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| NTRODUCTI ON
* The procedures in this chapter will govern the deduction of

prem uns for group autonobile and honeowner/renter insurance

from enpl oyees' sal ari es.

* G oup autonobil e insurance has been avail able to enpl oyees
since January 1, 1970 and the honeowner/renter insurance has

been avail abl e since Apri

1984. Under the University's

group plan, each enpl oyee el ecting coverage signs a contract
with the insurer, California Casualty |Insurance Conpany (Cal

Casual ty).
IS one year.

The contract may start at any tinme; the duration
| f an enpl oyee separates fromthe University,

he or she may continue coverage with Cal Casualty at the
University's group rate for the unexpired period of the

contract.

I'1. PROCEDURES

A APPLI CATI ON FOR | NSURANCE

Responsibility

Functi on

1) Personnel Ofice

2) Enpl oyee Interested

in | nsurance

3) Cal Casualty

4) Enpl oyee Desiring
Cover age

TL 43

Fur ni sh enpl oyees, including
all new enpl oyees, with a no-
obligation rate request card
for autonobile and/or
homeowner/renter insurance.

Send card to Cal Casualty.
Fur ni sh enpl oyee with
guot ati on and application

form

Send application formto the
| ocal accounting office.
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Responsi bility Functi on
5) Accounting Ofice Verify eligibility of enployee
(same requirenents as for
heal th insurance). |If

TL 43

enpl oyee is eligible, retain
the portion of the form

aut hori zing payroll deductions
and forward the remai nder of
the formto Cal Casualty.

6) Cal Casualty Send insurance contract to
enpl oyee. Add enpl oyee to the
nmont hl y deduction notification
submtted to the University
data processing centers.

CALCULATI ON OF DEDUCTI ONS

Mont hly payroll deductions are cal cul ated by dividing

t he bal ance of the prem um due by the nunber of pay
periods remaining in the policy year for each enpl oyee.
Normally, this will result in twelve equal installnments
bei ng taken. However, if deductions are begun a nonth
|ate, for exanple, the premumwl| be paid in eleven
equal installnments. |[If the prem um changes during the
year because of changes in the policy, such as the
addition of drivers or cars, the nonthly deduction is
adj usted so that equal installnments are taken for the
bal ance of the policy year.

ESTABLI SHVENT OF PAYRCOLL DEDUCTI ONS

Deductions are not entered on the University's enpl oyee
data base. Each nmonth, Cal Casualty cal cul ates

enpl oyee deductions and sends new deduction information
to the data processing centers for direct input to the
payrol | conputation

The accounting office will not make adjustnents to
deducti ons, except in cases in which an incorrect

enpl oyee nunber has been entered on the application
formof a new enrollee and a deduction is therefore
taken fromthe wong enployee. |In this case, the
accounting office should nake a correction by either of
the foll owi ng ways:
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| | . PROCEDURES ( Cont .)
~C.  ESTABLI SHVENT OF PAYROLL DEDUCTI ONS ( Cont.)

1. Advi se Cal Casualty to correct the enpl oyee nunber
on its permanent records and to transfer the
deduction fromthe wong enpl oyee nunber to the
correct enployee nunber. Refund the deduction to
the "wrong" enployee, using a m scel | aneous
adj ust nrent deduction code and account nunber. The
followi ng nonth, take an extra deduction fromthe
"right" enpl oyee using the same m scel | aneous
adj ust nrent deduction code and account nunber.

This will clear the debit in the m scel |l aneous
adj ust nent account.

OR

2. Advi se Cal Casualty to correct the enpl oyee nunber
on its permanent records but to hold the incorrect
deduction in suspense and not credit it to any
enpl oyee' s account. Since the "right" enpl oyee
had no deduction taken the first nonth, Cal
Casualty wll recalculate his or her prem um and
spread it over the remaining nonths in the
contract year. Refund the deduction to the
"wrong" enployee, using Cal Casualty's deduction
codes and account nunber; this wll result in a
negative itemon the followng nonth's remttance
to Cal Casualty and wll clear the deduction being
hel d i n suspense.

