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The information provided in this presentation is intended only as a general 
informal summary of standards for protection of consumer personally 
identifiable information. It is not intended to take the place of the statutes, 
regulations, and formal policy guidance that it is based upon. This presentation 
summarizes current policy and operations as of the date it was presented. Links 
to certain source documents have been provided for your reference. We encourage 
audience members to refer to the applicable statutes, regulations, and other 
interpretive materials for complete and current information about the 
requirements that apply to them.

Disclaimer

This document generally is not intended for use in the State-based Marketplaces 
(SBMs) that do not use HealthCare.gov, but the material applies to you if are in a 
state with an SBM that is using HealthCare.gov for eligibility and enrollment. 
Please review the guidance on our Agents and Brokers Resources webpage 
(http://go.cms.gov/CCIIOAB) and Marketplace.CMS.gov to learn more.
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https://marketplace.cms.gov/


Presentation Overview

1. Introduction
2. Special Enrollment Period (SEP) Eligibility Determination 

Notices (EDNs) & Examples of Acceptable Documents
3. How to Help Consumers with SEP Verification
4. Summary & Questions
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1. Introduction

SEPs for the Health Insurance Marketplaces
• https://marketplace.cms.gov/outreach-and-education/special-

enrollment-periods-for-marketplace.pdf

Model Marketplace Eligibility Notices
• https://marketplace.cms.gov/applications-and-forms/notices.html*

*Please scroll to “Eligibility Notice,” and click on link under “Special 
Enrollment Periods (2016 coverage) (June 2016).”
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Process Overview

What is the Special Enrollment Confirmation Process?

• SEPs provide a way for people who lose health insurance or experience other 
qualifying events during the year to enroll in or change coverage. We are 
committed to making sure that SEPs remain available to those who are eligible 
for them, and to strengthening the availability of high-quality, affordable 
health insurance by establishing measures to detect and deter the misuse or 
abuse of SEPs.

• The Special Enrollment Confirmation Process requires consumers who apply 
for coverage outside of the Open Enrollment period and use certain SEPs to 
enroll in Marketplace coverage to send documents to the Marketplaces to prove 
their eligibility for the SEP. 

• CMS will follow up with consumers by mail and by phone if there is a question 
or problem. 

• If consumers don’t respond at all, or don’t provide sufficient documentation, 
they could be found ineligible for their SEP and could lose their coverage. 5



Process Overview (Continued)

For which types of SEPs will consumers have to submit 
documentation proving their eligibility?

Consumers enrolling through five common SEPs will need to submit 
documentation to verify their eligibility to use an SEP. These SEPs are:
1. Loss of minimum essential coverage
2. Change in primary place of living
3. Birth
4. Gaining a dependent through adoption, placement for adoption, 

placement in foster care, or a child support or other court order
5. Marriage
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SEP Verification Content in the Marketplace 
Application (Beginning June 18)
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Reminder: Beginning in March 2016, consumers who 
applied for Marketplace coverage were required to 
acknowledge that they might be asked to provide 
documentation to verify eligibility for an SEP.

Beginning June 18, consumers who 
qualify for an SEP will see a flag on their 
eligibility results page for applications 
with an SEP that they may need to send 
the Marketplaces more information.

Consumers will need to read their 
eligibility notice to find out if they need to 
submit documents.



Uploading Documents (Beginning June 18)
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eligibility results page for 
applications with a SEP that more 
information may be needed.

Consumers will need to read their 
notice to find out if they need to 
submit documents depending on 
the type of SEP they have.

Once
documentation is 
submitted, an
acknowledgement 
is added to the 
“Application 
Details” page.



Uploading Documents 
(Beginning June 18) (Continued)
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Consumers who apply 
and qualify for an SEP 
on or after June 18, 
documentation to the 
Marketplace to prove 
their SEP, can use their 
applications to review a 
list of document 
examples and can upload 
more than one (1) 
document, if needed.



SEP Verification Content in the Eligibility 
Determination Notice (Beginning June 18)
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March included the attestation requiring 
consumers to acknowledge they may be 
asked to provide documentation to verify 
eligibility for a special enrollment period.

Beginning June 18, 2016, EDNs for consumers who qualify for 
certain SEPs will include next steps that these consumers must take to 
prove their SEP eligibility, along with a list of examples of documents 
they can submit to prove their SEP eligibility. 



