SAMPLE – MUST BE CUSTOMIZED FOR YOUR COMPANY


Reduction in Force

Frequently Asked Questions and Answers

When will I receive my final paycheck?
Final Paycheck (PTO payout, hours worked, OT) will be paid on pay date _________
Will I be paid for my unused Vacation Pay/Sick Pay?
Due to the RIF, you will/will not be paid any unused PTO hours 
How will I receive my 2020 Tax Records such as my W-2?
All tax records, copy of pay stubs are accessible via PAYROLL NAME HERE portal (OR MAILED TO THE HOME). Human Resources will provide accessible links. 
When must I return my Company Identification Cards & Other Company Issued Property?
You will have _______ days from your last day worked to return all company property to your supervisor/manager. If you do not return all company property within ______ days, you may be charged for the replacement cost of the company property retained by you.
How do I return my Company Issued Property?
Please return all Company property to Human Resources. 
Address: 

ADDRESS HERE
To what department/person should I direct future employment and salary verification ?
Inquiries regarding employment or salary verification should be directed to Human Resources. All verifications will be produced in writing.
When will I receive my Pay for signing the Separation Agreement?
How do I apply for Unemployment Compensation?
All questions regarding unemployment compensation, eligibility, and payment should be directed to the STATE HERE UNEMPLOYMENT DIVISION NAME HERE.  You can find more information on the web at: 
WEBSITE LINK HERE
How can I continue my health insurance benefits? (What is COBRA?) 
“COBRA” stands for the Consolidated Omnibus Budget Reconciliation Act of 1986, which allows you to elect to continue health coverage for yourself and your eligible dependents if you lose coverage. Layoff and termination are considered qualifying events. 
COMPANY NAME COBRA is administered through a third party; therefore, your COBRA information including continued coverage will be outlined in the package received via US mail. Please review information and follow instructions for payment and continued coverage.
Medical Care Expense Benefits 
You may continue your current medical benefits under COBRA following the effective date of layoff for up to 18 months if you are enrolled in one of the Company’s health insurance plans prior to your termination. If you are currently on a Leave of Absence and elected not to continue medical benefits on the leave, you are not entitled to COBRA. Information for electing health insurance COBRA will be mailed to you by ADP/COBRA.
Dental Care Expense Benefits 
You may continue dental coverage for 18 months at the full COBRA rate (see COBRA section). Information for electing dental under COBRA will be mailed to you by ADP/COBRA. 
Vision Care Expense Benefits 
You may elect to continue vision coverage for up to a total of 18 months at full COBRA rate (see COBRA section). Information for electing vision under COBRA will be mailed to you by ADP/COBRA.

COBRA Process 
You will receive a COBRA solicitation package in the mail from COBRA ADMINISTRATOR HERE, our COBRA administrator, including information on your rights under COBRA, your benefit options and their costs.  Election forms can take up to 4 weeks to be mailed to your home. If you do not receive a solicitation package, you must call PHONE NUMBER HERE to request another packet. Vendors will not show eligibility until payment is made and processed.  You elect to continue health coverage by completing an election form that you will receive from COBRA ADMINISTRATOR HERE. Submit the completed election form to COBRA ADMINISTRATOR HERE, and they will bill you for the coverage(s) that you elect. Premiums are due regardless of your receipt of payment invoice from COBRA ADMINISTRATOR HERE. 
Contact COBRA ADMINISTRATOR HERE at PHONE NUMBER HERE if you do not receive them. PLEASE NOTE: THERE WILL BE A GAP IN MEDICAL COVERAGE. 
There will be a gap in coverage until you have made payment to COBRA ADMINISTRATOR HERE and ADP/COBRA has transmitted the information to the appropriate health care providers. Costs incurred during this gap in coverage can be submitted to your insurance provider after Benefit Concepts has processed your payment. Delays can be up to 60 days however, you can expedite coverage enrollment by visiting COBRA ADMINISTRATOR HERE website at: COBRA ADMINISTRATOR WEBSITE HERE In most cases, COBRA ADMINISTRATOR HERE will have your information loaded and ready for election and payment within 10 days of the date of layoff. Once payment is made, COBRA ADMINISTRATOR HERE will transmit your elections to the appropriate vendors. 
What coverage will I have if I elect COBRA? 
COBRA continuation coverage is identical to the coverage provided under the plan for similarly situated active employees or their dependents, including any future changes that are implemented. You may elect to continue coverage for yourself and your dependents for a maximum period of 18 months, if your coverage ended due to layoff or termination of your employment for any reason. 
If you elect coverage, you must remain in the same plans that you are in today; however, you may elect to drop coverage for different individuals in your family. Your cost for medical coverage is below. All billing is processed through COBRA ADMINISTRATOR HERE, our COBRA administrator. 
How do I elect COBRA coverage? 
You will automatically receive a personalized COBRA eligibility and election package at your home within 4 weeks of your layoff, containing all the information you need to elect coverage. Once you have elected the coverage, COBRA ADMINISTRATOR HERE will send you a monthly invoice, which will show the active contribution rates for the first 30 days. You will have up to 60 days from when that package is sent to return your COBRA election form, and coverage is retroactive to the date of layoff. You may contact COBRA ADMINISTRATOR HERE at PHONE NUMBER HERE if you do not receive your package. You may enroll in benefits at www.benedirect.adp.com within 7 to 14 days after the effective date of layoff. You do not need to wait for the monthly invoice to be mailed to you. In addition, you have options for making payments for COBRA. Because this is an automated system, if you elect to enroll in COBRA via the website it will expedite your coverage being re-activated in with the various medical vendors. 

