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1 What is the expectation of the amount of time or the number of hours weekly that an Application Counselor would 

be involved in the enrollment process?  I.e., the question is whether an organization could have a regular staff 

member credentialed and designated as the APC, but the counselor would not be expected to perform these duties 

100% of the time.  Or is the expectation that the entity would need to designate a staff to be engaged in this work 

on a full-time basis? 

No requirements are set on the number of hours an Application 

Counselor is required to be involved in the enrollment process. It 

would be up to the Application Counselor how they utilize their 

time in assisting clients.

2 What amount of training would be required and provided to the APC by the MHBE?  How and where would this 

occur?

Training would consist of 11 modules on-line, followed by a paper 

exam with 60 questions proctored by an MHBE staff member. 

Estimated time for training would be around 13 hours.
3 Program Overview

 MHBE Infrastructure to Support Certified Application Counselors

Is it a requirement for the CAC to have a portable printer when taking applications in the community?

May the CAC save the completed applications and proof of enrollment to a file (e.g. PDF) and print them out at a 

later time?

No, is it not a requirement to have a portable printer. The 

applications are on line and available there for viewing. We are 

not requiring or recommending that Entities retain or store 

application information.

4 Technical Proposal, Required Forms & Assurances

Outreach and operational approach for meeting the needs of the target populations

What are the mandatory training requirements for certification so that we may be able to train beyond these 

standards?

See Question  #2.

5 Technical Proposal, Required Forms & Assurances

Performance Measurement

In what format does the MHBE want the reporting metrics to be provided? Is there a template for these reports?

How is the income data to be reported (i.e. do we report the monthly income or yearly income)?

Whose definition of disabled is being used?

Is this status of disability a declaration by the enrollee or has it been determined by a state or federal agency?

A template will be provided by Maryland Health Connection in 

reference to Application Counselor Sponsoring Entity Program 

Manual Section 2. E. Page 9.

6 In regards to the Application for Certified application sponsoring entities, if  the applicant has a state wide contract 

and would like to have those staff become CAC, does the applicant have to apply for each region?

Each Entity with a unique Tax ID number would have to apply for 

each region. Example: If Entity A with one Tax ID number wants 

to operate in various regions they would simply fill out one 

application and list the regions. See Application Counselor 

Sponsoring Entity Program Manual Attachment B: Page 14.
7 Does the application need to be received by December 20th at 5pm, or can it be postmarked by that date? The due date has been extended to December 30, 2013 at 5:00 

pm.
8 The Technical Proposal raises questions related to the scope of services that must be provided by a Sponsoring 

Entity and the geographic area it must serve.  While particular community-based organizations, such as substance 

use treatment programs, may have a deep connection to a specific population, they may not have the capacity to 

conduct outreach and assist a broader population throughout an entire region. 

 1.) Neither the Application Counselor Sponsoring Entity Interim Procedures, the Application Counselor Training 

and Certification Standards, nor the Federal Certified Application Counselor Requirements (45 C.F.R. 155.225)  

specifically identify outreach and education as being within the Scope of Authority for Sponsoring Entities or 

individual Application Counselors.  However, the Program Manual requires that an applicant "[a]ddress the 

strategic approach and mechanisms/tactics for conducting outreach, education and fair and impartial enrollment of 

individuals into health insurance programs."  (2.B1 at 8) Will Sponsoring Entities be required to conduct additional 

outreach and education, beyond the organization's normal activities, in order to meet the requirements of the 

program?

You would not have to go beyond your normal business 

requirements  and existing program structure in order to meet the 

needs of the community that is served.

9 In an effort to assist us in more fully understanding the scope of the Sponsoring Entity's duties, please clarify 

whether an applicant who identifies a particular region or regions in its Technical Proposal will be responsible for 

performing outreach and providing counseling to all consumers throughout the region, or whether a Sponsoring 

Entity will have the discretion to serve a particular geographic area or population based on its existing resources 

and mission.

