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DISTRIBUTION:





	ADMINISTRATIVE ASSISTANT; Attendance Clerks�
EXPIRES:


		INDEFINITE�
�






It has come to our attention that a number of employees eligible for COBRA are not receiving proper and/or timely notifications.  Therefore, effective immediately, the OHR Transactions Unit will assume responsibility for notifying separating employees of COBRA eligibility.





According to the COBRA federal mandate, the employer is required to inform all eligible employees within 14 days of the qualifying event that they may be eligible to retain their benefits through COBRA. Employees who may be eligible for COBRA are those anticipating a lapse in benefit coverage on a permanent or temporary basis including voluntary resignations, layoff, dependents attaining age 23, divorces, survivors of deceased employees and dismissals if terminated for other than gross misconduct.  Therefore, Personnel Specialists will rely heavily on the Attendance Clerk to notify them upon first knowledge of the separation date--even if it is not confirmed.  In addition, the Attendance Clerk is required to report employees affected by these separation types on the Std. 603, Report of Absences without Pay.





Questions regarding this memorandum should be directed to your assigned Personnel Services Specialist or Supervisor.














LYNN W. CATANIA, Manager


Personnel Operations Section





cc:	Assistant Managers, Personnel Operations


	Personnel Analysts


	All Personnel Transactions staff
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