
Premium Billing 
and Bill Reconciliation



By the end of today’s session, you should be 
able to:

• Read the PDF version of the bill

• Identify transactions that create the bill

• Reconcile the bill, track changes and identify errors

• Comprehend deadlines to avoid penalties

• Use available resources

Today’s Objectives
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How to Read PDF Version of the Bill
Monthly Premium Bill
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Monthly Premium Bill
How to Read PDF Version of the Bill (continued) 
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The summary pages of the bill show total enrollment by carrier and 
by plan for Medical, Dental, Vision,

Voluntary (Additional) Life, LTD and Basic Life.



How to Read PDF Version of the Bill (continued)
Monthly Premium Bill
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Last page of the PDF 
provides:
• Total Billing for the current month
• Accounts Receivable Balance from

the prior month (if any)
• Late Payment Penalty (if any)
• Pay As Billed Penalty (if any)
• Grand Total Due
• NMPSIA Benefits Bank Account

Information
• Late and Paid as Billed NMPSIA

Penalty Policy
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How to Read PDF Version of the Bill (continued)
Monthly Premium Bill



Key Field Descriptions on the Monthly Bill
Monthly Premium Bill
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Transactions That Create the Bill
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Monthly Premium Bill

• Enrollment for the current month
• Adjustments from prior months

• Transactions that were received by the employer timely
that were submitted after the bill was create

• Examples:
Adding or dropping employees
• New Hire
• Resignation, Term, and Retirement
• Reduction in Hours
• Death

Adding or dropping Dependents
• Loss of Coverage
• Newborns and Adoption
• Marriage/Domestic Partnership (if offered by employer)
• Divorce
• Child turning 26
• Death



Premium Bill Reconciliation
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Example: How to Use the Excel Version of the Bill



Premium Bill Reconciliation
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Example: How to Use Employer Deduction Register



Premium Bill Reconciliation
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How to Recognize a Variance – Deduction vs Bill



Premium Bill Reconciliation
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How to Track Transactions for the Next Month’s Bill

 Check
Confirmation
notices daily



Premium Bill Reconciliation
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How to Track Transactions for the Next Month’s Bill

 Review the
Premium
screen from
the Online
Inquiry view



Premium Bill Reconciliation
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Identify Errors
Common errors

• Payroll deductions are processed before Erisa has
received the transaction to process and apply
NMPSIA rules of enrollment
• Erisa may not honor the request

• Employee enrollment requests are not sent timely
to Erisa and/or are incomplete
• Erisa is unable to process the transaction for the

next month’s bill



Premium Bill Reconciliation
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Identify Errors (continued)
How to avoid future errors

• Submit employee requests timely
• Submit “complete” employee requests
• Respond to Erisa employee enrollment inquiries
• Review Confirmation notices daily
• Review the employee electronic enrollment record

under the Online Inquiry view



Erisa must process 
all “complete” 
transactions received 
by 5:00 p.m. on the 
last business day of 
the month

Erisa Transaction Processing Deadline
Premium Bill Deadlines
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Bill is available to 
download and view 

on the 
1st business day of 

the month

Bill Availability
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Premium Bill Deadlines



Payment Due 
by the “10th” of 

the Month

Premium Payment Due Date
Premium Bill Deadlines
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6.50.8.9 PREMIUM PAYMENT FOR EMPLOYEE BENEFITS COVERAGES:



If payment is not “Paid as 
Billed”, a penalty of 1.5% or 
a minimum $500 (whichever 
is greater), will be assessed 
on the Grand Total Due

“Late Penalty” and “Paid as Billed” Penalty
Premium Bill Deadlines

19

If payment is not Paid by the 10th, a 1.5% Late Penalty will be 
assessed on the Grand Total Due along with a Pay as Billed Penalty



One Waiver in a Rolling 
12-month Period

Waiver of Payment Penalties
Premium Bill Deadlines
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The NMPSIA board approved policy allows NMPSIA staff to 
consider a review and approval of a penalty waiver



Premium Billing and Bill Reconciliation Toolbox

 Glossary of Acronyms
 Tips for Staying Organized
 Key Field Descriptions on the Monthly PDF Bill
 Video – “Example: How to Reconcile a NMPSIA Bill”
 Payment Deadline Flowchart
 Frequently Asked Questions (FAQ)
 Erisa Email Reminders
 Erisa Staff Resources
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Premium Billing & Bill Reconciliation Resources



Glossary of Acronyms and Term Definitions
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Premium Billing & Bill Reconciliation Resources



Tips for Staying Organized
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Premium Billing & Bill Reconciliation Resources



Key Field Descriptions on the Monthly Bill
Premium Billing & Bill Reconciliation Resources
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https://nmpsia.com/movies/Premium_Billing_and_Bill_Reconciliation_Presentation.mp4 

Video: “Example: How to Reconcile a Premium Bill”
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Premium Billing & Bill Reconciliation Resources

https://nmpsia.com/movies/Premium_Billing_and_Bill_Reconciliation_Presentation.mp4
https://nmpsia.com/movies/Premium_Billing_and_Bill_Reconciliation_Presentation.mp4


Bill Available on the 
1st Business Day of 

the Month

“Paid As Billed” by the 
10th of the Month

If Past Due, a 1.5% Late 
Payment Penalty Assessed. If 
not “Paid as Billed”, 1.5% or a 

Minimum Penalty of $500

Payment Deadline Flowchart

26

Premium Billing & Bill Reconciliation Resources



Frequently Asked Questions (FAQ)
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Premium Billing & Bill Reconciliation Resources



Erisa Email Reminders to Employers
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Premium Billing & Bill Reconciliation Resources



Erisa Staff Resources
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Kathy Payanes

Account Manager

kpayanes@easitpa.com

Saraphina Scott 
Benefits Representative 
sscott@easitpa.com

Angie Figueroa Perez
Receptionist 
receptionist@easitpa.com

Sarah Malagon 
Benefits Representative

smalagon@easitpa.com

Amy Bonal
Staff Accountant 
abonal@easitpa.com

Chere Garcia

Benefits Representative 
cgarcia@easitpa.com

Erisa Administrative Services, Inc.

Santa Fe: (505) 988-4974 | Toll Free: (800) 233-3164, Option 1

Angelina Ortega
Benefits Representative 
aortega@easitpa.com



NMPSIA Staff Resources
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Cyndi Archuleta
Benefits/Wellness Manager 
cyndi.archuleta@psia.nm.gov 
1.800.548.3724, ext. 62940

Kaylei Jones
Benefits/Wellness Coordinator 
kaylei.jones@psia.nm.gov 
1.800.548.3724, ext. 62942

Leslie Martinez
Benefits Analyst

leslie.martinez@psia.nm.gov 
1.800.548.3724, ext. 62941

mailto:Katherine.Chavez@state.nm.us
mailto:Martha.Quintana@state.nm.us
mailto:JonA.Arellano@state.nm.us
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Find resources in 
the Premium 

Billing and Bill 
Reconciliation

Toolbox at 
nmpsia.com
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Thank you for your efforts!
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