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Version 1.0  (April 23, 2007)


ABC Company

	Section 125 Cafeteria Plan Implementation Checklist


Cafeteria Plan
1. Adoption Agreement – Section 125 Cafeteria Plan (Including Schedules A, B, C & D) Complete in its entirety, sign and date no later than the effective date of the Plan.
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2. Cafeteria Plan Document For "Premium Only" Section 125 Plan
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A copy of the Cafeteria Plan Document template along with the Adoption Agreement
constitutes your Cafeteria Plan. Please retain these documents as part of your permanent records.
3. Cafeteria Plan – Plan Description
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Complete and distribute to all eligible employees no later than the effective date of the Plan.
4. Employee Elections

Each eligible employee will be required to complete a Participation Election Form and
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Compensation Reduction Agreement authorizing the Employer to withhold the employee cost
of the health care coverage pre-tax.
Note: Eligible employees must be given the option to elect out of the Section 125 Cafeteria Plan by completing a Participation Waiver Form.

5. Retain – Signed copy of form (Participation Waiver/Election Form
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and Compensation Reduction Agreement).

6. The Health Connector – Establish an account and provide to the Health Connector a
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census of participating employees for whom premiums for health care coverage purchased 
through the Health Connector are to be remitted by the employer (for more information, contact the 
Connector).

7. Payroll – Notify payroll department/service and advise that contributions for
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health care coverage are to be deducted pre-tax beginning on the plan's effective date. 
8. File – Cafeteria Plan document from item 2 above with the Health Connector 
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in the time and manner required by the Health Connector in its regulation and any 
subsequently issued guidance.
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