You would continue to use existing resources and outreach efforts to 

the population you now serve.
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10 If permitted to limit the size and scope of its target population, how will the Exchange measure the Sponsoring 

Entity's performance in light of a smaller pool of consumers?

We will evaluate performance proportionally based on a target 

population.
11 How long is estimated time for individuals to complete the individual Certified Application Counselor training? See Question  #2.
12 What is the format of the training?  Will it be web based or some other format? See Question  #2.
13 When is the estimated date that individuals can begin the Certified Application Councilor training? That date has not been determined.
14 Is the training self directed or will there be instructor lead sessions? See Question  #2.
15 If there are instructor lead sessions, are they going be web based or are there site locations for the training? See Question  #2.
16 Is there a cost associated with the training for the approved Certified Application Counselor entities? No, there will not be a cost associated with training.
17 Is there formal format for reporting that the Certified Application Counselor entities will be required to utilize? See Question #5. There are no reports features planned.
18 What resources are being provided by the MD Health Benefit Exchange to assist the efforts of the Certified 

Applications Counselor entities?

Maryland Health Connection will have an Application Counselor 

staff person that will be providing resources. 
19 Is an applicant required to cover an entire region or can an applicant cover an area within a region, i.e., a county? No. The Entity will indicate on the application what region they 

cover or expect to cover.
20 Other than funding, what is the difference between an Application Counselor and a navigator in job purpose or 

performance?

Application counselors may perform the same functions as a 

navigator except they are not permitted to enroll consumers in a 

Medicaid MCO.
21 How will work for the Entity be assigned?  Will it be based on its own outreach and community-based efforts or will 

activities and "tasks" be assigned to it by the MHBE?

Work will not be assigned by MHBE, degree of responsibility will 

weigh on the Entity's own outreach and community-based efforts.

22 The Entity will be required to report performance metrics for Application Counselors.  MHC has reporting 

functionality that is currently not operational.  Will the performance measurement process (a) be functional by the 

time the Entity begins its activity; and (b) will the performance metrics that are required be available through the 

MHC reports feature?

See Question #5. There are no reports features planned.

23 The documents state that there are no state or MHBE funds.  Is there a potential for future funding, perhaps 

federal? 

Future funding is unlikely

24 Will the designation of Application Counselor Sponsoring Entity go to

one entity per region or multiple entities?

Multiple Entities. There are no limits to number of entities for 

each region to the extent that our resources permit oversight. 

See Application Counselor Sponsoring Entity Program Manual 

Section 1. E. Page 6.
25 Would it be possible to apply to become an Application Counselor

Sponsoring Entity for your jurisdiction (County) only?

Yes, however they still need to provide the region they are 

working.

26 Would the Sponsoring Entity need to provide a business plan to cover an entire region. No, not specifically. See Application Counselor Sponsoring Entity 

Program Manual Section 1. D. Page 6. The Entity would need to 

prove that they are financially viable to provide this service.

27 If there is no funding associated with becoming a “Sponsoring Entity”

will the state be providing a tracking tool or data base, or would the

applicants be expected to incur the cost of developing a tracking

mechanism?

MHBE will provide in the future some system of collecting 

statistical data.

28 Page 12 states that Certified Application Counselors must be employed

by or engaged with the Application Counselor Sponsoring Entities at

all times.  Please clarify what you mean by engaged.

The Certified Application Counselors must have a contracted 

working relationship with the sponsoring Entitles. 

29 What are the benefits of becoming a Sponsoring Entity? You have Certified Application Counselors that can assist the 

population
30 If a hospital does not register as a Sponsoring Entity, are they still eligible as a Qualified Hospital to determine 

presumptive eligibility?

