Quick Guide to

ProBenefits COBRA Administration
Here at ProBenefits, we specialize in COBRA so you don’t have to. We’ve designed our COBRA administration
process to be as simple and efficient as possible for employers. This document provides an overview of the
process and a highlight of the services ProBenefits will provide for you, as well as your responsibilities as our
COBRA client. We’re always available to help if you have questions.

ProBenefits’ Responsibilities:

Important Note:

·

Provide required COBRA notices, payment coupons, web portal
access, and instruction to Qualified Beneficiaries.

·

Handle inquiries from Qualified Beneficiaries.

·

Receive and process COBRA election forms and premiums received
from Qualified Beneficiaries.

·

Transmit any amounts received for premiums to employer on a
monthly basis.

·

Provide the following to employer (and any designees):
o Access to our ProBenefits COBRA Employer Portal;
o Regular reports regarding currently eligible or active
Qualified Beneficiaries; and
o Direct access to our COBRA customer service supported by a
compliance team of benefits attorneys.

Employer’s Responsibilities:
·

Provide ProBenefits with all the required information necessary for
COBRA administration. This includes all new hires, terminations, and
any changes affecting employee or dependent coverage in any eligible
group plan. This information should be provided via the ProBenefits
COBRA Employer Portal or a benefit file.

·

Ensure that data provided to ProBenefits is accurate and complete,
whether entered on the ProBenefits COBRA Employer Portal or sent
on a benefit file.

·

Update coverage with the Carrier as the Qualified Beneficiary’s
coverage changes. We will notify you of these events through emailed
COBRA Partner Notices, which are generated daily as events occur.

·

Pay Carrier and receive monthly premium remittances from
ProBenefits.

·

Reconcile your Carrier invoice each month with the COBRA
Remittance Report, making sure that the QBs listed on your
Remittance Report have been correctly added to or terminated from
your benefit plan.

·

Respond in a timely manner to annual renewal requests and plan
setup confirmations, and alert ProBenefits to any mid-year rate
changes.
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As Employer, you are
responsible for communicating
applicable status changes to the
Carrier (or TPA of a self-funded
health plan) and ensuring that
those status changes are
effective. As a courtesy, (not a
contractual obligation),
ProBenefits will send COBRA
Partner Notice emails to any
parties you designate, including
your Carrier. However, we
cannot guarantee that the
Carrier will receive the notice,
or take appropriate action on
notices received, and we cannot
be responsible for any errors or
omissions on the Carrier’s part.
Therefore, on a monthly basis,
you should perform account
reconciliation of reports and
premiums to ensure coverage is
only provided for eligible
beneficiaries.
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The Administration Process:
Please note that this is the process for the most common COBRA scenarios; there can be additional more complex
scenarios that fall outside of this description.
·

All new employees who are enrolled in a COBRA-eligible benefit should be added to our system via a
benefit file or the ProBenefits COBRA Employer Portal. ProBenefits will send a General Rights Notice.

·

When an employee has a COBRA qualifying event, the employer notifies ProBenefits of the event via
either a benefit file or the ProBenefits COBRA Employer Portal within the allowed time (30 days from
loss of coverage). ProBenefits will send a Specific Rights Notice to the new Qualified Beneficiary (QB).

·

If the QB does not return any paperwork or payment within the allowed time (60 days), the COBRA
enrollment window will end, and no further action is required.

·

If the QB elects COBRA and pays the premium, ProBenefits will send all the required notices and
collect returned forms and premiums. The employer will pay the Carrier and ProBenefits will remit
collected premiums to the employer. Along with the monthly premium remittance, ProBenefits will
provide a Remittance Report, which the employer will use to reconcile with the Carrier invoice.

·

As QB reinstatements, terminations, and plan changes occur, a COBRA Partner Notice will be
emailed to the employer (and any designees) with the change details. The employer is responsible for
ensuring that the carrier takes the appropriate action.

More complex scenarios such as Medicare, disability, second qualifying events, or other extensions may create
additional workflow. Please contact us if you have questions about these types of qualifying events.
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