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Unemployment 
101 

We are here to assist you!
• MTSUIP was formed as a non-profit, 

self-governed pooled insurance 
program in 1994. We operate as a 
program under the Montana School 
Boards Association (MTSBA)

• We are not State employees. 

• MTSUIP is a member only program 
sponsored by MTSBA and MASBO.  
You must be a member of both 
organizations to participate in MTSUIP

• Only Montana School Districts can 
participate in the MTSUIP Program

• We communicate between our 
Member Districts and the Montana 
State Department of Labor and 
Industry (DOLI) on your behalf
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Why do I want to be a member of MTSUIP?
• You should be a member if you are not! Let Lisa or Laren know if you’d like to look at rates
• We focus exclusively on Montana school districts 
• We are your contacts for all things “unemployment” - every step of the way
• We save you time & make sure you know what you need to be doing
• Better cash flow – MTSUIP membership means your District pays a much lower 

unemployment rate.  Rates are reviewed annually and adjusted appropriately
• Montana Education Law Reporter (MELR) access
• In-District 4 hour employment training at no charge to your district ($750 - $1500 value)
• Additional workshops (no charge to MTSUIP Members) “Back to School Legal Primer” in 

August, “HR Training” in February,  “Budget & Finance Workshops” (must also be a MASBO 
member) in March & “Hot Topic Employment Training” in April

• Claims advice & access to MTSBA attorneys who are experts in Montana school legal 
issues.  Assistance with appeals, hearing preparation & representation

• Visit our website at https://mtsuip.org
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https://mtsuip.org/


Annual Rate and ECR Notice
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New rates are effective July 1st of 
each year for the upcoming fiscal 
year 

Remember you MUST change 
the rate in your payroll software 
each year

At times, the MTSUIP Board of 
Directors may issue a credit 
towards premiums known as an 
ECR or Excess Contribution 
Refund



Quarterly Reporting 
www.mtsuip.org/quarterlyreporting
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• Timely reporting and payment – due by the 15th of the month after each 
calendar month end (January 15th, April 15th, July 15th, October 15th) 

• Online reporting is required and is the most accurate and secure method 

• Payment must be postmarked by the 15th of the month if mailed

• ACH – optional automated payment is also due by the 15th of the month

• Penalty and interest will be assessed on all late reports/payments 

http://www.mtsuip.org/quarterlyreporting


Quarterly Reporting 
www.mtsuip.org/quarterlyreporting
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There is no sign in 
required for our website.

If you are trying to 
access Online Reporting 
for the first time, you 
must contact Lisa 
Gowen at 406-437-4054 
or by email at 
lgowen@mtsba.org to 
get set up.

http://www.mtsuip.org/quarterlyreporting
mailto:lgowen@mtsba.org


Quarterly Reporting 
www.mtsuip.org/quarterlyreporting
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If you are a new clerk or need detailed instructions, please 
contract Lisa Gowen at 406-437-4054 or lgowen@mtsba.org

Please Note: you 
will only hand enter 
wages that are not 
included in an 
electronic wage 
file.  Otherwise, just 
drop the wage file 
in the box to 
upload

http://www.mtsuip.org/quarterlyreporting


Who can apply for unemployment
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Most often districts will receive UI claims from: 
• Substitutes 
• Coaches 
• Bus Drivers 

However - ANY school district employee can apply 



Claims Process

Filing a Claim
Triggering event (i.e., school 
break, discharged, layoff)
• Call DOLI or file online 
• Initial Claim (8 business 

days to respond) 
• DOLI review/request 

information 

Eligibility
• DOLI Determination        

(8 business days to 
respond) 

• Redetermination             
(8 business days to 
respond) 

Appeal
• Appeal (10 business days 

to respond) 

• Unemployment Insurance 
Appeals Board              
(30 business days to 
respond) 

• District Court 
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Your Unemployment Liability
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UI liability exists on employee wages earned in the past 18 months 
– Base Wage Period (wages earned in the first four of the last five quarters) 

