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Returned Notice Guide

The COBRA law requires that COBRA notices be sent to the last known address. Infinisource mails all notices to the
addresses provided by you or updated by participants. There are instances when the mailed notice is returned to
Infinisource as undeliverable.

When a notice is returned, Infinisource will notify you of the returned notice. The request will come to you through
the COBRA Online Portal within your Download Center. You will receive an email of the request and must then
take action to notify Infinisource on what next steps should be taken.

An email will be sent to you regarding a returned notice.

Attention Required - Returned Notice Information in your Download Center for DANIEL...
€5 Reply | % Reply Al —> Forward

Tue 4/28/2020 3:41 PM
Retention Policy Exchange Online - Inbox (1 year) Expires 4/28/2021
Hello,
Recently, a COBRA notice Infinisource sent on your behalf was returned to our office. For your convenience, the "Returned
Notice" notification is available in your secure online Download Center. Please log into our website at: www.infinisource.com.

Under the Data Centers > Download Center, you will be able to locate the returned notice. Click on "view" to take action.

If you have any questions regarding this communications, send an e-mail to support@infinisource.com or call the Customer
Response team at 866-320-3040.

Thanks for using Infinisource for your COBRA Administrative needs!
Regards,

The Infinisource Service Team,
Infinisource, Inc.

You then review the Returned Notice Notification within your Download Center. To view the information, click on
“View” next to the description for the Returned Notice Notification.

Size T
b Returned Notice Notification (NE, DANIEL SMITH)
b Returned Notice Notification (NE, DANIEL SMITH)

New Enrollee Information

The COBRA law required that COBE.A notices be sent to the last known address. We have received a notice re’

+ Re-notify at the same address: If the address show below is the last known address and vou would liks
* Re-notify with a new address: If the address shown below is incorrect and yvou would like to re-notify
* Do not re-notify: If the address show below is the last known address and vou do not wish to mail anot

Notice Information

Name: DANIEL SMITH{)

Code: NE

Printed: 1/3/2020

Mailed: 1/7/2020

Address 1: 718 THAT STREET City, State, Zip Code: BYRON CENTEF,, MI 40315

Re-notify; at the Same Address Re-notify with a New Address Do Not Re-notify;
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Infinisource will request you to tell us what action to take:
e  Re-notify with the same address
e  Re-notify with a new address
e Do not re-notify

Re-Notify with the Same Address
When you click on the “Re-notify with the Same Address” you will be taken to a page to view the address, when

the notice was Due, Mailed and Printed. You can also “Open the Notice” on this page. If you wish to have
Infinisource re-notify the employee (or participant) at the same address, click on “Send”.

Returned Notice Management

First Name: DANIEL Last Name: SMITH Notice Type: NE
Returned:  4/27/2020

Due! 1/14/2020 Printed: 1/3/2020 Mailed: 1/7/2020

Re-Notify with a New Address

When you click on the “Re-notify with a New Address” you will be taken to a page to view the address in which we
sent the notice. You can enter the new address on this page for us to resend the notice. You can also view when
the notice was Due, Mailed and Printed. You can also “Open the Notice” on this page. If you wish to have
Infinisource re-notify the employee (or participant) at the same address, click on “Send”.

Returned Notice Management

NE

First Name: DAMIEL Last Name: SMITH
4/27/2020

Due 1/14/2020 Printed:  1/3/2020 Mailed: 1/7/2020

Address 1: | 718 THAT STREET
— Enter the hew address here
Country: | USA State: | M1 7ip Code: | 39315

city: BYRON CENTER

Do Not Re-Notify
When you click on the “Do Not Re-Notify” you will be taken to a page to view when the notice was Due, Mailed
and Printed. You can also “Open the Notice” on this page. Once you click on the “Do Not Re-Notify” there is no

additional steps to take.

Returned Notice Management

Notice Type: NE

First Name: DANIEL Lest Name: SMITH
4/27/2020

Dus 1/14/2020 Printed:  1/3/2020 Mailed: 1/7/2020 Returned:
Open Notice

If you have any questions regarding a returned notice, please feel free to reach out to our Customer Support Team
at 866-320-3040 or via email at crmail@infinisource.com.
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