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Sick Leave Insurance Program Enrollment Checklist

The checklist below is provided as a guide for departmental Human Resources Associates to assure that all necessary forms for participation in the Sick Leave Insurance Program (SLIP) are completed and submitted timely.  Please review completed forms carefully before submitting any required forms to HRE.  If you have questions, please contact the appropriate person listed on page two of this form.

	FORMS REQUIRED TO PROCESS SICK LEAVE INSURANCE PROGRAM (SLIP) DOCUMENTS

	√
	Required for Central Payroll, CBCs, DOT, and Fair Board

	
	1
	Sick Leave Insurance Program Enrollment Form
	[bookmark: _GoBack]Employee completes and signs this form, HRA completes HRA portion on last page. Email or fax a copy of the signed form to DAS-HRE, Elise Mullen or Velma Matchinsky The copy must be received by HRE before the retirement P1s will be approved.

	
	2
	Application for the Retired/Disabled Health and Dental Insurance Group 
	This is the cover sheet for the employee’s health/dental applications. Employee fills out and signs. Keep a copy, and send to DAS-HRE, Susan Piel with the health and dental applications

	
	3
	Wellmark State of Iowa Group Retiree Application
	Application for the continuation of health insurance coverage. This is required even if the retiree is staying with the same health plan. SLIP retirees can only change to a plan that is lower in cost. Paperwork is sent to DAS-HRE, Susan Piel, along with the continuation form and dental application if applicable.

	
	Required for Central Payroll 

	
	4
	Retirement P-1 

	HRA completes this document for any type of retirement or termination in the pay period the employee retires. Retirement P-1 402 or 407-Non-Executive.

	
	5
	SLIP Calculation P-1
	Calculates the SLIP account balance; enter the P1 in the pay period they retire. P-1 470 or P-1 475--Non-Executive SLIP Calculation. On the remarks page of the P-1 show your calculations for the accrual of sick and vacation.

	
	6
	Health Insurance P-1

	Once the HRA enters the termination of employment into IowaBenefits, IB will send cancellations (00000) on the payroll file and an automatic 294 P-1 will be created by IB to zero out the deductions under the active group. 

	
	7
	Life Insurance P-1
	Once the HRA enters the termination of employment into IowaBenefits, IB will send cancellation (00000) on the payroll file and an automatic 292 P-1will be created in IB to zero out the deductibles under the active group.
Due to the deduction pull of one time a month this P-1 may not need be written.
Check to see if you need to manually write a 292 P-1 so the deduction doesn’t happen and a refund is generated. 

	
	8
	M-5 to create a new SLIP position. Note- these can be done at any time by the department.
	Position will remain on employing department TO side. Department can choose the appropriate Cost Center and system will default the 10 digit payroll number. Use class code 99054 and let the system set the seat number. Use M-5 type 055 ADD SLIP POS. Payroll distributions may be assigned to the SLIP position, using pages 2 through 4 of the M-5, as is done on regular positions.

	
	9
	P-1 to move retiree into their new SLIP position.
	Use P-1 type 055 – Transfer to SLIP. This must be done in the pay period after retirement.

	
	10
	Health Insurance P1 
	Once the health and dental insurance codes are zeroed out and processed, Susan Piel, DAS-HRE, enters the health code for the health plan chosen in the pay period following retirement using a P-1 type 293.






	OPTIONAL FORMS RELATED TO ALL RETIREMENTS
It may be necessary to complete one or more of these documents depending upon the employee’s circumstances.

	√
	
	
	

	
	1
	SLIP Calculation Worksheet
	Provide to the employee prior to retirement if requested to show an estimate of the SLIP account beginning balance.

	
	2
	Delta Dental Insurance Application
Delta Dental's Authorization for Automatic Bank Account Withdrawal 
	Although not covered by the SLIP program for payment of premiums, retirees may elect to continue dental coverage. A new application to continue the insurance is required paperwork goes to HRE,  Susan Piel, along with the health insurance application and continuation form.

	
	3
	The Standard's Portability and Conversion Guidelines for the State of Iowa 
	Although not covered by the SLIP program for payment of premiums, retirees may elect to port or convert their group life insurance coverage. 

	
	4
	RIC Account Form
	Used to increase deductions for the final pay warrant or earlier if desired by the retiree. Send RIC Account Form directly to the RIC team as noted on the form. 

	
	5
	· Request a 3-Yr Catch-Up Worksheet

	Calculation worksheet necessary to establish eligibility to contribute beyond the normal limit deductibility requirements. Link to email the RIC team for this document.

	
	6
	Federal Form W-4
	Completed by employee and retained in department. This federal tax form may be used to change the number of exemptions for federal withholding for the retiree’s last payroll warrant.

	
	7
	Form IA W-4 
	Completed by employee and retained in department. This state tax form may be used to change the number of exemptions for state withholding for the retiree’s last payroll warrant.

	
	8
	Federal and State Withholding Adjustment Request (Flat Rate)
	Use if the employee would like a flat rate of 22% Federal and 6% State. Copy goes to SAE payroll, Lisa Elliott.

	
	9
	Application for IPERS Retirement  
	HRA fills out page 10, the employers section and returns to the employee to forward the complete packet to IPERS.



	SICK LEAVE INSURANCE PROGRAM QUESTIONS - POINTS OF CONTACT BY TOPIC

	Topic
	Point of Contact Name
	Contact Information

	General SLIP Questions from Employees
	Department Human Resources Associate, assigned Personnel Officer, or Susan Piel
	Additional information available at
http://benefits.iowa.gov/retiree_slip.html
(515) 281-6124

	IPERS 
	IPERS CALL CENTER
	http://www.ipers.org
Phone  1-800-622-3849

	Health Insurance
Dental Insurance
	Susan Piel
DAS, Human Resources Enterprise
	Phone 515-725-0668
FAX     515-242-6450
Email   susan.piel@iowa.gov

	Life Insurance
	Krissy Estabrooks
DAS, Human Resources Enterprise
	[bookmark: _gjdgxs]Phone (515) 281-6207
FAX     515-242-6450
Email  krissy.estabrooks@iowa.gov

	RIC
	Christi Patterson
DAS, Human Resources Enterprise
	Phone 515-281-8677
FAX     515-281-5102
Email  christi.patterson@iowa.gov

	Tax Issues 
	Wendy Noce
DAS, State Accounting Enterprise
	Phone 515-281-3976 
FAX     515-281-5277
Email  wendy.noce@iowa.gov

	Insurance Billing Process
	Barb McNulty
DAS, State Accounting Enterprise
	Phone 515-281-3714
FAX    515-281-5255
Email   barb.mcnulty@iowa.gov 

	Additional information, forms, and reference links available at https://das.iowa.gov/human-resources/employee-and-retiree-benefits/retirees/sick-leave-insurance-program-slip.
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