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Departing Employee Worksheet 

• Medical, Dental, Vision benefits end at midnight on the last day of the month. 

• Flexible Spending, Basic and Voluntary Life Insurance, Long Term Disability and Voluntary 

Benefit Products (Accident, Critical illness, Short Term Disability) end at midnight of the last day 

of employment. 

• A COBRA Notice will be sent from PlanSource and be mailed to the last known address on file if 

the employee had medical, dental or vision coverage on the date of termination.  

• COBRA questions need to be directed to PlanSource at 1-888-266-1732. 

• Former employees, whether they elect COBRA or not, are no longer eligible to get prescriptions 

filled in the employee pharmacy. 

• If the employee has Basic Life/AD&D, Voluntary Life, Voluntary Long Term Disability Insurance, 

Voluntary Accident, or Voluntary Critical Illness they will receive a conversion packet from 

UNUM. If they do not receive within 10 days of the termination date, they should contact UNUM 

at 866-679-3054, and request a conversion packet if they are interested in keeping these 

benefits. 

• Flexible Spending Account(s): Employees with Flex Spending Accounts have 30 days from the 

termination date to submit receipts dated through the term date. After 30 days, all funds will be 

forfeit. 

• Health Savings Account (HSA): Employee will be able to continue to use remaining funds in 

their HSA. HSA funds are yours for life. HSA questions can be directed to Inspira at 1-844-729-

3539. 

• ComPsych Employee Assistance: Employee will have access to the Employee Assistance 

Program (EAP) for 60 days. Contact (877) 595-5284 or https://guidanceresources.com. The 

company code is UMHHealth. 

• Retirement plan: Employees can log into their Metro 403(b) account with Principal by going to 

www.principal.com or utilizing the Principal app from their smartphone. Once logged into their 

account, employees can view their balance, request loans/withdrawals, view statements, etc. 

For additional assistance, employees can also contact Principal at 800-547-7754. 

• Payroll information - Requests for paystubs can be made by emailing payroll at 

PayrollDisbursements@umhwest.org. Please include full name, department and approximate 

last day worked. You can also contact the payroll department at 616-252-5214. 

• W2: Online access to your W2's via MyADP.com will continue 3 years beyond your termination 

date. If not already registered, you may complete registration for online access using the 

instructions provided. 

• W2 Mailing: Your final W2 will be mailed to the address on file as of December 31. You must 

contact Human Resource and have your address updated prior to December 31 to ensure 

mailed to your proper location. Your W2 will be mailed by January 31. 
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