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Broker New Group Checklist

· Complete Medical/Dental Employer Application(s) (1 per option) – including nature of business & affiliation if applicable

· Physical location (PO Box unacceptable) 
· Correspondent, person who signed certification, check or who signed employer application must be shown on certification
· Check (if address or name on check differs from employer application explanation needed)

· New Jersey Small Employer Certification form

· Waiver Form(s)/Refusal form

· Most recent prior carrier bill (itemized)

· Complete Employee Application

· Primary Care Physician (for Managed Care Products) 

· Quote & Benefits must match  - including underwriting pages

· Recent WR30 or applicable tax documentation
· Marriage certificate when last name differs /domestic partner/civil union certification 

· Handicap dependent form 

· Cobra/Tefra/NJ Continuation -  including start date

· All HSA required documents (Discovery document, declaration of understanding & confirmation of HSA funding) 
Conversion Checklist
· Conversion form

· Full quote including census

· All HSA required documents

· Second set of rates if applicable[image: image2.png]
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