Georgia Higher Education Savings Plan

Enrollment Instructions for Existing Account Owners
General Information:

The Georgia Higher Education Savings Plan (GHESP) is Georgia’s Section 529 college savings plan.  Section 529 college savings plans offer employees a tax-advantaged way to save for their children’s (and grandchildren’s) future higher education costs.  

The GHESP has contracted with TIAA-CREF to provide investment services for the program.  TIAA-CREF also provides record-keeping and customer service functions.  

The GHESP allows anyone - a parent, grandparent, relative, or friend - to open an account for a beneficiary.  In fact, this benefit is leading the way in the area of emerging “extended benefits,” enabling companies to address the specific needs of their employees without driving up their overall benefit costs.  Employers, both public and private, around the state have decided to include the GHESP in their employee benefits plan.
House Bill 1118 from the 2004 session of the General Assembly allows state employees to have their GHESP contributions payroll deducted.  The following pages provide detailed information on offering this extended benefit and the employer’s options for submitting employee contributions.

Program Highlights:

· As per federal law, GHESP contributions must be made using after-tax dollars.  Therefore, employers do not have tax reporting requirements.

· Savings in the program grow tax-free, can be spent for higher education tax-free, and depending on filing status contributions may qualify for state income tax deduction for up to $2,000 per beneficiary, per year.

· Employees may establish an account for as little as $15 per pay period.

· Employees may choose among five investment options.

· Unlike their cafeteria benefits, the GHESP is not subject to Section 125 restrictions.  Therefore, enrollment and changes may occur at any time during the year.

· The GHESP is a great complement to the HOPE Scholarship as it can be used to pay higher education expenses that HOPE does not cover, and the GHESP can be used at virtually any post-secondary school in the country and at many schools abroad.

Enrollment:

Existing Accounts:  State employees who have previously opened an account need only complete a State Employee Authorization for Automatic Payroll Deduction or ACH Direct Deposit form. 

Employee Information:

· As the GHESP is an employee driven benefit, the employee is responsible for completing the Account Application(s) and the State Employee Authorization for Automatic Payroll Deduction or ACH Direct Deposit form.  
· The employee is responsible for submitting payroll contribution changes (increases, reductions and terminations).
· The employer is responsible for determining how GHESP contributions are made (i.e. payroll deducted vs. direct deposited).
Employee Steps for Establishing Payroll Deduction or ACH Direct Deposit for EXISTING ACCOUNTS

1. Obtain the appropriate State Employee Authorization for Automatic Payroll Deduction or ACH Direct Deposit form by:

· Downloading the form at www.otfs.ga.gov
· Contacting (404) 463-0000 or (866) 529-9529 (toll-free)

· Visiting Room 1204, West Tower of the Floyd Building (Atlanta)

· Contacting your payroll office

Please note: Do not use the Authorization for Automatic Payroll Deduction form provided in the hardcopy enrollment kit or the authorization form available on-line at the GHESP website.  A special payroll deduction/direct deposit authorization form is required for state employees.

2. Carefully read the State Employee Payroll Deduction Checklist on the State Employee Authorization for Automatic Payroll Deduction or ACH Direct Deposit form.  

3. Complete Section I of the State Employee Authorization for Automatic Payroll Deduction or ACH Direct Deposit, and follow the detailed instructions in the selected box for completing all subsequent Sections.  

4. Contact your benefit coordinator/payroll office to make sure that the employer contact information listed under Section 3 is correct for your agency.  Fill in the total amount to be deducted/deposited from your check each pay period. Note: The minimum is $15 per investment option selected, per pay period.
5. List all beneficiaries and the investment option selected for the beneficiary.  If you have selected multiple investment options for a beneficiary, list the beneficiary multiple times (once for each investment option).  If you need to use multiple authorization forms, please complete all information on each form and staple the forms together before submitting.  

· Write in the applicable investment option selected.

· Circle “yes” if you have selected any new investment options.

· Write in a percentage for each option.  Failure to note this information will delay the opening of your account, as the form must be returned to you.  Note: Percentages must be whole numbers and must total 100.00%. Do not assign dollar amounts.
6. Sign and date your State Employee Authorization for Automatic Payroll Deduction or ACH Direct Deposit form.  Failure to do so will delay the opening of your account, as the form must be returned to you.

7. Make a copy of the State Employee Authorization for Automatic Payroll Deduction or ACH Direct Deposit form for your records.  

8. Mail the original State Employee Authorization for Automatic Payroll Deduction or ACH Direct Deposit to the following address:

Georgia Higher Education Savings Plan

200 Piedmont Avenue, Suite 1204-West

Atlanta, Georgia  30334

9. Note the date you mail your form, as contributions should begin within 30 days of this date.  If the contribution amount noted on your pay stub/voucher does not match the amount requested on the State Employee Authorization for Automatic Payroll Deduction or ACH Direct Deposit form or contributions do not begin within 30 days, please contact your payroll office.  

10. Your pay stub/voucher will reflect contributions made from your payroll.  Additionally, you will receive quarterly and annual statements for each account.  Your account(s) can also be viewed on-line daily by visiting www.GAcollegesavings.com and selecting “account access.”  
Note:  You will need your account number(s) to establish a personal identification number (PIN).  If you need assistance establishing a PIN, please contact the GHESP Customer Service Center toll-free at (877) 424-4377.
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