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INTRODUCTION 
Navigating the new world of health care coverage is full of opportunities and challenges. 
Consumers need to understand their options so they can choose the coverage that best meets 
their needs. Now, more than ever, your clients will depend on you for your experience and 
knowledge to help them through the process.   

This Broker Manual has the information and links to the tools you need to write new small group 
business with our company and continue servicing your existing clients. We’re committed to 
helping you grow your book of business and increase retention of your clients.  

While we strive to keep all parties informed of any changes to this manual in a timely manner, we 
may change the content at any time. We will communicate changes as updates. 

Empire will make the final decision to accept or decline a case and determine the effective date 
of coverage in accordance with applicable laws and benefit contract terms. Brokers are not 
authorized to bind or guarantee coverage, or a specific rate level or effective date. Please advise 
all prospective groups to maintain their current coverage until we notify them that we’ve 
established their coverage. Empire has guidelines to assist our Brokers when offering coverage 
or considering renewal alternatives. These guidelines can be accessed from Empire’s Producer 
Toolbox at empireblue.com. 

The information contained in this manual is intended for use by authorized Empire Insurance 
Brokers only and may not be copied, distributed or used for any other purpose. Any benefit 
descriptions or summaries are intended to briefly describe certain benefits available to 
prospective or current clients. Upon enrollment, members will receive a packet of information 
detailing their benefits. For a complete coverage description and important terms and conditions, 
members should refer to the Evidence of Coverage. In addition, Summaries of Benefits and 
Coverage (SBCs) are available for download at sbc.empireblue.com/dps.  

Why sell Empire? 
Here are just a few reasons why selling Empire can help increase your earning potential: 

Easy to quote and sell 
Our online quoting tools let you easily prepare and deliver quotes for your prospects. Our secure 
broker portal, the Producer Toolbox, has all the tools you need at your fingertips. 
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Local focus and broker training 
Our sales team knows the small group market, and they’re focused on you 

- Locally-based sales teams, dedicated support and service teams 

Strong brand recognition 
Empire services more than 4.7 million members in our New York service area.1 

- One in three Americans has a Blue Cross and Blue Shield insurance card 

- Longevity and stability – together with our affiliated companies we serve over 35 million 
members across 14 states2 

- Servicing New Yorkers for over 80 years with dedicated New York sales and service teams 

Plans that meet customers’ needs 
A portfolio of health benefits with options in network choice that can work for varying budgets 
and workforce needs. 

Dental, vision, life and disability products to enhance the security and well-being of clients and 
their families 

PPO and EPO members have access to care across the country through the BlueCard® Program. 
This includes 93% of doctors and 96% of hospitals in the U.S.3 

* The BlueCard Program is available through The Blue Cross and Blue Shield Association, an association of 
independent, locally operated Blue Cross and Blue Shield Plans. 

 
TOOLS AND RESOURCES 
Producer Toolbox 
From the Producer Toolbox at empireblue.com you can take advantage of the below and more: 

• Create and view quotes and comparisons for your new prospects and existing clients 

• View your book of business and download client reports  

• View a list of your clients, check their billing status, including delinquent payments 

• Input applications as the authorized broker of record on behalf of your clients 

• View your commission statements 

• View sales and educational materials 

• View sales brochures, applications and forms 

EmployerAccess 
This secure, password-protected application, linked to the Individual Small Group (ISG) system, 
is available as soon as the group receives their first premium bill. EmployerAccess includes all 
the tools needed to help employers more efficiently administer their plans. 

Important: Group Benefit Administrators (GBA) need to grant Brokers access to 
EmployerAccess (EA).  
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Producer Online News 
You can access our Producer Online News from the Producer Toolbox to stay informed about the 
latest news and changes that impact your new sales and existing business. If you’re not already 
registered, go to www.news.empireblue.com. 

Technical Support 
Trained Technical Support Specialists are available to help you put our technology and tools to 
work for you. If you need help, please call the Help Desk telephone number at 888-268-4361. 

