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 Completing Evidence of Insurability (EOI)  
 Supplemental/Voluntary Life Insurance 

Who Is Required to Complete the EOI Process? 
During Open Enrollment, employees that elect any of the following Supplemental/Voluntary Life options 
MUST complete EOI:  

• Add New or Increase Existing Employee Voluntary Life Coverage  
• Add New or Increase Existing Spouse Voluntary Life Coverage 
• Add New Child Voluntary Life Coverage 

 
Ways to Complete EOI 

 

Type Details 
Online Submission • Complete the EOI online directly through Dearborn’s website 

• EOI submitted online to Dearborn Life; no need to mail anything 

Fillable Form  • Complete Dearborn’s Fillable EOI Form (pdf) 
• Mail to Dearborn Life using info found on top right corner of form 

*Please notify HR office once you complete EOI and are approved by Dearborn Life 
 
 
   EOI ONLINE SUBMISSION INSTRUCTIONS 
 

1. Click link below, OR type address below in the web browser’s URL bar 
https://www.mydearborngroup.com/individuals 
 

2. Click EOI Submission in middle of page (see picture below) 
 

  

https://www.hvilletn.org/home/showdocument?id=7627&t=637559808099577168
https://www.mydearborngroup.com/individuals
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3. Read Dearborn’s information about Evidence of Insurability Submissions, then click “Apply 
for EOI” button at bottom of the page 

 
 

4. Instructions: Read Instructions page, then click blue “Continue” button in bottom right 
corner 
 

  



 

3 | P a g e  
 

 
5. Group Details: Under Group Details section, fill in the mandatory fields using the City of 

Hendersonville’s information as shown and highlighted in the picture below.  
• Group Number – F007484 
• Group Name – City of Hendersonville 
• Group Address – 101 Maple Drive North 
• Group State – Tennessee 
• Group Zip Code - 37075 

 
6. Contact Details: Under the Contact Details section, enter the information pictured below in 

the respective Group Contact fields. The City’s group contact person is Aleesha Ploger:  
HR Department 
(615) 264-5314 – Phone 
(615) 264-5353 – Fax 
hr@hvilletn.org – E-mail 

 
7. Click blue “Continue” button in bottom right corner 

 

hr@hvilletn.org 

HR Department 

mailto:hr@hvilletn.org
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hr 
 

8. Applicants: Use dropdown menu to select the appropriate “Reason for Submitting EOI”: 
• Increasing Coverage Amount 
• Late Entrant (if adding new Employee or Spouse Vol Life coverage) 

 
9. During Annual Enrollment box: select Yes or No accordingly  

 
10. Under Employee Information section, complete all mandatory fields with Employee info  

 
11.  Click blue “Continue” button in bottom right corner 
 

 
 
 

12. Coverages: Under Coverage Information, you are requesting or modifying ONLY 
Supplemental Life. See highlighted fields to be completed in picture below. Be sure to: 

• Only click “Yes” for Supplemental Life. All other Life options should be “No”. 
• Coverage amounts should be entered according to your current/requested 

amounts (amounts below are example only) 
• Enter your base annual salary at bottom of Coverage Information page 
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13.  Click blue “Continue” button in bottom right corner 

 
 

14. In the Health Information screen, answer all health-related questions completely 
15. Click blue “Continue” button in bottom right corner  

 
 

16. Finally, move on to Review & Confirmation screens to complete the EOI Online 
Submission process. DONE! 
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  EOI FILLABLE FORM INSTRUCTIONS 
 

1. Download & Save Dearborn’s Fillable EOI Form (click the link) 
  

2. At top of 1st page, all information required in the Group Administrator/Employer section is 
already filled-in on the document (highlighted in yellow). IF NOT, please fill in this section on 
your form just as it is displayed below.   

 

 
 

3. Fill out the entire form as completely as possible. Note Dearborn’s disclaimer: Omitted 
information will cause consideration of coverage to be delayed.   

 
4. Save & Print completed EOI form.  

 
5. Mail completed EOI form to Dearborn Life at address below: 

 
Dearborn Life Insurance Company   
Attn:  Medical Underwriting Department  
P.O. Box 7072  
Downers Grove, IL  60515 

 
6. DONE! 

 

 

https://www.hvilletn.org/Home/ShowDocument?id=7627
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