TO:

NEW EMPLOYEE


FROM:
LUANNE/PAYROLL

RE: 

NEW EMPLOYEE FORMS AND INFORMATION 

Welcome to the town of Brandon!
Please complete the W-4 and I-9.  We will need a copy of your driver’s license and another form of ID as indicated on the I-9 instructions.

The town has our health insurance with Blue Cross Blue Shield of VT with a monthly premium for a single person of $582.79, two person $1,165.58 employee and child(ren) $1,124.78 and family $1,637.64 and is paid entirely by the town.  Please complete the enrollment form and return as soon as possible.  You can opt to have an FSA to cover out of pocket expense.  The company that handles that is HealthEquity and what happens is when you get a service done they will bill BCBS first and if you have an FSA the balance will feed to HE and they will pay the provider directly.  If you do not opt for an FSA the provider will bill you the balance after BCBS.   
If you have insurance coverage and will not need the town insurance it will be necessary for you to complete the health care declaration form and provide a copy of your insurance card.  In this case the town will pay you a buyout as follows: 1 person $1661.84 or $69.25 twice a month, 2 person $2205.96 or $91.92 twice a month, family $2928.22 or $122.01 twice a month.

We have our dental coverage through Northeast Delta Dental and the monthly premium for a single person is $34.93, two person $66.69 and family $127.30 and is paid completely by the town.   You will receive cards for both BCBS and Delta Dental within the next few weeks.
We offer vision insurance through VSP which is at the employee expense and can only be used at certain area doctor’s offices.  The current rates are single $7.54, two person $10.93 and family $19.59.
The town has a retirement plan through Vermont Municipal Employee’s Retirement System.   I will need you to complete the enrollment form.  If you want to designate any beneficiary (s), please fill out the enclosed form and have it notarized. 

 Also read the sexual harassment policy.  You will need to sign and return the signature page.
We are paid every two weeks on Thursday.  If you want it to go directly to your account please complete the direct deposit form otherwise you will receive a check.

Last but not least; our life and accident and health insurance is with UNUM and is paid entirely by the town.  Please complete and return the enrollment form.
I know all this is a little overwhelming; so let me know if you have any questions.

Please return all forms to me as soon as possible.  Thanks.

