
 
 
 

INSTRUCTIONS FOR FILLING OUT ENROLLMENT/CHANGE FORMS 
DURING OPEN ENROLLMENT 

 
 
 

1. Fill in Employee information section. 
 
2. Check reason.  If you are changing to Keystone HMO make sure you put in Keystone 

HMO 15/30 or Keystone HMO 20/40. 
 
3. Check marital status and coverage choice. 
 
4. If you are switching to Keystone HMO 15/30 or Keystone HMO 20/40, you must fill in the 

primary office number of your doctor.  This is the Keystone HMO Office Primary ID 
Number, NOT THEIR PHONE NUMBER.  You can call your doctor’s office and get 
this number or look it up in the Keystone booklet.  The list of Keystone doctors is 
available at www.ibx.com. 

 
5. Sign and date the change form and return two (2) copies to the Fund at 1606 Walnut Street, 

Philadelphia, PA 19103 or hand deliver.  NO FAXES PERMITTED.   
  
 Return by December 16, 2011. 




