




































CHIMIENTI & ASSOCIATES INSURANCE SERVICES 

OUTLINE OF SERVICES 

 Year Round Services – County of Tulare 

o Monthly New Hire Orientation Meetings:  Conducted at the County every other 

Monday. 

o Coordinating New Hire Packets, supplies for Human Resources Dept. 

o Monthly New Hire Enrollment Services  are conducted at the County every other 

Tuesday: 

Chimienti staff review with New Hires all the benefit options. Help an employee review 

their choices in health insurance and how selecting voluntary benefits, such as, the 

Nexstep Gap Plan can help enhance the higher deductible health plans, helping 

employees save money on their health insurance premiums.  Medical FSA spending and 

dependent care are explained as to how it can help employees save money by pre-

taxing dollars to use on out of pocket medical expenses and child care.  As new hires, 

employees are offered life insurance and short term disability on a contingent 

guarantee issue basis, requiring only minimal health questions to be answered.  The 

Chimienti representative also reviews all the other available plans, accident, cancer, 

critical illness and legal club.  Election forms and appropriate applications are filled out 

and signed by the employees, which are given to the Chimienti representative to be 

submitted to carriers and Tulare County payroll. 

o TCERA (Tulare County Employees Retirement Association):  Pre-retirement Seminars 

scheduled monthly, for 30 minute Orientation Services. 

o Troubleshooting on issues between Payroll, HR & Voluntary Benefit Carriers.  We do 

regular audits between carrier bills and payroll reports. 

o Provide claim forms and instruction on how to file claims with the various carriers. 

o Provide direction on how to continue coverage once an employee leaves the County or 

goes out on LOA. 

o Assist and handle all cancelation requests and change in coverage requests throughout 

the plan year, and communicate all changes to payroll. 

o Collect premium checks directly from the County twice a month and FEDX to individual 

Carriers 

o County’s Annual Benefits Fair – onsite services and support. 

o Process payments for voluntary products 

 

 Year Round Services - SJVIA 

o Receive ACH fee deposits for Active Employees, Retirees, Cobra Participants, Special 

Districts, FMLA, and Survivors.  Reconcile individual categories of premiums to 

AdminDirect report for accuracy. 

o Issue out proper compensation payments to Sub-Contractors for Benefit Eligibility 

System and Flex Administration.  
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o County Annual Benefits Fair – Section 125 plan support 

 

 Open Enrollment Services – County of Tulare  

o Work with County HRD and Broker Consultant on Health Plan Renewals in correlation 

with our Agency’s Voluntary Gap Insurance plan options for annual service. 

o Work with Hourglass Systems in setting up group in AdminDirect for new plan year 

enrollment via Self Serve and Agent Enrollment platform ~ electmybenefits.com 

 Coordinating data for set up between Hourglass Systems, County HRD/Benefits 

Consultant and Vendors for annual rework; Administrative Solutions Inc (ASI), 

Fidelity Life, Transamerica, American General, SIS/NexStep & Legal Club. 

o Training services onsite with County HRD and assigned County Assistants on the Self 

Serve Enrollment System. 

o Staff work with County HRD on Employee Communication pieces for Grapevine, mailers 

(if there are any applicable plan changes) and Employee Overview for Section 125 and 

Voluntary Benefits for Employee Packets. 

o CAIS Staff Support Team; 

 Laptop Set Up for Agent Assist Enrollment. 

 Employee Appointment Book – coordinating calls for appointment scheduling. 

 Employee Letters/Mailer (if there are plan changes). 

 Product ordering; Sec 125 and Voluntary Benefit brochures, applications, 

necessary forms and carrier give-aways. 

 Provide enroller’s supplies; paper, printer ink, etc. 

 Provide enrollment Guide for onsite enrolling agents; Policies in force, 

ratesheets, etc. 

o Hire Licensed Agents for per diem enrollment services. Coordinate Per Diem Agent and 

Customer Service Staff Open Enrollment Training;  

 Applicable Plan Changes to the County’s Health Plan Package. 

 Applicable Plan Changes under Section 125 Plans and Services. 

 Voluntary Insurance Plans and applicable changes. 

 Electmybenefits enrollment system (both Self Serve System for Customer 

Service Staff and Agent Enrollment System for Agent Enrolled). 

o Coordinating Agent and Customer Service Staff Open Enrollment Training;  

 Applicable Plan Changes to the County’s Health Plan Package. 

 Applicable Plan Changes under Section 125 Plans and Services. 

