
         

 

Easy 1-2-3 COBRA Setup Procedures 

 

1.   To Setup an COBRA Plan 

Submit COBRA Abstract/Application 

Submit Additional Documentation Needed for Plan  

 

2.     To Start Enrollment 

Submit completed Active/Takeover Census  

 

3.   You Will Receive a Welcome Letter Once Setup is Complete 

 

 

 

 

Attention: Implementation Will Not Begin until Steps 1 & 2 have been completed 

in their entirety. All fields of the COBRA Abstract must be filled and all Paperwork 

and Documents must be submitted based on COBRA Abstract Choices. 

https://adminamerica.securevdr.com/d-s08df63b32194429a
https://adminamerica.securevdr.com/d-s54643f9ce3f43a0b
https://adminamerica.securevdr.com/d-s2c9bdae22c14ad6a

	Hidden Box 1:  There are TWO tabs on this spreadsheet.For Non-Take Over COBRA Plans:-   Complete the “Current Covered EE Census” tab for        Active Employees on a COBRA-Eligible Plan-   Do Not Complete the “Takeover COBRA Members &      QBs” tab For Take Over COBRA Plans: -   Complete the “Current Covered EE Census” tab for     Active Employees on a COBRA-Eligible Plan -   Complete the “Takeover COBRA Members & QBs”     tab for Qualified Beneficiaries whom have started the     COBRA Process, are Current COBRA Participants, or     Need to be sent a COBRA Special Rights Notice
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