
Insurance 
Navigation
Toolkit

01Plan

Person-centered 
planning

Insurance can be complicated. 
It is important to attend to 
individuals’ circumstances, 
including multiple factors like 
income, marital status and 
household size.

02
Validate

Reviewing plan 
coverage

Whether helping clients 
navigate the marketplace or 
Medicare, it is important to 
confirm that preferred providers 
and medications are covered. 
Confirming by phone that 
providers accept insurance is 
often best practice.

03
Coordinate

Leveraging MIDAP 
supports

Successful insurance 
navigation considers Michigan 
Drug Assistance Program 
(MIDAP) availability.

04Submit

Required 
documentation

Regardless of specific 
program, application 
materials are accurate and 
consistent with program 
guidance the first time.

Michigan Drug 
Assistance Program 

888-826-6565
Michigan.gov/DAP

http://www.michigan.gov/DAP


About this document.

“Because RWHAP [Ryan White 
HIV/AIDS Program] is the Payor of 

Last Resort, RWHAP recipients and 
sub-recipients must make every 

reasonable effort to ensure all 
uninsured RWHAP clients enroll in 

any health coverage options for 
which they may be eligible.” 

– Policy Clarification Notice 13-04 

This document was developed as a 
resource to aid Ryan White program 
staff, including case managers and 

early intervention specialists, to 
achieve and maintain compliance 

with federal policy that can also 
promote sustainability and good 

fiscal stewardship of community HIV 
resources toward achieving goals to 

End the HIV Epidemic.

Names of individuals listed in this 
document are fictional. Scenarios 

were developed for exemplary 
purposes to be as comprehensive as 
possible while still being digestible 
learning tools. All possible scenarios 

are not described. 

https://www.michigan.gov/mdhhs/keep-mi-healthy/chronicdiseases/hivsti/ending-hiv-together


Grounding the 
Conversation

When initiating health insurance navigation, thoroughly explaining benefits of health 
insurance promotes client engagement and prompt provision of documentation required to 
successfully complete applications. Combining this information with techniques such as 
motivational interviewing and reviewing applications prior to submission can make 
insurance navigation timelier and successful.

Promoting whole-person health

We know that client health goals do not begin 
and end with HIV status. Health insurance 
ensures services that respond to all facets of 
health, including essential preventative health 
care screening, are available. 

Protection for unexpected events

While Ryan White programs provide a lot of 
support, only insurance offers peace of mind for 
when emergency health care services are 
required.

Support sustainability of available 
community health resources

Payor of last resort policy exists to ensure quality 
services remain available for those who need 
them. Insurance helps keep services in place.

Enhancing quality of care

Insurance facilitates access to primary and 
specialty care services, including diagnostic 
laboratory testing and treatment services that 
people with HIV may need more often than 
people without HIV.

Achieving financial wellness

Insurance reduces out-of-pocket expenses to 
access services to reach a person’s maximum 
potential health.

Motivational 
Interviewing

Check out the Crisis & Trauma 
Resource Institute’s manual 
providing strategies to support 
effective motivational interviewing.

https://ctrinstitute.com/wp-content/uploads/2025/02/LIVE-VIRTUAL-MOTIVATIONAL-INTERVIEWING-MANUAL.pdf
https://ctrinstitute.com/wp-content/uploads/2025/02/LIVE-VIRTUAL-MOTIVATIONAL-INTERVIEWING-MANUAL.pdf


Monitoring 
Insurance Status

Following successful navigation and enrollment of clients in health insurance, Ryan White 
HIV/AIDS Program providers are required to regularly assess and monitor insurance status to 
prevent gaps in insurance coverage. This helps case managers and clients prepare for 
re-enrollment and open enrollment periods as well as respond to changes in a client’s life 
circumstances that affect coverage. Example activities for embedding and monitoring 
insurance navigation procedures are provided below.

Tracking insurance assessment 
completion and outcomes

Did you know Bureau of HIV and STI Programs (BHSP) has 
developed a CAREWare custom report that provides insurance 
assessment data, HIV care outcomes, MIDAP service uptake and 
factors related to eligibility like age and income? Submit an 
STI/HIV Operations and Resource System (SHOARS) TA request 
to get started using this report to track insurance status. 