Since Cal Casualty prepares the data processing
deduction information fairly early in the nonth,

it should be notified by tel ephone as soon as any
errors in enployee nunbers are discovered so that
the next nonth's deductions wll be correct. It
IS suggested that any enpl oyee whose deducti on was
not taken be notified of the error and asked which
met hod of correction he or she prefers.

*x D. CANCELLATI ON OF PAYROLL DEDUCTI ONS

In the event an enpl oyee cannot have hi s/ her prem um
deduction cancell ed through Cal Casualty, the enpl oyee
may conpl ete an Aut o/ Homeowner/ Rent er | nsurance

Cancel l ati on/ Rei nstatenent formto stop the deduction.
The formis available in the accounting office. This
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formis only to be used after an enpl oyee has foll owed
the normal procedures for cancelling a deduction and
the carrier has taken no action.

Upon resol ution of the problem between the enpl oyee and
Cal Casualty, a deduction may be reinstated using the
sanme form Cal Casualty will recalculate the nonthly
prem um anmount as appropriate for the renai nder of the
policy year.

In either instance, the accounting office nust notify
the carrier of the action being taken by sending a copy
of the formto Cal Casualty.

SEPARATI ON OR LEAVE

Cal Casualty will not be specifically notified by
accounting offices of separations or of |eaves wthout
pay. |If an enployee m sses one prem um deduction, Cal
Casualty will recalculate the prem umfor the remai nder
of the policy year and schedul e a deduction in the new
anount. |If an enpl oyee m sses two nonths of prem um
deductions, Cal Casualty will assune the enpl oyee has
separated and contact the enployee directly to collect
t he remai ni ng prem uns.

To avoi d any m sunder standi ng about whether or not an
enpl oyee has separated, enployees who are goi ng on

| eave w t hout pay shoul d make arrangenents regarding
their prem um paynents during the period of their
absence directly with Cal Casualty.

CHANGES OF EMPLOYEE NUMBER AND | NTERCAMPUS TRANSFERS

| f the enpl oyee nunber for a covered i ndividual

changes, the accounting office nmust notify Cal Casualty
at once so that the payroll deduction list it prepares
for the data processing center can be adj usted.
Accounting offices should therefore review all actions
that result in enpl oyee nunber changes--such as nane
changes, intercanpus transfers, and corrections of

enpl oyee nunber assignnents.

In the case of intercanpus transfers of covered

enpl oyees, the accounting office of the enployee's old
canpus w Il forward the deduction authorization card to
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| | . PROCEDURES ( Cont . )
F. CHANGES OF EMPLOYEE NUVMBER AND | NTERCAMPUS TRANSFERS
(Cont.)

the new canpus. The new canpus' accounting office wll
notify Cal Casualty of the transfer, provide it with

t he names of both canpuses, and advise it of both the
ol d and the new enpl oyee nunbers.

G REM TTANCE TO CARRI ER

* Accounting offices remt payroll deductions to Ca
Casualty nonthly; the remttance is acconpanied by the
nmont hl y standard deduction report.

H. COST REI MBURSEMENT FROM CARRI ER
Cal Casualty is obligated to rei nburse the University
for the costs of adm nistering the autonobil e/ home-
owner/renter insurance program The determ nation of

these costs is described in Accounting Manual chapter
P-196- 23, Payroll: Deduction-Cost Rei nbursenent.

ACCOUNTI NG CODES

Liability account nunber: 115286
Payrol | deduction code: 55

I'1'1. REFERENCES
Account i ng Manual chapter

P- 196- 23 Payrol | : Deduction-Cost Rei nmbursenent.

Hi storical note: Oiginal Accounting Manual chapter published
11/2/70. Revisions: 7/1/80, 6/15/85, and 12/30/00; analysts
Kat hy Henm and Abdul Abdur ahman.

End.
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