
Benefits Enrollment 

Timely



Today’s Objectives
By the end of today’s session, you will be able to:

• Understand the importance of Timely Benefits Enrollment 
and the impact on all parties when untimely

• Understand the Enrollment Process

• Review the steps for Timely Benefits Enrollment

• Process and submit a new hire enrollment to Erisa

• Recognize Available Resources
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NMPSIA Rule 6.50.10.12 NMAC

Timely Benefits Enrollment
Why is it Important?
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Why is it Important?
Timely Benefits Enrollment

• Employee 
• Employer
• NMPSIA
• Erisa

What is the impact on ALL parties involved when 
enrollment is not submitted timely?
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Why is it Important?
Timely Benefits Enrollment

What is the impact on the EMPLOYEE?

• No coverage for employee or their dependents

• Unable to enroll in benefits until the next open enrollment

• Possible hardship with uninsured medical expenses

• May not be eligible for Additional Life or Long Term Disability 
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Why is it Important?
Timely Benefits Enrollment

• Employer may be responsible for claims if the employee 
requires medical, dental or vision care, or passes away

• NMPSIA Rule 6.50.10.12 NMAC ..”Participating entity shall be 
liable for any losses on eligible employee may incur as a result 
of the failure to timely report.”

• Affects the monthly premium billing

What is the impact on the EMPLOYER?
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Why is it Important?
Timely Benefits Enrollment

What is the impact on NMPSIA?

• NMPSIA may be involved if there are claims against the 
employer
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Why is it Important?
Timely Benefits Enrollment

What is the impact on ERISA?

• Creates additional administrative work resulting in 
unnecessary delays



Timely Benefits Enrollment

Timelines 
and 

Deadlines
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• Enroll within 31 days of Date of Hire

• Provide supportive documentation within 61 days 
from the Date of Hire
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Timelines and Deadlines
New Hire Enrollment



Employee is hired
and is eligible to 
enroll in NMPSIA 
benefits

April 22, 2021

Employer enrolls 
Basic Life 5/1/2021

April 26, 2021

Employee enrolls 
in 2-party medical, 
dental and vision 
effective 6/1/2021

April 30, 2021

31 days from 
Date of Hire to 
submit an 
Enrollment 
Application

May 23, 2021

Marriage certificate
received, 2-party 
coverage effective 
7/1/2021

June 4, 2021

61 days from Date 
of Hire to submit 
supportive 
documentation to 
enroll dependents

July 31, 2021

Timelines and Deadlines
New Hire Enrollment - EXAMPLE
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Steps to 
Timely Benefits 

Enrollment
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Step 1: 

A New Employee is hired

Steps to Timely Benefits Enrollment
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Step 2:
Collect the information needed for Basic Life coverage 
enrollment

• Date of Hire
• Hours worked per week
• Base annual salary

Steps to Timely Benefits Enrollment
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Step 3:
• Confirm the Employee is benefits eligible based on the 

information collected in Step 2 and the Employer’s policies

Eligible for Benefits if: 

• The Employer has deemed New Hire is eligible for benefits. 

• Active at work on the day coverage is scheduled to start

• Work the minimum qualifying number of hours established by the 
employer. 

Steps to Timely Benefits Enrollment 3
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NMPSIA requirements:
• 15 hours or more per week for basic life insurance
• 20 hours or more per week for all other lines of coverage

Note: If you work fewer than 20 hours per week, but at least 15 hours per week, you 
may be eligible to participate if your employer has adopted an annual part-time 
employee resolution and has been approved by the NMPSIA Board of Directors. 
• You are a one-bus owner operator, designated as a bus employee. You are an 

international employee on a work visa in the U.S.
• You are a variable hour or seasonal employee (or substitute), as determined by 

the employer eligible for medical coverage only, under the Affordable Care Act 
guidelines. 

• Ineligible Employee • An employee of an independent contractor or fleet bus 
drivers

Steps to Timely Benefits Enrollment 
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Step 4:
Initiate a meeting with the New Employee

• Discuss additional lines of coverage and eligibility
• Decide on an effective date for other lines of coverage
• Explain importance of returning completed paperwork and 

documentation within the timeframe allowed 

Steps to Timely Benefits Enrollment
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Step 5:
New Employee returns signed Employee Enrollment 
Application and additional documentation
• Date stamp all documents

• Review all documents for signatures and completion

• Advise New Employee if additional documentation is required 

• Remind New Employee of submission deadlines

Steps to Timely Benefits Enrollment
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Step 6:
Receive completed Employee Enrollment Application 
and/or documentation 
• Date stamp all forms and documents with a “Received Date”

• Make sure New Employee is enrolled in Basic Life

• Review the form is completed in its entirety, signed and dated 
by the Employee

Steps to Timely Benefits Enrollment



27

Step 6 (Continued):
• Review any supportive documents provided

• Complete the Basic Life and other coverage effective date

• Provide District/Entity name and number 

• Complete section 6 EMPLOYER CERTIFICATION with date of 
hire, base annual salary, # of hours worked weekly, job title, 
sign and date

Steps to Timely Benefits Enrollment
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Step 7:
Submit to assigned Erisa Benefits Representative 
through either of the following options:
• NMPSIA Benefits Online System (Online) Employer login

• NMPSIA Benefits Online System (Online) Employer login 
Feedback link

• Secure Email

Steps to Timely Benefits Enrollment
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Step 8:

Confirmation
• Check submitted enrollment within 24 hours of uploading to 

Benefits Online System

• Check Online Inquiry or Confirmation of Enrollment

• Confirm the effective dates were honored

NOTE: 
During Peak enrollment seasons, Erisa has an allowable 4-Day 
turnaround period for processing transactions. Transactions will be 
viewable within 24-48 hours following this time.

