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	ADDITION CHECK LIST

	REQUIREMENTS

	    • Completed ERS (Endorsement Request Sheet (census template with complete member details) 
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	    • Letter of Confirmation Endorsement (Addition) Request 
	
[image: image3.emf]Letter of  Confirmation v16.01.19.doc



	    • Passport with visa copy, Emirates/Resident ID copy and photo (Jpeg format)

	    • *Undertaking Letter in case(s) of no available documents. Subject for approval.
	
[image: image4.emf]Undertaking Letter  (in case of NIL docs) v09.05.18.docx



	FOR NEWBORN ADDITIONS

	   a. Newborns must be added within 30 days from birth. Backdating is permitted by law up to 7 days from receiving the application form. 

	   b. Any Newborn Addition request received after 30 days must be accompanied by the hospital discharge summary of the child along with the Health Declaration Form, and is subject to underwriting (increased premium loading).

	   c. A Birth Notification copy must be provided for children born in the UAE.

	The Addition of a member(s) to an Individual/Family Plan must be accompanied by a fully completed Application Form and Health Declaration Form, and is subject to underwriting (increased premium loading).
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	Additional Requirements: Dubai (DHA) Compliant Policies for members under Employee or Parent Sponsorship

	    • Labour Card if employed

	    • If employed, Salary Declaration Letter (signed and stamped by the company). Salary should be AED 4,001 and above

	    • Proof of existing medical Insurance under the principal sponsor for persons not to be insured.

	    • Visa copy of the Employee (for the UID number)

	Additional Document Requirements for Abu Dhabi (HAAD) Compliant Policies

	a. For Members who entered the UAE recently the first time 

	    • Entry stamp on the Visa and Passport/E-Gate sticker and exit stamp from home country (if applicable)

	b. For Existing/Members transferring to a new job 

	    • Previous Visa copy (either Residence Visa, Employment Visa, Visit/Tourist Visa)

	    • Copy of Visa on Arrival stamp with entry date from the Passport (for example German / British Nationals etc.) who are able to enter without a previously applied Visa)

	    • Continuity Certificate from the previous Insurance Company (for Members with previous Abu Dhabi Visa)

	c. For Members under Spouse/Father's Visa 

	    • Labour Card / Labour Contract (for proof of Employment)

	    • Employment Contract (with the joining date)

	    • Health Insurance Certificate/Medical Insurance card copy from the Spouse/Father's company (if holding an Abu Dhabi Visa)

	DELETION CHECK LIST

	REQUIREMENTS

	    • Completed ERS (Endorsement Request Sheet (census template with complete member details)
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	    • Letter of Confirmation Endorsement (Deletion) Request 
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	    • Original Insurance Card or copy of cut Insurance Card or Liability Letter
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	a. For Members under Company Sponsorship 

	    • Visa Cancellation copy or Labour Card Cancellation receipt

	b. For Members under Employee or Parent Sponsorship 

	    • Official Cancellation Letter Request

	Additional Document Requirements for Abu Dhabi (HAAD) Compliant Policies

	a. Cancellation Document (with stamp) 

	    • Visa cancellation copy or Labour Card cancellation receipt

	IMPORTANT NOTE: All the mandatory data in the excel templates should be compulsorily furnished as per DHA / HAAD requirements, any blank column will not be considered for processing and shall be returned to the client / broker to be completed for processing. No backdation is allowed. The effective date will be as per the email received date or the last document required received date / HAAD fine receipt date. Please ensure that the members data provided for the Medical Insurance policies are correct as the same data will be linked/forwarded to DHA (Dubai Health Authority) & GDRFA (General Directorate of Residency and Foreign Affairs) and these authorities will be following the provided data for various purposes such as processing the visa of the members (renewal), the correct members details should be provided by the clients in order to link the same to the system. 
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