


 RETIREE HEALTH PROCEDURES (RSK-P0sc) SACRAMENTO CITY UNIFIED SCHOOL DISTRICT      D a t e :   4 / 6 / 2 0 0 9 ,  R e v .  D    R e t i r e e  H e a l t h  P r o c e d u r e s  R S K - P 0 s c  P a g e  2  o f  3  5 . 8  B e n e f i t  t e c h n i c i a n  e n t e r s  a p p r o p r i a t e  d a t a  a n d  s e t s  u p  r e t i r e e  p a y  c y c l e  a n d  r e i m b u r s e m e n t  i n  E S C A P E  a n d  V B A S .  5 . 9  B e n e f i t  t e c h n i c i a n  s c a n s  d o c u m e n t s  i n t o  t h e  d i s t r i c t  d o c u m e n t  s y s t e m  ( B M I ) .  H a r d c o p i e s  a r e  f i l e d .   6 . 0  P R O C E D U R E :   C U R R E N T  R E T I R E E S  6.1 Current Retirees may only make changes in their health benefits during a qualifying event as defined by the health carriers or during Open Enrollment. 6.2 Benefit Technician assists retiree with completion of forms and answers questions.  Technician informs retiree of estimated benefit cost. 6.3 Benefit Technician receives completed forms from the retiree and adds the effective dates and appropriate group numbers as required. 6.4 Benefit Technician forwards completed forms to the appropriate insurance carrier or enters data in ESCAPE and VBAS.  Correct forms are submitted for STRS or PERS retirement system deductions. 6.5 Benefit technician enters appropriate data and sets up reimbursement in ESCAPE and VBAS. 6C sBenefit technician scans documents into BMI. Hardcopies are filed. 7.0 ASSOCIATED DOCUMENTS: 7.1 CalPERS Forms – external documents 7.1.1 PERS-HBD-86 for CalSTRS members 7.1.2 PERS- AESD-1 Appointment Status    7.1.3 PERS-PRS-346  Direct Authorization Deduction Request   7.1.3.1 A01095 Dental 7.1.3.2 A11182 Life 7.1.3.3 A01022 Vision 7.1.3.4 A01023 Health Net EW 7.1.3.5 A01020 Kaiser  7.2 CalSTRS Forms – external document 7.2.1 D445 Health Plan or Option Deduction Form 7.2.1.1 507240 Dental 7.2.1.2 507245 Life 7.2.1.3 507230 Vision 7.2.1.4 507070 Health Net EW 
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7.2.1.5 507060 Kaiser   

7.2.2 STRS MS 0556  Insurance Premium Deduction Authorization form  

7.3 BRMS SCUSD Retiree Reimbursement Direct Deposit Form- external document 

7.4 Medicare Card issued by Social Security Office - external document 

7.5 Union Contracts – external documents 

7.6 RSK – F002A Retiree Health Form   

7.7 PSL – F008 Resignation Retirement Form from Personnel 

 

8.0 RECORD RETENTION TABLE: 

Identification Storage Retention Disposition Protection 

Members’ back 
sheets and/or 
salary cards 

Scanning One year, then 
goes to 
warehouse 

After 5 years 
shredded 

Scanning is pass 
code protected 

Members Retiree 
enrollment forms 

Scanning One year, then 
goes to 
warehouse 

After 5 years 
shredded 

Scanning is pass 
code protected  

Members forms 
indicating 
deletion of dep 

Scanning One year, then 
goes to 
warehouse 

After 5 years 
shredded 

Scanning is pass 
code protected 

STRS & Pers 
deduction form 

Scanning One year, then 
goes to 
warehouse 

After 5 years 
shredded 

Scanning is pass 
code protected 

 

8.0 REVISION HISTORY: 

Date: Rev. Description of Revision: 

11/8/04 A Revised per audit input to be less detailed 

7/12/06 B Revised to include VBAS procedure  

4/3/08 C Accidentally deleted from the web site  

4/6/09 D Update to reflect current process and forms 

 

 

* * * E n d  o f  p r o c e d u r e * * *     


