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Medicare Scope of Sales Appointment Requirements

Agents must document all individual/personal sales events by using a CMS-approved Sales Appointment
Form or by providing a recorded oral agreement.

Background:

In September, 2008, the Centers for Medicare & Medicaid Services (CMS) provided guidance to ensure ben-
eficiaries have accurate information to make informed choices about their Medicare benefits without being
pressured.

Effective October 1, 2008, the beneficiary must agree to the scope of the appointment prior to any market-
ing appointment, and that agreement must be documented. This documentation may be in writing, using
the CMS-created Scope of Sales Appointment form, or recorded by phone. If recorded by phone, the agent
must use a CMS approved script. These forms and recordings are to be kept on file for 10 years per CMS
record retention requirements.

Please contact us at BrokerCompliance@CIGNA.com if you have any questions.



Frequently Asked Questions

1 When do | need to document a personalindividual Medicare
sales event?

A Anindividual must agree and the agent must obtain documentation
of thiz agreement priorto any personalfindividual Medicare sales
meeting. f it iz not possible to obtain a beneficiany’s signature prorto
the marketing appointnent, vou may have the beneficiarny sign the form
at the heginning of the appoirtmert.

Q: In what form must | document the personalfindividual Hedicare
sales event?

A: The documentation for personalindividual zales events must be in
wrtting, in the forn of 3 signed agreement by the beneficiany, or a
recorded oral agreement. The format of the docurment must be either a
ChiS approved Scope of Appointment form or, if the agent iz recording
the oral agreement, a ChS approved script must be used. A plan or
agent documenting the agreement is not acceptable, whether done in
wrting or uzing an electronic contact docurenting systern. The CIGMA,
Seope of Appointment farm can be found at
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Q: K1 cannot obtain the Scope of Appointment form prior to
meeting with the individual, can | have the individual sign the form
at the beginning of the sales event?

Az Any Seope of Appaintment forn should e completed by the
heneficiary and retumed priarto the appointnent. itz not pozsible to
obtain a henefician's signature pror to e mardketing appointrment, you
may have the heneficiany zign the form at the beginning of the
appoirtrent.

1 When did the requirement to decument a person alfindividual
HMedicare sales event become effective?
f: The nile hecame effective on October 1, 2008, All appointments

made on or after this date rust comply with this mle.

& Do | need to have a signed Scope of Appoimment form when
meeting with existing membersiclients to discuss Medicare
products?

A es, vou are required to praperly docurment the individual's agreement
priorto any appointment. Fitis not possible to obtain a beneficiar’s
gighature priorto the matketding appointment, you may have the
heneficiary sign the form at the beginning of the appoirtime .

@ 1 am meeting with an individual owmtside of their home, do | need
a signed Scope of Appoinment form?

A es, i you are meeting with an individual in an office, a coffee shop,
regtaurant or other zimilar location, you are still required to propedy
docummert the bereficiany’s agreement prior o the appointment. §itis not
poszible to obtain a heneficiary’s signature prar to the marketing
appoirtrment, vou may have the beneficiany sign the form at the beginning
af the appointment.

Q: Kan individual has agreed to a me eting to discuss a POP product
and signed the Scope of Appointment form, can | discuss Hedicare
Advantage plan options if ashed by the individual?

A: ihen an individual azks to discuss another product type, you must
hawe the beneficiary sighn a new Scope of Appaintment form for the e
producttype and then you may continue the rmark eting appointme .,

Q: Do I have to use CIGHA"s CH3-approved Scope of Appointment
form or CIGHA"S CHS-approved phone script to document a
personalindividual Hedicare sales event where | will be discussing
CIGHA products?
A Mo, wou may uge any Ch S approved Scope of Appointment form ar
zeAptto document your personalindividual zales event. The formizcnpt
must, howewer, be approved for uze by CMS and must contain the
folloming marndatory data elements:
+  |ndividual name, address and phone number
+  location for the individual to cleady infial the plan type(z) that
will be dizcuzzed
« Al product types descibed distinctly and separately, with a
desciption following each.




