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KAISER – INSTRUCTIONS FOR COMPLETING THE KAISER ENROLLMENT FORM
1. You do not need to provide your hire date. Do NOT fill in the Medical Group Number and Enrollment Unit cells.
2. Type your personal information in section B ensuring that every field is complete. (You do not need to insert your Kaiser Medical Record Number (MRN), Ethnicity or Preferred Language.) 
3. Type personal information for any dependents enrolling on the plan into section C. of the form (MRNs not necessary).
4. Print the completed form, sign, and date it, and submit it to CVESD Risk Management by November 13.
5. If you are enrolling dependents, you will be required to submit supporting documentation. Although you may wait to provide the documentation until SISC conducts a dependent eligibility verification audit in January, it is highly recommended that the documentation be submitted to Risk Management with your enrollment form.
a. Spouse: Photocopy of the front page of your most recent income tax return through block 6, indicating married status. Please hide all financial information beginning in block 7. Also, you may hide the first 5 digits of each person’s Social Security number.
b. Registered Domestic Partner: Photocopy of your Declaration of Domestic Partnership filed with the Secretary of State.  
c. Child(ren):  Photocopy of the Birth Certificate or Hospital Certificate. 
d. Adopted Children or Legal Guardianship: Photocopies of court documents showing legal responsibility for the children.  Children covered due to legal guardianship are eligible up to age 18 only.
e. Children Over Age 26 Incapable of Self-Support Due to Disability: Photocopy of Birth Certificate, Physician’s Certification of disabling condition and the same tax form as described for spouses in 5.a., above. (Contact Risk Management for further details).
6. Submit the completed enrollment form to CVESD Risk Management no later than November 13, 2015 at 6:00 p.m.
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