Jane Doe 

Information pertaining to employee resigning/retiring/termination/end of appointment from service effective August 8, 2020. You will be paid through the close of business on Friday, August 7, 2020.
Last PayCheck: Your last paycheck will be paid on the pay date after the end of the pay period in which your last hours were worked.  (August 14, 2020)
Term Leave Payout for Separation: If you have an annual leave balance, you are eligible to receive an annual leave payout up to 240 hours, and it will be paid the pay date following your final paycheck for hours worked.  You will continue to accrue annual leave for those final hours worked. (October 31, 2025)   ***The Term Leave Payout will be paid by direct deposit. 
Leave for Transfers within the NMJB: The Administrative Authority of a judicial entity shall accept the accrued annual leave of an employee moving from another judicial entity.
Term Leave Payout for Transfers to another State entity: The Administrative Authority of a judicial entity may accept the accrued annual leave of an employee moving from an agency of the Executive or Legislative branches including the Public Defender’s Office and the District Attorney’s Office of the State of New Mexico.  The amount of leave accepted upon transfer should be applied consistently and may be dependent upon budget.  Annual leave not accepted by the judicial entity shall be paid by the employee’s previous agency pursuant to that branch of government’s rules. ***The Term Leave Payout will be paid by direct deposit. (August 28, 2020)   
Term Leave Payout for Retirement:  If you have an annual leave balance, you are eligible to receive an annual leave payout up to 240 hours, and it will be paid the pay date following your final paycheck for hours worked.  You will continue to accrue annual leave for those final hours worked. (October 31, 2025)   ***The Term Leave Payout will be paid by direct deposit.
Insurance Benefits: If you had elected insurances, you should remain covered through the end of the pay period in which you separated – August 14, 2020.  You may wish to continue medical, dental, and vision coverage through the Cobra plan.  Please contact the ERISA COBRA Administrator at 855-618-1800.
Insurance Benefits for Transfers: Your Insurance will carry over to your NM State Agency as long as there is no break in service.
Life/Supplemental Life Insurances:  The Hartford 3rd party administrator Selman and Company manage port/conversion options.  Employees are covered up to 31 days after the date of their termination.  Employees have 91 days from the date of termination to request a port/conversion packet.  The Hartford policy must be active for 60 days to be eligible through the Selman and Company.  We have completed the Employer Portion of the Notice of Conversion and Portability Rights form. To request a specific quote, you will need to complete the employee portion of the form and submit it to The Hartford via mail or fax. For information, please contact Selman and Company at 1-877-320-0484.  The Hartford Customer Service Line is 888-563-1124.  Our policy number is #681601. (Current coverage amounts = Employee-$50K). 
PERA (Public Employees Retirement Association): Attached is a PERA Termination Notice for your records. The original has already been sent to PERA.  If the employee chooses to remove funds, the employee’s years of service credit are lost. 

Deferred Compensation:  If you participated in the Deferred Compensation Plan, please contact PERA SmartSave at 1-833-424-7283 to inquire about making arrangements pertaining to your Deferred Compensation account.  
W-2: The employee will receive a W-2 the following January.  Employees should make sure to send Human Resources any updates to their address if necessary, as the W-2 will be sent to the last address of record. Should you need a copy of a W-2 from a previous year, please contact DFA at DFA-CentralPayrollForms@state.nm.us for reprints. The address we have on file for you is, 202 E. Marcy Street, Santa Fe, NM 87501.
Employee Survey: Thank you for your service to the Administrative Office of the Courts. Please help the AOC better understand how we can improve our processes and operations by completing the enclosed survey and returning prior to your last day worked. You may return it to aochrd-grp@nmcourts.gov or e-mail it to the AOC Human Resources Division Director at aoctar@nmcourts.gov.
If you have further questions or concerns, please feel free to contact us at 505-470-4205. 
