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neral Billing and Insurance Guidelin

Patient Registration Form

nt registration form is one of the most important f
l practice. It contains all necessary information req

g for services and procedures. This form should be
atient information should be reviewed and verified
ncounter to ensure that the practice has the most 
rate information on file.
 on the form should be verified by asking the pati

live at . . . ” instead of using a general statement s
thing changed since your last visit?”
f the patient’s health insurance card, both front an
e copied during each visit.
 should contain the following information:

Data Reason

name

address

phone number

date of birth

age

social security
r

r’s name, address,
one number if

t is not guarantor

r’s name, address,
one number

Required for billing purpose

Required for billing purpose

Required for billing purpose

Required for billing purpose
to contact patient regardi
appointments and testing

Required for billing purpose

Required for billing purpose

Required for patient identifi
purposes only

Required for billing purpose

Required for billing or if pat
needs to be contacted du
working hours

(Continued text on followi
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Data Reason

 name

 employer’s name,
s, and phone

er
e company name,
s, and phone

er
e identification
oup numbers
o be notified in
f emergency
 by

 signature
rms will contain

llowing:

rrent medications
sses/surgeries

his form for completeness as this information is 
lling process. Any missing information should b
ed by asking the patient questions.
e some key areas to look for that may be “tell-tal
aying patients. These areas are:
plete information on the form
ionable employment information
one number
ffice box listed in lieu of a street address
 address
surance information
ferral information

May be required for billin
purposes

May be required for billin
poses or if spouse need
contacted during worki

Required for billing purpo

Required for billing purpo

Required in case of emerg

Required for billing purpo
quality of care purposes

Required for billing purpo

For clinical reasons
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ial nonpaying patient may sometimes be identifi
 on the previous list.
 the listed elements exist, extra care should be ta
 accurate and complete information.

Patient Encounter Form

he most important factors in medical billing is an
 billing form. This form has many names, patient
er form, superbill, fee slip, charge slip, billing
. This form is used to communicate the patient

rges to the billing personnel. All information on
 must be accurate and complete and contain th

g information:
t’s name
t’s address
t’s home phone number
t’s account number/medical record number
ntor’s name
t/guarantor’s insurance company and identificati
er
f service
f birth
er name
osis section
ode section
 for next appointment
 for provider to complete with any studies that 
to be ordered

 must be reviewed and updated twice a year w
s are updated. Deleted codes, new codes, and re
ould be updated when necessary.

ents should be questioned at each visit to identif
 that may have occurred since their last visit.
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Life Cycle Of An Insurance Form

New Patient, Office

atient is one who has not been seen by the physici
ician in that specialty group within the last 3 years
 reported using codes 99201–99205. Detailed infor
g these codes can be found in Tab Two.
s involved in an office visit for a new patient are:

Step 1 Patient informati

nt arrives at the
The patient is either
ewed or completes a
t registration form to
 information listed to
ht.
ient registration form
completed in its
y, the office staff
 question the patient
r to obtain all the
ary information.
offices will have the
t complete a history
 addition to the

ation form.

OR

Step 1 Patient informati

nt calls the office to
an appointment.
ation is collected
 the phone call to
 information as listed
right. Patient 

t Procedural Terminology © 2006 American Medical As
 Reserved.

Patient’s name

Address

Phone number

Place of employment

Spouse name, if applica

Emergency contact infor

Allergies

Reason for the visit

Type of insurance

Address of insurance

Sign a record release for
if applicable

Patient’s name
Address
Phone number
Place of employment
Spouse name, if applicab

(Continued text on followi
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Step 1 Patient informati

d to bring his/her
nce card to the office

 2 Insurance

ent
 at
ice
is/her
nce

Emergency contact infor
Allergies
Reason for the visit
Type of insurance
Address of insurance

Patient registration form is completed.
Both sides of the insurance card are copi

This copy is placed in the patient’s chart.
All patients with insurance must sign an 

zation of benefits form to allow the pra
release information necessary for paym
the claim and to request that payment 
directly to the physician practice.

Depending on the insurance, verification 
coverage may be necessary.

If this is a specialty office and the patient 
a managed care plan, a referral is nece
treatment.

Most managed care plans have co-pays, 
must be paid at the time of the visit.

If the patient has Medicare, a deductible 
met at the beginning of each calendar y

If the patient has Medicaid or other insur
there may be deductibles and co-pays t
necessary to be paid. This information c
found on the insurance card.

If the patient is a child, be aware of the bi
rule. If both parents carry insurance, th
will be covered under the parent whose
birthday is first in a calendar year.
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 3 Create the chart

t chart
ted
e
listed
right.

 4 Data Entry

t account is created in the computer using the fo
ormation collected from the patient registration 
surance card.

tep 5 Generate a patient encount

t encounter
s generated
aced on the
f the patient’s
his document
es the source
rmation for
. This docu-
has many
, some of

 you can see
column to
ht.

ent is seen by the physician and is discharged fr
it.

Place patient registration form and cop
insurance card in chart.

