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Disclosure to CMS Form – Information and Instructions 
 

Entities that are required to provide a disclosure of creditable coverage status to CMS must complete the 
online Disclosure to CMS Form. The disclosure submission process is composed of the following steps to 
complete the online Creditable Coverage Disclosure Form: 

Step 1 -Enter the Disclosure Information 
Step 2 -Verify and Submit Disclosure Information 
Step 3 -Receive Submission Confirmation 

 

STEP 1 
 

I. Complete the Entity/Plan Sponsor Information.  This is the employer’s data – address, EIN 
number, phone number, etc. Please note, all fields are required unless otherwise indicated. 

 

 
 
 

a. There are many options under Coverage Type. You will select “GROUP HEALTH PLAN: Employer 
Sponsored Plan,” unless it is a church plan, union plan, etc. 
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II. Next, you will indicate if the coverage is creditable or non-creditable.  If the employer has more than 

one plan and not all plans are the same, choose the option “There are Some Creditable and Non-
Creditable Options Offered.” 

 
 

a. If all options are creditable, the following boxes will appear that needs to be completed.   
i. Enter the plan year start date and end date.  As stated below, the end date must be the 

last day of the month prior to the start of the new plan year.  For instance, 01/01/2019 
would be plan year beginning date and 12/31/2019 would be the plan year ending 
date. 

 
 

ii. You will need to pull a census of all enrolled employees and dependents, along with 
their dates of birth to determine the total number of Medicare Part D eligible 
employees that will be covered under the employer’s health plan. This will be entered 
where the blue arrow is.  IF the employer has a separate plan for retirees, you need to 
pull those out of the number listed above and include where the green arrow is.  

 

 
 

iii. You will also need to know when the employer distributed the CMS Creditable (or 
Non-Creditable) Coverage notice to employees.  That will be entered into the last box.  
This date can be any date within the plan year and does not have to be in October. 
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iv. Lastly, you must indicate if the employer’s creditable coverage status changed from the 
previous plan year. You can find this information from the previous year’s Disclosure to 
CMS Form.   

 

 
 

b. If all options are non-creditable, the same instructions as mentioned above are to be followed.  
 

c. If there are plans that are creditable and non-creditable, the same questions appear for both 
statuses. 
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III. The next step is the authorization of information.  Enter YOUR information in the authorized individual’s 

name, title and email.  Enter today’s date and hit “Review and Submit”  
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STEP 2 
 

I. Once you hit review and submit, you will have a chance to review all the information you entered on 
the previous page.  If everything is correct, hit PRINT and save a PDF copy for your files.  If there is an 
error, hit the “Go Back and Edit” button. 
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STEP 3 
 

I. After printing, click the SUBMIT button to send to CMS. Once it has been submitted, you will receive the 
following confirmation: 

 
a. At this point you need to print the actual webpage to PDF.  Before printing/saving to PDF, 

ensure the “Headers and footers” box is checked off under the Options heading.  This will add 
the date and website to your document for additional verification. 
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