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We are pleased to announce that Human Resources Administration has created new electronic 
enrollment forms in Adobe Portable Document Format (PDF) to assist campuses in the on-
going administration and enrollment of various employee benefits programs. For ease of 
processing, the new documents were designed with the following components:  
 

• A “Fill and Print” component that allows the user to complete required fields on the 
enrollment form via a computer, and subsequently print it for signature.   

• A “Drop Down” List of choices, which allows the user to choose the appropriate 
employee category, permitting event code and organization code, where appropriate.  

• A “RESET” button at the top of each form, which allows the user to clear all text from 
the document.  

 
A list of the available documents (see attached) is provided below: 
 

• Health Care and Dependent Care Reimbursement Account (HCRA/DCRA) 
Enrollment Form 

• HCRA Direct Pay Enrollment Form For COBRA and Leave Without Pay 
• FlexCash Enrollment Form  
• Miscellaneous Benefits Enrollment Authorization Form 
 

For convenience purposes, these documents will be provided directly to each campus Benefits 
Representative as an electronic attachment.  In order to complete these documents via 
computer, Adobe Reader must be installed.  This program can be downloaded by accessing 
the following link at: http://www.adobe.com/products/acrobat/readstep2.html. 
   
Questions regarding this technical letter may be directed to Michelle Hamilton at (562) 951-
4413.  This technical letter is also available on the Human Resources Administration’s web 
site at http://www.calstate.edu/HRAdm/memos.shtml. 
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