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Reminder: Maintain up-to-date information for your organization on the Organizational Maintenance Web Form (OMWF)!
The Centers for Medicare & Medicaid Services (CMS) requires all active Certified Application Counselor Designated Organizations (CDOs) to maintain up-to-date records throughout the two-year certification period. CDO Leadership contacts must update their information with CMS in the Organizational Maintenance Web Form (OMWF) by promptly making changes, as necessary, to the following: 
1. Organization name 
1. Organization address 
1. CDO Leadership contacts 
1. Certified Application Counselor (CAC) Roster 
1. Service locations 
1. Enrollment assistance availability (Open Enrollment and/or year-round), and 
1. Specialty areas 
For step-by-step instructions on using the maintenance web form, including how to log in, how to submit your CMS-CDO Agreement, how to add and update a CAC Roster, and how to maintain CDO information, review: 
1. Organizational Maintenance Web Form User Guide 
1. CDO Program Microlearning 
As a CDO, we also encourage you to list your organization on the Find Local Help (FLH) Consumer Tool to assist consumers in applying for health coverage through the Marketplaces. Keep your organization’s information up to date by adding, updating, and deleting your locations using the FLH Upkeep Tool. For step-by-step instructions on using the FLH Upkeep Tool, refer to the Find Local Help Upkeep Tool User Guide for Assisters. 
Note: Only CDO Leadership contacts (Organization Senior Official (OSO), CAC Project Director, and Secondary Contact, if applicable) may access the OMWF and the FLH Upkeep Tool. 
Reminders: CAC Roster 
The CAC Roster tab in the OMWF allows you to add, review, and edit your organization’s CAC Roster.
As a CDO, you are required to continuously update and maintain a roster of your active CACs. To maintain your organization’s CAC Roster: 
1. Issue unique CAC IDs to new Assisters and add them to the CAC Roster. 
1. Edit CAC information, when necessary, such as changes to their last name or email address. 
1. Decertify CACs when necessary, such as when a CAC is no longer with your organization, or their first name has changed.
Once issued, CAC IDs should not be changed. If a CAC maintains a Certification Status of “Certified” by completing annual certification training on the CAC Roster, do not decertify and reassign a new CAC ID annually. CACs should keep their same CAC ID every year they serve as a CAC for your CDO. The only reasons to issue a new CAC ID to an existing CAC are: 
1. The CAC’s first name needs to be edited. 
1. The CAC did not complete their annual Assister certification training by the deadline and was expired.
1. The CAC left the organization, was decertified, and then returned.
Do NOT decertify a CAC if their most recent Training Completion Date does not appear on the CAC Roster. Please contact CACQuestions@cms.hhs.gov to resolve this issue. 
CMS requires that CDOs retain at least one CAC on their CAC Roster that is certified and trained as part of your CMS-CDO Agreement. Having no certified CACs on the CAC Roster for a duration of 90 consecutive days will result in removal from the CDO Program. 
Reminders: Organization and Contact Information 
The Organization Maintenance tab in the OMWF allows you to review and edit your organization’s information throughout your two-year certification period. 
If you update and submit changes to your organization name, service location states, or OSO or their contact information, the web form will display a message prompting you to replace and sign an updated CMS-CDO Agreement. 
Please reach out to CACQuestions@cms.hhs.gov with any questions.

Thank you,
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