 
COMMISSIONS 
Brokers play a critical role determining coverage options and are compensated for their efforts. 
Now, more than ever, our clients will depend on Brokers’ experience and expertise to help 
evaluate their needs and eligibility, and guide them in selecting a plan. 

If you are not already a licensed Empire Insurance Broker, explore how to receive compensation 
for placing business in the form of commission with Empire. Please contact the Licensing and 
Credentialing Department at 877-304-6470. They will discuss the required contracting documents 
that need to be completed. 

For current commission schedules, please visit the Producer Toolbox.  

If you have any questions about broker compensation, commission statements, licensing and 
appointments, please call the Commissions and Licensing team at 877-304-6470. 

 
BROKER OF RECORD APPOINTMENTS AND CHANGES 
All Broker of Record change requests will be effective the first of month following the date 
received by Empire’s Small Group Sales Compensation division, regardless of the date received 
during the month. All letters received must be on group letterhead and include the group name, 
group number, the writing broker or agent name(s) and tax id(s), the agency name(s) and tax 
id(s), agent/agency address, phone number, email address and the split percentages if 
applicable. The letters must be signed by the group’s GBA or an authorized officer.  

For a list of the information needed on a Broker of Record letter, please see below chart: 

For an agent 
associated with an 
agency:   
Writing Agent Name 
Writing Agent Tax ID 
Agency Name 
Agency Tax ID 
Agency Address 
Agency Phone 
Agency Email 
Commission split 

For a direct agent: 
Agent Name 
Agent Tax ID 
Agent Address 
Agent Phone 
Agent Email 
Commission split 
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Broker of Record appointments and change requests can be emailed to 
brokercommissons@empireblue.com or faxed to 877-274-3315. 

 
SELLING EMPIRE 
Empire small group only participates OFF the New York State of Health Exchange. 

For details on selling new and renewing small group business, please contact your Empire 
Representative or log in to Producer Toolbox to view our most up-to-date Small Group Eligibility 
Guidelines. Just click on Sales & Training > Policies & Procedures > New York > Eligibility 
Guidelines. 

Open enrollment periods  
Upon your client’s renewal, they have the ability to change or add plans, add additional lines of 
coverage (Dental, Vision, Life, Disability, etc), and their employees have the option to modify 
their coverage selections. Employees can make changes to their coverage outside of the open 
enrollment period with a qualifying event. Please see the Group Benefits Administration Small 
Group Handbook and	underlying	Small	Group	benefit	contract	for	details. 

Effective Date Assignment  
Groups can enroll throughout the year in accordance with Empire’s Small Group Eligibility 
Guidelines. New group submission deadlines apply. Contact your Empire Representative for 
information. 

Member and dependent eligibility 
For details on member and dependent eligibility, and information on purchasing adult dependent 
coverage riders for up to age 30, see our Group Benefits Administration Small Group Handbook 
available on the Producer Toolbox	or	the	underlying	benefit	contract.		

Guidelines for new group submissions 
New Business can be quoted and enrolled through Empire’s Small Accounts Leads & Enrollment 
System (SALES), accessed via the Producer Toolbox. For more information, contact your Empire 
Representative or the Small Group GBS Call Center at 1-866-422-2583  

All application questions must be answered, and all signatures and dates must be obtained, 
before we can begin processing the group’s applications. If the group’s paperwork is incomplete, 
we may be unable to complete the process. This may result in a rejection of your request for 
coverage or affect the coverage effective date.  

Group renewals 
Groups are required to represent on an annual basis that they continue to be eligible for small 
group coverage.  Please see the Small Group Eligibility Guides for more information. 

Renewals and group and member maintenance can be faxed to 800-780-1224 or sent 
electronically to maintenancelocal@empireblue.com. 
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ADDITIONAL COVERAGE OPTIONS 
Additional specialty coverage options: 
dental, vision, life and disability 
We offer specialty coverage in combination with medical coverage or as a stand-alone product. 
Offering your clients a complete benefit package from Empire can simplify benefit programs and 
control costs with: 

• One account management contact 

• Clinically coordinated health, vision and disability products 

• Administrative efficiencies 

And if benefit dollars are limited, then consider our voluntary portfolio of dental, vision, disability 
and life plans. Employers pick the plan design and let employees purchase coverage at 
affordable group rates.  