What the EDN from the Marketplaces 
Looks Like

• The Marketplace logo is used on communications from the 
Marketplaces. It helps consumers identify when they are getting a 
notice from the Marketplaces.

• The subject line of consumers’ EDN will say “Important: Your 
Eligibility Results for Health Insurance Marketplace coverage. 
Action May Be Required.” EDNs and other Marketplace notices will 
include one of the following logos:

11



Deadline to Send Documents 
to the Marketplaces

When is the deadline for consumers to send proof of 
their eligibility for an SEP to the Marketplace?
• Consumers should submit required documents to the Marketplace by 

the deadline date provided in their EDN or other notices they receive 
related to SEP verification.

• Consumers will generally have 30 days to submit documentation.
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• Consumers who submit documents and do not hear back from 
the Marketplaces do not need to take any further action.

• If additional information or documents are required, the 
Marketplaces will contact consumers.  
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Enrolling in Coverage with an SEP

Can consumers enroll in coverage with their SEP before 
they prove their eligibility by sending documents?
• Yes. Consumers may enroll in coverage before sending the Marketplace 

documents to prove their eligibility for this SEP. 
• However, consumers should make sure to submit the required 

documents by the deadline listed on their EDN or other written 
notice from the Marketplaces to make sure that they can keep the 
coverage they enroll in.
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2. SEP EDNs & Examples 
of Acceptable Documents

Note: To view and download model Marketplace Eligibility 
Notices that consumers who qualify for one of the five SEPs 
will receive, which includes examples of acceptable 
documents that consumers can submit to prove their 
eligibility for these SEPs,  please visit this website: 
https://marketplace.cms.gov/applications-and-
forms/notices.html

Scroll to “Eligibility Notice,” and click on link under “Special 
Enrollment Periods (2016 coverage) (June 2016).”

15

https://marketplace.cms.gov/applications-and-forms/notices.html


Documentation: Loss of Minimum Essential 
Coverage (MEC) SEP

Consumers must send the Marketplaces proof that they lost or will 
lose qualifying health coverage on [date of coverage loss]. Examples 
of documents consumers may send include: 
• Letter or other document from an employer stating that the employer dropped or will

drop coverage or benefits for the employee or employee’s spouse or dependent family
member, including the date coverage ended or will end

• Letter or other document from an employer stating that the employer stopped or will stop
contributing to the cost of coverage

• Letter or other document from an employer stating that the employer changed or will
change coverage or benefits for the employee, or for the employee’s spouse or dependent
family member, so it’s no longer considered qualifying health coverage

• Letter showing an employer’s offer of COBRA coverage, or stating when the employee’s
COBRA coverage ended or will end

• Letter from health insurance company showing a coverage termination date, including a
COBRA coverage termination date

• Proof that you had qualifying health coverage within the last 60 days, like a pay stub
showing deductions for health insurance

• Letter from school stating when student health coverage ended or will end
• Letter or notice from Medicaid or the Children’s Health Insurance Program (CHIP)

stating when Medicaid or CHIP coverage ended or will end 16



Documentation: Loss of MEC SEP (Continued)

Consumers must send the Marketplace proof that they lost or will lose 
qualifying health coverage on [date of coverage loss]. Examples of 
documents consumers may send (continued):
• Letter or notice from a government program, like TRICARE, Peace Corps, AmeriCorps, or 

Medicare, stating when that coverage ended or will end
• Dated copy of military discharge papers or Certificate of Release including the date that 

coverage ended or will end, if you’re losing coverage because you’re no longer active duty 
military

• Divorce or annulment papers that include the date of ending responsibility for providing 
health coverage 

• Death certificate or public notice of death that includes proof of the date that you lost or 
will lose coverage due to the death of a spouse or other family member

• Dated and signed copy of written verification from an agent or dated letter from the 
issuer, if you are or were enrolled in a non-calendar year plan that’s ending 

• Copy of pay stubs of both current and previous hours if a reduction in work hours caused 
you to lose coverage

• Letter of explanation about the coverage you had, why and when you lost or will lose it, 
and the reason you can’t provide any other documents proving you’re eligible for an SEP. 
The Marketplaces will take your letter into consideration.
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Documentation: Change in 
Primary Place of Living SEP

