
Whether at home, at work or on the road, we are constantly trying to find more time. This race against the clock is often the source of 
worry, fatigue, frustration, but most of all, stress. 

In our society, time management is a major concern for most people. This is why we have prepared a special file on the subject. In order  
to make it easier to read, this file will be spread over four editions of the Infobulletin, and will provide three tips per edition. We hope  
that these tips will help you and your plan members save time. 

To begin, here are three easy ways to help you save time: 

1. Prioritize your tasks 

Are you familiar with the Eisenhower Matrix? It allows you to 
categorize your tasks into four quadrants, making it easier to 
prioritize them. If you apply this principle consistently, you will  
be surprised by the positive results. Try it and use it every day!  

2. Focus on one task at a time

How many times per day do you stop one task to begin another 
then go back to the first task? It’s a real time waster. Have you 
begun a step in a project? Complete it before moving on to the 
next step or on to another project. You will waste less time trying 
to refocus on your project and save precious minutes.

3. Plan your day 

Have you ever forgotten about an event or gotten the dates 
wrong? Planning is a good way to battle oversights and 
inefficiency.  Take a few minutes at the end of your day to plan 
the next day. This will allow you to be prepared and, more 
importantly, clear your mind. 

Backward planning is a very useful method for working on your 
priority projects and avoiding last-minute stress. For example, if 
your project deadline is a Monday, by using backward planning, 
you will see that Saturday and Sunday are weekend days and that 
your project must therefore be completed by the Friday before. 
This will help you to better identify the tasks to be completed 
each day and make sure your project comes in on time.  

We wish to remind you that iA Financial Group offers an employee 
assistance program (EAP), an interesting addition to your group 
insurance plan. The EAP encompasses a wide range of support 
services, including stress and time management. It provides you 
and your plan members confidential access to professional 
resources and assistance to cope with stress, professional issues 
and personal and family problems.

Sources (French only):

“Travail : dix conseils pour bien gérer son temps”, Elle, January 2012
“Gagnez 1 heure par jour en 20 actions simples”, JDN, September 2014
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Reminder: Sound management  
of your group insurance plan
With regular activities picking up after the lull of summer holidays, 
are you worried about the scope of the tasks that await you?

Trying to get back to a normal pace, carrying out your projects and 
performing the administrative tasks related to your group 
insurance plan can be daunting. 

Here are a few tips to help you with your daily plan administration 
tasks:

Take advantage of My Client Space, our secure website

My Client Space is a practical, user-friendly website that allows you 
to effectively manage your plan in one location. It allows you to:  

–     Enrol new plan members and their dependents online

–  Make changes to coverage

–  Perform mass salary changes

–  Review and print monthly premium statements

–  Obtain various reports 

–  View contracts, endorsements and booklets 

–  Take advantage of other convenient features

Direct plan members to My Client Space and iA Mobile  

Plan members can go to iA Mobile and My Client Space to view 
their group insurance card, sign up for direct deposit, track their 
most recent claims and submit claims online1. In My Client Space, 
plan members can also view information about their coverage, 
consult their insurance booklet, access personalized claim forms, 
obtain a list of submitted and paid claims for their income tax 
return, and more. 

The more independent your plan members become, the more 
time you save! 

Update your plan members’ salaries 

Always remember to inform us of changes to your plan members’ 
salaries as soon as possible. Omitting to properly report salary 
increases will result in death benefit payments and short- and 
long-term disability benefit payments being lower than they should 
be. You will also avoid the back-and-forth of having to correct the 
situation.

Review your invoice and sign up for pre-authorized  
debit to pay your premiums  

It is important to periodically review your invoice to ensure that 
your employees are properly enroled for the correct level of 
coverage. iA Financial Group offers you the possibility of paying 
your monthly premium via pre-authorized debit. This method 
guarantees timely payments, reduces paperwork, eliminates 
delays and helps you save on mailing costs. To sign up for 
pre-authorized debit, use form F54-863A, Policyholder  
Pre-authorized Debit Agreement (PAD), which can be found on  
our website at ia.ca/business/forms, under Administration – Forms 
and Return Envelopes.

Advise us of situations of disability as soon as you are 
informed 

By informing us as new disability cases occur, you will reduce the 
number of dissatisfied plan members to be managed.

Follow the standard process for submitting the Enrolment 
Request (F54-018A), Change Request (F54-070A) and 
Appointment or Change of Beneficiary (F54-887A) forms

If you use My Client Space to enrol your plan members and to 
update their information, there is no need to send us the forms for 
enrolment requests, change requests or appointment or change  
of beneficiaries. Please retain the originals for your records.

If you do not use My Client Space, please submit copies of the 
forms and retain the originals.

Encourage electronic communication   

Feel free to ask your plan members to submit their requests by 
email and respond to them by email. By doing so, you will have a 
written record of the entire discussion, which will be useful in the 
event of a misunderstanding or confusion.