 Voluntary Insurance Plans and applicable changes. 

 Electmybenefits enrollment system (both Self Serve System for Customer 

Service Staff and Agent Enrollment System for Agent Enrolled). 

o Work with County IT Department contacts on enrollment site internet access (Direct 

Port or Wireless).   

o Coordinating with IT Department on traveling to enrollment sites to test internet access 

on enrollment laptop/enrollment system. 

o Onsite enrollment management support 

 



 Open Enrollment Services –SJVIA 

o CAIS support staff at data scrub, business processing, etc following enrollments. 

o Testing enrollment sites (both Self Serve and Agent Enroll) and troubleshooting 

errors/corrections with Hourglass Systems. 

o Chimienti Staff attend Annual Planning Meeting for OE planning.  Coordinating on 

applicable dates for OE data payroll file for Health, Sec 125 & Voluntary. 

 

 County of Fresno Services  

o Receive ACH fee deposits for Active Employees, Retirees, Cobra Participants, Special 

Districts, FMLA, and Survivors.  Reconcile individual categories of premiums to 

AdminDirect report for accuracy. 

o Issue out proper fee compensation payments to Sub-Contractors for Benefit Eligibility 

System, Flex Administration, FMLA, and Cobra Administration. 

 

 City of Ceres Services  

o Receive ACH fee deposits for Active Employees, Retirees, Cobra Participants, FMLA, and 

Survivors.  Reconcile individual categories of premiums to Admin Direct report for 

accuracy. 

o Issue out proper fee compensation payments to Sub-Contractors for Benefit Eligibility 

System, Flex Administration, FMLA, and Cobra Administration. 

 

 City of Waterford  

o Receive ACH fee deposits for Active Employees, Retirees, Cobra Participants, FMLA, and 

Survivors.  Reconcile individual categories of premiums to Admin Direct report for 

accuracy. 

o Issue out proper fee compensation payments to Sub-Contractors for Benefit Eligibility 

System, Flex Administration, FMLA, and Cobra Administration. 

 

 City of Shafter  

o Receive ACH fee deposits for Active Employees, Retirees, Cobra Participants, FMLA, and 

Survivors.  Reconcile individual categories of premiums to Admin Direct report for 

accuracy. 

o Issue out proper fee compensation payments to Sub-Contractors for Benefit Eligibility 

System, Flex Administration, FMLA, and Cobra Administration. 

 

 City of Sanger  

o Receive ACH fee deposits for Active Employees, Retirees, Cobra Participants, FMLA, and 

Survivors.  Reconcile individual categories of premiums to Admin Direct report for 

accuracy. 

o Issue out proper fee compensation payments to Sub-Contractors for Benefit Eligibility 

System, Flex Administration, FMLA, and Cobra Administration. 

 



 

 City of San Joaquin  

o Receive ACH fee deposits for Active Employees, Retirees, Cobra Participants, FMLA, and 

Survivors.  Reconcile individual categories of premiums to Admin Direct report for 

accuracy. 

o Issue out proper fee compensation payments to Sub-Contractors for Benefit Eligibility 

System, Flex Administration, FMLA, and Cobra Administration. 

 

 City of Gustine  

o Receive ACH fee deposits for Active Employees, Retirees, Cobra Participants, FMLA, and 

Survivors.  Reconcile individual categories of premiums to Admin Direct report for 

accuracy. 

o Issue out proper fee compensation payments to Sub-Contractors for Benefit Eligibility 

System, Flex Administration, FMLA, and Cobra Administration. 

  

 City of Wasco 

o Receive ACH fee deposits for Active Employees, Retirees, Cobra Participants, FMLA, and 

Survivors.  Reconcile individual categories of premiums to Admin Direct report for 

accuracy. 

o Issue out proper fee compensation payments to Sub-Contractors for Benefit Eligibility 

System, Flex Administration, FMLA, and Cobra Administration. 

 

 City of Farmersville 

o Receive ACH fee deposits for Active Employees, Retirees, Cobra Participants, FMLA, and 

Survivors.  Reconcile individual categories of premiums to Admin Direct report for 

accuracy. 

o Issue out proper fee compensation payments to Sub-Contractors for Benefit Eligibility 

System, Flex Administration, FMLA, and Cobra Administration. 

 

 City of Reedley 

o Receive ACH fee deposits for Active Employees, Retirees, Cobra Participants, FMLA, and 

Survivors.  Reconcile individual categories of premiums to Admin Direct report for 

accuracy. 

o Issue out proper fee compensation payments to Sub-Contractors for Benefit Eligibility 

System, Flex Administration, FMLA, and Cobra Administration. 