Consumers must send the Marketplace proof of where they lived before and 
where they live now, and the date of their move. Examples of documents 
consumers may send:
• Lease or rental agreement 
• Insurance documents, like homeowner’s, renter’s, or life insurance policy or statement 
• Mortgage deed, if it states that the owner uses the property as the primary residence
• Mortgage or rental payment receipt 
• Mail from the Department of Motor Vehicles, like a driver’s license, vehicle registration, or 

change of address card
• State ID 
• Official school documents, including school enrollment, ID cards, report cards, or housing 

documentation
• Internet, cable, or other utility bill (including any public utility like a gas or water bill) or other 

confirmation of service (including a utility hook up or work order)
• Telephone bill showing your address (cell phone or wireless bills are acceptable)
• Mail from a government agency to your address, like a Social Security statement, or a notice 

from Temporary Assistance for Needy Families or Supplemental Nutrition Assistance Program 
agency

• Mail from a financial institution, like a bank statement 
• United States Postal Service change of address confirmation letter
• Pay stub showing your address 
• Letter from a current or future employer showing you relocated for work

18



Documentation: Change in 
Primary Place of Living SEP (Continued)

Consumers must send the Marketplace proof of where they lived before and 
where they live now, and the date of their move. Examples of documents 
consumers may send (continued):
• Voter registration card showing your name and address.
• Moving company contract or receipt showing your address.
• If you’re living in the home of another person, like a family member, friend, or roommate, you 

may send a letter/statement from that person stating that you live with them and aren’t just 
temporarily visiting. This person must prove their own residency by including one of the 
documents listed above.

• Document from the Department of Corrections, jail, or prison indicating recent release or 
parole, including an order of parole, order of release, or an address certification 

• If you’re homeless or in transitional housing, you may submit a letter or statement from 
another resident of the same state, stating that they know where you live and can verify that 
you live in the area and aren’t just temporarily visiting. This person must prove their own 
residency by including one of the documents listed above. 

• Letter from a local non-profit social services provider or government entity (including a shelter) 
that can verify that you live in the area and aren’t just visiting. 

• Naturalization Papers signed and dated within the last 60 days or Green Card, Education 
Certificate, or visa (if you moved to the United States from another country).

• Letter of explanation providing the date of your move, your old and new address (or where 
you’re staying), and the reason you can’t provide any other documents proving you’re eligible 
for an SEP. The Marketplaces will take your letter into consideration.
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Guidance on Providing a Letter of Explanation 
(if Applicable)

Providing one or more of the documents listed on the EDN is how consumers should 
prove they experienced a life event that makes them eligible for an SEP. 

However, as a last resort, consumers who enrolled in Marketplace coverage using a 
Loss of MEC or Change in Primary Place of Living SEP and cannot send in sufficient 
documentation may send a written statement, signed by the consumer, which explains why 
they have issues submitting documents.

Consumers who lost or will lose MEC should include:
• The type of coverage they had (For example, consumers can include information about the insurance

company they bought coverage from and/or the employer that provided them with coverage, as
applicable.)

• Date they lost or will lose this coverage
• Why they lost or will lose this coverage
• Why they can’t provide sufficient documentation to prove they have lost or will lose their coverage

Consumers who changed their primary place of living should include in the 
statement:
• Date of their move
• Old and new mailing addresses
• Why they can’t provide sufficient documentation proving that they changed their primary place of

living 20



Documentation: Birth SEP

Consumers must send the Marketplace proof of their child’s date of 
birth. Examples of documents consumers may send:

• Medical record from a clinic, hospital, physician, midwife, institution, or other
medical provider showing the date of birth

• Letter from hospital, clinic, physician, or other medical provider attesting the
date of birth

• Letter or other document from the health insurance company, like an
Explanation of Benefits, showing that services related to birth or post-birth
care were provided to either the child or the mother, including the dates of
service

• Birth certificate or application for a birth certificate for the child
• Application for a Social Security number (SSN) for the child
• A foreign birth record showing the child’s date and place of birth
• Military record showing the child’s date and place of birth
• Religious record showing the child’s date and place of birth
• Social Security card for the child 21



