
Understanding Timing for Insurance Changes in BPP 

 
This document addresses the appropriate timing of insurance changes for Actively paid employees only.  Retirees and other billed participants 
are not discussed in this document. 
 
Evaluating Due Dates 

 
In general, one should determine when to make insurance changes based on the due date listed for each coverage (med, den, etc.) 
that needs a change on the 106 screen.  Changes may be made to a coverage when the effective date of the change is the SAME as 
the due date for that coverage on the 106 screen.   
 
If the due date is BEFORE the effective date of the change (for example the due date is 2/1 and the effective date of the change is 
3/1), wait until the due dates are the same as the effective date.  When pay calc is run for an individual, the due dates are advanced to 
the next appropriate due date assuming insurance deductions were taken on that pay calc.  If the individual is getting paid and the 
insurance deduct codes are on, but the due dates are not advancing, you may need to talk to your payroll office to see why insurance 
deductions are not being taken. 
 
If the due date is AFTER the effective date of the change (for example the due date is 4/1 and the effective date of the change is 3/1), 
you will need to determine if a later effective date is appropriate or make the change retroactively and process any payroll corrections 
needed to collect/refund any premium difference. 

 
Carrier Change Files  

 
It is important to be aware of when insurance changes are sent to the carriers (see the blue boxes in the calendar below).  When 
possible, make changes as soon as possible (when the due dates are appropriate) before the nearest carrier change file date so that 
the carriers will be aware of coverage change(s).  This helps make it possible for the individual to use the coverage soon after their 
coverage start date and will help get ID cards (if appropriate for the coverage) mailed to the individual from the carriers faster. 

 
SB 51 Considerations  

 
Special consideration must be given to changes for medical and dental HMO carriers.  According to Senate Bill (SB) 51, any changes 
relating to dropping coverage or decreasing dependent tiers must be given to the carrier by the 3rd business day of the month following 
the change (see the red box in the calendar below).  Special consideration is made when scheduling the insurance change files so that 
a change file will always go on the 2nd business day of the month to systematically report as many changes as possible.  If a change 
misses the scheduled file run, you can contact the carrier directly to make the adjustment manually. 

 



Biweekly vs. Monthly Employees  

 
Making changes for BIWEEKLY employees: 
 

 Due dates for employees paid biweekly will either be the 1st or the 15th of a month.   

 To make an insurance change effective THIS month, make the change while the due date is still the 1st of the current 
month, typically before the first biweekly pay calc of the month has run.  See this line on the calendar below. 

 

 To make an insurance change effective NEXT month, make the change while the due date is the 1st of the following 
month, typically after the second biweekly pay calc of the month has run.  See this line on the calendar below.   

 
 
Making changes for MONTHLY employees: 
 

 Due dates for employees paid monthly will always be the 1st of a month.   

 To make an insurance change effective THIS month, make the change while the due date is still the 1st of the current 
month, typically before the monthly pay calc has run.  See this line on the calendar below. 

 

 To make an insurance change effective NEXT month, make the change while the due date is the 1st of the following 
month, typically after the monthly pay calc has run.  See this line on the calendar below.   

 
  



 

Example Month 
Sunday  Monday Tuesday Wednesday Thursday Friday Saturday 

      1 

2 3 4 
Insurance Change Files 
sent to Carriers 
(INSUR13W) – 6 pm 

5 
3rd business day of month 
– SB 51 (for HMOs only) 

6 7 8 

9 10 11 
1st Biweekly Pay Calc 
(Typically due dates will 
change to 15th of current 
month) 

12 
Insurance Change Files 
sent to Carriers 
(INSUR13W) – 6 pm 

13 14 15 

16 17 18 19 
Insurance Change Files 
sent to Carriers 
(INSUR13W) – 6 pm 

20 
Monthly Pay Calc 
(Typically due dates will 
change to 1st of next 
month) 

21 22 

23 24 25 
2nd Biweekly Pay Calc 
(Typically due dates will 
change to 1st of next 
month) 

26 
Insurance Change Files 
sent to Carriers 
(INSUR13W) – 6 pm 

27 28 29 

30 31 
Insurance Change Files 
(INSUR13W) and Audit 
Files (INSUR13M) sent to 
Carriers – Noon  

     

 
Current Month change for Biweekly 
Next Month change for Biweekly 
 

Current Month change for Monthly 
Next Month change for Monthly 

** Watch Due Dates on the 106 screen ** 


