
*Questions about specific services should be directed to your health insurance carrier. To contact your carrier please refer to the number listed on the back of your member identification card.

Covered California complies with applicable Federal civil rights laws and does not discriminate on the basis of race, color, national origin, age, disability, or sex. ATENCIÓN: si habla 
espaÓol, tiene a su disposiciÓn servicios gratuitos de asistencia lingÓÓstica. Llame al 1-855-777-6782 (TTY: 1-888-889-4500). 注意：如果Ó使用繁體中文，Ó可以免費獲得語言援助服務。
請致電 1-855-777-6782（TTY 1-888-889-4500)  

CCSB OPEN  
ENROLLMENT 
CHECKLIST

Pre-Enrollment Planning   

 Decide on what changes you will make to your benefit offerings before the open enrollment period begins 
in order to avoid rushing at the last minute.

 Create a list of any new changes to the plans offered and communicate these changes to employees so 
that they have time to evaluate, ask questions and decide on the best plan to fit their needs.

 Schedule meetings with employees to review coverage options and changes. If you are satisfied with your 
current offerings and have no changes to apply, then log into the MyCCSB portal and renew as-is.

Enrollment Period - Provide the following enrollment materials to your employees:    

 Communicate open enrollment deadline.

 Schedule open enrollment meetings with your employees to discuss specific plan changes and rates.

 Log into the MyCCSB portal and make new selctions for the upcoming plan year.
 

Post-Enrollment Period -  Be sure to…

 Review invoice to ensure all employee plan information matches your plan selection.

 Follow up with employees to confirm that they have received their ID cards.

 If you or your employees have any questions, please contact your CCSB Agent or customer service at 
 (877) 453-9198.

Covered California for Small Business (CCSB) is dedicated to 
providing you with resources that will help you get the most 
out of your health plan. Here is a checklist to help you prepare 
for a successful open enrollment period.

CCSB-O&E-Checklist-101719

CoveredC A .com/For SmallBusiness


