
 

 
 

 

  

 

 
 

 
 

 

 
 

 

 

 
 

 

 
 

 
 

 
 

 
 

CMS Manual System Department of Health & Human 
Services (DHHS) 

Pub 100-08 Medicare Program Integrity Centers for Medicare & Medicaid 
Services (CMS) 

Transmittal 250 Date: APRIL 4, 2008 

Change Request 5954 

SUBJECT: Instructions on the Processing of CMS-855 Enrollment Applications Submitted Via the 
Web 

I. SUMMARY OF CHANGES: This change request furnishes guidance to Medicare contractors on the 
proper handling and processing of CMS-855 applications submitted via the Internet (hereinafter referred to 
as "PECOS Web" applications). 

NEW/REVISED MATERIAL 
EFFECTIVE DATE: May 5, 2008 
IMPLEMENTATION DATE: May 5, 2008 

Disclaimer for manual changes only: The revision date and transmittal number apply only to red 
italicized material. Any other material was previously published and remains unchanged. However, if this 
revision contains a table of contents, you will receive the new/revised information only, and not the entire 
table of contents. 

II. CHANGES IN MANUAL INSTRUCTIONS: (N/A if manual is not updated) 

R/N/D CHAPTER / SECTION / SUBSECTION / TITLE 

N/A 

III. FUNDING: 


SECTION A: For Fiscal Intermediaries and Carriers: 

No additional funding will be provided by CMS; contractor activities are to be carried out within their 
operating budgets. 

SECTION B: For Medicare Administrative Contractors (MACs): 
Not Applicable. 

IV. ATTACHMENTS: 

One-Time Notification 

*Unless otherwise specified, the effective date is the date of service. 



 

 

 

 

 

 

 

 

 

 

 
 

 
 

 

   

  

 

         

 

 

         

 

         

 

         

Attachment – One-Time Notification 

Pub. 100-08 Transmittal: 250 Date: April 4, 2008 Change Request: 5954 

SUBJECT: TInstructions on the Processing of CMS-855 Enrollment Applications Submitted Via the 
InternetT 

Effective Date:  May 5, 2008 
Implementation Date: May 5, 2008 

I. GENERAL INFORMATION   

A. Background: This change request furnishes guidance to Medicare contractors on the proper handling 
and processing of CMS-855 applications submitted via the Internet (hereinafter referred to as "PECOS Internet" 
applications).T 

B. Policy: The purpose of this change request is to ensure that contractors process PECOS Internet 
applications in a consistent and accurate fashion.  Note that, unless other stated, the instructions in this change 
request apply UonlyU to PECOS Internet applications and have no applicability to CMS-855 paper applications.  

II. BUSINESS REQUIREMENTS TABLE 
Use“Shall" to denote a mandatory requirement 

Number Requirement Responsibility (place an “X” in each applicable 
column) 
A 
/ 

D 
M 

F 
I 

C 
A 

R 
H 

Shared-System 
Maintainers 

OTHER 

B 

M 
A 
C 

E 

M 
A 
C 

R 
R 
I 
E 
R 

H 
I 

F 
I 
S 
S 

M 
C 
S 

V 
M 
S 

C 
W 
F 

5954.1 The contractor shall note that the principal logging 
and tracking (L & T) statuses for PECOS Internet 
applications that are not in a final status are as 
follows: Received, In Review, Returned for 
Corrections, Corrections Received, Review 
Complete, and Application in Process. 

X X X 

5954.2 The contractor shall note that the submission of a 
PECOS Internet application will immediately place 
the L & T record into a Received status. 

X X X 

5954.3 The contractor shall “prescreen” the PECOS Internet 
application, as that term is defined in section 3.1 of  
chapter 10. 

X X X 

5954.4 If the provider fails to submit a signed and dated 
certification statement to the contractor within 15 
calendar days of the date on which it submitted its 
PECOS Internet application to the contractor, the 
contractor may – but is not required to - reject the 

X X X 
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application. (For purposes of business requirement 
5954.4, the certification statement must be received 
by the contractor’s provider enrollment unit by the 
15 P 

th 
P day.) The 15-day rule applies to all CMS-855 

PECOS Internet applications, regardless of the 
transaction involved. 

5954.4.1 If the contractor can determine (without actively 
processing the application) that an application can be 
“returned” under section 3.2 of chapter 10 (e.g., was 
submitted more than 30 days prior to the effective 
date), the contractor shall return the application – 
without waiting for the arrival of the certification 
statement. 