 City of Riverbank 

o Receive ACH fee deposits for Active Employees, Retirees, Cobra Participants, 

FMLA, and Survivors.  Reconcile individual categories of premiums to Admin 

Direct report for accuracy. 

o Issue out proper fee compensation payments to Sub-Contractors for Benefit 

Eligibility System, Flex Administration, FMLA, and Cobra Administration. 



 

AdminDirect (Hourglass) 

County of Fresno 

 Provide AdminDirect Benefits Management and Enrollment System Access - Self Service  

 Provide system technical support to County end users. 

 Produce Eligibility Electronic Data Interface (EDI) files to Carriers - Weekly Feeds 

 Weekly COBRA data feed to ASI 

 EDI Monitoring and Discrepancy Resolution with Carriers 

 Multiple eligibility/billing scheme management and closings 

 Active and Retiree payroll deduction imports and premium applications 

 Compile Bi-Weekly and Monthly Transmittal Worksheets and Accounting breakouts for Actives, 

Retirees, Special District, Cobras, FMLA 

 Assist County with reconciliation of member accounts and benefits that appear on accounting 

discrepancy reports 

 Manual PGP Encryption and SFTP of All Files Uploaded/Downloaded - County won't allow the 

use of existing secure file transfer mechanism within AD. 

 Manual Bi-Weekly Import of Payroll Eligibility Data File For Active Employees From PeopleSoft 

System Including Review Of Log File for discrepancies and distribution/notification of import.  

Process is stable, but still needs to be run manually and monitored for discrepancies each and 

every bi-weekly cycle. 

 Manual Imports Of OnCycle/OffCycle deduction files for active employees including validation 

checking for bad/missing information prior to application of deposits 

 Fulfill ad-hoc requests from County staff, ASI, and broker, i.e. custom queries, etc. 

 Import Retiree Payroll Deductions into SQL tables and perform monthly comparisons to 

eligibility.  Take query results and compile a change file for FCERA to send to State Street bank 

for retiree deduction processing.  Process involves forwarding file to Benefits for review and any 

last minute adjustments that might need to be made, file then transferred back to Hourglass, 

Hourglass converts spreadsheet data into bank specific flat file format, bank formatted file sent 

back through County IT to Benefits Department. 

 Modify AdminDirect benefit setups at renewal to comply with changes made by County for new 

plan years. 

 At plan year changes, complete any employee/dependent data migrations necessary within 

database to meet plan year changes made by County. 

 Review rates provided by AJG, break down rates into component pieces necessary for 

completing bi-weekly and monthly accounting transmittals, work with AJG to verify rate 

breakouts are correct and approved for use, and provide copies of approved premiums and 

breakouts to County and ASI.  

 Input new plan year rates into AdminDirect rate tables. 



 Coordinate and complete programming required to support new Carriers and/or benefit 

changes for EDI transmittals. 

 

AdminDirect (Hourglass) 

City of Ceres 

 Provide AdminDirect Benefits Management and Enrollment System Access - Self Service  

 Provide system technical support to Ceres end users. 

 Produce Eligibility Electronic Data Interface (EDI) files to Carriers - Weekly Feeds 

 Weekly COBRA data feed to ASI 

 EDI Monitoring and Discrepancy Resolution with Carriers 

  Eligibility/billing scheme management and closings 

 Monthly Transmittal Worksheets and Accounting breakouts for Actives 

 Assist Ceres with reconciliation of member accounts and benefits that appear on accounting 

discrepancy reports 

 Fulfill ad-hoc requests from Ceres staff, ASI, and broker, i.e. custom queries, etc. 

 Modify AdminDirect benefit setups at renewal to comply with changes made by Ceres for new 

plan years. 

 At plan year changes, complete any employee/dependent data migrations necessary within 

database to meet plan year changes made by Ceres. 

 Review rates provided by AJG, break down rates into component pieces necessary for 

completing bi-weekly and monthly accounting transmittals, work with AJG to verify rate 

breakouts are correct and approved for use, and provide copies of approved premiums and 

breakouts to Ceres and ASI.  

 Input new plan year rates into AdminDirect rate tables. 

 Coordinate and complete programming required to support new Carriers and/or benefit 

changes for EDI transmittals.  Ceres has asked to add their Non-SJVIA products in AdminDirect 

for centralized management. 