Ensuring policies and procedures 
specify insurance navigation activities

In order to monitor the effectiveness of insurance navigation 
activities, clear policies and procedures should be in place that 
specify the insurance navigation activities the agency uses to 
ensure vigorous pursuit of alternate payor sources.

Communicating client responsibilities

To reduce gaps in insurance coverage for clients, it is vital to 
educate clients on the types of life events that affect insurance 
coverage and express to them the importance of reaching out to 
their case manager immediately should these occur. 

Coordinating with MIDAP

Reports from MIDAP online that detail insurance status among 
MIDAP clients are available upon request by contacting MIDAP 
and can be used to track program enrollment status. 
Additionally, case managers can access the MIDAP online 
dashboard to track payments.



Scenario
01

This scenario was developed to help case managers think through program 
eligibility for Medicaid, the marketplace and employer-sponsored health insurance. 
In Michigan, Medicaid is available to individuals with household income at or below 
138% of the federal poverty level (FPL). Insurance is available through the 
marketplace for individuals with household income above 138% FPL. To find out 
how clients’ income compares with the FPL, please use the federal poverty level 
calculator. When clients enroll in health insurance through the marketplace, the 
case manager also helps the client keep income estimates up-to-date throughout 
the year to mitigate tax issues.

Justine sits down with Natalia, a new client in her mid-thirties 
with children. She is employed but does not have insurance.

Justine starts the insurance navigation process by reviewing information about Natalia’s 
employment benefits and income, including paystubs.

If...
Natalia’s 

household income 
is below 138% FPL 
and her employer 

does not offer 
insurance.

Then...
Justine supports 

Natalia’s application 
to Medicaid. If Natalia 
is placed on Plan First, 
Justine will review the 

application again to 
appeal the decision 

and ensure all 
submitted 

documentation is 
acceptable. Justine 

can visit Medicaid and 
Plan First Beneficiary 
Support for resources 

on enrollment and 
disenrollment.

If...
Natalia’s 

household income 
is below 138% FPL 
and her employer 
offers insurance.

Then...
Justine works with Natalia 
to use the marketplace to 

determine the affordability 
of the insurance offered by 
Natalia’s employer, which 
includes completing the 
Marketplace Employer 

Coverage Tool. If it is 
affordable and meets 

minimum value standard, 
Natalia must opt for this 

benefit. If it is not, Justine 
assists Natalia in enrolling 

in Medicaid.

If...
Natalia’s 

household income 
is above 138% FPL 
and her employer 

does not offer 
insurance.

Then...
Justine helps Natalia 

sign up for a 
marketplace plan if it 
is open enrollment or 

if she qualifies for a 
special enrollment 

period, ensuring she 
applies 100% of any 
Advanced Premium 
Tax Credit (APTC) to 

her premium.

If...
Natalia’s employer 

does not offer 
insurance and she 

is an immigrant 
who is not eligible 
for Medicaid or a 

marketplace plan.

Then...
Justine calls the local 
health department to 
identify whether they 
offer any health plans 
that people who are 
not U.S. citizens may 

qualify for. If yes, 
Justine facilitates 

Natalia’s application 
to the program. Either 

way, Justine also 
assists Natalia in 

completing a MIDAP 
application for 

medication 
assistance.

If...
Natalia’s 

household income 
is above 138% FPL 
and her employer 
offers insurance.

Then...
Justine works with Natalia 
to use the marketplace to 

determine the 
affordability of the 

insurance offered by 
Natalia’s employer, which 
includes completing the 
Marketplace Employer 

Coverage Tool. If it is 
affordable and meets 

minimum value standard, 
Natalia must opt for this 

benefit. If it is not, Justine 
assists Natalia in selecting 

a marketplace plan and 
completing a MIDAP 

application for premium 
assistance.

https://aspe.hhs.gov/topics/poverty-economic-mobility/poverty-guidelines
https://home.mycoverageplan.com/fpl.html
https://home.mycoverageplan.com/fpl.html
https://www.michigan.gov/mdhhs/assistance-programs/healthcare/adults/planfirst
https://www.michigan.gov/mdhhs/assistance-programs/medicaid/portalhome/beneficiaries/support
https://www.michigan.gov/mdhhs/assistance-programs/medicaid/portalhome/beneficiaries/support
https://www.michigan.gov/mdhhs/assistance-programs/medicaid/portalhome/beneficiaries/support
https://www.healthcare.gov/downloads/employer-coverage-tool.pdf
https://www.healthcare.gov/downloads/employer-coverage-tool.pdf
https://www.healthcare.gov/downloads/employer-coverage-tool.pdf
https://www.healthcare.gov/downloads/employer-coverage-tool.pdf


Scenario
02

This scenario was developed to help case managers think through program 
eligibility and special enrollment periods, and how those may relate to 
employment, income and marital status.

