Checklist for Newborns


Items that must be done within 30 days of the birth:

· Add your child to your health, dental and vision insurances, this must be done within 30 days of the birth.  If you do not add to your insurance coverage within 30 days of the birth, you will need to wait until open enrollment or another qualifying event.  Please contact Personnel for application forms.

· Electing to participate in, or changing your annual election amount, for the Flexible Spending Account (Section 125 plan).  If you do not currently participate, this is a qualifying event where you can elect to participate.  Information regarding the Flex Plan is available in the Benefit Section.

Please contact Personnel for additional information.



Items that can be done at any time:

· Changing the number of tax exemptions on your W-4.  Federal and state withholding forms are available in the Payroll Section.

· Changing the amount of life insurance coverage.  Please contact Personnel for additional information.

· Beneficiary designation for retirement and/or life insurance.  The form is available in the Payroll Form section.  Please return directly to the address on the form. 