X X X 

5954.4.2 For initial PECOS Internet applications (as the term 
“initial” is defined in section 2.1 of chapter 10), it is 
only necessary that the dated signature of at least one 
of the provider’s authorized officials be on the 
certification statement that must be sent in by the 15 P 

th 
P 

day; obtaining the signatures of the other authorized 
and delegated officials shall be done through the 
normal application development process. 

X X X 

5954.4.3 For PECOS Internet changes of information (as the 
term “changes of information” is defined in section 
2.2 of chapter 10), if the certification statement is 
signed by an individual who is not on file with the 
contractor as being an authorized or delegated 
official of the provider, the contractor may accept the 
certification statement but shall develop for 
information on the person in question in accordance 
with sections 4.15 and 4.16 of chapter 10 and 
business requirement 5954.6. 

X X X 

5954.4.4 If the provider submits: (1) an undated certification 
statement, or (2) a certification statement on which 
the Web Tracking ID does not match that in PECOS, 
the contractor shall treat it as a non-submission; 
while it is recommended that the contractor contact 
the provider to request a signed/correct certification 
statement, it is not required.  (This requirement 
applies to any CMS-855 transaction, including 

X X X 
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requests for additional/clarifying information as 
described in business requirement 5954.6.) 

5954.4.4.1 If, per business requirement 4.4, the contractor elects 
to contact the provider to request a dated/valid 
certification statement, the contractor may give the 
provider an additional 15 days (or, for that matter, 
any additional time beyond the initial 15-day period) 
to submit the new certification statement. 

X X X 

5954.4.5 With respect to business requirement 5954.4, the 
contractor shall – in determining whether to accept an 
untimely certification statement – take into account 
factors such as: (1) the degree of the provider’s 
cooperation, (2) the time it took for the certification 
statement to be transferred from the contractor’s 
main mailroom to the provider enrollment 
department, and (3) the number of days by which the 
provider missed the 15-day deadline. 

X X X 

5954.5 After – and only after - it receives and accepts the 
provider’s certification statement, the contractor 
shall: (1) enter the date of signature into the 
“Certification Date” box in the L & T record, and (2) 
change the L & T status to “In Review.” (The 
contractor, in other words, shall not commence any 
application verification activities prior to its receipt 
and acceptance of the certification and its completion 
of tasks (1) and (2).) 

X X X 

5954.5.1 The contractor shall note that the processing time 
clocks referred to in sections 2.1 and 2.2 of chapter 
10 commence on the date that the certification 
statement/envelope is date-stamped in the 
contractor’s mailroom. 

X X X 

5954.5.2 After changing the L & T status to “In Review” per 
business requirement 5954.5, the contractor shall 
review the Application Data Report (ADR), and shall 
commence all applicable validation activities 
identified in chapter 10. 

X X X 

5954.6 If, when carrying out business requirement 5954.5.2, X X X 
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the contractor determines that additional or clarifying 
information is needed, the contractor shall – after 
switching the L & T status to “Returned for 
Corrections” - send an e-mail (via PECOS Internet) 
to the provider: (1) requesting said data along with, 
as necessary, a signed and dated certification 
statement; and (2) listing a date(s) by which the 
information and certification statement, respectively, 
must be submitted to the contractor.  

5954.6.1 The contractor shall note that the establishment of the 
submission due date referred to in (2) in business 
requirement 5954.6 shall be done in accordance with 
section 5.3(A)(2) of chapter 10. 

X X X 

5954.6.2 In accordance with section 5.1 of chapter 10 – and to 
avoid multiple contacts with the provider - the 
contractor shall attempt to validate UallU of the data on 
the ADR prior to requesting additional/clarifying 
information from the provider. 

X X X 

5954.6.3 The contractor shall not attempt to contact the 
provider for additional/clarifying information prior to 
sending the e-mail referred to in business 
requirement 5954.6.  

X X X 

5954.6.4 The contractor may, at its discretion, initiate a 
follow-up contact with the provider after sending the 
e-mail referred to in business requirement 5954.6, 
said e-mail is the only contact that the contractor is 
required to make per section 5.3 of chapter 10. 

X X X 

5954.6.5 Upon sending the e-mail referred to in business 
requirement 5954.6, the contractor shall change the L 
& T status to “Returned for Corrections.” 

X X X 

5954.6.6 The contractor shall note that a provider may submit 
requested additional/clarifying data via PECOS 
Internet or any other mechanism permitted by chapter 
10 (e.g., paper, fax). 

X X X 

5954.6.7 If the provider fails to submit the requested 
additional/clarifying information and the 

X X X 
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accompanying certification statement within 60 
calendar days from the date the contractor sent the e-
mail referred to in business requirement 5954.6, the 
contractor shall follow the procedures found in 
section 3.1 of chapter 10. 

