Payment Remittance Documentation for Fund

| Things to Help Us — Help You |
1:

Products and Services

If you opt to include your internal file reference number on the check, please ensure that it matches the file reference number on the Fund

invoice. Your file reference number may apply to a branch product inveice, an ATIDS inveice and a policy invoice; therefore, it will be difficult for
our staff to discern where to apply the payment.

2. Please ensure that the check is correctly filled out and signed to avoid any delays in application of payment

a When sending in a check for paymaeant, please include the remittance information. It is important to note that providing your member number
on the check is not sufficient information for proper application of payment.

Payments from tha
Monthly Billing
Statement

Payment of a Single
Fund Invoice

Payment of Multiple ™~.,
Invoices

Where Money being
Paid is to be Applied?

_ _ _ _ _plinclude a copy of the summary on the first page and include notes to specify how the check amount ties to that

summary

Attach a copy of the invoice, write the Fund invoice number on the check and if the check amount is different than
the invoice amount — indicate the reason

ak: Attach copies of the invoices or attach a paper with all the invoices to be paid and if the check amount is different

than the invoice amount — indicate the reason

gl For all payments — if the amount of the check being submitted is greater than the amount shown on the invoice,

indicate where the difference is to be applied

To place parmanent payment remittance an your aceount, contact Revenue Operations and Customer Service at 800-
1275-2843 (Note: you will be asked to provide this request in writing). This will allow overages to be applied towards

the oldest invoices that show as open invoices.




