
Checklist for change in marital status:


· Notify Personnel of the change in marital status, and any change of address and telephone number(s),

· Notify Personnel of any change in your emergency contact person(s).  Please include the name, relationship and 2 telephone numbers for each emergency contact.

· Changing your W-4 for tax withholding.  You can have different federal and state withholding exemptions.  Both forms are available in the Payroll section.

· Changing your medical, dental and vision insurance coverage.  All changes must be completed within 30 days of the event.  Please contact Personnel for enrollment forms.

There is an annual open enrollment option if you do not elect coverage within the 30 days.  If you do not elect coverage, there are qualifying events that would allow you to elect coverage other than at the annual open enrollment.  Please call Personnel for further information.

· Electing to participate or change your annual amount in the Section 125 plan (Flexible Spending Account).  This must be done within 30 days of the marriage.  This is where you can use pre-tax dollars to pay non-reimbursable medical expenses, as well as dependent care expenses.

This is an annual election, so you do not have to participate this year to participate next year.

Additional information is available in the Benefit Section.
Please contact HR if you have any questions regarding the Section 125 plan.

· Change your life insurance coverage.  Please contact Personnel for additional information.

· Change the beneficiary for retirement and life insurance.  Form can be found on the intranet in HR forms.

