Summary of Material Modifications Guidelines & Templates
General Guidelines:  If you are planning to communicate a material modification to your Welfare Benefit Plan ("Plan"), please see the following basic tips for drafting a Summary of Material Modifications ("SMM"):
· Use the templates on the following pages that provide a special header that you can fill in with the name of the Plan and the date the change(s) to the Plan become(s) effective.

· If your Plan has changed carriers, include the name of the new carrier, contract number, address, and claims administration phone number. Be sure all of the required benefit plan component information that explains the new carrier information has been distributed to Plan participants.

· If a specific eligibility rule has changed, be sure to include the amended rule if a specific class of employees is impacted, and the date on which the rule becomes effective. It may also be helpful to create a small chart that shows the class of participants, the current eligibility rule, the new eligibility rule, and the date the new rule becomes effective.

· If participant contributions have changed, include the details of the specific contributions and whether enrollment materials or benefit summaries will include this information.

· If the modification is to take effect at the beginning of the plan year, the SMM may be incorporated into the open enrollment materials.
SMM Templates:  SMM templates are provided in this document for the following types of changes:
· Changes to the Types of Benefits Provided
· Carrier Changes
· TPA Changes
· Insurance Contract Number Changes
· Participating Employer Changes
· Changes to Eligibility Rules
Please Note: These SMM templates are intended to provide you with an easy-to-understand description of certain changes to the Welfare Benefit Plan (Plan). While every effort has been made to make these descriptions as complete and as accurate as possible, these SMM templates cannot contain a full restatement of the benefits covered in the Plan. In the event of any discrepancy between the SMM and the Summary Plan Description ("SPD"), the provisions of the SMM will govern. If any conflict should arise between the SMM and the Plan, or if any point is not discussed in the SMM or is only partially discussed, the benefit plan component documents of the Plan will govern.
The Plan Administrator or its duly authorized designee reserves the right, in its sole and absolute discretion, to amend, modify, or terminate the terms of the Plan.
Sample SMM for Changes to the Types of Benefits Provided:
Summary of Material Modifications to the [Name of Welfare Benefit Plan]
This Summary of Material Modification ("SMM") modifies some of the information contained in the Summary Plan Description ("SPD") for the [Name of Welfare Benefit Plan] (the "Plan") that describes the Plan as of [Date].  
Note: In the event of any discrepancy between this SMM and the SPD, the provisions of this SMM will govern. 

Modification(s)
Important changes to certain benefits under the Plan will go into effect on [Effective Date]. In particular, coverage for [Types of Benefits] shall be amended as follows:


[Nature of Changes]
If you have questions about these changes in benefits, please contact your Plan Administrator at [Phone Number of Plan Administrator].

Sample SMM for Carrier Changes:
Summary of Material Modifications to the [Name of Welfare Benefit Plan]
This Summary of Material Modification ("SMM") modifies some of the information contained in the Summary Plan Description ("SPD") for the [Name of Welfare Benefit Plan] (the "Plan") that describes the Plan as of [Date].  
Note: In the event of any discrepancy between this SMM and the SPD, the provisions of this SMM will govern. 

Modification(s)
The insurance carrier for the Plan has changed. Effective [Effective Date], the insurance carrier will be [Name of New Carrier]. The mailing address of this carrier is:

[Address of Carrier]
To contact the carrier via phone regarding administration of benefit claims, please call [Phone Number of Carrier].

As of [Effective Date], the contract number for the Plan will be [New Contract Number].

For further information regarding the insurance carrier for the Plan, please contact your Plan Administrator at [Phone Number of Plan Administrator].
Sample SMM for TPA Changes:
Summary of Material Modifications to the [Name of Welfare Benefit Plan]
This Summary of Material Modification ("SMM") modifies some of the information contained in the Summary Plan Description ("SPD") for the [Name of Welfare Benefit Plan] (the "Plan") that describes the Plan as of [Date].  
Note: In the event of any discrepancy between this SMM and the SPD, the provisions of this SMM will govern. 

Modification(s)
As of [Effective Date], the third-party administrator ("TPA") for the Plan is [Name of TPA]. You may direct correspondence and appeals to the TPA at:


[Address of TPA]

[Phone Number of TPA]
For further information regarding the TPA, please contact your Plan Administrator at [Phone Number of Plan Administrator].

Sample SMM for Insurance Contract Number Changes:
Summary of Material Modifications to the [Name of Welfare Benefit Plan]
This Summary of Material Modification ("SMM") modifies some of the information contained in the Summary Plan Description ("SPD") for the [Name of Welfare Benefit Plan] (the "Plan") that describes the Plan as of [Date].  
Note: In the event of any discrepancy between this SMM and the SPD, the provisions of this SMM will govern. 

Modification(s)
As of [Effective Date], the contract number for the Plan has been changed to [New Contract Number]. Note that the previous contract number for the Plan was [Former Contract Number]. 

For further information regarding the Plan’s contract number, please contact your Plan Administrator at [Phone Number of Plan Administrator].
Sample SMM for Participating Employer Changes:
Summary of Material Modifications to the [Name of Welfare Benefit Plan]
This Summary of Material Modification ("SMM") modifies some of the information contained in the Summary Plan Description ("SPD") for the [Name of Welfare Benefit Plan] (the "Plan") that describes the Plan as of [Date].  
Note: In the event of any discrepancy between this SMM and the SPD, the provisions of this SMM will govern. 

Modification(s)
Effective [Effective Date], the following employer(s) have been added or removed as participating employer(s) under the Plan: 


Participating Employer(s) Added to Plan:

· [Name of Employer #1]



[Address of #1]
· [Name of Employer #2]



[Address of #2]
[**If none entered, display "None"]


Participating Employer(s) Removed from Plan:

· [Name of Employer #3]



[Address of #3]
· [Name of Employer #4]
[Address of #4]
[**If none entered, display "None"]

The above changes identify only those employers added to, or removed from, the Plan. Other employers may be participating in your Plan. Please check your most recent SPD or contact your Plan Administrator, at [Phone Number of Plan Administrator], for additional information.
Sample SMM for Changes to Eligibility Rules:
Summary of Material Modifications to the [Name of Welfare Benefit Plan]
This Summary of Material Modification ("SMM") modifies some of the information contained in the Summary Plan Description ("SPD") for the [Name of Welfare Benefit Plan] (the "Plan") that describes the Plan as of [Date].  
Note: In the event of any discrepancy between this SMM and the SPD, the provisions of this SMM will govern. 

Modification(s)
Effective [Effective Date], the eligibility rules for certain benefits have changed. In particular, 

employees should be aware of the following new eligibility requirements for [Type of Benefit], 

which may apply to employees and/or their qualifying dependents:


[Description of New Eligibility Rules]
For further information regarding changes to the Plan’s eligibility rules, please contact your Plan Administrator at [Phone Number of Plan Administrator].