• Maximum Weekly Benefit: $552 up from $510 

• Minimum Weekly Benefit: $163 up from $151 

• Maximum Liability Per Employee = 28 weeks paid benefits ($15,456)

• A claim will remain open for one year with a maximum of 28 weeks of benefits

• Any claim benefits paid are covered by your MTSUIP premium



Available Benefits
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Benefits on approximate annual salaries: 

• $50,000 = $552/week  - $15,456 maximum

• $32,000 = $320/week - $8,960 maximum

• $22,000 = $220/week - $6,160 maximum

Montana State’s
Benefits Estimator

The Unemployment Benefits Estimator is intended to be a 
quick reference for determining your approximate 
potential benefit amounts if you were to file your claim this 
week. Keep in mind that these results are an 
approximation presented for illustration purposes only. This 
estimate is not a guarantee of benefits. (take the annual 
salary and divide it by four to get your quarter wages to 
enter)

https://uid.dli.mt.gov/claimants/benefits-estimator



What is a Base Period
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Benefits paid (by the MTSUIP 
Program with premiums) are 
based on the employee’s 
base period of wages 
earned



Please Respond
• The State of Montana DOLI will send out 

paperwork with information provided by 
the claimant and ask that you, as the 
employer, verify the information 

• Typically, there are up to five documents 
you could receive on each claim 

• You have eight days from the “Mailed 
date” to complete 
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Look at the due date on the Claim Form 
– your eight days may already be up



The Paperwork
Typically, the “Request for 
Information” is is the first form 
you will receive.  

This form is computer 
generated and is always blank
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Mark this “yes” if  you anticipate they 
will return next year – it is not a 
guarantee of  employment 

Options that may 
better

fit a school

Seasonal
Sub – still working

Scheduled School Break
Reduction in Force

If  you have questions, give 
us a call!



Paperwork

Requests from the Department of 
Labor should always be 
addressed to the MTSUIP 
address.

If it is not addressed to MTSUIP at 
863 Great Northern Blvd in  
Helena please contact our office 
immediately

UI 101 - MTSUIP 16

This form is 
INFORMATIONAL only

If  you have any questions 
regarding this form, 
please give us a call



Paperwork
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This is the most 
common form sent by 
MTDOLI

The purpose of  this form 
is to verify the information 
the claimant has provided 
to the State

Correct any information 
you need to and if  you 
have questions give us a 
call!



Paperwork
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NOTICE:  Waive Rights 
as an Interested Party

If  an attorney was 
involved with termination, 
it is good to have them 
involved when answering 
these questions as you do 
not want to open a door 
that has already been 
closed

Again, give us a call 
should you have any 
questions



Paperwork
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“8 Week Form”

This form helps the State 
determine if  your account 
will be charged if  UI 
benefits are paid  

They are looking at the 
four weeks before and the 
four weeks after the 
effective date of  the claim

When Responding:

Provide the State with details 
and documentation

- Attach the contract
- Attach payroll records
- Attach the resignation letter

Always Respond in a timely 
manner and remain an 

“Interested Party” to all claims



Exclusive 
Resources

MTSUIP provides all member districts 
with an exclusive annual subscription 

service only available to MTSUIP 
members . . . the

MELR

Montana Education Law Reporter

24/7 online member resource

UI 101 - MTSUIP

Access the MELR by 
going to 

www.mtsba.org
All forms can be found in the 
“Community” group library

lford@mtsba.org

Lindsay Ford, Office Administrator

http://www.mtsba.org/
mailto:lford@mtsba.org


Thank you!
Please reach out, we are here to help

Laren Carparelli, CPA Lisa Gowen
Program Director UI Tech
406-431-3274 406-437-4054
lcarparelli@mtsba.org lgowen@mtsba.org

MTSUIP, 863 Great Northern Blvd #301, Helena, MT 59601

mailto:lcarparelli@mtsba.org
mailto:lgowen@mtsba.org
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