
BSG receives notice
from employer

Does PQB enroll?
(see note 2)

No Yes

Non-commencement
letter & HIPAA

Certificate generates
BSG receives signed/
dated enrollment form

Did PQB send
initial payment?

No

Yes Enter payment on
system

Did PQB send
payment within 45

days?

PQB has 45 days to pay
from date enrollment

form signed and dated

No

Verify info: DOB, SS#,
names, address, children

The Marcus Corporation
COBRA Process for New PQB

Yes

PQB has 60 days from QE or date of
letter, whichever is greater, to enroll

BSG sends initial COBRA
letter/HIPAA Certificate to PQB

(see note 1)

Letter of termination &
HIPAA Certificate

sent to PQB

BSG has 14 calendar days
to notify PQB

Does PQB have Self
Insured Medical?

E-mail PQB information
to Serve You to update

their records
Yes

No

Letter of confirmation
generates

Does PQB have Self
Insured Medical?

E-mail PQB information
to Serve You to update

their records

Yes

NOTE 1:  Letters must be addressed and sent via
first class mail to the home address, to both the
employee and his/her spouse, using first and last
names of both individuals. If the spouse is known
to reside at a different address, notification of
rights must also be sent to this address. If BSG
receives any  returned piece of COBRA mail from
the post office because of incorrect mailing
information, BSG contacts the client for updated
address information.

NOTE 2:  Each qualified beneficiary is entitled to
make a separate election among types of
coverage. However, elections made by one
continuant on behalf of any other PQB are
binding.

Send copy to Carrier(s)
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Your Company's Name
COBRA Process for Existing PQB

Enter payment
on system

Did PQB pay
for current month

by the 15th?
Yes

No

Payment received?
Postmarked on

time?

Is it the end
of the COBRA

period?

Yes

Is there a variance
on the account? Yes

Send termination & HIPAA
certificate notice to PQB.

No

Yes

No

Send letter to Marcus to
reimburse PQB.

Did PQB
become

entitled to
Medicare after

election?

Did PQB
become covered
by another group
health plan that
does not have

a pre-ex
clause?

No No

Yes
Yes

Does the
COBRA

terminate within
180 days?

Inform PQB of conversion
options & disability extension

requirements

No

No

Yes

Does PQB
have Self Insured

Medical?

No

On a weekly basis,
deposit checks into
Marcus account and
send copy to Marcus.

E-mail PQB information
to Serve You to update

their records
Yes

Send copy to Carrier(s)

Negative
or

Positive?
positive

Attempt to collect from PQBnegative
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