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DEPARTMENT OF HEALTH AND HUMAN SERVICES
Centers for Medicare & Medicaid Services

NPI: Guidance for Organization Health Care Providers 
Who Apply for National Provider Identifiers (NPIs) for 
Their Health Care Provider Employees

CMS offers the following guidance for organization health care providers who wish to apply for NPIs or submit updates 
to the National Plan and Provider Enumeration System (NPPES), using the NPPES  web-based process, on behalf of their 
employed health care providers. The process described below is NOT the process for Electronic File Interchange (EFI) for 
bulk enumeration. Instead, it is the steps an organization that is a health care provider should take when applying for an 
employee’s NPI, on an individual record-by-record basis.

(1)  Confirm NPI Status
Ensure that the health care providers for whom the organization will be applying for NPIs do not already have NPIs.

(2)  Verify Agreement With Health Care Providers
Determine if there is an existing agreement between the organization health care provider and its health care 
provider employees that gives the organization the appropriate legal authority to act on behalf of those health care 
providers in taking actions such as completing NPI application and update transactions on their behalf. Legal counsel 
may be necessary to determine if an existing agreement covers these types of actions. If such an agreement exists, it 
may not be necessary for the organization to have to take the actions described in items 3-5 below.

(3)  Notify Health Care Providers of Collected Information
Ensure that the health care providers are aware of the provider information being collected on the NPI Application/
Update Form (CMS-10114), available from http://www.cms.gov/Regulations-and-Guidance/HIPAA-Administrative-
Simplification/NationalProvIdentStand/apply.html, and that they have read the parts of that form containing the 
“Penalties for Falsifying Information on the National Provider (NPI) Application/Update Form,” the “Certification 
Statement,” and the “Privacy Act Statement,” and agree to any requirements therein.

(4)  Validate NPI Application Data
Share with the health care providers the NPI application data that will be furnished on their behalf in the 
web-based application to ensure the data are complete and correct. The same would apply to 
update information.

(5)  Retain NPI Documents
Ask the health care providers to sign a document that indicates that the above actions were 
taken, and retain those documents in files as proof that the health care providers were 
aware of the actions taken on their behalf.
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(6)  Designate Contact Person for NPI Confirmation
The NPPES sends an e-mail to the “Contact Person” whose name and e-mail address are      
entered on a health care providers’ NPI application that is submitted over the Internet. This     
e-mail is the NPI notification that informs the Contact Person of the enumerated health care    
provider’s NPI, and contains some of the identifying information about the enumerated health care    
provider (including provider name, address, and Healthcare Provider Taxonomy Code and description). 
If the organization submits an NPI application on behalf of a health care provider whom it employs, the 
Contact Person as designated by the organization when completing the web-based application will receive the   
NPI notification e-mail from the NPPES. The Contact Person, upon receipt of that NPI notification, must ensure   
that he/she forwards that NPI notification, or a copy of it, to the health care provider. The NPI notification not   
only contains the NPI, but is the confirmation that the health care provider has been assigned an NPI.

Organization health care providers may feel it appropriate to have their legal counsel review this process.

This fact sheet was current at the time it was published or uploaded onto the web. Medicare policy changes frequently so links to the source 
documents have been provided within the document for your reference.
 
This fact sheet was prepared as a service to the public and is not intended to grant rights or impose obligations. This fact sheet may contain 
references or links to statutes, regulations, or other policy materials. The information provided is only intended to be a general summary. It is not 
intended to take the place of either the written law or regulations. We encourage readers to review the specific statutes, regulations, and other 
interpretive materials for a full and accurate statement of their contents.

The Medicare Learning Network® (MLN), a registered trademark of CMS, is the brand name for official CMS educational products and information 
for Medicare Fee-For-Service Providers. For additional information, visit the MLN’s web page at http://go.cms.gov/MLNGenInfo on the 
CMS website.

   Your feedback is important to us and we use your suggestions to help us improve our educational products, services and activities and to 
        develop products, services and activities that better meet your educational needs. To evaluate Medicare Learning Network® (MLN) products,            
           services and activities you have participated in, received, or downloaded, please go to http://go.cms.gov/MLNProducts and click on the link 
             called ‘MLN Opinion Page’ in the left-hand menu and follow the instructions.
 
                     Please send your suggestions related to MLN product topics or formats to MLN@cms.hhs.gov. 
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