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Worksite Supplemental Health Enrollment Process
Worksite Easier.

Producer facilitates completion of Sold Case package and ensures it 
is In Good Order:

• Offer Letter — no signature required

• Schedule A In fo Request Form — select ERISA or not ERISA

• Master App — ER & PR signature required

• Group Case Set Up Form — PR/ER completes

• Producer Statement lists all producers participating in
enrollment with applicable splits — PR signature required

• Employer census

• Support licensing verification for all producers

Producer discusses strategy with MassMutual and Employer  
regarding enrollment conditions, communications, deduction, 
and billing requirements.

Depending on platform timelines may vary for set up.

Producer/Employer/3rd Party sends enrollment applications/file to 
MassMutual In Good Order.

Producer assists in any application issues.

Employer collects premium via payroll deductions and sends 
premium received with allocation to MassMutual.

Producer assists in any delayed premium/allocation.

Enrollment duration varies at the request of the employer and producer. 
Enrollment end dates after the 15th will push effective date to start of 
subsequent month .

Producer may assist in resolving premium payment discrepancies. 

Receipt and application of premium occurs after certificate issuance.

Commission payment is based upon premium received and applied.
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Sold Case to Enrollment 
9 Business Days

Enrollment Close to First Premium 
45-75 Calendar Days

First Commission Payment 
16-19 Calendar Days
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