Jonny, who is married, comes into the office and sits down and looks a little 
more on edge than usual. When you ask how life is going, he shares he lost his 

job and insurance and needs support in obtaining unemployment benefits. 

Richard supports Jonny through the process, calculates the client's new household income,  
thoroughly reviews the spouse's income information and asks whether his spouse's 

employer offers family health coverage benefits. 

If...

Richard identifies 
Jonny’s household 

income is below 
138% FPL.

Then...

Richard helps Jonny apply for 

Medicaid.

If...

Jonny’s household 
income is above 

138% FPL and 
Jonny’s spouse’s 
employer does 
offer insurance 

benefits.

Then...

Richard helps Jonny identify 

whether he could get a special 

enrollment period to be 

covered under his spouse’s 

benefits. If not, MIDAP will be 

full coverage until the spouse’s 

open enrollment period, where 

he must be added to the 

spouse’s insurance.

If...

Jonny’s household 
income is above 

138% FPL and 
Jonny’s spouse’s 

employer does not 
offer insurance 

benefits.

Then...

Richard helps Jonny sign up 

for a marketplace plan under a 

special enrollment period, 

ensures he opts to apply 100% 

of any APTC and starts an 

application for MIDAP 

Premium Assistance.



Scenario
03

This scenario was developed to help case managers identify strategies for 
supporting insurance navigation for students not eligible for Medicaid or 
marketplace plans.

Maria, a young woman, came to the U.S. for school. Maria is not eligible for 
Medicaid or marketplace plans.

Yvette helps Maria understand the context of health care in the U.S. and the role of health 
insurance. Yvette asks Maria more about her studies.

If...

Maria attends high 
school.

Then...

Yvette helps Maria enroll in an off-

marketplace health insurance plan. Yvette 

explains that assistance in paying 

premiums may be available and that it is 

reviewed on a case by case basis. Yvette 

and Maria work together to submit the 

MIDAP Premium Assistance Application.

If...

Maria attends 
college or 
university.

Then...

Yvette helps Maria enroll in the health plan 
offered by the university. Yvette explains 
that assistance in paying premiums may 
be available and that it is reviewed on a 

case by case basis. Yvette and Maria work 
together to submit the MIDAP Premium 

Assistance Application.



Scenario
04

This scenario was developed to help case managers think through the 
relationships between disability assistance, health coverage and dual eligibility. 
MIDAP Premium Assistance is available to clients enrolled in Medicare Parts C and 
D and not Medicare Parts A and B.  More information is available on Medicare 
Savings and Extra Help programs.

Gary is a new client. He is unmarried, does not yet have insurance and 
receives Social Security Disability Income (SSDI) payments for a disability.

Christina collects documentation to assess age, household income, disability type and 
length of assistance.

If...

Gary’s income is 
less than 138% 

FPL. He has 
received SSDI 

for less than 24 
months.

Then...

Christina assists 
Gary through the 

process of 
enrolling in 
Medicaid; 

Christina helps 
Gary sign up for 

MIDAP Drug 
Assistance while 

decision from 
Medicaid is 

pending.

If...

Gary’s income is 
less than 138% 

FPL. He has 
received SSDI 

for more than 24 
months.

Then...

Christina assists 
Gary through the 

process of 
enrolling in 

Medicare,  low 
income subsidy if 
Medicare Part D 
is selected and 

Medicaid.

If...

Gary’s income is 
more than 138% 

FPL. He has 
received SSDI 

for less than 24 
months.

Then...

Christina assists 
Gary through the 

process of 
enrolling in a 

marketplace plan. 
Christina explains 

that in order to 
receive premium 
assistance, Gary 
must apply 100% 
of any available 

Advance 
Premium Tax 
Credit (APTC).

If...