AdminDirect (Hourglass) 

City of Waterford 

 Provide AdminDirect Benefits Management and Enrollment System Access - Self Service  

 Provide system technical support to Waterford end users. 

 Produce Eligibility Electronic Data Interface (EDI) files to Carriers - Weekly Feeds 

 Weekly COBRA data feed to ASI 

 EDI Monitoring and Discrepancy Resolution with Carriers 

  Eligibility/billing scheme management and closings 

 Monthly Transmittal Worksheets and Accounting breakouts for Actives 



 Assist Waterford with reconciliation of member accounts and benefits that appear on 

accounting discrepancy reports 

 Fulfill ad-hoc requests from Waterford staff, ASI, and broker, i.e. custom queries, etc. 

 Modify AdminDirect benefit setups at renewal to comply with changes made by Waterford for 

new plan years. 

 At plan year changes, complete any employee/dependent data migrations necessary within 

database to meet plan year changes made by Waterford. 

 Review rates provided by AJG, break down rates into component pieces necessary for 

completing bi-weekly and monthly accounting transmittals, work with AJG to verify rate 

breakouts are correct and approved for use, and provide copies of approved premiums and 

breakouts to Waterford and ASI.  

 Input new plan year rates into AdminDirect rate tables. 

Coordinate and complete programming required to support new Carriers and/or benefit changes for EDI     

 

AdminDirect (Hourglass) 

City of San Joaquin 

 Provide AdminDirect Benefits Management and Enrollment System Access - Self Service  

 Provide system technical support to San Joaquin end users. 

 Produce Eligibility Electronic Data Interface (EDI) files to Carriers - Weekly Feeds 

 Weekly COBRA data feed to ASI 

 EDI Monitoring and Discrepancy Resolution with Carriers 

  Eligibility/billing scheme management and closings 

 Monthly Transmittal Worksheets and Accounting breakouts for Actives 

 Assist San Joaquin with reconciliation of member accounts and benefits that appear on 

accounting discrepancy reports 

 Fulfill ad-hoc requests from San Joaquin staff, ASI, and broker, i.e. custom queries, etc. 

 Modify AdminDirect benefit setups at renewal to comply with changes made by San Joaquin for 

new plan years. 

 At plan year changes, complete any employee/dependent data migrations necessary within 

database to meet plan year changes made by San Joaquin. 

 Review rates provided by AJG, break down rates into component pieces necessary for 

completing bi-weekly and monthly accounting transmittals, work with AJG to verify rate 

breakouts are correct and approved for use, and provide copies of approved premiums and 

breakouts to Waterford and ASI.  

 Input new plan year rates into AdminDirect rate tables. 

 



AdminDirect (Hourglass) 

City of Shafter 

 Provide AdminDirect Benefits Management and Enrollment System Access - Self Service  

 Provide system technical support to Shafter end users. 

 Produce Eligibility Electronic Data Interface (EDI) files to Carriers - Weekly Feeds 

 Weekly COBRA data feed to ASI 

 EDI Monitoring and Discrepancy Resolution with Carriers 

  Eligibility/billing scheme management and closings 

 Monthly Transmittal Worksheets and Accounting breakouts for Actives 

 Assist Shafter with reconciliation of member accounts and benefits that appear on accounting 

discrepancy reports 

 Fulfill ad-hoc requests from Shafter staff, ASI, and broker, i.e. custom queries, etc. 

 Modify AdminDirect benefit setups at renewal to comply with changes made by Shafter for new 

plan years. 

 At plan year changes, complete any employee/dependent data migrations necessary within 

database to meet plan year changes made by Shafter. 

 Review rates provided by AJG, break down rates into component pieces necessary for 

completing bi-weekly and monthly accounting transmittals, work with AJG to verify rate 

breakouts are correct and approved for use, and provide copies of approved premiums and 

breakouts to Shafter and ASI.  

 Input new plan year rates into AdminDirect rate tables. 

AdminDirect (Hourglass) 

City of Sanger 

 Provide AdminDirect Benefits Management and Enrollment System Access - Self Service  

 Provide system technical support to Sanger end users. 

 Produce Eligibility Electronic Data Interface (EDI) files to Carriers - Weekly Feeds 

 Weekly COBRA data feed to ASI 

 EDI Monitoring and Discrepancy Resolution with Carriers 

  Eligibility/billing scheme management and closings 

 Monthly Transmittal Worksheets and Accounting breakouts for Actives 

 Assist Sanger with reconciliation of member accounts and benefits that appear on accounting 

discrepancy reports 

 Fulfill ad-hoc requests from Sanger staff, ASI, and broker, i.e. custom queries, etc. 

