated by, 172; Employee 
Benefi ts Security Administration (EBSA) 
of, 167–168

U.S. Savings Bonds, 154

V
Vacation policies: allowing partial days 

vacation, 23–24; BLS data on averages 
for, 18; converting into Paid Time Off  
(PTO) policy, 36–37; eligibility tailored 
to groups of staff , 18–19; example of 
vacation earnings and eligibility, 20–21; 
on how vacation days are earned, 19–20; 
issues to consider when creating, 17–18; 
leave sharing bank, 25–26; PTO (Paid 
Time OFF), 17; on timing of vacations, 
21–22; on unused vacations when 
employees leave, 26–27; “use it or lose it,” 
25; on vacation accumulation, 24–25; on 
when employees can take vacations, 20; 
written acknowledgment as part of, 22

Vision plans: chain store discount program, 
79; costs of, 80–81; description of 
coverage, 79–80; giveaways included with, 
79; laser vision correction coverage, 80

Voluntary benefi ts: cancer or critical ill-
ness insurance, 149; description of, 148; 
elder care consultation and referral, 149; 
Identity Th eft Protection, 150; insurance 
to cover personal property, 150; long-term 
care insurance, 151; making decision to 

off er, 152–153; pet insurance, 151–152; 
prepaid legal services, 152. See also Group 
term life insurance

Volunteer Time Off  (VTO) program, 35
Voting policy, 34–35

W
Wellness programs: benefi ts of, 185; disease 

management and, 187–188; employee 
decisions about participating in, 186; 
legal issues related to, 187; on-site nurse 
and wellness coordinator, 188; PPACA 
impact on, 186; weight loss and exercise 
programs, 186–187

Workers’ compensation: calculating your, 
6; for company-sponsored soccer team 
injuries, 12; employer cost savings on, 11; 
federal legislation mandates on, 11–12; 
funding of, 11

Worth repeating tips: annual costs of 5500 
reporting, 16; annual surveys evaluating 
benefi t programs, 72; benefi t costs rene-
gotiated by brokers, 93; broker auditing of 
client bills, 91; caution against matching 
benefi ts with competitors, 4; clarifying 
medical plan coverage, 80; creating a 
consistent vacation policy, 26; creative 
benefi ts communications, 47; custom-
ized benefi ts Web site, 92; educational 
campaign on ER visits alternatives, 189; 
employee votes on benefi t package, 148; 
employer contributions to 401(k) plan, 
120; engineering master’s degree tuition 
reimbursements, 105; fl u shot cover-
age, 61; individual state PPOs plans, 69; 
investment education provided for 401(k) 
plans, 123; just-in-time college counsel-
ing, 157; lowering LTD premiums, 144; 
“Make It Happen Day” and ice cream 
treats, 2; managers who understand 
health benefi ts plan, 68; Memorial Day 
pay policy, 29; “Miles of Smiles” discount 
program, 162; on-site fl u shots, 71; on-site 
nurse and wellness coordinator, 188; 
outsourcing unemployment insurance 
claims, 13; providing clear information 
on COBRA, 167; REI challenge Grant 
program, 156; scheduling meetings for 
overnight shift employees, 51; Seventh 
Generation’s energy savings program, 160; 
taking enough time for explaining health 
plans, 65; value of vacation request rules, 
23; verifying correct address of leaving 
employees, 166; video communication 
about 401(k) plans, 119; vision plans give-
aways, 79; Volunteer Time Off  (VTO) 
program, 35. See also Better forgotten tips
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