Health Benefits Claims Process Guide

Dear [Employee's Name],

We understand that navigating the health benefits claims process can be challenging. This guide
is designed to assist you in submitting your claims efficiently and effectively.

Step 1: Gather Necessary Documentation

Please ensure you have the following documents ready before starting your claim:
o Original receipts for medical services

e Completed claim form
« Any supporting documents, such as referral letters or prescription notes

Step 2: Fill Out the Claim Form

Complete the claims form accurately, providing all required information. Incomplete forms may
delay processing time. Ensure to include:

e Your personal information

o Details of the medical service received
e Provider's information

Step 3: Submit Your Claim

Submit your completed claim form and all documentation via one of the following methods:
o Email: [claims@example.com]

e Mail: [Company Address]
e In-Person: [HR Department Location]

Step 4: Track Your Claim Status

You can track the status of your claim by contacting our claims department at [Phone Number]
or visiting [Website Link].

Thank you for your attention to this important matter. Should you have any questions or require
assistance, please do not hesitate to reach out.

Sincerely,

[Your Name]



[Your Position]

[Company Name]