Gary’s income is 
more than 138% 

FPL. He has 
received SSDI 

for more than 24 
months.

Then...

Christina assists 
Gary through the 

process of 
enrolling in 
Medicare 

benefits. If Gary’s 
income is less 

than 150% FPL, 
Christina also 

helps Gary apply 
for a low-income 

subsidy if 
Medicare Part D 

is selected.

If...

Gary’s income is 
more than 138% 
FPL and has end 

stage renal disease 
or amyotrophic 
lateral sclerosis 
(ALS) diagnosis.

Then...

Christina assists 
Gary through the 

process of 
enrolling in 
Medicare 
benefits. 

https://www.medicare.gov/basics/costs/help/medicare-savings-programs
https://www.medicare.gov/basics/costs/help/medicare-savings-programs
https://www.ssa.gov/medicare/part-d-extra-help


Scenario
05

This scenario was developed to help case managers think through insurance 
program eligibility for older adults. When assisting clients enroll in coverage 
through Medicare, it is important to consider the benefits of MIDAP Premium 
Assistance, which is available to clients enrolled in Medicare Parts C and D and not 
Medicare Parts A and B. Low-income subsidies are available for clients enrolled in 
Medicare when household income is 150% FPL or less. MIDAP cannot assist with 
payment of late enrollment penalties. MIDAP Drug Assistance can often be used to 
cover transitional periods during health insurance enrollment processes. 
Enrollment and coverage dates can be found on Medicare.gov. 

Wanda comes in for a case management visit that was scheduled 
to occur three months prior to her 65th birthday.

Charles completes an insurance assessment with Wanda, including 
reviewing employment status, insurance type and household income.

If...

Wanda is not 
presently insured.

Then...
Charles assists Wanda 

in enrolling in 
Medicare Part C or D. 
Charles also helps her 

complete an 
application for MIDAP 
Premium Assistance. 

MIDAP cannot pay 
late enrollment 

penalties.

If...

Wanda continues 
working full time 

and receives 
employer-
sponsored 
insurance.

Then...
Charles assists Wanda 
through the process 
of Medicare Part A 

and B coverage. 
Charles helps Wanda 
assess the pros and 

cons of deferring 
Medicare Part D or 

Part C with 
prescription coverage 
if employer insurance 

provides qualifying 
coverage. MIDAP can 

be used to support 
assistance with 

copays. 

If...

Wanda has retired, 
receives Social 

Security Income 
(SSI) and is 
enrolled in 

Medicare Parts A 
and B.

Then...
Charles helps Wanda 
enroll in a Medicare 

Part C plan with 
prescription coverage 

or Part D. If Wanda 
opts to enroll in Part D 
and has an income less 
than 150% FPL, Charles 
helps her apply for the 
low-income subsidy. If 
Wanda’s income is less 
than 138% FPL, he also 

helps her apply for 
Medicaid; Charles helps 

Wanda sign up for 
MIDAP Drug Assistance 

while decision from 
Medicaid is pending.

If...

Wanda has retired, 
receives SSI and is 

enrolled in 
Medicare Parts 

A, B and D 
 OR C/D.

Then...

If Wanda’s income is 
150%  FPL or below, 
Charles helps her 
apply for the low-
income subsidy. If 
Wanda’s income is 
above 150% FPL, he 
does not. If Wanda’s 

income is 138% or 
below, Charles also 

helps Wanda apply for 
Medicaid; Charles 

helps Wanda sign up 
for MIDAP Drug 
Assistance while 

decision from 
Medicaid is pending.

SHIP 
Counseling
State Health Insurance 
Assistance Program offers 
Medicare navigation services. 
Call 1-800-803-7174. MDHHS-Pub-2295 (11-25)

https://www.medicare.gov/basics/costs/medicare-costs/avoid-penalties
https://www.medicare.gov/basics/get-started-with-medicare/sign-up/when-does-medicare-coverage-start
https://www.medicare.gov/basics/costs/medicare-costs/avoid-penalties
https://www.medicare.gov/basics/costs/medicare-costs/avoid-penalties
https://www.michigan.gov/mdhhs/adult-child-serv/adults-and-seniors/acls/state-health-insurance-assistance-program
https://www.michigan.gov/mdhhs/adult-child-serv/adults-and-seniors/acls/state-health-insurance-assistance-program
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