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 Name, DOB, and Gender must 

match what SSA has listed. 

Be sure the plan is 

offered in the 

members residential 

county 
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Important Page  

The more information given on the 
application the better we can serve our 

members. 

Listing the Name, DOB and Gender to match 
the Social Security Administration, helps with 
not having a fallout in the application 
process. 

Having punctuations in the address, may 
cause part of the address to drop off in 
Medisys causing the member to not get 
important information about their plan. 

If the application is not for a plan in the 
member’s county of residence, it could be 
denied. 
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Must Match 

Medicare 

Card 



  

Member Benefit ID must match CMS or 
the application will error out. 

 The MBI will contain letters and numbers. Here’s an example: 1EG4-TE5-MK73  
• The MBI’s 2nd, 5th, 8th, and 9th characters will always be a letter.  
• Characters 1, 4, 7, 10, and 11 will always be a number.  
• The 3rd and 6th characters will be a letter or a number.  
• The dashes aren’t used as part of the MBI. They won’t be entered into 
computer systems or used in file formats.  
 
MBI Format Pos.  
 

Pos. 1 2 3 4 5 6 7 8 9 10 11 

Type C A AN N A AN N A A N N 
 

 
 Where will the MBI’s characters go?  
C – Numeric 1 thru 9 N – Numeric 0 thru 9 AN – Either A or N A – Alphabetic 
Character (A...Z); Excluding (S, L, O, I, B, Z)  

 
Position 1 – numeric values 1 thru 9  
Position 2 – alphabetic values A thru Z (minus S, L, O, I, B, Z)  
Position 3 – alpha-numeric values 0 thru 9 and A thru Z (minus S, L, O, I, B, Z)  
Position 4 – numeric values 0 thru 9  
Position 5 – alphabetic values A thru Z (minus S, L, O, I, B, Z)  
Position 6 – alpha-numeric values 0 thru 9 and A thru Z (minus S, L, O, I, B, Z)  
Position 7 – numeric values 0 thru 9  
Position 8 – alphabetic values A thru Z (minus S, L, O, I, B, Z)  
Position 9 – alphabetic values A thru Z (minus S, L, O, I, B, Z)  
Position 10 – numeric values 0 thru 9  
Position 11 – numeric values 0 thru 9 
  
How will the MBI fit on forms?  
MBIs will fit on forms the same way HICNs do. You don’t need spaces for 
dashes.  
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A call will need to be made to the member if 
the ESRD question is not answered or differs 
from CMS. 

 

When the Billing portion is NOT completed, 

the record will default to DIRECT PAY 

The correct Medicaid number is needed in 
order to not slow down the process (if 
needed for Dual plans) 
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A call will need to be made to the member if 
the ESRD question is not answered or differs 
from CMS. 
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Providing the correct/complete information 
about the PCP ensures the member gets the 
one they want and avoids auto assignment of a 
different PCP. 

 
Election Periods 

There are six types of election periods during which individuals may 
make enrollment requests. They are: 

 
• The Annual Election Period (AEP);   10/15 – 12/07 eff 01/01 
• The Initial Coverage Election Period (ICEP); 3 months prior to Part B 
entitlement  
• Initial Enrollment Period for Part D (IEP for Part D) 3 month prior, 
the month of and 3 month after Medicare entitlement  
• The Open Enrollment Period for Institutionalized Individuals (OEPI) 
• All Special Election Periods (SEP);  
• The Medicare Advantage Open Enrollment Period ( MA OEP)  

 
See https://www.cms.gov/Medicare/Eligibility-and-
Enrollment/MedicareMangCareEligEnrol/Downloads/CY_2019_
MA_Enrollment_and_Disenrollment_Guidance.pdf  for further 
information 
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https://www.cms.gov/Medicare/Eligibility-and-Enrollment/MedicareMangCareEligEnrol/Downloads/CY_2019_MA_Enrollment_and_Disenrollment_Guidance.pdf
https://www.cms.gov/Medicare/Eligibility-and-Enrollment/MedicareMangCareEligEnrol/Downloads/CY_2019_MA_Enrollment_and_Disenrollment_Guidance.pdf
https://www.cms.gov/Medicare/Eligibility-and-Enrollment/MedicareMangCareEligEnrol/Downloads/CY_2019_MA_Enrollment_and_Disenrollment_Guidance.pdf
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Complete the (Insert date) line as needed 
 

Special Election Periods 
 

Special election periods constitute periods 
outside of the usual IEP, AEP or MA OEP 
when an individual may elect a plan or 
change his or her current plan election.  

 
 

See https://www.cms.gov/Medicare/Eligibility-and-
Enrollment/MedicareMangCareEligEnrol/Downloads/CY_2019
_MA_Enrollment_and_Disenrollment_Guidance.pdf  for 
further information 
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https://www.cms.gov/Medicare/Eligibility-and-Enrollment/MedicareMangCareEligEnrol/Downloads/CY_2019_MA_Enrollment_and_Disenrollment_Guidance.pdf
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Only certain plans offer Essential Extras so 
please confirm the selected plan has these 
supplemental benefits 
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Signature is a must!!! 
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To be completed only if someone other than 
the member completes the application. 
(Broker/Agent excluded) 
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The date signed can determine the 
effective date so ensure it is 
completed 

Give Yourself Credit 

It also helps when this page is complete, 
sometimes the answers can be found here. 

 

Completing the bottom of each 
page.  This is a good habit as 
answers can be found if the 
name/MBI is not legible elsewhere 
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OSB APPLICATION 



SAMPLE APPLICATION / APPLICATIONS BRANDED BY MARKET   
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The OSB application must be for same plan 
the member is currently enrolled. 
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Signature is a must! 
B 
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The date signed can determine the 
effective date so ensure it is 
completed 

Completing the bottom of each 
page.  This is a good habit as 
answers can be found if the 
name/MBI is not legible elsewhere 

Give Yourself Credit 

It also helps when this page is complete, 
sometimes the answers can be found here. 
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