THIS LETTER IS FOR FACULTY, A&P, AND CCS STAFF WITH REGULAR APPOINTMENTS
WHO INCREASE THEIR FTE TO 75% OR GREATER
{Date}

{Name}

{Street address}

{City, State Zip}

Dear {Name},

Now that your appointment FTE has increased to 75% or greater, you may now be eligible for new benefit options and will see new contributions deducted from your pay if you are enrolled in one of the university’s medical plan. This FTE change may also change your eligibility for the following benefits:
· Medical, Dental, and Vision Coverage, Flexible Spending Accounts (FSA), Life Insurance, and Disability Coverage
· A New Hire Health Packet will be sent to your work address. You have 31 days from your eligible appointment date to make eligible changes to your benefits. Visit hr.osu.edu/benefits to view premium contribution rates, download enrollment forms, or for more information regarding these benefit plans.

· Tuition Assistance for you and/or your eligible dependents, visit hr.osu.edu/benefits/eb_tuitionassistance for more information.
· The Alternative Retirement Plan (ARP) – If you are eligible to make a choice in retirement plans, a Retirement Choices Packet will be mailed to your home address. You have 120 days from the date of your eligible appointment change to make a one-time, irrevocable election between the state system (OPERS/STRS) and the ARP. Visit hr.osu.edu/benefits/rb_arp for more information.
· Vacation/Sick Leave – Your vacation and sick leave accrual rates will be based on your new FTE, visit http://www.controller.osu.edu/pay/pay-accrual.shtm for accrual tables.
Please let me know if you have questions regarding this information or contact the Office of Human Resources Customer Service Center at (614) 292-1050, 1-800-678-6010, or service@hr.osu.edu.

Sincerely, 

{Name and Title}
THIS LETTER IS FOR FACULTY, A&P, AND CCS STAFF WITH  REGULAR APPOINTMENTS WHO
DECREASE THEIR FTE TO BETWEEN 50%-74%
{Date}

{Name}

{Street address}

{City, State Zip}

Dear {Name},

Since your appointment FTE has decreased to between 50%-74%, you may no longer be eligible for some benefit options. In addition, you will see new contribution rates deducted from your pay if you are enrolled in one of the university’s medical plans.

· Medical – you have the option to drop medical coverage or change medical plans, visit hr.osu.edu/benefits to view premium contribution rates, download the enrollment form, or for more information.

· You are no longer eligible for tuition assistance for yourself, visit hr.osu.edu/benefits/eb_tuitionassistance for more information.

· Vacation/Sick Leave – Your vacation and sick leave accrual rates will be based on your new FTE, visit http://www.controller.osu.edu/pay/pay-accrual.shtm for accrual tables.
Please let me know if you have questions regarding this information or contact the Office of Human Resources Customer Service Center at (614) 292-1050, 1-800-678-6010, or service@hr.osu.edu.

Sincerely, 

{Name and Title}
THIS LETTER IS FOR FACULTY, A&P, AND CCS STAFF WITH REGULAR APPOINTMENTS WHO
DECREASE THEIR FTE BELOW 50%.
{Date}

{Name}

{Street address}

{City, State Zip}

Dear {Name},

Now that your appointment FTE has decreased to below 50%, you are no longer eligible for the following benefit options (dental and vision coverage, flexible spending accounts (FSA), life insurance, disability coverage, and tuition assistance) and will see new contribution rates if you are enrolled in one of the university’s medical plans.

· Medical – you have the option to drop medical coverage or change medical plans, visit hr.osu.edu/benefits to view premium contribution rates, download the enrollment form, or for more information.

· You will receive an informational packet from NGS regarding COBRA coverage for dental, vision, and health care FSA continuation.

· Vacation/Sick Leave – Your vacation and sick leave accrual rates will be based on your new FTE, visit http://www.controller.osu.edu/pay/pay-accrual.shtm for accrual tables.
Please let me know if you have questions regarding this information or contact the Office of Human Resources Customer Service Center at (614) 292-1050, 1-800-678-6010, or service@hr.osu.edu.

Sincerely, 

{Name and Title}
THIS LETTER IS FOR FACULTY, A&P, AND CCS STAFF WITH REGULAR APPOINTMENTS WHO
INCREASE THEIR FTE TO BETWEEN 50% – 74%.
{Date}

{Name}

{Street address}

{City, State Zip}

Dear {Name},

Now that your appointment FTE has increased to between 50% - 74%, you are now eligible for new benefit options and you may see reduced contribution rates if you are enrolled in one of the university’s medical plans.
This FTE change may also change your eligibility for the following benefits:
· Medical, Dental, and Vision Coverage, Flexible Spending Accounts (FSA), Life Insurance, and Disability Coverage

· A New Hire Health Packet will be sent to your work address. You have 31 days from your eligible appointment date to make eligible changes to your benefits. Visit hr.osu.edu/benefits to view premium contribution rates, download enrollment forms, or for more information regarding these benefit plans.

· Tuition Assistance for your eligible dependents, visit hr.osu.edu/benefits/eb_tuitionassistance for more information.

· Vacation/Sick Leave – Your vacation and sick leave accrual rates will be based on your new FTE, visit http://www.controller.osu.edu/pay/pay-accrual.shtm for accrual tables.
Please let me know if you have questions regarding this information or contact the Office of Human Resources Customer Service Center at (614) 292-1050, 1-800-678-6010, or service@hr.osu.edu.

Sincerely, 

{Name and Title}
The Ohio State University Office of Human Resources
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