Servicing your Clients  
Contract changes: Changes in purchased riders, rate structure or benefits may be made only on 
the group’s renewal date.  

Employer changes: Empire must be notified of changes in company name, ownership or tax ID 
number. These changes are subject to review. Note: The group’s benefit plan is not assignable 
or transferable and it may not, among other things, be transferred as part of a sale of the assets 
of the employer group’s business. 

Group demographic changes: Empire must be notified of changes in company address. If a 
group changes locations or moves from one rating area to another, the premium will not be 
recalculated until the next renewal. 

Change in group status: The group is required to promptly notify Empire if it ceases to qualify as a 
small group. Note: While small groups are defined as between 1-100 full-time equivalent (FTE) 
employees (working at least 20 hours per week), note that the group must consist of at least the business 
owner plus at least one non-spouse employee. The business owner alone or the business owner plus a 
spouse will not constitute a small group. Likewise, a group of 100 would consist of the business owner 
plus 99 FTE employees.  (Group size is determined by the total number of FTE employees using the 
counting method in 26 U.S.C. 4980H(c)(2)).  

Coverage can be terminated in accordance with the governing small group contract and Empire’s 
Small Group Underwriting Guidelines under circumstances, such as: 

• No longer meet the definition of small group 

• No longer meeting the participation requirements (non-HMO only) where permitted 

• Non-payment of premium 

• Employer goes out of business 

• Employer requests termination 

• Product discontinuance 

• Breach of a material contract provision 
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Please review the Group Benefits Administration Small Group Handbook and	the	Small	Group	
Underwriting	Guidelines for more information.  Don’t forget to go to the Producer Toolbox to 
review our policies and procedures for renewal submissions and more. 

Membership enrollments and changes 
During the year, your clients will experience enrollment changes with respect to newly eligible 
employees and or their dependents, terminated employees, as well as enrollments or 
membership changes due to a qualifying life event. You can assist your client in the submission 
or processing of such changes to include: 

• New enrollments 

• Adding/removing dependents 

• Marriage 

• Divorce 

• Newborns/adopted children 

• Cancellation of coverage 

For more information on how to assist your clients with their membership enrollments and 
changes, please review the Group Benefits Administration Small Group Handbook as well as the 
underlying small group benefit contract for details. 

Plans offered by Empire  
Empire offers a portfolio of health benefit plans with greater options in network choice that can 
work across varying budgets and workforce needs. To view your client’s current plan and 
available options use the Plan Comparison tool for Upstate and Downstate plans. Click here to 
see how you can download a copy of our Summaries of Benefits and Coverage (SBCs). 

ID	Cards	and	Certificate	of	Coverage	or	Evidence	of	Coverage	(EOC)	booklet		
Members will receive ID Cards and a Welcome Letter under separate cover. They will receive 
this information approximately 7 to 10 days after enrollment is processed. 

Member Self-Service 
Quick access to our online tools makes it easier for members to perform a variety of self-service 
functions. The more they know about their plan, the better they can use it to their advantage. The 
information available when logging into empireblue.com gives members the tools they need to 
help them make health care and coverage decisions.  

Members who log in to this secure site will be able to: 

• View benefit details, including copayments and deductibles 

• Check claims status 

• Choose a new primary care physician, if applicable 

• Find a network doctor or hospital 

• Request a permanent or temporary member ID card 

• Change passwords 

• Update an email address 

• Sign up for email messages from us 
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• Submit benefit questions 

• Estimate costs for certain services with our handy online tool 

• Get details about discounts we offer 

• Access prescription drug benefits 

 
RETAINING YOUR CLIENTS 
Recommendations for retaining your small group clients  
Reach out to your clients approaching renewal  
Your clients will receive notification prior to their renewal advising them of their renewal terms 
and options. We recommend that you contact these clients to help guide them through their 
coverage selections. Don’t forget to go to the Producer Toolbox to review our guidelines and 
procedures for renewal submissions and more. 

