WELCOME
Congratulations on your recent enrollment in the Flexible Spending Account plan, sponsored by Seattle Institute for Biomedical and Clinical Research.  Flex-Plan Services, Inc. is here to make sure that you get the most out of this valuable benefit.  We’ve outlined some of the administrative details of how your plan works below.
We’ve designed our forms and procedures to be as simple and self-explanatory as possible.  If you have general questions regarding how a Flexible Spending Account plan works, you can visit our Web site at www.flex-plan.com, or call our customer service.
ONLINE ACCOUNT ACCESS

Online account access is available through our Web site at www.flex-plan.com.  You will need a password, username and company ID.


Username is the first initial of first name + last name


Password is the last 4 digits of the SSN


Company ID is SIR
CUSTOMER SERVICE

A dedicated staff of customer service agents is available to answer your inquiries, Monday through Friday, between the hours of 8:00 am and 5:00 pm (PT).  You can reach our customer service at (425) 452-3500 or toll-free at (800) 669-FLEX (3539).  Customer service inquiries can also be sent by email to flexplan@flex-plan.com.
PLAN YEAR

	The dates of service for your eligible expenses must be during the plan year, which is October 1, 2007 through September 30, 2008.  Under this plan, you’ll have a 90-day claims run-out period after the end of the plan year (December 31, 2008) to submit claims.  Claims postmarked after this date cannot be accepted.

	GRACE PERIOD

Your plan also has a special 2 ½ month Grace Period after the end of the plan year, the Grace Period will end on December 15, 2008. This feature gives you an additional 2 ½ months to incur expenses against your account.  When submitting an expense, make sure that you use the proper claim form for the account that you will be making a claim against.


CLAIMS & REIMBURSEMENTS
A claim form is enclosed for your convenience.  This form must be used when submitting a claim.  You will want to make additional copies of the form for use throughout the year.  Some other things to keep in mind:

· Either fax or mail the claim, but do not do both.

· Submit your claim at least two (2) full business days prior to your reimbursement date.
	Reimbursements will be sent to your home weekly on Friday.


We are looking forward to serving you in the upcoming year.
Flex-Plan Services, Inc.
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