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Write It Right – Application Submission Guide 
 

 
Federal Disclaimer: Clever Care Health Plan, Inc. is an HMO and HMO C-SNP with a Medicare 
contract. Enrollment depends on contract renewal.  

 

 

 Clever Enroll – Online Enrollment 
Clever Enroll is Clever Care’s online enrollment portal.  You can submit an electronic Scope of 
Appointment (SOA), a Plan Application, and a Health Risk Assessment (HRA) all in one portal.   

Starting the Enrollment process. Click on the Start a New Enrollment Application Button. 
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Step 1 - Scope of Sales Appointment 

1. Choose the plan year. Fill out the Beneficiary Name and Primary Residence contact information.  

 

2. Read the Scope of Sales Appointment confirmation. Click the box to select which plans you will 
discuss with the beneficiary. The HMO box is for Longevity, and Value. The C-SNP box is for our 
Total+ & Breathe+ plans. Plans will appear based on this check box and zip code. Any question 
with a red asterisk       is a required field.  

3. Type in the full name of the beneficiary and choose the date the Scope of Appointment was 
signed. For a Power of Attorney or authorized representative choose Yes or No. IF, yes fill out their 
name, address, phone number, and relation to the beneficiary.   
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4. Answer the first required question. If the SOA was signed 2 days prior to the meeting enter N/A. If 
the SOA was signed the day of the meeting due to a walk-in, enter Walk-In. (CMS Requires the SOA 
to be signed 48 hours before enrollment)  

5. Two new questions were added to the SOA.  
a. How was the Scope of Sales Appointment captured? 

• Electronic, Paper, or Telephone 
b. Date the Scope of Sales Appointment was captured? 

• Choose the date the SOA was signed 
6. Complete the rest of the SOA by entering the Initial Method of contact, plans discussed and the 

agent’s signature and date signed.   

 

7. When the SOA is complete, click the                      button. A message will appear, click Done.  
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Step 2 - Plan Selection 

1. This page will display all Clever Care plans for the plan year you selected. Scroll down to the plan 
the beneficiary wants to enroll in.  

2. Each plan box will display the Monthly Premium and a “View Details” link. The link will open a new 
tab on our Clever Care website with the plan overview details and downloadable documents.  

3. You will also see details and copays for Medical, Pharmacy, and type of benefits. 
4. Click the “Select This Plan” button to choose the plan. A purple box will surround the plan 

selection.  
5. Scroll to the top of the screen and click the purple “Start Enrollment Application” button.  
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Step 3 - Agreement 

1. On the Review page, review each section to ensure accuracy.  
2. Read the agreement section to the beneficiary. Check the box to record their digital signature. 

Enter their full name and the agent's full name. 
3. Choose the Source of Application either by Telephonic or Enrollment portal.  
4. Enter the person’s name who helped the beneficiary fill out the application. 
5. Enter the relationship to the beneficiary. 
6. If a broker, also enter the National Producer Number. 
7. Click the green                          button to submit the enrollment. 

 

Step 4 - Confirmation Number 

1. Read the final statement and provide the beneficiary with the confirmation code. 
a. On the upper right side you can Print the application, Start an HRA, or go to the Home 

screen.  
b. This is the ONLY screen where the application can be printed. Click the print button and 

choose to save it as a PDF to your computer.  
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Clever Care Website – DocuSign PowerForms 
Another way to submit a plan application is through a DocuSign process.  The DocuSign 
process requires an electronic signature. To sign the application, the client needs to check the 
box after reading the statement of understanding to provide an e-signature.  

NOTE: Please do not print the DocuSign form and fax or mail the application to Clever Care.  
Once the DocuSign is complete and by clicking the finish button, it will be automatically sent 
to Clever Care Electronically.   

Step 1: 

Go to Clever Care’s Website at https://clevercarehealthplan.com/brokers/enrollment-forms/. 
Scroll down to “Clever Care Power Forms” and click the link for the enrollment form in the 
language needed.   

  

Step 2: 

Fill out the Agent's name and email address. 

 

 

 

https://clevercarehealthplan.com/brokers/enrollment-forms/


H7607_26_CM1513_C 11242025 Sales  For Clever Care Agent/Broker Use Only. Not for beneficiary distribution. 

Step 3: 

In the upper right corner of the screen click the yellow continue button to begin filling out the 
application. 

 

Step 4: 

Continue to choose a plan and fill out all of the required fields in purple.  

 

Step 5: 

On page 4, have the client read the statement of understanding and then click the small 
checkbox. This represents the beneficiary’s electronic signature.   
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Step 6: 

On the bottom of page 6, fill out the Relationship to enrollee, NPN, Effective Date, Received 
Date, and if the application was completed over the phone.  Then the broker will sign the 
application by clicking the Signature box. 

 

Step 7: 

Once everything is completed, click the Finish button at the top right of the page will turn 
gold. This will electronically send the application to Clever Care. The broker will then receive 
an email confirmation and a copy of the application in your email inbox.  
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Clever Care Website – Downloadable Paper Forms 
Another way to submit a plan application is by downloading a paper form, filling it out, having 
the beneficiary sign and either Fax or encrypted E-mail to Clever Care Health Plan.  

Step 1: 

Go to Clever Care’s Website at https://clevercarehealthplan.com/brokers/enrollment-
forms/ and scroll down to the bottom of the page that says “Printable Resources” and 
click the link for the 2025/2026 enrollment form in the language needed.   

 

Step 2: 

At the top of the page, click either the download button        or the print button          to print 
the form so it can be completed by the beneficiary.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

https://clevercarehealthplan.com/brokers/enrollment-forms/
https://clevercarehealthplan.com/brokers/enrollment-forms/
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Step 3: 

Ensure the application is signed and dated in Section 1 on page 4. 

 

 

Step 4: 

Once the paper application is completed and signed by both you and the beneficiary, you can 
submit the application the following ways.  

1. Preferred Method: Fax the application to (657) 276-4757 
2. Optional Method: Encrypted e-mail to enrollment@ccmapd.com 

mailto:enrollment@ccmapd.com

