
CUSTER COUNTY SCHOOL DISTRICT C-1 

HOSPITAL REIMBURSEMENT (GAP) PLAN CLAIM INSTRUCTIONS 

 

To help our employees with this process, here are some guidelines for filing a claim: 

This insurance plan goes into effect AFTER the primary medical insurance has processed a claim for an 

outpatient procedure or a hospitalization.  Prior to the medical procedure, find out if all providers 

involved are in network and inform them that you have a secondary (GAP) insurance which will need to 

pay the covered benefit prior to you having to pay your portion or deductible.  GAP insurance payments 

may NOT be made to the claimant, only medical providers. 

Remember that doctor visit copays are not GAP eligible. Specialist copays are currently $60 per visit and 

other doctor visit copays are $30 per visit and are usually required to be paid at the time of the visit. As 

of the 2018-2019 school year, the GAP deductible is $1,000 for outpatient procedures and tests and 

$1,500 if you are hospitalized.  If your bills total more than these amounts for your patient responsibility 

after the medical insurance claim has been processed for a specific date, you will want to file a claim. 

To file a GAP claim: 

1) Inform all providers that you are filing a secondary (GAP) insurance claim based on their billing 

statements.  If they have any questions, please refer them to Golenda Insurance or the business 

manager. 

2) Collect all itemized statements (billing invoices) from the providers related to the date of service 

of the procedure or hospitalization. 

3) Collect all of the corresponding Explanation of Benefits (EOBs) pages from the primary medical 

insurance that are for that date of service.  These will show what the insurance discounts are, 

what has been applied to the deductible, what payments have been made to the providers, and 

what your patient balance is that remains after the claim has been paid.  If you have any 

questions about the EOB’s, please contact the insurance company at the customer service 

number provided on your medical insurance card. 

4) Fill out a GAP claim form (available at the administration office or on the school website.  Click 

the Staff link, then the Benefits link, to find the form). 

5) The GAP claim form can include multiple providers, but all should relate to the same date of 

service.  

6) Before following the instructions on the form on where to send the claim, PLEASE make a copy 

of the form, bills, and EOBs for your records.  If Golenda Insurance has any questions on your 

claim, you will then have what you need to answer them so the claim can be processed in a 

timely manner.   

7) If you have any questions on filing a claim, please call Dave Golenda at 1-877-892-4833 or 

contact the business manager in the payroll office for assistance.  Golendas’ fax number is 1-

719-218-9372. 

8) Once your GAP claim has been processed, you will receive acknowledgment of the claim and 

copies of the checks made to providers on your behalf.  You can then contact the providers to 

make payment arrangements for the remaining balance on your account. 