 Modify AdminDirect benefit setups at renewal to comply with changes made by Sanger for new 

plan years. 

 At plan year changes, complete any employee/dependent data migrations necessary within 

database to meet plan year changes made by Sanger. 



 Review rates provided by AJG, break down rates into component pieces necessary for 

completing bi-weekly and monthly accounting transmittals, work with AJG to verify rate 

breakouts are correct and approved for use, and provide copies of approved premiums and 

breakouts to Sanger and ASI.  

 Input new plan year rates into AdminDirect rate tables. 

 

AdminDirect (Hourglass) 

City of Gustine 

 Provide AdminDirect Benefits Management and Enrollment System Access - Self Service  

 Provide system technical support to Gustine end users. 

 Produce Eligibility Electronic Data Interface (EDI) files to Carriers - Weekly Feeds 

 Weekly COBRA data feed to ASI 

 EDI Monitoring and Discrepancy Resolution with Carriers 

  Eligibility/billing scheme management and closings 

 Monthly Transmittal Worksheets and Accounting breakouts for Actives 

 Assist Gustine with reconciliation of member accounts and benefits that appear on accounting 

discrepancy reports 

 Fulfill ad-hoc requests from Gustine staff, ASI, and broker, i.e. custom queries, etc. 

 Modify AdminDirect benefit setups at renewal to comply with changes made by Gustine for new 

plan years. 

 At plan year changes, complete any employee/dependent data migrations necessary within 

database to meet plan year changes made by Gustine. 

 Review rates provided by AJG, break down rates into component pieces necessary for 

completing bi-weekly and monthly accounting transmittals, work with AJG to verify rate 

breakouts are correct and approved for use, and provide copies of approved premiums and 

breakouts to Gustine and ASI.  

 Input new plan year rates into AdminDirect rate tables. 

 

AdminDirect (Hourglass) 

City of Wasco 

 Provide AdminDirect Benefits Management and Enrollment System Access - Self Service  

 Provide system technical support to Wasco end users. 

 Produce Eligibility Electronic Data Interface (EDI) files to Carriers - Weekly Feeds 

 Weekly COBRA data feed to ASI 

 EDI Monitoring and Discrepancy Resolution with Carriers 

  Eligibility/billing scheme management and closings 



 Monthly Transmittal Worksheets and Accounting breakouts for Actives 

 Assist Wasco with reconciliation of member accounts and benefits that appear on accounting 

discrepancy reports 

 Fulfill ad-hoc requests from Wasco staff, ASI, and broker, i.e. custom queries, etc. 

 Modify AdminDirect benefit setups at renewal to comply with changes made by Wasco for new 

plan years. 

 At plan year changes, complete any employee/dependent data migrations necessary within 

database to meet plan year changes made by Wasco. 

 Review rates provided by AJG, break down rates into component pieces necessary for 

completing bi-weekly and monthly accounting transmittals, work with AJG to verify rate 

breakouts are correct and approved for use, and provide copies of approved premiums and 

breakouts to Wasco and ASI.  

 Input new plan year rates into AdminDirect rate tables. 

AdminDirect (Hourglass) 

City of Reedley 

 Provide AdminDirect Benefits Management and Enrollment System Access - Self Service  

 Provide system technical support to Reedley end users. 

 Produce Eligibility Electronic Data Interface (EDI) files to Carriers - Weekly Feeds 

 Weekly COBRA data feed to ASI 

 EDI Monitoring and Discrepancy Resolution with Carriers 

  Eligibility/billing scheme management and closings 

 Monthly Transmittal Worksheets and Accounting breakouts for Actives 

 Assist Reedley with reconciliation of member accounts and benefits that appear on accounting 

discrepancy reports 

 Fulfill ad-hoc requests from Reedley staff, ASI, and broker, i.e. custom queries, etc. 

 Modify AdminDirect benefit setups at renewal to comply with changes made by Reedley for new 

plan years. 

 At plan year changes, complete any employee/dependent data migrations necessary within 

database to meet plan year changes made by Reedley. 

 Review rates provided by AJG, break down rates into component pieces necessary for 

completing bi-weekly and monthly accounting transmittals, work with AJG to verify rate 

breakouts are correct and approved for use, and provide copies of approved premiums and 

breakouts to Reedley and ASI.  