Steps to Timely Benefits Enrollment 
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Step 9:

Monthly Premium Billing

• Check Online Premium tab in Inquiry record

o Validate premiums for payroll deductions

• Report any discrepancies to Erisa immediately

Steps to Timely Benefits Enrollment 
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Submitting 
Enrollments to Erisa



NMPSIA “Online” Employer Login

https://nmpsiaonline.nmpsia.com/

Submitting Enrollment to Erisa
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https://nmpsiaonline.nmpsia.com/


Submitting Enrollment to Erisa
NMPSIA Benefits “Online” Employer Login (continued)
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Reporting Enrollment to Erisa
NMPSIA Benefits “Online” Employer Login (continued)
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Reporting Enrollment to Erisa
NMPSIA Benefits “Online” Employer Login (continued)
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Submitting Enrollment to Erisa

Select ONLY if variable 
hour employee applies

NMPSIA Benefits “Online” Employer Login (continued)



Submitting Enrollment to Erisa
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EE Name

Description
or instruction

Select 
assigned 
Erisa rep

NMPSIA Benefits “Feedback” Employer Login



Submitting Enrollment to Erisa
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Name of 
Employee and 
Attachment(s)

Name of Erisa 
Rep Receiving 

Feedback

Date/Time 
Feedback 

Sent

Status Person 
Who Sent 
Message

NMPSIA Benefits “Feedback” Employer Login (continued)



Submitting Enrollment to Erisa
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NMPSIA Online System “Feedback Message”
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Did you Know?

NOT REQUIRED FOR 
BASIC LIFE ONLY

As an Employer, you can 
enroll a new hire in Basic 
Life benefits without their 
signature or beneficiary 
assignment.
Employer must date 
stamp, sign and 
complete information 
regarding the Employee. 

New Hire Timely Benefits Enrollment Process



NMPSIA Employee Enrollment Application
https://nmpsia.com/pdfs/1.1.2021_Enrollment_Application_2020-09-10.pdf

Basic Life is always 
effective 1st of the month 
following the EE’s date of 
hire

ER is responsible to 
complete the EMPLOYER 
CERTIFICATION section 
after verifying the form is 
completed in its entirety 

No retroactive 
effective dates allowed

Section 4 Dependent 
Information reflects 
selection of 
Section 2 Enrollment 
Status

Date Stamp 
Upon receipt

District Name and 
District Number
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https://nmpsia.com/pdfs/1.1.2021_Enrollment_Application_2020-09-10.pdf
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IMPORTANT 
REMINDERS



43

Submit Employee Enrollment Applications to Erisa upon receipt.

IMPORTANT REMINDERS

Do not hold on to them or 
wait until you have a 

“batch”! 
Send immediately 

WHETHER OR NOT ALL 
DOCUMENTATION HAS 

BEEN RECEIVED.
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All documents submitted to Erisa must be LEGIBLE.

IMPORTANT REMINDERS
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Use the NEW Enrollment Application that 
offers both Delta Dental and Cigna.
(Revised September 2019).

IMPORTANT REMINDERS

Do not “recycle” or use old applications that have 
signatures on them. Use ONLY the CURRENT 

version available for download at: 
https://nmpsia.com/EmployerEnrollment.html
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If a New Employee is enrolling their spouse or 
dependents in Spouse or Dependent Life 

coverage, Employee must have Additional Life 
coverage themselves.

IMPORTANT REMINDERS
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Fill out forms in 
their entirety, 

if a section does 
not apply write 

N/A.

IMPORTANT REMINDERS

Make sure 
Beneficiary 

Designations 
equal 100%.
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Write your District’s Name and 
Number in the upper right 

hand corner of the Employee 
Enrollment Application.

Make sure Employee provides a valid email 
address.

IMPORTANT REMINDERS
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Check online “pending” transactions 
regularly and approve or close them.

IMPORTANT REMINDERS



Recognize Timely Benefits Enrollment Resources
NMPSIA Timely Benefits Enrollment Toolbox

• Employer’s Local Policies
• NMPSIA Website and Program Guide 
• Glossary of Terms and Acronyms
• Enrollment Process – Follow the Steps
• Employee Enrollment Application 
• Frequently Asked Questions (FAQ)
• Erisa Staff Resources
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Review Time



Timely Benefits Enrollment Training Recap 
A review of today’s session

Why timely enrollment is important

The enrollment process

Employer/Employer responsibility

Timelines

Submitting to Erisa
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