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Benefit Billing Procedures

Last Updated: September 2015
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The Office of the State Comptroller issued Comptroller’s Memorandum 2004-03, CORE-CT Benefits Administration - Benefits Billing Procedures on January 14, 2004.

Please refer to the Memorandum at http://www.osc.state.ct.us/2004memos/numbered/200403.htm for complete procedures. A separate Retirement & Benefits Services Division memorandum will be issued for Billing Procedures for Part-Time Higher Education Professional Employees. 

Employee premium share checks:

Employees’ Outstanding Health Insurance Payments for Benefit Periods prior to November 2003: The employee share should be paid to the carrier in accordance with prior schedule of self-administered health insurance billing procedures. The corresponding state share for these employees was paid through the MSA Payroll system.

Employees’ Outstanding Group Life Insurance Payments for Benefit Periods prior to November 2003: Contact the Retirement & Benefit Services Division’s Employee Benefits Unit at (860) 702-3543.

Employees’ Health Insurance and Group Life Insurance Payments For Benefit Periods November 2003 and after: Employee premium share checks received by agencies must be administered in accordance with the procedures in Comptroller’s Memorandum 2004-03, CORE-CT Benefits Administration – Benefits Billing Procedures dated January 14, 2004. 

Deposit instructions:

1. Agencies that have previously deposited employee checks into their agency petty cash account should issue an agency petty cash check payable to “State of Connecticut” and deposit into the accounts shown below.

2. Agencies that deposited employee checks into their agency pending receipts account must complete a spreadsheet journal to transfer the funds into the accounts shown below.  Spreadsheet journal instructions can be found at: http://www.core-ct.state.ct.us/financials/gl/spreadsheet/Default.htm 

3. Current and new employee checks must be deposited into the accounts shown below.

	Health Insurance

	Account:
	20920

	Fund:
	34003

	Department ID:
	OSC15910

	Program:
	00000

	SID:
	42351

	Project ID:
	OSC-NONPROJECT

	

	Life Insurance

	Account:
	20920

	Fund:
	34003

	Department ID:
	OSC15910

	Program:
	00000

	SID:
	42341

	Project ID:
	OSC-NONPROJECT
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