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MNsure New Group Enrollment Process Guide 2015 

 Step 1: Plan(s) Review/Selection 
Select which plan(s) to offer employees. If you’re an employer who doesn’t currently have a 
broker or agent, we strongly encourage you to find one. You can review plans and rates using 
the MNsure SHOP Shopping Tool. No registration or password is needed to use the Shopping 
Tool and you will not be enrolled until you return an application. To get rates, enter:  

• The COUNTY in which the principle business is located 
• The desired COVERAGE EFFECTIVE DATE 
• Employee DATES OF BIRTH  

 Step 2: Employer Application 
Complete the Employer Application and return it by secure email or U.S. Mail. Note: Multiple 
carrier plans can be selected using just one application. 

• Email submission: To request a secure email to which confidential documents can be 
attached, contact SHOP using our web form or request a secure email from 
MNsure_SHOP@state.mn.us. 
Get help in opening a secure email (PDF). 

• U.S. Mail: The employer application may also be mailed to: 

MNsure Operations - SHOP 
P.O. Box 64246 
St. Paul, MN 55164 

Important: All fields, especially those listed below, are required unless noted as “optional.” 
Before submission, ensure all required fields are completed to avoid a possible delay in 
enrollment processing. 

• Annualized wages (reported to the IRS) 
• Eligibility questions (required upon initial enrollment and annually) 
• Reference plan (required when more than one plan is being offered) 

Note: Upon receipt of your application, MNsure SHOP will verify the group’s eligibility to enroll 
through SHOP. If conditional eligibility is approved (i.e., the group is a Minnesota-based single 
employer with no more than the maximum number of allowed employees), an email is returned 
with a summary of health coverage selections and employee enrollment instructions, which 
include a link to the Employee Application. 

Please keep these instructions for future new hires. 

http://www.mnsure.org/help/find-assister/index.jsp
http://www.mnsure.org/employer-employees/enrollment/shopping-tool.jsp
http://www.mnsure.org/employer-employees/forms/
http://www.mnsure.org/employer-employees/contact-shop/index.jsp
mailto:MNsure_SHOP@state.mn.us
http://www.mnsure.org/images/SHOP-open-secure-email-tutorial.pdf
http://www.mnsure.org/employer-employees/enrollment/reference-plan.jsp
http://www.mnsure.org/employer-employees/forms/
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 Step 3: Employee Applications 
If needed, brokers or agents can assist employees with making selections. Collect all completed 
employee applications and return them by secure email or U.S. mail to MNsure SHOP. 

• Important: All fields, especially those listed below, are required unless noted as 
“optional.” Before submission, ensure all required fields are completed to avoid a 
possible delay in enrollment processing. 

o Who is your employer? (top of page one of the employee application) 
o Hire date (field 22) 
o Annualized wages (field 25; must be reported to the IRS) 
o Member of a federally recognized tribe (field 28; if yes, provide tribal name and 

number) 
o Tobacco use (field 29) 
o If choosing Medica Elect or Medica Essential, provide a Primary Care Clinic 

(bottom of page 3). 

• If the employee is waiving coverage, answer all the questions on Step 6 (page 5). This 
includes: 

o I do not want health coverage from this employer. 
o Do you have another source of health coverage? 
o If yes, what type? 

• Ensure all applications are dated and signed and that all applicable pages are returned: 
o Enrolling with medical only: pages 1, 2, 3 and 5 
o Enrolling with medical and dental: pages 1-5 
o Waiving: page 5 only 

• Upon receipt of employee applications, final eligibility is determined. This requires at 
least a 75% participation rate and a minimum 50% contribution rate. There is a special 
enrollment period from 11/15 through 12/15 during which a small group can enroll and 
the minimum participation and contribution requirements are waived. To be eligible for a 
tax credit, the employer must contribute a minimum of 50% towards the employee 
premium. 

Invoice Payment 
MNsure will send the employer an electronic invoice that can be paid electronically by e-check 
or credit card. Get information on making an electronic payment (PDF). Please contact MNsure 
SHOP at MNsure_SHOP@state.mn.us if electronic payment is not an option. Ongoing invoices 
are sent around the 5th of each month for the next month. Payment must be received by the 25th 
of the month in which the invoice was sent.  

Coverage Changes and Enrolling New Hires 

Please see instructions and forms. 

Contact SHOP 
Call 1-844-520-8695, prompt #3 or email MNsure_SHOP@state.mn.us. 

https://www.medica.com/find-a-doctor/group/medica-elect
https://www.medica.com/find-a-doctor/group/medica-essential
http://payments.dhs.state.mn.us/
http://www.mnsure.org/images/SHOP-online-payment-tutorial.pdf
mailto:MNsure_SHOP@state.mn.us
http://www.mnsure.org/employer-employees/changing-coverage/
mailto:MNsure_SHOP@state.mn.us
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