 Input new plan year rates into AdminDirect rate tables. 

 

 



AdminDirect (Hourglass) 

City of Farmersville 

 Provide AdminDirect Benefits Management and Enrollment System Access - Self Service  

 Provide system technical support to Farmersville end users. 

 Produce Eligibility Electronic Data Interface (EDI) files to Carriers - Weekly Feeds 

 Weekly COBRA data feed to ASI 

 EDI Monitoring and Discrepancy Resolution with Carriers 

  Eligibility/billing scheme management and closings 

 Monthly Transmittal Worksheets and Accounting breakouts for Actives 

 Assist Farmersville with reconciliation of member accounts and benefits that appear on 

accounting discrepancy reports 

 Fulfill ad-hoc requests from Farmersville staff, ASI, and broker, i.e. custom queries, etc. 

 Modify AdminDirect benefit setups at renewal to comply with changes made by Farmersville for 

new plan years. 

 At plan year changes, complete any employee/dependent data migrations necessary within 

database to meet plan year changes made by Farmersville. 

 Review rates provided by AJG, break down rates into component pieces necessary for 

completing bi-weekly and monthly accounting transmittals, work with AJG to verify rate 

breakouts are correct and approved for use, and provide copies of approved premiums and 

breakouts to Farmersville and ASI.  

 Input new plan year rates into AdminDirect rate tables. 

 

AdminDirect (Hourglass) 

City of Newman 

 Provide AdminDirect Benefits Management and Enrollment System Access - Self Service  

 Provide system technical support to Newman end users. 

 Produce Eligibility Electronic Data Interface (EDI) files to Carriers - Weekly Feeds 

 Weekly COBRA data feed to ASI 

 EDI Monitoring and Discrepancy Resolution with Carriers 

  Eligibility/billing scheme management and closings 

 Monthly Transmittal Worksheets and Accounting breakouts for Actives 

 Assist Newman with reconciliation of member accounts and benefits that appear on accounting 

discrepancy reports 

 Fulfill ad-hoc requests from Newman staff, ASI, and broker, i.e. custom queries, etc. 

 Modify AdminDirect benefit setups at renewal to comply with changes made by Newman for 

new plan years. 



 At plan year changes, complete any employee/dependent data migrations necessary within 

database to meet plan year changes made by Newman. 

 Review rates provided by AJG, break down rates into component pieces necessary for 

completing bi-weekly and monthly accounting transmittals, work with AJG to verify rate 

breakouts are correct and approved for use, and provide copies of approved premiums and 

breakouts to Newman and ASI.  

 Input new plan year rates into AdminDirect rate tables. 

 

AdminDirect (Hourglass) 

City of Riverbank 

 Provide AdminDirect Benefits Management and Enrollment System Access - Self Service  

 Provide system technical support to Newman end users. 

 Produce Eligibility Electronic Data Interface (EDI) files to Carriers - Weekly Feeds 

 Weekly COBRA data feed to ASI 

 EDI Monitoring and Discrepancy Resolution with Carriers 

  Eligibility/billing scheme management and closings 

 Monthly Transmittal Worksheets and Accounting breakouts for Actives 

 Assist Newman with reconciliation of member accounts and benefits that appear on accounting 

discrepancy reports 

 Fulfill ad-hoc requests from Newman staff, ASI, and broker, i.e. custom queries, etc. 

 Modify AdminDirect benefit setups at renewal to comply with changes made by Newman for 

new plan years. 

 At plan year changes, complete any employee/dependent data migrations necessary within 

database to meet plan year changes made by Newman. 

 Review rates provided by AJG, break down rates into component pieces necessary for 

completing bi-weekly and monthly accounting transmittals, work with AJG to verify rate 

breakouts are correct and approved for use, and provide copies of approved premiums and 

breakouts to Newman and ASI.  

 Input new plan year rates into AdminDirect rate tables. 

