COORDINATION OF BENEFITS PROCESS
HEALTH CARE SPENDING ACCOUNT
For further explanation of the details provided below, please feel free to contact: Manulife Financial Customer Service Centre at 1-866-UWO-8515.
MEMBER AND SPOUSE BOTH WORK AT UWO:
1.
Member wants their claim paid from core plan first and spouse’s plan second – not from HCSA:

	
	How it’s done
	Documents Required

	Step 1
	Member submits claim to Manulife. 
	HCSA Claim form # GL3752E(LH). Member must check off Option #1 on the claim form and include spouse’s plan number and information in the “Plan Member Information” section of the form.


2.
Member wants their claim paid from core plan first, spouse’s core plan second and any remaining balance paid from the HCSA.

	
	How it’s done
	Documents Required

	Step 1
	Member submits claim to Manulife.
	HCSA Claim form # GL3752E(LH). Member must check off Option #2 on the claim form and include spouse’s plan number and information in the “Plan Member Information” section of the form.


3.
Member wants their claim paid from core plan first, spouse’s core plan second and any remaining balance paid from the spouse’s HCSA (due to member not having HCSA or having used all of their HCSA dollars). 

	
	How it’s done
	Documents Required

	Step 1
	Member submits claim to Manulife.
	HCSA Claim form # GL3752E(LH). Member must check off Option #1 on the claim form and include spouse’s plan number and information in the “Plan Member Information” section of the form.

	Step 2
	Spouse submits claim to Manulife. 

	When the member receives the Explanation of Benefits from the above submission, the spouse completes a second HCSA Claim form # GL3752E(LH).  Spouse must check off Option #3 on the claim form and include the Explanation of Benefits received by the member. 


4.
Member wants their claim paid from their HCSA only. This option should only be selected if the member is sure their core plan does not allow for any coverage for the item being claimed.
	
	How it’s done
	Documents Required

	Step 1
	Member submits claim to Manulife.
	HCSA Claim form # GL3752E(LH). Member must check off Option #3 on the claim form.


MEMBER WORKS AT UWO AND SPOUSE WORKS ELSEWHERE AND ALSO HAS MANULIFE AS THE BENEFIT CARRIER.

All the same processes above apply in this case.

MEMBER WORKS AT UWO AND SPOUSE WORKS ELSEWHERE AND DOES NOT HAVE MANULIFE AS THEIR BENEFIT CARRIER:

1.
Member wants their claim paid from their core plan first and their spouse's core plan second and from their HCSA (under UWO) last.

	
	How it’s done
	Documents Required

	Step 1
	Member submits claim to Manulife.
	HCSA Claim form # GL3752E(LH). Member must check off Option #1 on the claim form.

	Step 2
	Spouse submits claim to other Insurance Carrier. 


	When the member receives the Explanation of Benefits from the above submission, the spouse submits under the other carrier.


	Step 3
	Member submits claim to Manulife. 


	HCSA Claim form # GL3752E(LH).  When the spouse receives the Explanation of Benefits (EOB) from the spouse’s submission noted in Step 2 above, the member checks off Option 3 on the claim form and attaches EOB from spouse’s plan.


2.
Member wants their claim paid from their HCSA only. This option should only be selected if the member is sure the core plan does not allow for any coverage for the item being claimed.
	
	How it’s done
	Documents Required

	Step 1
	Member submits claim to Manulife.
	HCSA Claim form # GL3752E(LH). Member must check off Option #3 on the claim form.


