Have you moved lately?  Have you gotten married?  Have you gotten divorced?  Has your spouse lost insurance coverage at his/her job?  Have you had a new child?  Have you adopted a child? 
All of these are important questions to which HR would like to know the answers.  All of these are changes that require you to contact the HR department to complete new forms and/or submit the change information in writing, specifically these items below:
 
         MOVED – HR requires written notification of any new address, whether a handwritten note with your name and complete new address (as well as any new phone numbers) or via E-mail.  Should you resign from Cumberland Heights, remember that it is just as important to ensure HR has a current mailing address after you leave for the purpose of IRS/W2 and COBRA mailings.
         NEWLY MARRIED – HR requires notification of any changes in marital status.  If you are changing your name due to marriage, you must provide a social security card with the name change as well as completing a new W4 form.  HR will not issue a new nametag without the completed and signed W4 form. HR will not make any changes in HR/Payroll system without a social security card with the name change. Getting married is a qualifying event for any changes in insurance/medical coverage.  You may contact HR to discuss options regarding insurance/medical coverage.
         RECENTLY DIVORCED – HR requires notification of any changes in marital status.  If you have recently divorced, you will need to complete a new W4.  Divorce is a qualifying event for any changes in insurance/medical coverage.  You may contact HR to discuss options regarding insurance/medical coverage.
         LOSS OF SPOUSE’S INSURANCE COVERAGE – Loss of insurance coverage is a qualifying event for any changes in insurance/medical coverage.  You may contact HR to discuss options regarding insurance/medical coverage.
         BIRTH OR ADOPTION OF A CHILD – Having a new child or adopting a child are qualifying events for any changes in insurance/medical coverage.  You may contact HR to discuss options regarding insurance/medical coverage.
 After the annual enrollment period ends, you cannot make changes to your coverage for the plan year unless you experience a qualified change in family status or a Life Event, such as:
· Loss or gain of coverage through your spouse’s Employer Plan

· Loss of eligibility of a covered dependent

· Death of your covered spouse or child

· Birth or adoption of a child

· Marriage, divorce or legal separation or annulment

· Or other qualified event according to IRS or DOL regulations.

You have 30 days from the date of a Life Event to make change to your current election.  If you do not notify Susan Newkirk or Bette White and submit the appropriate change forms within 30 days of your qualifying Life Event, the next opportunity for changing benefit elections will be the next scheduled annual enrollment period.  The current Benefit year is January 1 through December 31, 2010 with open enrollment anticipated to be held in October/November for 2011 elections.  

 
Please note that all notifications must be in writing and submitted to HR – Attn: Bette White or Carroll Bagwell or both.  Blank W4 forms are available on the Intranet under Human Resources/Forms for changes in reporting marital status.  
 
If you have questions regarding any other changes, please make sure to give Susan, Bette or Carroll a call.  Thank you.