Medicaid has not developed their presumptive eligibility criteria 

yet, so it is premature to speculate.  Further, it is not within 

Maryland Health Benefit Exchange's jurisdiction to make this 

determination.
31 Is the authorization to be a sponsoring entity time limited (e.g. one year) or open ended? A two year designation that can be renewed.
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32 If an organization receives approval to serve a particular region and then six months from now would like to expand 

into a second region, is there an option to submit a proposal at that time and receive approval to expand the areas 

of operation?

The Entity would need to submit a new application. That time 

frame has not been determined yet.

33 Are there any more details about the CAC training available at this time? For instance, the cost, duration, etc. See Question  #2
34 The application requires a lot of detailed information.  MHBE does not plan to answer Certified Application 

Counselor (CAC) questions until December 17.  We are concerned that the December 20 deadline for Application 

Counselor Sponsoring Entity applications is unrealistic, particularly in light of having only 3 days between questions 

answered and applications due.  Can the December 20 deadline be extended?

The extended deadline for submittal of the Application Counselor 

Sponsoring Entity applications is Dec 30, 2013.

35 Could we submit one application for multiple regions?  This single application would include each hospital’s specific 

information; however a single application for the entire health system would eliminate duplicative information.  If 

not, do we need an application for each region or for each hospital (for example, Johns Hopkins Hospital and Johns 

Hopkins Bayview Medical Center are located in the same region, can we submit one application for the region)?  If 

applications are not by region, are we required to submit an application for each hospital?  Do we need to apply for 

each region that our patients are coming from?

Each Entity would need to submit an application that has a 

separate Tax ID number. You can submit one application for 

several regions as long as they are listed on the application. See 

Application Counselor Sponsoring Entity Program Manual 

Attachment B: Page 14, where an Entity can list the region(s).

36 Does CAC certification grant access to the internal portal or will CACs only have access to the external portal?  Is 

there a specific way or login for CACs to get into the Maryland Health Connection enrollment system?

The external portal is only available.

37 If we should choose not to have CACs can we get login access to the website for Medicaid enrollment? We 

currently have financial counselors assist with Medicaid applications and turn those applications over to an onsite 

DSS worker.  We recognize that having an ownership interest in an MCO precludes us from helping 

consumers/patients select an MCO, but can we still assist consumers/patients with the Medicaid enrollment 

process without CAC certification?  If so, to what extent?

No, login access is not currently available to the website for 

Medicaid enrollment.  Also, you need to be an Application 

Counselor to assist consumers with the Medicaid enrollment 

process.

38 Are other hospitals that are not navigators, pursuing other consumer assistance options outside of CACs? We are unaware of any hospitals providing consumers 

assistance options outside of the CACs.
39 If we choose to not pursue CAC certification, can we still help consumers/patients navigate the enrollment process?  

Can we make computers available for consumer/patient use while enrolling in QHPs or Medicaid?

Navigators, Assisters and the Consolidated Service Center can 

provide assistance to the consumer. You can provide computers 

that have the minimum system requirements. See Application 

Counselor Sponsoring Entity Program Manual Section 1. C. Page 

5.
40 Navigator assistance is limited, particularly in the Central Region?  Would insurance producers be allowed to be 

onsite to assist with QHP enrollment?

See Application Counselor Sponsoring Entity Program Manual 

Section 1. C. Page 5, for help from the Consolidated Services 

Center. Yes, those producers who have completed training to 

assist consumers will be allowed.
41 What kind of technical assistance can the Consolidated Services Center provide to our patients and CACs? The Consolidated Service Center is the central hub to ask 

questions. Most questions can be handled immediately by the 

call center Representatives however, more technical  questions 

would be organized according to type and assigned a reference 

number for tracking. The questions are placed in triage and sent 

to the area of expertise at MHBE. 
42 Are vendors that we contract with to help patients apply for Medicaid, eligible to apply to be CACs?  If so, do they 

need to apply as sponsoring entities or do hospitals/providers need to be the sponsoring entity for the vendors? If a 

vendor either is or is not a Sponsoring Entity and the Organization engaging the vendor is a Sponsoring Entity is 

one or the other or both responsible for reporting performance measures and/or assessed on those measures?

