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EFFECTIVE DATE:   SEPTEMBER 1, 2004 

REVISION DATE:  JANUARY 11, 2011 

PURPOSE:  To outline the process required to determine 
the amount of credit to be deducted from the 
monthly funding of insurance premiums to 
Office of Employee Benefits (OEB). 

Scope:    All University of Texas System institutions 
and OEB Finance 

STATUTORY AND ADMINISTRATIVE REFERENCES: 
Texas Insurance Code, Chapter 1601 

  
 
1.0 BACKGROUND 
In order to encourage The University of Texas System institutions to provide an Employee 
Assistance Program (EAP) at their respective locations, OEB funds a portion of the cost.  Each 
institution is allowed $1 credit for each employee and retired employee enrolled in the UT 
SELECT medical plan, for whom the service is available.  The total amount is deducted from 
the monthly funding of insurance premiums to OEB by the institutions. Each Institutions EAP 
Director or the person who manages the relationship between the EAP provider and the 
institution is responsible for EAP program operations at the institution.  

 

2.0 CALCULATION OF EMPLOYEE ASSISTANCE PROGRAM CREDIT 
2.1 Count of participants eligible to participate in the institutional EAP 

On an annual basis in the first week of October, OEB Information Services provides a 
count of each institution’s Active, Benefit Eligible on Leave, and Retired Employee 
population enrolled in UT Select.  The count is based on data provided by each 
institution stored on SGELIG, the OEB eligibility database.  (Exhibit A) 

2.2  Communication of SGELIG based participant count to institutions 

• Communicate the SGELIG based participant count by email to the OEB 
Finance contacts in the payroll and human resource departments at each 
institution.   
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• Request feedback regarding the count provided by response to the email.  The 
institutions can provide alternative counts from their own sources in their 
response.  OEB Finance will determine which count is appropriate.  Unless the 
institution’s count is materially different from the SGELIG count, use the 
former. 

• Track the counts communicated to and from the institutions using MS Excel.  By 
leaving the prior year’s EAP counts as a column within the spreadsheet, it will 
provide a historical picture for use in analyzing the counts by institution.  
Additionally, it serves as an organizational tool.  (Exhibit A) 

 

3.0 COMMUNICATION OF FINAL EAP CREDIT AMOUNT TO CHIEF BUSINESS 
OFFICERS 

Prepare and send a letter using U. T. System Administration letterhead to each institution’s Chief 
Business Officer communicating the final amount that can be deducted from each monthly 
premium funding amount.  (Exhibit B) 

 

4.0 MID-YEAR CHANGES IN THE EAP CREDIT AMOUNT 
Due to extenuating circumstances, an institution’s employee/retiree base may change during a 
plan year.  An example of such circumstances would be the acquisition of an additional entity 
which would increase the number of employees eligible to participate in an EAP. 
 

4.1 Request 
The institution’s Chief Business Officer must request a decrease or increase in the EAP 
credit from the Director of OEB.  The request must be in writing and describe the 
situation that merits the change in the credit amount, the amount of decrease/increase 
needed and the time frame involved. 

 
4.2 Approval 
Upon receipt of the written request, the Director will evaluate the need for a change.   
Once evaluated, the Director will communicate either approval or denial directly to the 
Institution’s Chief Business Officer.   The approval will include the amount and effective 
date of the change. 



 
January 2011  Page 705.3  
 

EXHIBIT A 
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EXHIBIT B 
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