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Caution & Use Restriction: These sample documents are for illustrative purposes. The documents are for a
hypothetical employer that has interpreted “gray” areas of law in a manner that fits its risk tolerance. These
sample documents may not be used “as is” for any purpose, but they may be used as a starting point to
develop tailored documents that take into account an employer’s particular plan design, administrative choices,
and risk tolerance. Any other use of these sample documents is strictly prohibited. Nothing contained in this
publication is to be considered as the rendering of legal advice for specific cases, and readers are responsible
for obtaining such advice from their own legal counsel. This publication and the sample documents herein are
intended for educational and informational purposes only.

A. Sample Notices Based On DOL’s 2004 Final COBRA Regulations
1. Guide to Sample Notices . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 11

2. Sample Initial Notice . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 21

3. Sample Initial Notice (Annotated) . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 41

4. Sample Election Notice (18-Month Qualifying Event) . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 71

5. Sample Election Notice (36-Month Qualifying Event) . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 91

6. Sample Election Notice (Annotated) . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 111

7. Sample SPD COBRA Disclosure . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 141

8. Sample Notice Forms for Use By Qualified Beneficiaries and Covered Employees 

a. Sample Notice of Qualifying Event Form . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 161

b. Sample Notice of Disability Form . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 167

c. Sample Notice of Second Qualifying Event Form . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 173

d. Sample Notice of Other Coverage, Medicare Entitlement, or Cessation of Disability Form . . 177

9. Sample Notice of Unavailability of COBRA Coverage . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 201

10. Sample Notice of Termination of COBRA Coverage . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 205

B. Other Sample Notices
1. Sample Employer’s Qualifying Event Notice

a. Guide to Sample Employer’s Qualifying Event Notice . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 211

b. Sample Employer’s Qualifying Event Notice . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 212

2. Sample Trade Act Disclosure

a. Guide to Sample Trade Act Disclosure . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 225

b. Sample Trade Act Disclosure . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 226

3. Notice of Extension of COBRA Coverage Period Due to Second Qualifying Event
(Divorce)

a. Guide to Notice of Extension of COBRA Coverage Period Due to Second Qualifying Event
(Divorce) . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 239

b. Notice of Extension of COBRA Coverage Period Due to Second Qualifying Event
(Divorce) . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 240

© 2009 Thomson Reuters/EBIA 4th Qtr. 2009 ■ Page 1Caution: These sample documents may not be used “as is.”.
See Caution & Use Restriction box on page 1 of this Tab 10.



COBRA: The Developing Law

4. Sample Notice of Change in COBRA Premium

a. Guide to Sample Notice of Change in COBRA Premium . . . . . . . . . . . . . . . . . . . . . . . . . . . . 245

b. Sample Notice of Change in COBRA Premium . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 246

5. Sample Notice of Change in COBRA Premium—Disability Extension 

a. Guide to Sample Notice of Change in COBRA Premium—Disability Extension . . . . . . . . . . 251

b. Sample Notice of Change in COBRA Premium—Disability Extension . . . . . . . . . . . . . . . . . . 252

6. Sample Notice of Conversion Coverage Option (Insured Plan)

a. Guide to Sample Notice of Conversion Coverage Option (Insured Plan) . . . . . . . . . . . . . . . . 255

b. Sample Notice of Conversion Coverage Option (Insured Plan) . . . . . . . . . . . . . . . . . . . . . . . 256

7. Sample Notice of Overdue Premium Payment

a. Guide to Sample Notice of Overdue Premium Payment . . . . . . . . . . . . . . . . . . . . . . . . . . . . 261

b. Sample Notice of Overdue Premium Payment . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 262

8. Sample Notice of Insufficient Premium Payment

a. Guide to Sample Notice of Insufficient Premium Payment . . . . . . . . . . . . . . . . . . . . . . . . . . . 265

b. Sample Notice of Insufficient Premium Payment . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 266

9. Sample USERRA Notice

a. Guide to Sample USERRA Notice . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 325*

b. Sample USERRA Notice . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 327*

10. Sample Notice to Health Care Provider About Individual’s COBRA Status 

a. Guide to Sample Notice to Health Care Provider About Individual’s COBRA Status . . . . . . . 331

b. Sample Notice to Health Care Provider About Individual’s COBRA Status . . . . . . . . . . . . . . 332

C. Sample Expanded Notice Procedures
1. Guide to Sample Expanded Notice Procedures . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 335

2. Sample Expanded Notice Procedures . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 336

D. COBRA Administrative Services Agreement
1. Guide to Sample COBRA Administrative Services Agreement . . . . . . . . . . . . . . . . . . . . . . . 351

2. Sample COBRA Administrative Services Agreement . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 353

E. Model Notices for COBRA Premium Reduction—Annotated
1. Guide to Model Notices for COBRA Premium Reduction . . . . . . . . . . . . . . . . . . . . . . . . . . . 401

2. Model General Notice (Full version)—Annotated . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 403

3. Model General Notice (Abbreviated version)—Annotated . . . . . . . . . . . . . . . . . . . . . . . . . . 417

4. Model Notice in Connection With Extended Election Periods—Annotated . . . . . . . . . . . . . 427

5. Model Alternative Notice—Annotated . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 441

______________________________

[Next Page Is Page 11.]

* Updated item for 4th Qtr. 2009.

Page 2 ■ 4th Qtr. 2009 © 2009 Thomson Reuters/EBIACaution: These sample documents may not be used “as is.”.
See Caution & Use Restriction box on page 1 of this Tab 10.


