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Enrollment Workflow Basics

Enrollment Verifies:

 Eligibility

Does the applicant qualify for the plan requested?

 Election Period

Is the plan requested during a valid election period?

 Enrollment Request

Is all the information received accurate and complete?
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Enrollment Workflow Basics
Important Timelines & Notifications

Per CMS, the application “Received Date” is the date an 
enrollment request is first received by THE PLAN

What is THE PLAN?
 For Telephonic Enrollments – Date of Recorded Enrollment Call

 For Electronic Enrollment – Date of completed enrollment by Sales Agent with the applicant

 For Mailed-in or Faxed-in by Applicant – Date mail or fax is received by SCAN

 For Mailed-in or Faxed-in by Sales Agent – Date the enrollment is dated and signed by Sales Agent
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All completed enrollments must be submitted to CMS within 7 calendar days of THE PLAN  
receipt date.

 Electronic Enrollments: processed within 24 to 48 hours 

 Paper Enrollments:

 All enrollments received by SCAN are logged, prepped and sorted by receipt date within 24 hours 
to then be processed.

 Most of the year, enrollments are processed and entered into the system within 2 business days.  

 During AEP, enrollments are processed and entered into the system within 3 to 5 business days.

Enrollment Workflow Basics
Important Timelines & Notifications



2021 SCAN Enrollment 
Application 
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NEW 1st page

2021 SCAN Enrollment

Application
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Notable Changes

1. Email address and permission 

to email - Moved to section #2 

of page 4  

2. Emergency contact - Moved

to Internal Office Use section

Balance Plan ONLY

Heart First Plan ONLY

2021 SCAN Enrollment Application

MUST Complete with 

EVERY application!
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Notable Changes

• “Do you or your spouse work” 
Changed to two separate questions in section #2

• SNP qualifying questions - Moved to page 3

STATEMENT OF UNDERSTANDING 

minimized to bullet points

Place E-mail Address HERE!

2021 SCAN Enrollment Application

Place PCP information HERE!
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2021 SCAN Enrollment Application



Enrollment Submissions
Lessons Learned – Avoid these mistakes!
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 Incorrect MBI

 Invalid Address or Missing Apt, Suite or Lot #’s

 Apt, Suite or Lot #’s should be placed in address field 2

 Inaccurate Dates

 Date of Loss of SNP Status, EG Coverage, or Date of Move

o always use the last day of the month 

 Missing or Incorrect Plan Selection

 Missing Pages

 Missing Applicant Signature

 POA missing required information

Lessons Learned
Common Reasons for Incomplete Status 
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Lessons Learned
Best Practices and Requirements 

 Use the correct Enrollment forms
 You must use the 2020 Enrollment Form for 11/1 and 12/1 effectives

 You must use New 2021 Enrollment Form for 1/1 effectives

 Paper Applications converted to Electronic Enrollments should be 
submitted to SCAN and indicate “EE Dup” on top of application
 All these completed paper enrollments are REQUIRED to be submitted into SCAN due to 

HIPPA regulations

 Do not put any information on the paper enrollment that we did not receive on the EE

 They are filed away and not reviewed 

 If something was incorrect or needs to be updated, place a coversheet detailing the 
differences (i.e. COS forms)
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Lessons Learned
Best Practices and Requirements 

ELECTRONIC ENROLLMENTS 
 The Provider Look-Up Tool is REQUIRED to populate the selected PCP 
 DO NOT copy & paste or type in the PCP information into the EE

 Missing/Incorrect PCP
 DO NOT Submit A New EE 

 Send an email to EnrollmentDpt@scanhealthplan.com or 

 Call Enrollment Department 800-531-4040 

to provide the missing or correct information

 ONLY applicable pre- effective date

 If after effective date, then have your client call MS

mailto:EnrollmentDpt@scanhealthplan.com
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Lessons Learned

 Clearly select your client’s SCAN Plan choice  

 All submitted enrollment pages must be in the same language

 If you forgot to mail or FedEx your enrollment in time, FAX or Email your enrollment to 
prevent late enrollments

 EnrollmentDpt@scanhealthplan.com

 FAX#s: 866-951-0713 or 866-951-0815

IMPORTANT: Pictures of enrollment forms are considered a breach of HIPAA – DO NOT email or FAX pictures

 FAX enrollments to reduce delays or errors

 All Faxes should include a “cover sheet” for each prospective member

o Name and Contact Information of Sender (That’s you!)

o Pages need to be Faxed in the correct order

mailto:EnrollmentDpt@scanhealthplan.com
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Your Sales Support Team
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Your Sales Support Team

We’re here to Help – Only a Phone Call Away!

Call 1-888-445-2038


