


(1)  All enrolling groups must submit to Highmark a copy of their organization's most recent UC2.

(2)  Is the group not required to submit a UC2?  Is this a new group that has yet to file a UC2?   Payroll records from the 
company are an acceptable substitute.

(3)  An officer of the employer group must date and sign the UC2 and/or tax documentation to verify accuracy.

(4)  Examples of employees that may not be on a UC2:    officer; owner;  owner’s spouse.

(5)  Partnership with no employees other than the partners?  Submit most recent Form 1065 for each partner and an Hours 
& Duties letter.

(6)  Farm with only two employees?  Submit most recent Schedule F and Hours & Duties letter.

(7)  An Hours and Duties Letter is required to explain the employment of individuals not included on the UC2.  The letter 
must state:

► the name of the employee          ► the exact hours worked          ► a description of his/her duties

► that he/she is a full-time employee of the business enterprise (working 30+ hours per week)

For further information, see Section IV of the Underwriting & Rating Guidelines
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