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1100 Park Place 4th Floor
San Mateo, CA  94403

<<FIRST NAME>> <<LAST NAME>>
<<ADDRESS 1>> <<ADDRESS 2>>
<<CITY>>   <<STATE>> <<ZIP>>

<<MAIL DATE>>
Dear <<First Name>>,
Effective <<Transition Date>>, [Insert name of company/platform] is changing platforms and COBRA services will be managed on a new system.  This change will not affect your coverage eligibility, unless you reach the maximum period of coverage allowed under COBRA or your coverage is canceled because premiums were not paid on time. 
What This Change Means to You
We are excited about the services you will receive from WageWorks, including:
· New Invoices and New Notices – These communications will explain how to submit payments for your COBRA coverage, how to access your online account, and if needed, how to get help. 
· WageWorks mails invoices around the 15th of each month. We have made every effort to ensure your next invoice reflects your last payment made under the old system. However, if you believe the payment details are incorrect, please contact WageWorks at 888-678-4881.
· New Website – You can view your online account 24 hours a day at mybenefits.wageworks.com. When you log in the first time, please follow the registration steps, which include creating a new username and password. 
· If you receive a prompt stating that you’re already registered, you’ve been on this new platform before or have multiple accounts. You will need to choose the option to use your Account ID and the last four digits of your Social Security Number to register instead of using the Social Security only method to register. Your Account ID is located in the upper right hand corner of this letter. 
· New Payment Methods – Submit premium payments three ways:
· Your online account, which gives you the option to make one-time payments each month or set up recurring payments (automatic withdrawal of funds from your bank account each month).
· Note: If you previously set-up recurring payments, you will need to re-enroll by accessing your online account using the steps above. Once re-enrolled, please be aware of the new draft dates <<enter dates>>.
· Using the WageWorks interactive phone system at 888-678-4881. Calls are toll-free and you can access the phone system 24 hours a day, seven days a week.



· Mailing payments to this address:

WageWorks, Inc. 
P.O. Box 660212
Dallas, TX 75266-0212
When sending a check or money order, please make it payable to WageWorks.
Are You Electing COBRA?
If so, the date you make your COBRA election determines where you send your completed election form.
Before or on <<One week prior to transition date>>:
Mail your form to WageWorks, Inc.:
			P.O. Box 14055
Lexington, KY 40512-4055

Fax form to WageWorks, Inc. at 877-220-3249
[bookmark: _GoBack]After<<One week prior to transition date>>:
· Mail your form to WageWorks, Inc.:
P.O. Box 226101
Dallas, TX 75222
· Fax form to WageWorks, Inc. at 877-775-9399
· Make election in your WageWorks online account at mybenefits.wageworks.com
Please note: Submit your completed election form even if it isn’t from WageWorks.
Help Is Available
After this change takes place on <<Transition Date>>, you may contact WageWorks if you have questions or need assistance. Simply call 888-678-4881 from 7 a.m. to 7 p.m. CT, Monday through Friday (excluding company holidays). You may also request help by logging into your online account at mybenefits.wageworks.com and clicking the Message Center tab.

Sincerely,

Your WageWorks team
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