The Entity engaging in certification must be responsible for their 

own performance measures. How it is done is up to them. Each 

Entity is responsible for vendors, employees and/or subcontractor 

and their performance measures.

43  If each of our hospitals applies to become an AC entity, how will we work with our respective Health Connector 

Entities?

Each Application Counselor will develop their own relationship 

with the respective Health Connector Entities.
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44 Is there any liability for or against applying to become an AC entity, especially as it relates to the Maryland Public 

Information Act that will be followed throughout this process?  Does CAC status provide any immunity from liability 

if an application is incorrectly completed?  If not, what is the process for determining if the mistakes are at the 

MHBE level, consumer/patient level or CAC level?

See page 10 Part 3.B.ii. of the Application Counselor Sponsoring 

Entity Program Manual for information regarding the Maryland 

Public Information Act (PIA).  The proposed question regarding 

the PIA is too ambiguous to answer.  The remaining portions of 

the question seek legal advice, which MHBE is not permitted to 

provide to applicants.  Applicants are free to consult with their 

own legal counsel.

45 Are there any other models that are currently being deployed at other hospitals that are more favorable than 

becoming an AC entity?

This Application Counselor application process is the only one of 

it's kind in the State of Maryland. 
46 The Maryland Insurance Administration will have regulatory oversight of CACs?  What does this oversight entail?  

Will MIA have authority to issues penalties or fines against non-compliant CACs? 

Correct. The Maryland Insurance Agency will have all the 

authority or disperse the regulatory enforcement. MIA can 

enforce financial penalties against CACs for violation of the law.

47 Under AC Sponsoring Entity Duties on page 4 section d.  the applicant is required to “Provide to consumers 

uniform, factual, and unbiased information…”.   Do such documents already exist and will they be provided to the 

Sponsoring Entity by the Maryland Medical Assistance Program or someone else or is the SE required to author 

and produce such documents?

Maryland Health Benefit Exchange will provide documents and 

job aids as appropriate. No Application Counselor or it's Entity 

can produce documents on our behalf.

48 We have been under the distinct impression that although consumer applicants may apply for all options in a face 

to face setting, over the telephone or online, the preferred methodology if available would be online.  If that is the 

case on page 5 regarding supporting infrastructure the CACs are required to have printing and scanning 

capabilities and the example stated is for scanning identification and validation documentation.  If the system is 

designed around applicant attestations what types and to what extent is documentation required for an application?

The Maryland Health Connection houses the application and if 

documentation is required it should be scanned to the 

Consolidated Service Center. We are not requiring any 

Application Counselor to keep documents related to the 

application.

49 Given that all organizations have some level of turnover will the Training of Certified Application Counselors be an 

ongoing process or only periodically available?  Although we have not seen any documentation of the nature of the 

training we have been told that it will be mostly if not completely online.  Can you describe the full format including 

the testing process for certification?

Yes, there will be ongoing training available to the organizational 

entities. See Questions #2 for training detail.

50 Under Performance Measurement on page 9 certain metrics are specified to be required for reporting but you do 

not specify to whom these are to be reported?  Is it a single source or multiple entities/locations that are to receive 

this information and the frequency?  It has also been stated that CAC Sponsoring Entities will be assessed/graded 

we assume on the basis of these supplied metrics.  Who is doing the assessment and do we have access to the 

data and evaluation criteria?

MHBE will provide in the future some system of collecting 

statistical data. See Question #5.