5954.6.8 If the contractor receives the additional/clarifying 
information from the provider, the contractor shall 
not recommence its processing of the application 
until the accompanying certification statement is 
received in the contractor’s provider enrollment 
department.  

X X X 

5954.6.9 Upon the provider’s submission of the 
additional/clarifying data and the contractor’s receipt 
and acceptance of the newly signed and dated 
certification statement, the contractor shall enter the 
certification statement date into the L & T record.   

X X X 

5954.6.10 If, after receiving the additional/clarifying 
information and certification statement from the 
provider, the contractor determines that further 
information is needed and elects to request this data 
from the provider (i.e., elects to waive the “one 
contact” threshold described in section 5.3 of chapter 
10 and business requirement 5954.6.4), the contractor 
shall do so in accordance with business requirements 
5954.6, 5954.6.1, 5954.6.3, 5954.6.4 and 5954.6.5. 

X X X 

5954.7 The contractor shall note that the ADR is only 
available for printing when the L & T record is in one 
of the following statuses: “In Review,” “Returned for 
Corrections,” and “Corrections Received.” 

X X X 

5954.8 The contractor shall note that the provider must 
submit all applicable supporting documentation (e.g., 
licenses, CMS-588) with its PECOS Internet 
application. (It is not necessary, however, for the 
provider to submit the supporting documentation: (1) 
in the same package as the certification statement, or 
(2) prior to its submission of the certification 
statement.)   

X X X 

CMS / CMM / MCMG / DCOM 
Change Request Form: Last updated 08 November 2007 
Page 5 



 

 

   

  

 

 

         

 

         

 

         

 

         

 
 
 

         

 
 

         

 
 

Number Requirement Responsibility (place an “X” in each applicable 
column) 
A 
/ 

D 
M 

F 
I 

C 
A 

R 
H 

Shared-System 
Maintainers 

OTHER 

B 

M 
A 
C 

E 

M 
A 
C 

R 
R 
I 
E 
R 

H 
I 

F 
I 
S 
S 

M 
C 
S 

V 
M 
S 

C 
W 
F 

5954.8.1 If the provider fails to submit all applicable 
supporting documentation per business requirement 
5954.8, the contractor shall develop for said 
documentation in accordance with business 
requirement 5954.6. 

X X X 

5954.9 Once the contractor ties the L & T record to the 
enrollment record, the contractor shall begin the 
process of transferring the data into PECOS by 
accepting or rejecting the various data elements; the 
contractor shall note that: (1) it cannot undo any 
transfer of information into PECOS, and (2) once the 
L & T is tied to the enrollment record, the application 
cannot be returned to the provider for corrections. 

X X X 

5954.10 The contractor shall only delete an erroneously 
created L & T record by: (1) moving the L & T 
record to a status of “Rejected” and (2) using an L & 
T status reason of “Deleted.” 

X X X 

5954.11 The contractor shall note that the Gatekeeper and 
Enrollment screens are only used in the case of CMS-
855 initial enrollment PECOS Internet submissions.   

X X X 

5954.12 After processing a particular PECOS Internet 
transaction, the contractor shall maintain in the 
provider’s file: (1) a copy of the final version of the 
ADR, (2) all submitted certification statements and 
applicable supporting documents, and (3) 
documentation of all contacts with the provider (e.g., 
phone calls, e-mails) per section 10 of chapter 10.  

X X X 

5954.13 In situations described in chapter 10 in which the 
contractor is required to submit a copy of the 
provider’s paper CMS-855 to the State agency, the 
contractor shall send a copy of the ADR in lieu of the 
CMS-855 if the provider sent in its application via 
the Internet. 

X X X 
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III. PROVIDER EDUCATION TABLE 
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None. 

IV. SUPPORTING INFORMATION 

Section A: For any recommendations and supporting information associated with listed requirements, 
use the box below: 

X-Ref 
Requirement 
Number 

Recommendations or other supporting information: 

Section B: For all other recommendations and supporting information, use this space: 

V. CONTACTS 

Pre-Implementation Contact:
Post-Implementation Contact:

 Frank Whelan, HTUfrank.whelan@cms.hhs.govUTH, (410) 786-1302. 
Frank Whelan, HTUfrank.whelan@cms.hhs.govUTH, (410) 786-1302 

VI. FUNDING 

Section A: For Fiscal Intermediaries (FIs), Carriers, and Regional Home Health Carriers (RHHIs): 
No additional funding will be provided by CMS; contractor activities are to be carried out within their operating 
budgets. 

Section B: For Medicare Administrative Contractors (MACs): N/A 
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