Qualifying Life Event Required Supporting Documentation

QUICK REFERENCE GUIDE
Change Reason/Life Event Type Required Documentation SHARED04
Employee: Birth/Adoption Biological Child:
Retiree: Birth/Adoption o Copy of child’s official state birth certificate with name of employee listed as child’s parent.

** Official birth certificate required within 60 days

Adopted Child:
Pending Adoption:

¢ Notice of placement for adoption on adoption agency letterhead or copy of court order placing child pending final
adoption.
Final Adoption:

o Copy of final adoption decree signed by a judge or a state-issued birth certificate showing employee as parent

Stepchild:

o Copy of child’s official birth certificate with name of spouse of employee listed as child’s parent
o Copy of employee’s official marriage certificate signed by Clerk of the Court, Registrar, etc

. . To Reduce the Annual Amount:
Employee: Change in Dependent Daycare o Letter from the daycare provider on letterhead indicating a reduction in rate or a reduction in hours with

the effective date of the change.
To Increase the Annual Amount:

e Letter from the daycare provider on letterhead indicating an increase in rate or an increase in hours with the
effective date of the change.

To Cancel:
o |etter from the daycare provider on letterhead indicating the last day the dependent attended the daycare.
Employee: Child Support Order Copy of child support order
Retiree: Child Support Order
Employee: Death of Dependent Death certificate

Retiree: Death of Dependent




Change Reason/Life Event Type

Required Documentation

Employee: Dependent Arriving in US
Retiree: Dependent Arriving in US

In addition to the documentation required to show proof of relationship, a copy of the passport with the arrival
date indicated or a copy of 1-94, along with proof of residence in USA.

For children:

* One of the following — letter from school, daycare provider or pediatrician on letterhead indicating address on file,
driver's license/identification card, or lease agreement.

For spouse:

+ One of the following — driver’s license/identification card, mortgage/lease agreement, letter from employer on
letterhead indicating address on file.

Employee: Dependent Leaving US
Retiree: Dependent Leaving US

Copy of travel itinerary and one of the following to support a change in residence outside of the USA:

» Copy of Lease agreement or mortgage.
* Letter from employer on letterhead indicating permanent address on file.
» For children - letter from school/daycare on letterhead indicating permanent address on file.

Employee: Divorce Retiree: Divorce

Divorce decree

Employee: Gains Coverage Elsewhere
Retiree: Gains Coverage Elsewhere

Letter from other employer (on company letterhead) or the insurance provider. The letter must list the names of
your covered dependents and the effective date of the new coverage.

Employee: Legal Guardianship
Retiree: Legal Guardianship

Copy of Legal Ward/Testamentary court document, signed by a judge and proof of legal residency.

Employee: Loses Coverage Elsewhere
Retiree: Loses Coverage Elsewhere

Letter from previous employer (on company letterhead) or the insurance provider. The letter must list the names
of your covered dependents*, the effective date of the loss of coverage, and reason for the loss.
*Proof of relationship: certified marriage certificate and/or certified birth certificate

Employee: Marriage
Retiree: Marriage

Official State marriage certificate (must be a certified copy and dated by the appropriate State or County official after
the date of marriage, such as the Clerk of Court).







Accessibility Report





		Filename: 

		Qualifying Life Event Support Documentation.pdf









		Report created by: 

		



		Organization: 

		







[Enter personal and organization information through the Preferences > Identity dialog.]



Summary



The checker found no problems in this document.





		Needs manual check: 0



		Passed manually: 2



		Failed manually: 0



		Skipped: 1



		Passed: 29



		Failed: 0







Detailed Report





		Document





		Rule Name		Status		Description



		Accessibility permission flag		Passed		Accessibility permission flag must be set



		Image-only PDF		Passed		Document is not image-only PDF



		Tagged PDF		Passed		Document is tagged PDF



		Logical Reading Order		Passed manually		Document structure provides a logical reading order



		Primary language		Passed		Text language is specified



		Title		Passed		Document title is showing in title bar



		Bookmarks		Passed		Bookmarks are present in large documents



		Color contrast		Passed manually		Document has appropriate color contrast



		Page Content





		Rule Name		Status		Description



		Tagged content		Passed		All page content is tagged



		Tagged annotations		Passed		All annotations are tagged



		Tab order		Passed		Tab order is consistent with structure order



		Character encoding		Passed		Reliable character encoding is provided



		Tagged multimedia		Passed		All multimedia objects are tagged



		Screen flicker		Passed		Page will not cause screen flicker



		Scripts		Passed		No inaccessible scripts



		Timed responses		Passed		Page does not require timed responses



		Navigation links		Passed		Navigation links are not repetitive



		Forms





		Rule Name		Status		Description



		Tagged form fields		Passed		All form fields are tagged



		Field descriptions		Passed		All form fields have description



		Alternate Text





		Rule Name		Status		Description



		Figures alternate text		Passed		Figures require alternate text



		Nested alternate text		Passed		Alternate text that will never be read



		Associated with content		Passed		Alternate text must be associated with some content



		Hides annotation		Passed		Alternate text should not hide annotation



		Other elements alternate text		Passed		Other elements that require alternate text



		Tables





		Rule Name		Status		Description



		Rows		Passed		TR must be a child of Table, THead, TBody, or TFoot



		TH and TD		Passed		TH and TD must be children of TR



		Headers		Passed		Tables should have headers



		Regularity		Passed		Tables must contain the same number of columns in each row and rows in each column



		Summary		Skipped		Tables must have a summary



		Lists





		Rule Name		Status		Description



		List items		Passed		LI must be a child of L



		Lbl and LBody		Passed		Lbl and LBody must be children of LI



		Headings





		Rule Name		Status		Description



		Appropriate nesting		Passed		Appropriate nesting










Back to Top