Paying for Coverage 
To maintain the coverage, you must pay the full cost of continuation of coverage on time. If you elect continuation of coverage, you will receive a coupon booklet from the COBRA administrator, which will indicate when each payment is due. Premiums are due regardless of your receipt of the coupon booklet from COBRA ADMINISTRATOR HERE. Contact COBRA ADMINISTRATOR HERE at PHONE NUMBER HERE if you have questions. Non-payment of premiums includes payments for continuation of coverage not postmarked within 30 days after the date payment is due or checks returned for non-sufficient funds (“NSF” or “bounced”). If full payment is not received within the grace period specified on the invoice, your coverage will be terminated.

How may I continue my Life Insurance Coverage?
Conversion and Portability 
Members are eligible for a life insurance conversion option.  This election must be made within ______ [CHECK WITH YOUR HUB ACCOUNT MANAGER FOR THE NUBMER OF DAYS TO ELECT] days of their coverage termination date.  I have attached the Conversion Notice for your records.  Please let us know if you have any additional questions.  

How may I continue my Accidental Death & Dismemberment Insurance (AD&D)? 
How may I continue my Optional Short Term Disability?
How may I continue my Long Term Disability (LTD) Coverage?
How may I continue my Flexible Spending Accounts?
If you are participating in the Health Care Flexible Spending Account (FSA) at the time of layoff, and you have health care claims for expenses occurring before your layoff date, you can submit those claims and do not need to continue to contribute to your account. If you plan to submit claims for expenses occurring after your layoff date, you must continue to contribute to your Health Care FSA through COBRA. Contributions are made through COBRA ADMINISTRATOR HERE on an after-tax basis. They will continue through the end of the year in which you are laid off. At year-end, any unclaimed monies will be forfeited per IRS rules. Even if you do not elect to continue to participate, you will have until DATE of the next year to submit claims for expenses incurred in the year of layoff. 
If you are participating in a Dependent Day Care FSA at the time of layoff, you have until DATE of next year to submit claims to your Dependent Day Care FSA for expenses occurring prior to your layoff date. You cannot make additional contributions to this account through COBRA. COBRA ADMINISTRATOR HERE, our COBRA administrator, will mail information about continuing contributions to a Health Care Spending Account under COBRA to you. 
What happens to my 401k?
Who should I notify about an address change?
You must keep the company advised of any changes in your address. Please mail or fax (HR PHONE NUMBER HERE) your changes to Human Resources. Failure to maintain a current address could prevent the company from contacting you, should it be necessary to do so. Please note that filing an address change with Imperial Human Resources does not file an address change with other vendor services such as the health insurance carrier or 401k provider etc. Ensure you advise all vendors of your address change in addition to Imperial.
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