 

 

 

 

 



Administrative Services by ASI 

County of Fresno 

 Federal COBRA Administration 
o Daily administration of initial COBRA notice(as of April 2012) 
o Daily Administration of qualifying events 
o Status changes in AdminDirect – ASI manual check process from our files 
o (fax, email,mail) to what we receive which can change at times 
o Payment posting in Admin Direct 
o Monitor FSA feeds from COF and AdminDirect to determine if FSA election is required 
o Special process for expediting elections COF requires 
o Two monthly audits done due to the change in activity between COF and what is    

reported by AdminDirect to ensure the correct letters are being generated (COBRA,                    
FMLA, or Limited COBRA) 

 California COBRA Administration 
o Daily administration of qualifying events 
o Payment posting in AdminDirect 
o Status changes in AdminDirect 

 Limited COBRA Administration 
o Manual transmitted report monthly depending on activity 
o Manually process of fees monthly based on the limited COBRA status 
o Preparation of custom letters for limited COBRA 

 Family Medical Leave Act Billing and Collection Services 
o Billing services are provided bi-weekly 
o Daily adjustments with retro activity 
o FMLA research for compliance at request of COF 
o Payment posting in AdminDirect 
o ASI updates benefits once status change is done by COF 
o Monitor FSA feeds from COF and AdminDirect to determine if FSA plan to be continued   

outside COBRA 

 Retiree Billing and Collection Services 
o Pull ACH from each individual’s account 
o Post payment to AdminDirect 
o Post to reports 
o Report premiums monthly 
o Invoice retiree monthly 

 Monthly Account Reconciliation Services for; 
o Federal COBRA 
o Cal COBRA 
o FMLA Billings 

 Customer Service 
o Walk-in consulting with qualified beneficiaries at times 

 Daily Communication between ASI and COF Staff 

 Monthly audits for discrepancies from COF to AdminDirect to ASI 

 COBRA consulting by request from COF staff 
o Review of attorney letters 
o Review of qualifying benefit letters 



o Review of any disputing documentation from third parties 

 Quarterly COF Meetings(as requested by COF)  
 

Administrative Services by ASI 

County of Tulare 

 Section 125 plan administration 
o Processing of claims 
o Customer service 
o Contribution reconciliation 
o Provide statements 

 Consolidated billing monthly for 
o Kaiser 

 Customer Service 

 

Administrative Services by ASI 

City of Ceres 

 COBRA Administration, including 
o Generation of all required COBRA notifications 
o Generation of some voluntary notifications as needed, such as; COBRA confirmation 

notice, payment coupons, and non-required termination notices 

 California COBRA Administration 
o Daily administration of qualifying events 
o Payments posting in AdminDirect 
o Status changes in AdminDirect 

 Generation of notices based on AdminDirect and manual notices sent by client(client request) 

 Customer Service with qualified beneficiaries and client 

 Monthly payments of COBRA premiums to the group.  Process one check per month  

 Full Section 125 Administration, including 
o Processing of claims weekly for mailing or direct deposit 
o Handle customer service calls regarding claims and questions 
o Contribution reconciliation and reporting to client member as requested by client 
o Provide quarterly statements to employees 
o Perform all legally required Discrimination Testing annually 
o Compliance over-view and Plan Document Updates and Amendments as needed 

 
 

Administrative Services by ASI 

City of Waterford 

 COBRA Administration, including 
o Generation of all required COBRA notifications 
o Generation of some voluntary notifications as needed, such as; COBRA confirmation 

notice, payment coupons, and non-required termination notices 

 California COBRA Administration 
o Daily administration of qualifying events 



o Payment posting in AdminDirect 
o Status changes in AdminDirect 

 Generation of notices based on AdminDirect and manual notices sent by client(client request) 

 Customer Service with qualified beneficiaries and client 

 Monthly payments of COBRA premiums to the group.  Process one check per month  
 

 

Administrative Services by ASI 

City of Shafter 

 COBRA Administration, including 
o Generation of all required COBRA notifications 
o Generation of some voluntary notifications as needed, such as; COBRA confirmation 

notice, payment coupons, and non-required termination notices 
California COBRA Administration 

o Daily administration of qualifying events 
o Payment posting in AdminDirect 
o Status changes in AdminDirect 

 Generation of notices based on Admin Direct and manual notices sent by client(client request) 

 Customer Service with qualified beneficiaries and client 

 Monthly payments of COBRA premiums to the group.  Process one check per month  
 

Administrative Services by ASI 

City of Sanger 

 COBRA Administration, including 
o Generation of all required COBRA notifications 
o Generation of some voluntary notifications as needed, such as; COBRA confirmation 

notice, payment coupons, and non-required termination notices 

 California COBRA Administration 
o Daily administration of qualifying events 
o Payment posting in AdminDirect 
o Status changes in AdminDirect 

 Generation of notices based on AdminDirect and manual notices sent by client(client request) 

