Data Guidelines for Well City Initiatives for Non-CHP members
1. Data files must be submitted to:

Tequila Hagan

Capital Health Plan
P.O. Box 15349

Tallahassee, FL 32317-5349


In electronic format

2. Files to be submitted by the 25th of the month to be included in the following month’s eligibility files

3. Files to be submitted in a pipe delimited text file.

4. First month file submission requires a 6-8 weeks timeframe to get files loaded and account activated. If data is received by the 25th of month, the file will be active 45-60 days after submission. (For example, we receive your first file on September 25; your account will be active November 1st.

5. Eligibility files should include all your non-CHP employees as well as your Blue Cross Blue Shield employees.
6. Each month you submit the names of the employees who need coverage for the following month. This will be a total update of the list.

7. The following information is needed:

a. Unique identifier for each employee- suggest to use your CHP group ID number include a dash(-)  followed by your company’s employee ID number
b. CHP member- should be no

c. D.O.B. (mm/dd/yyyy)

d. First name

e. Middle initial

f. Last name

g. Employer group ID

h. Gender

i. Address 1

j. Address 2

k. City

l. State (FL)
m. Zip Code

8. Submit payment for all eligible employees with the first month’s data file submission. Payment to cover non-CHP members only. No charge for BCBS members. Payment will occur on an annual basis.

9. Payment submitted to Tequila Hagan with a cover letter to summarize total number of BCBS and non-members at above address. This will ensure that you are paying only for non-members that do not fit the no charge BCBS offer. 