Documentation: Gaining Dependent due to 
Adoption, Foster Care, Court Order SEP

Consumers must send the Marketplaces proof of the adoption, 
placement for adoption, placement for foster care, or child support 
or other court order effective [date of adoption/foster care 
placement/effective date of court order]. Examples of documents 
consumers may send:
• Adoption letter or record showing date of adoption dated and signed by a court

official
• Government-issued or legal document showing the date that the child was

placed in the home
• Government-issued or legal document showing the date legal guardianship was

established
• Court order showing the effective date of the order
• U.S. Department of Homeland Security immigration document for foreign

adoptions
• Medical support order
• Foster care papers dated and signed by a court official
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Documentation: Marriage SEP

Consumers must send the Marketplaces proof of their marriage, 
and when it took place. Examples of documents consumers may 
send:
• Marriage certificate showing the date of the marriage
• Marriage license showing the date of the marriage
• An official public record of the marriage, including a foreign record of marriage
• Affidavit or statement signed by the person who officiated the marriage
• Affidavit or statement signed by a person who was an official witness to the

marriage
• A religious document that recognizes the marriage
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Agents & Brokers can:
• Help consumers review their notices carefully to understand which 

documents they’ll need to submit to the Marketplaces. Examples of 
acceptable documentation are listed on the sample EDNs: 
https://marketplace.cms.gov/applications-and-forms/notices.html
Scroll to “Eligibility Notice,” and click on: “Special Enrollment Periods 
(2016 coverage) (June 2016).” 

• Explain to consumers that they must submit documents by the deadline 
printed on their EDN to confirm that they are eligible for the SEP that they 
used, or are planning to use, to enroll in coverage.

• Help consumers send in one or more documents by either uploading 
them in their HealthCare.gov account (if available) or sending copies by 
mail.

3. How to Help Consumers 
with SEP Verification
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Help Consumers Understand their Notice

Help consumers review their notices carefully to 
determine:
• Which household member(s) needs to provide more information?
• Which SEP does the consumer need to prove eligibility for?
• Which documents does the consumer need to submit?
• What is the deadline to submit documents?
• What are the consequence of not resolving the issue?

25

Sample EDNs are available on Marketplace.CMS.gov: 
https://marketplace.cms.gov/applications-and-forms/notices.html

Agents & Brokers can also click here to download these sample 
notices: https://marketplace.cms.gov/applications-and-
forms/eligibility-determination-notice-special-enrollment-period.zip

https://marketplace.cms.gov/applications-and-forms/notices.html
https://marketplace.cms.gov/applications-and-forms/eligibility-determination-notice-special-enrollment-period.zip


Help Consumers Submit Documents

• If the consumer submitted an application on or after June 
18, uploading documents to their Marketplace 
account is the fastest way to get documents to us.

• Consumers may also mail documents to the Marketplaces if 
they prefer.
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Tips for Uploading Documents

Reminder #1: Please don’t use the following characters in the 
name of the file that you upload: / \ : * ? “ < > |.

Reminder #2: Each uploaded document should not be larger 
than 10 MB in size.

Reminder #3: Each uploaded document must be a .pdf, .jpeg, 
.jpg, .gif, .xml, .png, .tiff, or .bmp type file.

Consumers will be able to upload multiple documents, if 
needed.
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How to Mail In Documents
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Consumers can mail copies (not originals) to:

Health Insurance Marketplace
Attn: Coverage Processing

465 Industrial Blvd.
London, KY  40750-0001

Reminders

• Don’t mail the original
documents!

• Photos are permitted if a copy
cannot be scanned.

• Include bar code page from
the notice

• Write consumer’s state, full
legal name, and application
ID on the top of each page of
each document.



Example of Barcode Page
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• Consumers who qualify for certain SEPs will receive 
information in their EDN or other written notice from the 
Marketplace instructing them to submit documentation to 
prove their eligibility for their SEP.

• Consumers who submit documents and do not hear back from
the Marketplace do not need to take any further action.

• If additional information or documents are required, CMS will
contact consumers. Consumers will then have an opportunity to
resolve the issue.

• If consumers don’t respond at all, or don’t provide sufficient
documentation, they could be found ineligible for their SEP and
could lose their coverage.