Assist your clients outside of the Open Enrollment Period 
Members who experience a qualifying event may be eligible for a Special Enrollment Period 
(SEP).  For a list of qualifying events, refer to the Group Benefits Administration Small Group 
Handbook as well as the underlying small group benefit contract for details. 

Help your clients understand their plan  
Offer support to your clients to help them navigate the renewal process and their options for the 
coming year.  

Contact your clients often to help them assess their needs and answer any questions.  

Highlight value-added benefits that we offer, such as vision discounts, wellness programs, and 
more. 

Employer Toolkit 
We’ve created a series of emails ready for employers to send to their employees to help 
maximize their health plan benefits. These emails include short, educational videos, links to 
important tools and resources, tips on saving money and lots more. The emails are listed in an 
order that we think will be most helpful to employees. Each email has a suggested send date 
along with the topic for that month. Go to www.empireblue.com/employertoolkit/bc and choose 
the link for the month/topic to send. 
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W-2 REPORTING REQUIREMENTS FOR EMPLOYERS 
The Affordable Care Act requires employers to report the cost of employer-sponsored health 
benefits on their tax returns. This is a new, separate entry on the W-2 form. The W-2 reporting 
provision applies to grandfathered and non-grandfathered plans, for both fully insured and self-
funded groups.  

For	a	brief	overview	of	this	requirement	from	the	Internal	Revenue	Service,	you	can	consult	
www.irs.gov/newsroom/employer-provided-health-coverage-informational-reporting-
requirements-questions-and-answers.		

We	do	not	provide	any	reporting	on	the	cost	of	employer-sponsored	health	benefits	for	this	
purpose,	as	we	do	not	track	the	data	required	to	be	reported	on	the	W-2	form.	We	do	not	give	
tax	guidance.	Employers	can	visit	www.irs.gov/affordable-care-act/form-w-2-reporting-of-
employer-sponsored-health-coverage	for	answers	to	frequently	asked	questions	on	this	topic.	
As	always,	employers	are	strongly	advised	to	consult	their	own	tax	or	legal	advisors	if	they	have	
questions	about	their	tax	reporting	obligations	or	any	employer	responsibilities	under	the	ACA.	
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IMPORTANT CONTACT INFORMATION 
 
Small Group GBS Call Center  
Monday – Friday 8:30 a.m. – 5 p.m.  
Phone 1-866-422-2583  
 
Small group licensing: 
Phone 877-304-6470 
Fax 877-550-4695  
Email 
LicensingandCredentialing@wellpoint.com 

Small group commissions 
Phone 877-304-6470 
Fax 877-274-3315 (Fax) 
Email brokercommisions@empireblue.com 

New	Business	Mailing	Address		
Empire	BlueCross	BlueShield		
11	Corporate	Woods	Boulevard	
Albany,	NY	12211		
ATTN:	Enrollment	and	Billing		

	
	
Renewal/change submissions  
Fax 1-800-780-1224  
Email maintenancelocal@empireblue.com  

Monthly Premium Payments  
Mailing initial premium payment  
Empire	BlueCross	BlueShield		
11	Corporate	Woods	Boulevard	
Albany,	NY	12211		
ATTN:	Enrollment	and	Billing   
 
Medical Products  
Empire BlueCross BlueShield  
P.O. Box 11792  
Newark, NJ 07101-4792 
866-422-2583  
 
All Other Products 
Please remit to the address on your premium 
bill.

Email smallnewbusinesslocal@empireblue.com  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
1	Empire	internal	data,	2016	
2	Anthem	internal	data,	2016	
3	Blue	Cross	and	Blue	Shield	Association	website:	bcbs.com/about-the-association,	2016.	
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