BCBSIL Roster 
· Each quarter, you need to request your roster from BCBSIL.  You cannot use a roster from a previous quarter.  The roster must have the recent quarter date on it (populated by BCBS).
· When requesting the roster, you need your practice name, practice NPI and EIN numbers.  Send your requests to ILProviderRosterRequests@bcbsil.com.
· You will receive an email immediately after sending the request with a case number.  You can check the status of the case at any time through their status tracker.  If it says “in process” that means they are still working on pulling your roster.  Do not send another request, just be patient.  If it says “closed” and you did not receive your roster, you will need to request it again.
· Once you receive your roster via email, open the spreadsheet in EXCEL only and make all necessary changes.  Carefully read the instructions on how to make the necessary changes.  Failure to follow the instructions could result in accidentally deleting your practice (and therefore ending your contract).
· You must open the roster in EXCEL ONLY.  You cannot use google sheets or another program that unlocks the document.
· DO NOT remove/request a delete to a location if you do not already have another location listed.  If you need to change a location address, per the instructions, enter the corrected address information on the active line for that clinician.  
· Once all changes have been made (or if no changes, just indicate that), save the spreadsheet, OPEN A NEW EMAIL, attached the roster to the new email and send back to BCBSIL at ILProviderRosterRequests@bcbsil.com.
· You will receive a second email with a new case number for the submitted roster immediately after it was submitted.  You can once again track the status of the request with the new case number.
· You will receive a third email that says your roster has been accepted and sent for process.  This is the date you should use for when your next one is due.  
· You should request your next quarter roster 60 days before the next due date to allow enough time to receive the roster back and for it to be approved for processing.  This means if you received your email indicating your roster has been accepted on 11/1/25, you should request the next roster on 12/1/25.

DO NOT SEND MULTIPLE EMAILS REQUESTING YOUR ROSTER.  This slows down the process and can cause errors in the roster if multiple people end up working on your requests at the same time. 

Frequent questions:
· BCBSIL will send automatic reminders even if you have requested the roster but it hasn’t been approved.
· The roster process is separate from the Availity revalidation so you may get emails from both indicating you need to revalidate your practice information
· You may also receive phone calls from an unknown number calling from BCBSIL to get updated roster information.  If you are able to answer these calls, your roster is considered verified for that quarter and you do not need to submit a roster request.