4. Summary
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Summary (Continued)

Agents & Brokers can help consumers with:

• Reading their notices carefully to understand the SEP 
that they need to prove eligibility for, and which 
documents they’ll need to submit to the Marketplaces

• Sending in documents either by uploading them online or 
sending them in by mail

31



Special Enrollment 
Confirmation Process Resources

• SEPs for the Health Insurance Marketplaces: 
https://marketplace.cms.gov/outreach-and-
education/special-enrollment-periods-for-marketplace.pdf

• Model Marketplace Eligibility Notices: 
https://marketplace.cms.gov/applications-and-
forms/notices.html or 
https://marketplace.cms.gov/applications-and-
forms/eligibility-determination-notice-special-
enrollment-period.zip
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Special Enrollment Confirmation Process

Agent and Broker 
Resources



• Plan year 2016 FFM registration and training for agents and brokers will 
close on the Marketplace Learning Management System (MLMS) on 
July 15 at 11:59 AM Eastern Time (ET).
– Do not sign up for a new plan year 2016 FFM training curriculum after July 1. 

After this date, the MLMS is only available for updates to your profile’s 
training completion status.

– Complete all other plan year 2016 FFM registration requirements (e.g., 
identity proofing, sign the applicable Agreement(s)), or print copies of your 
Registration Completion Certificate(s), by July 14. 

– Please note that completion of a plan year 2016 training curriculum, or 
signing the plan year 2016 FFM Agreements, does not count towards plan 
year 2017 FFM registration for agents and brokers.

• The MLMS will be undergoing scheduled maintenance from 
12:00 PM ET on June 29 to 11:59 PM ET on June 30. Due to this 
maintenance, the MLMS cannot be launched during this time; and any 
course or curriculum completed during this time will not be recorded. 
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Upcoming Deadlines



CMS has posted two (2) key resources on the Agents and 
Brokers Resources webpage related to the MLMS closing: 
– Myths and Facts about the Closing of the Marketplace Learning 

Management System for Plan Year 2016 Agent and Broker Federally-
Facilitated Marketplace Registration and Training..
The myths and facts document dispels some of the most common 
misconceptions agents and brokers have about the closing of the 
MLMS for plan year 2016 and how the closing will impact their ability 
to complete registration

– Quick Reference Guide: Avoiding the Creation of a Duplicate CMS 
Enterprise Portal Account
The Quick Reference Guide explains how agents and brokers can use 
self-service options including finding out if they have a CMS user 
account, how to retrieve their CMS User ID and password, and how to 
reset a password.
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MLMS Closing Resources

https://www.cms.gov/CCIIO/Programs-and-Initiatives/Health-Insurance-Marketplaces/Downloads/MLMS-Closing-Myths-Facts-FINAL.pdf
https://www.cms.gov/CCIIO/Programs-and-Initiatives/Health-Insurance-Marketplaces/Downloads/Avoid-Duplicate-Portal-Account_QRG_FINAL.pdf


• Register for one of the upcoming plan year 2017 registration webinars. Topics to be 
addressed include: 
– An overview of the role of agents and brokers in the Health Insurance Marketplaces;
– An overview of what’s new for the FFM plan year 2017 registration and training process 

using the MLMS or one of the CMS-approved vendor training options; and 
– Information on the new refresher training option for agents and brokers who have 

previously completed the FFM registration and training requirements.
• Agents and brokers are welcome to attend any one (1) of the sessions, but CMS asks 

that agents and brokers only register for one session. To register for the webinar, please 
log in to www.REGTAP.info. 
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Upcoming Activities

Plan Year 2017 FFM Registration and Refresher 
Training for Agents and Brokers Returning to the 
FFMs

Plan Year 2017 FFM Registration and Training for 
Agents and Brokers New to the FFMs

• Wednesday, July 13 from 1:00 PM – 2:30 PM ET
• Tuesday, July 19 from 1:00 PM – 2:30 PM ET
• Thursday, July 28 from 11:00 AM – 12:30 PM ET
• Wednesday, August 3 from 1:00 PM – 2:30 PM ET
• Wednesday, August 10 from 1:00 PM – 2:30 PM ET

• Wednesday, July 20 from 1:00 PM – 2:30 PM ET 
• Wednesday, July 27 from 1:00 PM – 2:30 PM ET 
• Thursday, August 4 from 11:00 AM – 12:30 PM ET



• The Agents and Brokers Resources webpage is the best place to start for 
guidance on how agents and brokers operate in the FFMs. It can be 
accessed at http://go.cms.gov/CCIIOAB and provides links to many useful 
resources, including: 
– General reference resources and regulatory guidance on the role of agents and 

brokers in the FFMs
– The “Agent and Broker Roadmap to Resources,” which provides a quick guide 

to resources CMS and its federal partners have developed to help agents, 
brokers, and consumers navigate the FFMs.

