DEPARTMENT OF HUMAN RESOURCE MANAGEMENT

Copies of the following documents may be viewed during regular workdays from 8:30
a.m. until 4:30 p.m. in the Office of Health Benefits, James Monroe Building, 101 North
14™ Street, 13" Floor, Richmond, VA 23219. Copies may be obtained by contacting
Kevin M. Johnson at the same address, or by telephone at (804) 371-7931, FAX (804)
371-0231, or by email at kevin.m.johnson@dhrm.virginia.gov. Unless otherwise noted,
copies are available at no charge. Questions regarding interpretation or implementation
of these documents may be directed to Kevin M. Johnson.

Guidance Documents:

Employee Handbook, http://www.dhrm.virginia.gov/docs/default-

source/hr/manuals/employeehandbook.pdf?sfvrsn=4, revised October 2014

Employee Recognition Program Handbook, http://www.dhrm.virginia.gov/docs/default-

source/hr/manuals/emprechnbk.pdf?sfvrsn=2, September 2000

Handbook for Agency Heads, http://www.dhrm.virginia.qgov/docs/default-

source/hr/manuals/agyheadhandbook.pdf?sfvrsn=4, revised November 2013

FAQs -Work Hours Limitation for Wage Employees,

http://www.dhrm.virginia.gov/docs/default-

source/hrpolicy/assets/fagsworkhourslimitationsforwageemployees.pdf?sfvrsn=2,
published April 2013

Human Resource Management Manual, http://www.dhrm.virginia.qov/docs/default-

source/hr/manuals/hrmanual.pdf?sfvrsn=2, revised July 2003

Job Structure,

http://www.dhrm.virginia.gov/agencyhumanresourceservices/joborganizationstructure,

revised September 2000

Personnel Management Information System User's Manual,

http://web1.dhrm.virginia.gov/itech/, revised July 2001

Personnel Management Information System (PMIS) User Guides
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EPR421 Faculty Keying Guide,
http://web1.dhrm.virginia.gov/itech/files/PMISEPR421FacultyKeyingGuide.pdf, 2012

PMIS Top Ten Transaction Guide, http://web1.dhrm.virginia.gov/itech/, 2012

Reset Your PMIS Password, http://web1.dhrm.virginia.gov/itech/, 2012

EPR Keying Guide, http://web1.dhrm.virginia.gov/itech/files/EPRKeyingGuide.pdf, 2012

FAQs, http://web1.dhrm.virginia.gov/itech/files/PMISFags.pdf, published 2013

PSE029 RESTORE New Transaction and Training Guide,
http://web1.dhrm.virginia.gov/itech/files/AccessingPSE029TraininglnTheKnowledgeCent

er.pdf, published 2013

PMIS Performance Management Guide
http://web1.dhrm.virginia.gov/itech/files/PerformanceManagementGuide.pdf, published
July 2014

PMIS Screen Changes Employee Time Status Guide
http://web1.dhrm.virginia.gov/itech/, published October 2014

Policies and Procedures Manual (individual policies are updated on a regular basis),

http://www.dhrm.virginia.gov/hrpolicies, revised October 2014

Salary Structure, http://www.dhrm.virginia.gov/docs/default-

source/compensationdocuments/salarystructure072513.pdf?sfvrsn=2, revised July 25,
2013

Talent Management and Workforce Planning,

http://web1.dhrm.virginia.gov/itech/talentmanagement/index.html, September 2012

Telework and Alternate Work Schedule Guidance,

http://www.dhrm.virginia.gov/agencyhumanresourceservices/telework revised April
2012
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Teleworking Work Mode Categories Guide, http://www.dhrm.virginia.gov/docs/default-

source/hrpolicy/assets/pol1_61workcategoriesmatrix.pdf?sfvrsn=4, Revised July 2014

Workers' Compensation Claims Procedure Manual
http://www.dhrm.virginia.gov/docs/default-
source/workerscomp/agencyclaimsmanual.pdf?sfvrsn=2, December 2010

State Health Benefits Program

COVA Care Member Handbook, http://www.dhrm.virginia.gov/docs/default-
source/benefitsdocuments/ohb/handbooks/covacarehandbook2014.pdf?sfvrsn=0,
revised July 2014

COVA HDHP Member Handbook, http://www.dhrm.virginia.gov/docs/default-
source/benefitsdocuments/ohb/handbooks/covahdhpmemberhandbk2008.pdf?sfvrsn=2,
published July 2008

Flexible Spending Account (FSA) Sourcebook,
http://www.dhrm.virginia.gov/docs/default-
source/benefitsdocuments/ohb/anthemfsasourcebook2014.pdf?sfvrsn=2 , revised 2014

State Retiree Health Benefits Program

Medicare Coordinating Handbook http://www.dhrm.virginia.gov/docs/default-
source/benefitsdocuments/ohb/handbooks/covamedicarecoordinatingplans.pdf?sfvrsn=
2, revised July 2011

Dental/Vision Handbook Insert
http://www.dhrm.virginia.gov/healthcoverage/planhandbooks, revised January 2014

Prescription Drug Handbook Insert,
http://www.dhrm.virginia.gov/healthcoverage/planhandbooks, revised January 2015

Express Scripts Medicare Prescription Plan Evidence of Coverage for 2015,
http://www.dhrm.virginia.gov/docs/default-
source/benefitsdocuments/ohb/retiree/eocfinal2015.pdf?sfvrsn=2

