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Welcome
At Sample Company it’s our employees who make the difference in our success. That’s why, each year, you
have the opportunity to choose from a variety of benefits that can make a real difference in your life. We offer
a broad range of benefits, including health care, life insurance, disability insurance, and much more. You can
customize a benefits program that’s exactly right for your personal situation.
This guide provides a summary of your benefit options. Please review it carefully and make your elections
before the deadline. All elections you make during the Open Enrollment period will be effective on XX. No
changes will be allowed at any other time unless you have a Qualified Life Event (such as a birth, death, divorce,
marriage, etc.).
If you have any questions about your benefits choices or about how to enroll, please reach out to get the
answers you need. Then you’ll be sure to have the benefits you need for the year ahead.
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Eligibility
If you work at least 30 hours per week, you are eligible for benefits. Most of your benefits are effective
on the first day of the month following your date of hire. You may also enroll your eligible dependents for
coverage. This includes the following:
 Your legal spouse or qualified domestic partner
 Children under the age of 26, regardless of student, dependency or marital status
 Children who are past the age of 26 and are fully dependent on you for support due to a mental or
physical disability, and who are indicated as such on your federal tax return

Qualified Life Events
Generally, you may only change your benefit elections during the Open Enrollment period. However,
since life happens, you also may change your benefit elections during the year if you experience a
Qualified Life Event.
Qualified Life Event
Change in marital
status

Change in number
of dependents

Change in employment

Documentation Needed
Marriage

Copy of marriage certificate

Divorce/Legal Separation

Copy of divorce decree

Death

Copy of death certificate

Birth or adoption

Copy of birth certificate or copy of legal adoption papers

Step-child

Copy of birth certificate plus a copy of the marriage certificate between
employee and spouse

Death

Copy of death certificate

Change in your eligibility status
(i.e., full-time to part-time)

Notification of increase or reduction of hours that changes coverage status

Change in spouse’s benefits or
employment status

Notification of spouse’s employment status that results in a loss or
gain of coverage

Changing Benefits After Enrollment
During the year, you cannot make changes to your medical, dental, vision, Health Care or Dependent
Care Flexible Spending Accounts unless you have a Qualified Life Event. If you do not contact Human
Resources within 30 days of the Qualified Life Event, you will have to wait until the next annual Open
Enrollment period to make changes (unless you experience another Qualified Life Event).
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Benefit Costs
Sample Company pays the full cost of many of your benefits. For others, Sample Company and you
share the cost, or you pay the full cost. Pretax means the cost comes out of your pay before taxes are
deducted. After-tax means the cost comes out of your pay after taxes are deducted. The chart below
shows who pays for each benefit and the related tax treatment.
Benefit

Who Pays

Tax Treatment

Medical, Prescription

Sample Company/You

Pretax

Dental

Sample Company/You

Pretax

Vision

Sample Company/You

Pretax

Sample Company

N/A

You

After-tax

Sample Company

N/A

Voluntary Long-Term Disability

You

After-tax

Flexible Spending Accounts

You

Pretax

Sample Company/You

Pretax or After-tax

Sample Company

N/A

You

After-tax

Basic Life and Accidental Death & Dismemberment
(AD&D) Insurance
Voluntary Life and Accidental Death & Dismemberment
(AD&D) Insurance
Disability Coverage

401(k) Retirement Savings Plan
Employee Assistance Plan
Additional Voluntary Benefits
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