
Essential Community Providers Template Instructions 

1. Introduction
This document provides instructions to QHP and SADP issuers on how to use the Essential
Community Provider (ECP) Template to demonstrate that they meet the requirements of
sufficient number and geographic distribution of ECPs. It also allows issuers to utilize the CMS

Network ID Template to detail the network(s) associated with each QHP.

2. Data Requirements
To complete this template, issuers will need the following:

a. HIOS Issuer ID
b. Completed Network ID Template (provided by CMS on this page)1

c. Any Write-in ECPs (qualified ECPs not listed on the MD ECP List PY 2019)

3. Detailed Section Instructions

User Control Tab Steps 

HIOS Issuer ID Enter the five-digit HIOS Issuer ID. 

Source System Select the name of the system used to submit the QHP 
Application (for MD, this is always SERFF). 

State This is pre-populated with the correct state (Maryland). 

Is this an Alternate ECP 
Standard Issuer? 

Choose from the following options: 
 Yes – if the user is an alternate ECP standard issuer as

described under 45 CFR § 156.235(b)
 No – if the user is a general ECP standard issuer.

A sample completed User Control tab looks like Figure 1. 

1 NOTE: Network templates with only one network may result in blank lines being populated to the “Network ID” 

list for the drop-downs on the ECP tabs. Please keep this in mind and be sure to scroll up on the drop-down using 

the up arrow. 

https://www.qhpcertification.cms.gov/s/ECP%20and%20Network%20Adequacy


Figure 1 - Sample User Control Tab 

Import Network IDs: Click the Import Network IDs button to import data from the Network ID 
Template provided by CMS. Once the Network ID Template is imported, it will automatically 
populate networks into the Network IDs field as a drop-down menu in the Facility ECPs and 
Individual ECPs tabs. The confirmation message shown in Figure 2 will display if the import was 
successful. 

Figure 2 Successful import of Network IDs 

ECPs: 

Select ECPs Tab Steps 

Filter ECPs The columns on the Select ECPs tab can be filtered to make selecting ECPs 
easier. For example, filter the Site City column to only view ECPs in 
“Baltimore”. 

Add ECPs Double-click anywhere on the row for the ECPs the user wants to add to 
the ECP tabs. Once selected, the row will be highlighted in blue and 



“ADD” will appear in the “Add ECP?” column. Continue selecting the ECPs 
until all contracted ECPs from the ECP list are selected. 

 To unselect an ECP, double-click on the selected row. The blue
highlighting will be removed, and the ECP will not be added to the
ECP tabs.

 To clear all selected ECPs, click the Clear All button at the top of
the tab, and all highlighted ECPs will be deselected and will not be
added to the ECP tabs.

 To show only those ECPs that have been selected, click on the
Show Selected ECPs button at the top of the tab, and all
highlighted ECPs will be displayed. To undo this action and show
all ECPs, click the Show All ECPs button.

Insert ECPs  Click the Insert Selected ECPs button. The selected ECPs will be
added to the Facility ECPs tab (providers with more than one full-
time-equivalent [FTE] practitioner and inpatient hospital
providers2) or the Individual ECPs tab (providers with one or fewer
FTE practitioners). The template will not populate duplicate ECPs
into the tabs. The issuer must complete any field within the
Facility ECPs tab or the Individual ECPs tab that is not populated
from the Select ECPs tab before the template is validated.

 For each ECP facility that was selected and inserted from the
Select ECPs tab, a record will be added to the Facility ECPs tab
that includes the following: the MHBE number, NPI3, facility name,
provider name, street address, city, state, ZIP, county, all ECP
categories, and the FTE counts (when available).

 For each individual ECP that was selected and inserted from the
Select ECPs tab, a record will be added to the Individual ECPs tab
that includes the following: the MHBE number, NPI, name of
provider, specialty type, street address, city, state, ZIP, county, all
ECP categories, and the FTE counts (when available).

A sample Select ECPs tab looks like Figure 3. 

