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* EMPLOYEE’S NAME  

* MONTHLY PREMIUM

* PREMIUM PAID  (FULL MONTH OR 1/2 MONTH AND  THE  AMOUNT)

* PREMIUM COVERED FOR WHICH PAY PERIOD

* CHECK NUMBER OR MONEY ORDER NUMBER

* DATE OF CHECK OR MONEY ORDER 

SELF-PAYMENT TRACKING LOG
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SCENARIO 1
PLEASE TELL US WHAT THREE THINGS ARE 

MISSING ON THIS FORM?



• BENEFITS—New Hire form--Chester Good:

(1) Facility Name is missing

(2) The employee didn’t write his name on the line: I __________ have been 
given the instructions to go online to complete ……….

(3) Missing Policyholder’s Signature and Date



SCENARIO 2
PLEASE TELL US WHAT THREE THINGS ARE 

MISSING ON THIS FORM?



• Public Employees Retirement System (PERS) Enrollment Form: 
Festus Hagen:

• 1st page

(1) Missing Social Security Number

(2) Didn’t mark Gender (Female or Male)

(3) Missing Policyholder’s Signature and Date



SCENARIO 3
PLEASE TELL US WHAT THREE THINGS ARE 

MISSING ON THIS FORM?



• 2nd page—Beneficiary page

(1) Missing Social Security Number for Kitty 

(2) Missing Social Security Number for Festus 

(3) Both Signature dates must be the same



SCENARIO 4  
PLEASE TELL US WHAT THREE THINGS ARE 

MISSING ON THIS FORM?



WV Retirement Plus—Louie Pheeters

(1) Didn’t mark the top (Appropriate Transaction)

(2) Missing Social Security Number

(3) Missing Policyholder’s Signature and Date

ANSWER



SCENARIO 5  
PLEASE TELL US WHAT FIVE THINGS ARE MISSING 

ON THIS FORM?



• PEIA Basic Life-Enrollment Form—Matt Dillon:

(1) Didn’t mark Gender (Female or Male)

(2) Date of Birth is Missing (DOB)

(3) Didn’t fill in Tobacco Affidavit

(4) Didn’t complete the IRS 125 Premium Conversion Plan

(5) Missing Policy Holder’s Signature and Date



SCENARIO 6 

PLEASE TELL US WHAT FOUR THINGS ARE 
MISSING ON THIS FORM?



PEIA Health Benefits Enrollment Form--Matt Dillon

(1) Didn’t mark Gender (Female or Male)

(2) Coverage Plan is not selected

(3) Didn’t fill in Tobacco Affidavit

(4) Didn’t mark the Acceptance



SCENARIO 7
PLEASE TELL US WHAT SIX THINGS ARE MISSING 

ON THIS FORM?



ANSWER
FBMC -Mt. Flex form---Matt Dillon

(1) Missing Social Security Number

(2) Missing email address

(3) Didn’t mark type of Enrollment

(4) Street Address is missing

(5) Didn’t select which option for dental or vision

(6) Missing Policy Holder’s Signature and Date



SCENARIO 8 PAGE 1
PLEASE TELL US WHAT THREE THINGS ARE 

MISSING ON THIS FORM?



PEIA Change In Status Form---Matt Dillon

1st page

(1) Missing Gender (Female or Male)

(2) Box not checked to add dependent

(3) Missing Kitty’s Social Security Number



SCENARIO 8 PAGE 2      
PLEASE TELL US WHAT THREE THINGS ARE MISSING 

ON THIS FORM?



PEIA Change In Status Form---Matt Dillon

2nd page

(1) Didn’t fill out the Tobacco Affidavit

(2) Didn‘t mark the Acceptance

(3) Missing Policyholder’s Signature and Date
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