Express Scripts Medicare Prescription Plan 2015 Formulary,
http://www.dhrm.virginia.gov/docs/default-
source/benefitsdocuments/ohb/retiree/formulary2015.pdf?sfvrsn=2

The Local Choice Health Benefits Program
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2014 Affordable Care Act (ACA) TLC Glossary of Health Coverage and Medical Terms,
http://www.thelocalchoice.virginia.gov/planinfo/sbcglossary.pdf, published 2014

2014 ACA Key Advantage Expanded Summary of Benefits and Coverage,
http://www.thelocalchoice.virginia.gov/planinfo/sbcKeyAdvantageExpanded2014.pdf,
published 2014

2014 ACA Key Advantage 250 Summary of Benefits and Coverage,
http://www.thelocalchoice.virginia.gov/planinfo/sbcKeyAdvantage2502014.pdf,
published 2014

2014 ACA Key Advantage 500 Summary of Benefits and Coverage,
http://www.thelocalchoice.virginia.gov/planinfo/sbcKeyAdvantage5002014.pdf

2014 ACA Key Advantage 1000 Summary of Benefits and Coverage,
http://www.thelocalchoice.virginia.gov/planinfo/sbcKeyAdvantage10002014.pdf,
published 2014

2014 ACA TLC HDHP Summary of Benefits and Coverage,
http://www.thelocalchoice.virginia.gov/planinfo/sbcHDHP2014.pdf, published 2014

2014 ACA Key Advantage Expanded Summary of Benefits and Coverage,
http://www.thelocalchoice.virginia.gov/planinfo/sbcKeyAdvantageExpandedOct2014.pdf,
published 2014

2014 ACA Key Advantage 250 Summary of Benefits and Coverage,
http://www.thelocalchoice.virginia.gov/planinfo/sbcKeyAdvantage2500c¢t2014.pdf,
published 2014

2014 ACA Key Advantage 500 Summary of Benefits and Coverage,
http://www.thelocalchoice.virginia.gov/planinfo/sbcKeyAdvantage5000c¢t2014.pdf,
published 2014

2014 ACA Key Advantage 1000 Summary of Benefits and Coverage,
http://www.thelocalchoice.virginia.gov/planinfo/sbcKeyAdvantage10000c¢t2014.pdf,
published 2014

October 2013 ACA TLC HDHP Summary of Benefits and Coverage,
http://www.thelocalchoice.virginia.gov/planinfo/sbcHDHPOct2014.pdf

2011 The Local Choice Key Advantage Member Handbook,
http://www.thelocalchoice.virginia.gov/planinfo/handbooks/keyadvmemberhandbook.pdf
revised 2011
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2012-13 Key Advantage Member Handbook Amendment,
http://www.thelocalchoice.virginia.gov/planinfo/handbooks/KeyAdvantageAmendment20
122013.pdf, revised 2012

2008 TLC HDHP Member Handbook,
http://www.thelocalchoice.virginia.gov/planinfo/handbooks/HDHPmemberhandbook2008
.pdf, published 2008

2014-15 The Local Choice Key Advantage Expanded Benefits Summary Insert,
http://www.thelocalchoice.virginia.gov/planinfo/plans2014 15/TLCKeyAdvantageWithEx
pandedBenefits.pdf, revised 2014

2014-15 The Local Choice Key Advantage 250 Benefits Summary Insert,
http://www.thelocalchoice.virginia.gov/planinfo/plans2014 15/TLCKeyAdvantage250Be
nefitSummary.pdf, revised 2014

2014-15 The Local Choice Key Advantage 500 Benefits Summary Insert,
http://www.thelocalchoice.virginia.gov/planinfo/plans2014 15/TLCKeyAdvantage500Be
nefitSummary.pdf, revised 2014

2014-15 The Local Choice Key Advantage 1000 Benefits Summary Insert,
http://www.thelocalchoice.virginia.gov/planinfo/plans2014 15/TLCKeyAdvantage1000B
enefitSummary.pdf, revised 2014

2014-15 The Local Choice HDHP Benefits Summary Insert,
http://www.thelocalchoice.virginia.gov/planinfo/plans2014 15/TLCHDHPBenefitSummar
y.pdf, revised 2014

2014-15 The Local Choice Kaiser Permanente Benefits Summary Insert,
http://www.thelocalchoice.virginia.gov/planinfo/plans2014 15/TLCKaiserPermanenteBe
nefitSummary.pdf, revised 2014

2011 The Local Choice Member Handbook Medicare Coordinating Plans,
http://www.thelocalchoice.virginia.gov/planinfo/handbooks/TLCMedicareHandook09201
1.pdf, revised 2011

2014-15 The Local Choice Dental/Vision Summary Handbook Insert,
http://www.thelocalchoice.virginia.gov/planinfo/plans2014 15/TLCDentalVisionBenefitS
ummary.pdf, revised 2014

2014-15 The Local Choice Medicare Complementary (Option 1) Summary Insert,
http://www.thelocalchoice.virginia.gov/planinfo/plans2014 15/TLCMedicareComplement
aryBenefitSummary.pdf, revised 2014
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2014-15 The Local Choice Advantage 65 Medical Only Summary Insert,
http://www.thelocalchoice.virginia.gov/planinfo/plans2014 15/TLCAdvantage65BenefitS
ummary.pdf, revised 2014

The Local Choice Dental Vision Plan offered with Advantage 65 Summary Insert,
http://www.thelocalchoice.virginia.gov/planinfo/handbooks/DentalVision092011.pdf,
published 2011
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