
Frequently Asked Questions 

How do I elect COBRA coverage? 
If you are planning to continue with the same coverage that you had with your former 
employer, please review Page 3 and 4 of your Qualifying Event Notice. 

How to notify us of your election:: 

1. Mail: 
You must complete the election form side A (page 3 of your packet), choose the 
dates for which you intend to pay, sign the form and date it. If you are making 
changes to your plan(s), please read and complete the election form side B 
(page 4 of your packet), sign the form and date it. Send in page 3 or 4 to: 

iTEDIUM Inc 
Payment Processing Center 
PO Box 504216 
St. Louis, MO 63150 

2. Online: Login to your member portal at www.mycobra.info. The account number 
is listed on each piece of correspondence sent from iTEDIUM and begins with 
CG. The password will be the last 4 digits of your SSN. Once you are logged 
in, go to the Elections tab and click Enroll Online. 

Note: You can make your online payment 24 hours after you’ve submitted your 
election. 

3. Email: Fill out your election form (page 3 or page 4) and email it to 
ks.sehp.ps@itedium.com. Include your name and account number (CG#) in the 
subject line of your email. 

4. FAX: Fill out your election form (page 3 or page 4) and FAX it to 913-438-8385. 

Do I have to enroll in all benefits, or can I waive part of them? 
Every plan in place at the time of your loss of coverage will be offered to you in your 
COBRA Qualifying Event notice. You can choose to change the plan coverage level or 
terminate the coverage(s) altogether. This can be completed on page 4 of the Qualifying 
Event notice or via the member portal at www.mycobra.info. 

http://www.mycobra.info
mailto:ks.sehp.ps@itedium.com
http://www.mycobra.info


Can I change medical plans? 
You cannot change plans or add plans during your COBRA election period. These 
changes can only be made during Open Enrollment. 

How do I make a COBRA payment? 
Payments are accepted by personal check, certified check, money order, or ACH 
electronic check. 
We do not accept payment by Credit Cards. 

Check/Money Order: Payments for continuation coverage should be made payable to 
"iTEDIUM, Inc." Include your account number (CG#) on the memo line of your check. 
Checks must be sent to the following address: 

iTEDIUM Inc 
Payment Processing Center 
PO Box 504216 
St. Louis, MO 63150 

ACH Electronic Check: 
Login to your member portal at www.mycobra.info. Click “Manage Autopay”, “Payment 
Options”, or “Make a Payment” on the Home page. Otherwise, you can click the 
Payments tab at the top of the screen. 

● Make a Payment: Allows you to make a one-time payment for COBRA 
coverage. There are additional convenience fees associated with this option. See 
below: 

● Manage Autopay: Allows you to sign up for recurring ACH. You MUST be 
current with your premiums before you can enroll in recurring payments. 
We draft premiums on the 8th of each month for the current month due (i.e. 
February’s premium would be drafted on 02/08) unless the 8th of the month falls 
on a Saturday or Sunday. Then the premium would be drafted on the following 
Monday. 

There is no fee associated with recurring ACH. 
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What happens if I don’t make my payment by the due date? 
If you do not make your first payment for continuation coverage in full within this 45−day 
period, you will lose all rights to COBRA continuation coverage under the Plan, and your 
coverage will terminate as of the date indicated on page 1 of the Qualifying Event 
notice. 

After you make your first payment for continuation coverage, you will be required to 
make 
monthly payments for each subsequent coverage period. Under the Plan(s), each of 
these periodic payments for continuation coverage are due on the 1st day of that month. 

Grace Periods: 

COBRA Election: You will be given a 60-day election period to enroll in COBRA 
benefits. The 60-day period begins from the loss of coverage date or the mail date 
(whichever allows more time). 

Monthly premium payments are due on the 1st day of every month, you will be afforded 
a Grace Period of 30 days beyond the 1st of every month to make payment for each 
monthly coverage period. All payments postmarked by the US Postal Service on or 
before the Grace Period End Date on your notice. 

Late payments cannot be accepted and will be returned. Please do not wait until the 
end of the Grace Period to make payments, as you may not have time to correct 
possible errors and will risk losing your rights to continuation coverage. iTEDIUM makes 
no guarantee or representation as to eligibility or application of premiums. 

When will my coverage be active? 
Once we process your election and receive your first full premium payment, we will 
forward the information on to your former employer and/or insurance carrier on your 
behalf. 

Your insurance company(ies) will update your eligibility and allow claims to be paid. This 
may take up to 30 days from the receipt of your payment; however, your coverage will 
be retroactive back to the date that you lost coverage. 



Will I receive new ID cards from the carriers? 
Unless the qualified beneficiary makes a coverage level change, they will continue to 
use the same cards they had while employed. If there is a coverage change, the carrier 
will mail a new insurance card within 7-14 business days given that the COBRA election 
and payment have been received. 

● New Card: Contact the carrier directly (i.e. BCBS, Aetna, Delta Dental, Avesis) to 
request a new insurance card. 

How do I cancel COBRA? 
To cancel your coverage you must provide notice to us in writing, either by checking the 
checkbox in Section B of your invoice or by means of a letter. We ask that cancellation 
requests be made in advance (30 days prior to) of the requested cancellation date. 
We cannot cancel coverage retroactively or after payment has been received. 

If you provide the request by letter, it must include the following: 
● Your account number and current address information. 
● The date that you are requesting COBRA cancellation. 
● The plan(s) you wish to cancel. 
● Your signature and date. 

To expedite the cancellation process, send the information above to 
ks.sehp.ps@itedium.com. You will receive an email once it has been processed, 
please note it usually takes 24-48 hours to process a cancellation. 
If you are currently on recurring ACH, you will need to un-enroll in recurring ACH via the 
member portal to avoid being deducted premiums going forward. 
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