 Customer Service with qualified beneficiaries and client 

 Monthly payments of COBRA premiums to the group.  Process one check per month  
 

Administrative Services by ASI 

City of San Joaquin 

 COBRA Administration, including 
o Generation of all required COBRA notifications 
o Generation of some voluntary notifications as needed, such as; COBRA confirmation 

notice, payment coupons, and non-required termination notices 

 California COBRA Administration 
o Daily administration of qualifying events 
o Payment posting in AdminDirect 



o Status changes in AdminDirect 

 Generation of notices based on AdminDirect and manual notices sent by client(client request) 

 Customer Service with qualified beneficiaries and client 

 Monthly payments of COBRA premiums to the group.  Process one check per month  

 

Administrative Services by ASI 

City of Gustine 

 COBRA Administration, including 
o Generation of all required COBRA notifications 
o Generation of some voluntary notifications as needed, such as; COBRA confirmation 

notice, payment coupons, and non-required termination notices 

 Generation of notices based on Admin Direct and manual notices sent by client(client request) 

 Customer Service with qualified beneficiaries and client 

 Monthly payments of COBRA premiums to the group.  Process one check per month  
 

Administrative Services by ASI 

City of Wasco 

 COBRA Administration, including 
o Generation of all required COBRA notifications 
o Generation of some voluntary notifications as needed, such as; COBRA confirmation 

notice, payment coupons, and non-required termination notices 

 California COBRA Administration 
o Daily administration of qualifying events 
o Payment posting in AdminDirect 
o Status changes in AdminDirect 

 Generation of notices based on AdminDirect and manual notices sent by client(client request) 

 Customer Service with qualified beneficiaries and client 

 Monthly payments of COBRA premiums to the group.  Process one check per month  

 Full Section 125 Administration, including 
o Processing of claims weekly for mailing or direct deposit 
o Handle customer service calls regarding claims and questions 
o Contribution reconciliation and reporting to client member as requested by client 
o Provide quarterly statements to employees 
o Perform all legally required Discrimination Testing annually 
o Compliance over-view and Plan Document Updates and Amendments as needed 

 

Administrative Services by ASI 

City of Farmersville 

 COBRA Administration, including 
o Generation of all required COBRA notifications 
o Generation of some voluntary notifications as needed, such as; COBRA confirmation 

notice, payment coupons, and non-required termination notices 



 California COBRA Administration 
o Daily administration of qualifying events 
o Payment posting in AdminDirect 
o Status changes in AdminDirect 

 Generation of notices based on AdminDirect and manual notices sent by client(client request) 

 Customer Service with qualified beneficiaries and client 

 Monthly payments of COBRA premiums to the group.  Process one check per month  
 

Administrative Services by ASI 

City of Reedley 

 COBRA Administration, including 
o Generation of all required COBRA notifications 
o Generation of some voluntary notifications as needed, such as; COBRA confirmation  

notice, payment coupons, and non-required termination notices 

 Generation of notices based on AdminDirect and manual notices sent by client(client request) 

 Customer Service with qualified beneficiaries and client 

 Monthly payments of COBRA premiums to the group.  Process one check per month  
 

Administrative Services by ASI 

City of Newman 

 COBRA Administration, including 
o Generation of all required COBRA notifications 
o Generation of some voluntary notifications as needed, such as; COBRA confirmation 

notice, payment coupons, and non-required termination notices 

 California COBRA Administration 
o Daily administration of qualifying events 
o Payment posting in AdminDirect 
o Status changes in AdminDirect 

 Generation of notices based on AdminDirect and manual notices sent by client(client request) 

 Customer Service with qualified beneficiaries and client 

 Monthly payments of COBRA premiums to the group.  Process one check per month  
 

Administrative Services by ASI 

City of Riverbank 

 COBRA Administration, including 
o Generation of all required COBRA notifications 
o Generation of some voluntary notifications as needed, such as; COBRA confirmation 

notice, payment coupons, and non-required termination notices 

 California COBRA Administration 
o Daily administration of qualifying events 
o Payment posting in AdminDirect 
o Status changes in AdminDirect 



 

 Generation of notices based on AdminDirect and manual notices sent by client(client request) 

 Customer Service with qualified beneficiaries and client 

 Monthly payments of COBRA premiums to the group.  Process one check per month  

 Full Section 125 Administration, including 
o Processing of claims weekly for mailing or direct deposit 
o Handle customer service calls regarding claims and questions 
o Contribution reconciliation and reporting to client member as requested by client 
o Provide quarterly statements to employees 
o Perform all legally required Discrimination Testing annually 
o Compliance over-view and Plan Document Updates and Amendments as needed 

 