– Information on how to complete registration and training for the Individual 
and SHOP Marketplaces

– The Agent and Broker Federally-Facilitated Marketplace (FFM) Registration 
Completion List (updated on this site twice monthly for the current plan 
year)

– All 2015 and 2016 (to date) editions of the “News for Agents and Brokers” 
newsletter 37

Agent and Broker Resources

http://go.cms.gov/CCIIOAB


• CMS presents periodic webinars on topics of interest to agents and brokers assisting 
consumers in the FFMs.

• Webinars are announced via emails to registered agents and brokers, on the Agents 
and Brokers Resources webpage, and in the monthly “News for Agents and Brokers” 
newsletter.

• Slides for past webinars are posted on the Agents and Brokers Resources webpage, 
including:
– IRS Data Recheck of Failure to File and Reconcile 2014 APTC Population: Overview for 

Agents and Brokers, which provides an overview of a new process the FFMs are 
implementing in the summer 2016 that may impact consumers that agents and brokers 
work with.

– Protection Requirements and Appropriate Usage of Consumer’s Personally Identifiable 
Information (PII),which highlights the standards of conduct for agents and brokers, 
requirements for protecting and using consumer PII, and new requirements included in the 
2017 Payment Notice and Letter to Issuers that will be effective starting for plan year 2017.
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Agent and Broker Resources (Continued)

http://go.cms.gov/CCIIOAB
http://go.cms.gov/CCIIOAB
https://www.cms.gov/CCIIO/Programs-and-Initiatives/Health-Insurance-Marketplaces/Downloads/FTR_Recheck_Webinar-FINAL.pdf
https://www.cms.gov/CCIIO/Programs-and-Initiatives/Health-Insurance-Marketplaces/Downloads/Protection-and-PII-Webinar_FINAL_5-19-16_v2.pdf


• Registered agents and brokers also receive:
– Emails with current information about the 

FFM agent and broker program, and about 
the FFMs.

– The “News for Agents and Brokers” 
monthly newsletter

– For agents and brokers who not receive 
the newsletter via email, CMS posts it 
on the Agents and Brokers Resources 
webpage at: 
http://go.cms.gov/CCIIOAB. 

• Follow CMS’ Twitter feed: 
– At https://twitter.com/cmsgov or by 

following CMS’ twitter handle, @CMSGov
– Search by the agent and broker program 

hashtags #ABFFM and #ABFFSHOP
39

Agent and Broker Resources (Continued)
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Definition of Acronyms
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Acronym Definition
CHIP Children’s Health Insurance Program 
CMS Centers for Medicare & Medicaid Services
EDN Eligibility Determination Notice
FFM Federally-facilitated Marketplace 
MEC Minimum Essential Coverage
QHP Qualified Health Plan
SEP Special Enrollment Period
SSN Social Security Number

Agent and Broker Resources (Continued)



For questions about agent/broker participation in the FFMs: 
FFMProducer-AssisterHelpDesk@cms.hhs.gov

For questions on the Marketplace Learning Management System (MLMS): 
MLMSHelpDesk@CMS.HHS.gov

For questions when working with consumers applying and enrolling in QHPs:
1-800-318-2596 (TTY: 1-855-889-4325) available 7 days a week, 24 hours a day

For questions unrelated to application and enrollment:
1-855-CMS-1515 (855-267-1515) and select option “1”

For questions about the SHOP Marketplace:
1-800-706-7893 (TTY: 711) available M-F 9:00 AM-7:00 PM ET

For questions regarding a CMS-approved vendor’s training, contact the respective vendor’s help 
desk. Contact information for these vendors can be found on the Agents and Brokers Resources 

webpage at: http://go.cms.gov/CCIIOAB

For questions/comments about web-broker participation in the FFMs: WebBroker@cms.hhs.gov
41

Questions?
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