
Enrollment and Renewal Process 

 

Employer Renewal Data Sheet - 
must be returned to DHRM by April 1, 
2013. 
 
Open Enrollment Materials 
After DHRM has confirmed your renewal 
information, Open Enrollment materials may 
be ordered based on the benefit plans you 
have selected and your enrollment.  It is 
your responsibility to order the 
appropriate materials using the TLC 
Materials Order Form which should be 
faxed to the number on the form.  DO 
NOT send your order form to the TLC 
offices. The Materials Order Form will be 
available on the TLC website at 
www.thelocalchoice.virginia.gov no later 
than 11 March.  A TLC e-News will be 
emailed to group administrators once the 
Materials Order Form is available.  Please 
allow 7-10 business days for delivery.  
 
Open Enrollment Packages 
Open Enrollment Packages may be ordered 
using the TLC Materials Order Form.  The 
Materials Order Form will be available on 
the TLC website at 
www.thelocalchoice.virginia.gov no later 
than 11 March.  A TLC e-News will be 
emailed to group administrators once the 
Materials Order Form is available.  Please 
allow 7-10 business days for delivery. 
 
 
Member Handbooks & Benefit 
Summaries 
Due to the new health benefits contracts, 
member handbooks will not be available 
until closer to the new plan year effective 
date.  A TLC e-News will be emailed to 
group administrators when the handbooks 
become available. An electronic version of 
the 2012 handbook is available online at 
www.thelocalchoice.virginia.gov/planinfo
/handbooks/keyadvmemberhandbook.p
df and at www.anthem.com/tlc.   
 
 
 
 
 

2013 benefit summaries will be included in 
the enrollment packages or may be ordered 
individually from the Materials Order Form 
(which will be available by 11 March).  New 
2013 benefit summaries should be ordered 
and made available to all your employees.  
The Member Handbook and benefit 
summary constitutes a complete 
description of the benefits, exclusions, 
limitation and reductions under the plan.   
 
Enrollment Forms 
This is not a complete re-enrollment.  
New enrollment forms are necessary only 
for new participants or for changes.  
Please submit these forms at least 30 days 
prior to the July 1 or October 1 effective 
dates.  
 
If an eligible employee declines 
coverage, they must complete the wavier 
section of the Enrollment form. These 
forms do not need to be sent to TLC.  They 
should be retained in your personnel files. 
 
Open Enrollment Meetings 
Open Enrollment meetings are critical to 
allow for employee changes and may be 
held at your convenience between April 
1, 2013 and May 15, 2013, but should not 
exceed 30 days.   School groups 
renewing on October 1 should select 
Open Enrollment dates between July 29, 
2013 and September 10, 2013 for their 
Open Enrollment. Representatives from will 
be available to assist you with your renewal 
enrollment process, but you must contact 
them and make the appropriate scheduling 
arrangements.   
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