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Procedure for Processing Insurance Death Claims  

 

PURPOSE 
 
The purpose of this document is to outline the procedure for processing death claim with 

Medavie Blue Cross. 

 

SCOPE 
 
This procedure applies to all Canadian Sofina locations.   
 
FREQUENCY & TIMING 
 
When a plan member or dependent passes away a Death Claim needs to be processed with 
Medavie Blue Cross in order to arrange for payment of the insurance proceeds. 
 
PROCEDURE 

1. When an employee passes away a member of the local Human Resources team should 
reach out to the employee’s family or beneficiary to express Sofina’s sympathies and initiate 
the death claim process.  Depending on the situation, the HR representative may support 
the beneficiary directly with this process or refer them to deal with Medavie Blue Cross 
instead. 
 

2. Payroll should complete the first two sections (Statement of Employer and Employee 
Information) on the Death Claim Form to provide to the local HR representative.   
(Refer to Appendix: 1. Death Claim Form.) 
 

3. HR should provide the beneficiary with the semi-completed form, review the Medavie Blue 
Cross submission process with them and answer any questions.  If the HR representative 
has death claim processing questions they should call Medavie Blue Cross at the 1-800 
number provided on the form. 

 
4. In addition to the Death Claim form, a copy of the enrolment form or beneficiary designation 

form and proof of death is required.  For claims up to $100,000 a funeral director’s 
certification is sufficient.  Claims over $100,000 require the Medavie Blue Cross Proof of 
Death form to be completed. (Refer to Appendix: 2. Proof of Death Form) 
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5. The beneficiary may either submit their claim documentation directly to Medavie Blue Cross 
to the address indicated on the form, or to their HR representative for them to submit the 
claim on their behalf. 

 
6. Medavie Blue Cross will adjudicate the claim and pay the proceeds of the insurance 

coverage directly to the beneficiary.  In special circumstances where the HR representative 
would like to receive the cheque on behalf of the beneficiary they can make arrangements 
for this through Medavie Blue Cross. 

 
RELATED PROCEUDRE 
1. For employees who were also member of the Employee Pension Plan or Group RRSP plan 

please refer to the Procedure for Processing Retirement Death Claims (Note: retirement 

death claim procedure to be created). 

 

APPENDIX: 

1. Death Claim Form 
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2. Proof of Death 
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