51 The Technical Proposal Instructions on page 10 specify three forms of application including electronic on CD or 

Flash Drive, emailed PDF and three paper copies.  If the answer to prior questions regarding having to apply with 

multiple connectors is affirmative then this appears quite burdensome.  Are there any other options?  Also no email 

address was specified for the PDF version

Each Entity with a separate Tax ID number may send one 

application for various regions. The application submission are 

sent by mail or person to 750 East Pratt Street, 1600 Suite by 

5:00 pm on December 30, 2013. Any electronic data can be 

supplied by disk, or flash drive.
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52 Questions Specific to the Trading Partner Agreement:

1. There is a broad definition of an “incident” (B.3) and the related requirement that any incident must be reported 

within one hour of discovery (D.4). (The one hour requirement is in the federal regulations for the Exchange to 

report to HHS.  The regulations do not extend that one hour requirement to “a non-Exchange entity associated with 

a State Exchange” there is just a general obligation to report—45 CFR 155.280 (c)(3)).  Can the agreement be 

revised to expand the time to report? 

2. There is a broad definition of a “breach” (B.1) and the related obligation to report and take action (D.5).  Can 

“breach” be defined more specifically?

3. There is a broad definition of “Personally Identifiable Information” and basically includes any information about 

an individual (B.4).  Can the definition be more specific?

4. Under the agreement, the sponsoring entity is required to be able to “prove an accounting of disclosures” of PII 

(D.7.) Do you mean provide?  Also, (D.7). What is the definition of a “disclosure” that must be accounted for?  Does 

it mean ALL disclosures or only inappropriate ones?

5. Section C.2 requires the sponsoring entity to use, disclose and request PII consistent with the Exchange’s 

policies and procedures regarding minimum necessary; it would be appropriate to add “to the extent copies of those 

policies and procedures are provided to Trading Partner.”

6. Section E.3.a is inconsistent with the underlined language in Section E.1.  Section E.3.a requires the absolute 

return or destruction of all PII received from MHBE.  That may not be possible or desirable since such information 

may be integrated into other systems or sponsoring entity may want to have such information to be able to defend 

itself if its actions under the agreement are ever challenged.  The underlined language in Section E.1 is more 

acceptable.

7. Section E.4 can we add language at the end of the sentence to read “until all PII is returned to MHBE or 

destroyed”?

We cannot negotiate the Trading Partner Agreement. This is our 

standard agreement and we are not accepting exceptions.

53 What are the qualifications needed for the organization to become this entity? See Application Counselor Sponsoring Entity Program Manual 

for details of what requirements are requested.
54 What are the qualifications needed for a person to become this? See Application Counselor Sponsoring Entity Program Manual 

for details of what requirements are requested.
55 What kind of infrastructure do you require to become this? See Application Counselor Sponsoring Entity Program Manual 

for details of what requirements are requested.
56 What forms of compensation are allowed and by what party? Not sure of what is being asked. If related to funding there is no 

funding for this program.
57 Is there a limit to the number of hours that someone can receive compensation either by the client or the state or 

other funding source?

See Application Counselor Sponsoring Entity Program Manual 

Section 2. D. Page 9.
58 How does the person I serve sign up for the insurance (electronic signature) Yes, an electronic signature with attestation is required for 

Insurance.
59 How am I protected as this entity? Now that the person is legally responsible for x$ per month they come back to 

me and say I don't want it.  Say they are ok for a few months and then no longer want to pay it. 

Possibly I can have them sign a statement saying I agree to this and agree to pay this amount and will not hold 

Peter/Organization responsible if I change my mind.

The financial obligation is between the insurance company and 

the individual.

60 Will you provide training for my team should we be selected to do this? See Question #2
61 Can I train additional staff as I have needs for more staff and then train them to be Application Counselors? No, they must be certified by MHBE.
62 I am not a certified application counselor at this time, but I have a lot of experience signing people for the health 

exchange.  Will I be certified or my organization after this?

You can have Certified Application Counselors that can assist the 

population. See Application Counselor Sponsoring Entity 

Program Manual for certification process.
63 Is there a copy of the software we can get to do this work?  That is not the website? Because when I call in when 

the website is down it seems that your side is able to access the database. 

No. See Application Counselor Sponsoring Entity Program 

Manual Section 1. C. Page 5, for minimum system requirements. 


