
Telework Technology Tip

Scope of Appointment is a CMS requirement. An insurance agent must obtain a Scope of 
Appointment from beneficiaries to discuss only those products agreed upon in advance.

Completing a SOA online with a beneficiary online is quick and easy.

• Use the Indiana University Health Plans' SOA capabilities to stay fully compliant

• Keep SOAs stored safely online as required by CMS even if an enrollment does not take place

Easily connect with beneficiaries to complete a SOA

Stay fully compliant while teleworking with 
our Electronic Scope of Appointment

1. Send email to beneficiaries to complete
SOA prior to meeting.

2. Each beneficiary will receive an email with a 
request to complete the SOA on their laptop, 
phone or tablet.

The beneficiary will check off the products they 
want to discuss, such as Medicare Advantage 
plans and Ancillary Products.
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Then click SUBMIT 
Beneficiary will receive an acknowledgment that their 
Scope of Appointment has been sent.
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Casey Smith
CSmith123@iuhealth.org
317.430.9264

After the agent completes the SOA form, 
the SOA process is finished. The agent can 
begin to guide the beneficiary to their 
best fit Medicare plan.

3. Agent will receive notification of the completed
SOA and can log on to view details.

Agent will see those products the beneficiary 
wants to discuss, along with any updates that might 
be included for each beneficiary. At this point, the 
agent also fills out their portion of the SOA form.

Stay compliant while working from home with our Electronic Scope of Appointment. 

It’s that easy! 
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