2 IMPORTANT NOTE: Not all ECPs on the MD ECP list have the FTE data recorded. The Maryland Department of 

Health has not historically recorded this information, so only ECPs sourced from the CMS ECP list will have this 

information. This may cause some ECPs to populate to the incorrect tab. Please report any inconsistencies to 

MHBE. Please also only input zeros for ECPs lacking FTE data! 
3 IMPORTANT NOTE: As with the FTE counts, not all ECPs listed on the Maryland ECP list have National 

Provider Identifiers (NPIs). In the case that the user selects an ECP without an NPI, nothing will be populated to the 

NPI column on the ECP tab, however, this will not prevent the template from properly validating. Please report any 

discrepancies to MHBE. Please also only input zeros for ECPs lacking FTE data! 



Figure 3 Sample ECPs Tab 

To complete the information on the Facility ECPs tab, follow the steps in the table below. 

Facility ECPs Tab Steps 

Facility Type Select the appropriate facility type for each ECP. Issuers may select 
multiple facility types for each ECP, as applicable. If none of the facility 
type selections apply to the ECP, select 000 OTHER. If the user makes a 
mistake in selection, they can click the cell to select it and press the 
“DELETE” button on their keyboard. The cell will be cleared and the user 
can start over with their selection. 

Network IDs Select the network IDs for each ECP. Issuers may select multiple 
network IDs for each ECP, as applicable. Dual issuers must create 
separate network IDs for their medical and dental plans. 

Number of 
Medical FTEs or 
Bed Count 

Enter the number of medical FTEs that are included in the identified 
provider networks for each ECP facility with which the issuer has 
contracted. Allowable medical FTEs include only individuals who hold 
one of the following licenses to practice medicine: Medical Doctor (MD), 
Doctor of Osteopathy (DO), Physician Assistant (PA), and Nurse 
Practitioner (NP). Decimal values may be entered as appropriate to 
reflect the contracted number of FTEs. For inpatient hospitals in the 
network, enter the bed count associated with the contracted inpatient 
services. Note that the maximum allowable number of FTEs or beds is 
equal to the available FTEs or beds reported by the respective provider 
at each site location, as reflected in Column N (Number of Medical FTEs 
or Bed Count) of the Select ECPs tab. If available, the maximum 



allowable number of FTEs will be automatically populated upon 
insertion and it is the responsibility of the issuer to ensure the number 
reflected on the Facility ECPs tab is correct for their contracts. 

Number of Dental 
FTEs 

Enter the number of dental FTEs that are included in the identified 
provider networks for each ECP facility with which the issuer has 
contracted. Allowable dental FTEs include only individuals who hold one 
of the following licenses to practice dental medicine: Doctor of Dental 
Medicine (DMD) and Doctor of Dental Surgery (DDS). Decimal values 
may be entered as appropriate. Note that the maximum allowable 
number of FTEs is equal to the available FTEs reported by the respective 
provider at each site location, as reflected in Column M (Number of 
Dental FTEs) of the Select ECPs tab. If available, the maximum allowable 
number of FTEs will be automatically populated upon insertion and it is 
the responsibility of the issuer to ensure the number reflected on the 
Facility ECPs tab is correct for their contracts. 

A sample completed Facility ECPs tab looks like Figure 4. 

Figure 4 Sample Facility ECPs Tab 

To complete the information on the Individual ECPs tab, follow the steps in the table below. 

Individual ECPs Tab Steps 

Physician/Non-
Physician 

Indicate the type of provider. Choose from the following: 
 Physician – if the provider is a physician practitioner
 Non-Physician – if the provider is a non-physician

practitioner



Specialty Type (area of 
medicine) 

Select the appropriate specialty type for each ECP. Issuers may 
select multiple specialty type for each ECP, as applicable. If none of 
the facility type selections apply to the ECP, select 000 OTHER. If 
the user makes a mistake in selection, they can click the cell to 
select it and press the “DELETE” button on their keyboard. The cell 
will be cleared and the user can start over with their selection. 

Network IDs Select the network IDs for each ECP. Issuers may select multiple 
network IDs for each ECP, as applicable. Dual issuers must create 
separate network IDs for their medical and dental plans. 

Number of Medical 
FTEs or Bed Count. 