Inform plan members of available optional coverage and 
conversion options 

A plan member who wishes to enhance his or her group insurance 
can benefit from additional optional coverage options. Conversely, a 
plan member who leaves the company or association has the right 
to convert his or her group insurance plan into individual insurance.  
In both cases, make sure that plan members know what options 
are available to them. 

1  If this service is offered under your plan.
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2016  
Sanofi Canada 

Healthcare 
Survey

Here are a few findings from the recent Sanofi Canada1  
Healthcare Survey:

Benefits 

Based on this year’s survey results, two categories of benefits 
stand out: prescription drugs and basic dental care. In fact, a high 
percentage of the plan members surveyed rated these two 
categories of coverage “excellent” or “very good”. Sixty percent 
(60%) of plan members gave scores of “excellent” or “very good” 
for coverage of prescription drugs, and 53% gave the same scores 
for basic dental care coverage. This is good news, as plan members 
consider these to be the two most important categories of coverage: 
94% indicate that drug plans are “very important” or “somewhat 
important”, and 93% say the same of basic dental care coverage.  

Chronic illnesses

More than half of the plan members surveyed (59%) indicate that 
they had at least one chronic condition. Of this number, 38% say their 
chronic condition has made them miss work or has made it harder for 
them to do their job. Fortunately, 70% of the plan sponsors surveyed 
would “like a better understanding of the burden of chronic disease in 
their workplace”, and 84% of plan members surveyed said they 
“strongly agree” or “somewhat agree” to “know more about their 
conditions and treatments”.  

Making health a priority

Plan sponsors face certain 
obstacles when it comes to 
offering coverage options 
within a healthcare plan. 
According to them, the lack  
of financing is the most 
important factor. The plan 
sponsors surveyed state that, 
if these obstacles did not exist, 
they would modify their 
healthcare plan to “prevent 
illness” (36%) and “support 
chronic disease management” 
(31%). Fifty-eight percent 
(58%) of plan members 
surveyed would consent to 
receive health-related 
information, based on their 
personal claims data, from 
their benefits provider, as 
shown in the chart.  

For the full electronic version of the Sanofi Canada Healthcare 
Survey, visit www.sanofi.ca

1  Sanofi Canada is the Canadian affiliate of Sanofi, one of the world’s leading 
health care companies.

Permission granted
 Plan members who would consent 

to receiving health-related 
information from their benefit plan’s 
provider based on their personal 
claims data

 Plan members who would not 
consent 

 Plan members who are unsure 
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BASE: All plan members (n =1,500)
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Health  
capsule

Every day, we experience and store several negative emotions. 

Did you know that in just five minutes, you can help free your body 
and spirit of these intense emotions?

How? Through deep breathing, also called cardiac coherence 
exercise. In fact, doing this deep-breathing exercise can help you 
let go and refocus.

Suggested exercise:

–     Find a quiet location

–     Sit comfortably 

–     Let your arms drop to your sides

–     Relax your other muscles (as much as possible)

–     Roll your shoulders back and open up your chest 

–     Breathe in slowly through your nose for five seconds  
(feel your chest fill with air starting at the bottom)

–     Hold your breath for one to two seconds

–     Breathe out slowly through your nose for five seconds  
(feel your chest slowly deflate) 

–     Repeat the sequence 30 times

And you’re done!

There are also many videos available online to help you with this 
exercise. Simply enter “cardiac coherence” in your search and 
you’ll find a multitude of options. These videos contain relaxing 
music, a peaceful visual and simple instructions to guide you. 
Choose the video that suits you the most.  

The benefits of deep breathing are instantaneous. Your heart 
beat slows, your stress level is lowered, your focus is improved 
and your energy level increases. 

For even better results, repeat the exercise twice a day (early in 
the day) for 15 days, then any time you feel the need. 

Deep breathing is a simple way for you to create your well-being, 
at any time.  

Health and 
dental claimants

Responses: 
407 complete
47% “very satisfied” 
and 44% “satisfied”

Very 
satisfiedSatisfied

Plan  
administrators

Responses:  
198 complete

38% “very satisfied”  
and 59% “satisfied”

Very 
satisfied

Satisfied

Overall satisfaction  
with our  
services

iA Financial Group is a business name and trademark of  
Industrial Alliance Insurance and Financial Services Inc. ia.ca
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About iA Financial Group
iA Financial Group is a life and health insurance company that offers a wide range of insurance and financial services products. The fourth largest life and health insurance company in 
Canada, iA Financial Group is at the head of a large financial group that operates in all regions of Canada and in the United States. It contributes to the financial well-being of more than  
four million Canadians and manages and administers $121.9 billion in assets.

The Infobulletin is also available on our website at ia.ca/business/group-insurance/administer-your-plan/infobulletins.


