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Dumfries, Virginia 22026  (703) 670-8772 
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New Hire Packet Checklist: 
 

**Please download the files on the list below, complete and email all forms ** 

  

o Employee Handbook 

o Employee Handbook Amendment No.1 

o Corporate Directory 

o Dress Code Policy 

o Employee Application  

o Employee Information  

o JPAS 

o NDA 

o 1-9  

o Notary Public 

o Contractor’s in the Workplace 

o Voluntary Self-Identification Form 

o Invitation to Self-Identify for Covered Veterans 

o Pay Dates 

o Federal Holidays 

o Direct Deposit 

o PROCAS Packet 

o Timesheet Preparation  

o Travel Policy 

o Security SOP 

o Foreign Travel Policy 

o W-4 

o State form  

o Summary of Current Benefits  
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Aetna (Dental) 

o Aetna Virginia Small Group Business (2-50 Eligible Employees) Employee Enrollment/ Change 

Form 

o Aetna Dental Brochure Page 1 and 2 

o Aetna Dental Summary of Benefits  

o Late Entrant Information  

 

Anthem (Health) 

o Anthem Employee Enrollment Application for 51-99 Employees Small Group Virginia 

o Anthem Express Scripts Home Delivery Pharmacy Order Form 

o Anthem BlueCross BlueShield Brochure 

o Anthem Summary of Benefits Coverage’s  

 

Humana (Life and Vision) 

o Humana Employee Enrollment Application 

Basic Life and Voluntary Life  

o Evidence of Health Status (Use if purchasing Voluntary Life coverage over $75,000) 

o C3R Voluntary Life and Accidental Death and Dismemberment( AD&D) Brochure 

o Voluntary Life Plan Summary 

o Voluntary/ Supplemental Group Term Life 

      Vision  

o C3R Vision Care Plan Brochure  

o Humana Vision Care Summary  

o Humana Vision Care Pricing List  
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Health and Welfare Notifications  

o Wrap_Summary Plan Description Document 

o Welfare Plan Wrap SPD_ Acknowledgment Receipt 

o ERISA Notice Packet 

o Exchange Notice  

o Medicare Part D notices 

o Notice for Patient Protections  

    

Flexible Spending Account (FSA): 

o Section 125 Flexible Spending Account Employee  Enrollment Information Brochure 

o Summary Plan Description 

o Summary of Material Modification  

       

 

401(k) Profit Sharing Plan & Trust  

o Welcome Letters 

o 2018 Contribution Limits  

o Online Enrollment Instructions 

o Interactive Voice Response System instructions 

o Internet Access instructions 

o Save with a Purpose 

o Retirement Ready- anytime, anywhere  

o To Roth or Not to Roth 

o Enrollment/ Wavier form( decline enrollment ONLY) 

o Plan Fee Disclosure Information  

o Summary Plan Description 

o Concord Crossroads LLC 401(k) PS Plan & Trust Brochure  
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