Enter the number of medical FTEs that are included in the 
identified provider networks for each ECP facility with which the 
issuer has contracted. Allowable medical FTEs include only 
individuals who hold one of the following licenses to practice 
medicine: MD, DO, PA, and NP. Decimal values may be entered as 
appropriate to reflect the contracted number of FTEs. For inpatient 
hospitals in the network, enter the bed count associated with the 
contracted inpatient services. Note that the maximum allowable 
number of FTEs or beds is equal to the available FTEs or beds 
reported by the respective provider at each site location, as 
reflected in Column N (Number of Medical FTEs or Bed Count) of 
the Select ECPs tab. If available, the maximum allowable number of 
FTEs will be automatically populated upon insertion and it is the 
responsibility of the issuer to ensure the number reflected on the 
Facility ECPs tab is correct for their contracts. 

Number of Dental FTEs Enter the number of dental FTEs that are included in the identified 
provider networks for each ECP facility with which the issuer has 
contracted. Allowable dental FTEs include only individuals who hold 
one of the following licenses to practice dental medicine: Doctor of 
DMD and DDS. Decimal values may be entered as appropriate. 
Note that the maximum allowable number of FTEs is equal to the 
available FTEs reported by the respective provider at each site 
location, as reflected in Column M (Number of Dental FTEs) of the 
Select ECPs tab. If available, the maximum allowable number of 
FTEs will be automatically populated upon insertion and it is the 
responsibility of the issuer to ensure the number reflected on the 
Facility ECPs tab is correct for their contracts. 

A sample completed Individual ECPs tab looks like Figure 5. 



Figure 5 Sample Individual ECPs Tab 

To remove ECPs from the Facility ECPs tab or the Individual ECPs tab, double-click the record to 
be deleted in the Remove ECPs column. The provider will be highlighted in blue. Click the 
Remove Selected ECPs button to remove the ECPs from the template. 

Issuers proposing Write-In ECPs: If an issuer would like to add a qualified ECP that is not 
contained in the MD ECP list (or on the Select ECPs tab), please input all the required 
information for that ECP on the applicable tab (the Facility ECPs tab if it is a provider with more 
than one full-time-equivalent [FTE] practitioner or an inpatient hospital provider, otherwise the 
Individual ECPs tab). In the MHBE Number column, input “Write-In” to indicate this is a write-in 
ECP that the issuer is requesting be added to the MD ECP list. Write-In ECPs will be evaluated 
by MHBE against the Write-In list provided by CMS on their QHP certification website 
(https://www.qhpcertification.cms.gov/s/ECP%20and%20Network%20Adequacy) and for 
General ECP Standard Issuers, only those providers who are listed on the ECP Write-In List will 
count as qualified ECP write-ins. 

Reference information is provided in the three tabs listed below: 
 The Specialty Type tab contains the specialty/facility types that can be added into the

MD ECP Template.
 The County Names tab contains the county names that are used and accepted in the

MD ECP Template.
 The HPSA tab contains the HPSA and low-income ZIP codes. The issuer can filter by Zip

code.

https://www.qhpcertification.cms.gov/s/ECP%20and%20Network%20Adequacy


The Errors tab displays any validation errors identified when a completed MC ECP Template is 
validated. 

 Column A – Tab: indicates the tab that produced the error.
 Column B – Cell: indicates the cell location for the specific error and a hyperlink that

allows the issuer to navigate to the exact cell in the correct tab.
 Column C – Validation Error Message: describes the error.

One the MD ECP Template is completed, issuers must validate, finalize, and upload the 
template to SERFF.4 

Template Validation Steps 

Validate Template Click the Validate Data button on the User Control tab. The 
validation process identifies any data issues that need to be 
resolved. If no errors are identified, finalize the template. 

Errors If the template has any errors, they will appear on the Errors tab 
showing the data element and cell location of each error. Correct 
any identified errors, and click Validate again. Continue this 
process until all errors are resolved. 

Save Template Save the template. MHBE recommends that the issuer save the 
validated template on its computer as a standard Excel .XLSM file. 

Submit Template Submit the template in the SERFF binder with the other 
documentation listed in the instruction letter from MHBE. 

4 There may be some validation errors that are not resolvable by the carrier/issuer. If that is the case, please reach out 

to MHBE so we can advise you on how to proceed with submission. 