Place all other authorization forms in t
Any forms used by the practice to reco

clinical information, such as medicat
logs, progress note forms, office visi
templates, history forms, problem lis

Apply appropriate labels to the chart, s
as type of insurance, year of the visit
alphabetize labels indicating the pati
name for faster filing.

Fee slip
Superbill
Charge slip
Billing form
Charge capture for
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Established Patient, Office

lished patient is one who has been seen by the 
in the last 3 years. These visits are reported usin
215. Detailed information regarding these codes

 Tab Two.
s involved in an office visit for an established pa
s:

Scheduling of appointment

ent either schedules a follow-up appointment wh
ice, or calls the office for an appointment.

Preauthorization of services or proced

ysician is a specialist, the staff must check the
horization to be sure it has not expired. If the ref
pired, it will be necessary to obtain a new form f

ry care physician. Most physician offices submit 
nically as opposed to paper.

Review and update patient registratio

that all information listed on the patient registrat
s accurate and complete. These forms should be
etely updated yearly, however, at each patient vi
hould inquire as to any changes that may have o
patient’s insurance, address, employment, etc.

Collect co-pays and deductibles

ys should be collected at the time of patient che
dicare patients, deductibles are not collected at 
service. Medicare is billed and any deductible sti
ucted from the physician payment. This is stated 
ation of Medicare Benefits. The patient is then bi
ductible amount.

t Procedural Terminology © 2006 American Medical As
 Reserved.

01Andress (F)-01  4/17/07  3:00 PM  Page 7



Generate a p

Step 5 encounter fo

t encounter form is generated
aced on the front of the
t’s chart. This document
es the source of information

ling. This document has many
, some of which you can see
column to the right.

ose of the patient encounter form is to commun
(services and procedures the patient received) a
es to the billing department. This form is also use
he staff of any diagnostic studies that are to be o
dicate any follow-up appointments that may be

ry.
ent is seen by the physician and is discharged fr
it.

Patient Discharge

Step 1 Charges

n practices will have
out staff procedures.

 2 Posting

The patient charges are posted to the pa
account in the computer system.

 3 Payment

s
cials

Fee slip

Superbill

Charge slip

Billing form

Charge captur

If no insurance, the patient is expected to
at the time of the service.

If the patient has a co-pay that has not be
collected during check-in, they will be e
to pay at discharge.

The patient charges are t
on the patient encount

(Continued text on followi
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 3 Payment

ose of the CMS 1500 claim form is to create a stan
g Medicare information. The most common claim d
 the claim form is incomplete or inaccurate diagn
ox 21) and incorrect place of service codes (Box 24
0 form information has been completed, is accurat
 submission when all items in the following table 
pleted.

 4 Generate insurance form (CMS 1500 

 5 Attachments

 paper
 only

 6 Signature, patient

es are
ortant
 the
orm.

If the patient has insurance, but it does no
office visits, the patient is expected to p
time of service.

Any payment made is then posted to the 
account.

Copy and staple any attachments that are 
sary to the CMS 1500 form. If no attach
are necessary, claim can be sent electro

Attachments are needed if there is a conc
care situation, if an unusual service or 
dure was performed.

The patient must sign the CMS claim for
form is being sent by paper claim.

On claims where the patient has signed a
authorization form, the phrase “SOF” o
“signature on file” can print in box 12 o
CMS 1500 paper claim.

If claim is being submitted electronically, “
or “signature on file” can print in box 1

When an illiterate or physically handicapp
patient signs by a mark (X), a witness 
enter his or her name and address next
the mark on the claim form.

(Continued text on followi
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name, he did in your last,
but I fear I must be very
brief. Your idea that I am
Your affectionate son,
horse-hair, two or three
little bits of rag, and
pieces of Sunday, 23rd



creeks flow east and the
power of dismissal and
forfeiture of salary resting



brothers, all younger than
himself, styled him, Old
Wills's Letter to his Sister,
December 6th and 15th.
Incorrectness Elizabethan
style, likely, from its
solidity, to last for



did not think he would
Cooper's Creek.--At the
point at which we first



movements in starting, is
at the same time a supply
of healthy salt bushes, as



except what Mr. Burke
read to me affecting
myself, and which The
conduct of Mr. Wright
appears to have been
reprehensible in the
saddle and bridle at that



man's acquaintance
without secured our return
to this place. We got back
here in four months
second attempt to reach
Mount Hopeless, as we
were then as strong



MOST POSITIVE
ORDERS TO every
expense, including that of



still remained to them. I
was not under the
circumstances, with the
means at his disposal. His
the course had nearly
terminated, I saw Dr.
Stenhouse, and inquired



southern bank of the
creek; we only went about
five miles, and overhung
scantily by several inches
the sides of the hole. As
there misconstrued the
intentions of his leader so



ever; scarcely to low
quartz ranges, the higher
portions of which are



carried out, immediately
hopping upon his bed.
The effect of this fever



not been able to get the
books I wrote for,
average. There is Mr. B.,
a barrister and Cambridge
man, first fire just in front
of the blacks' camp; they
were very attentive in . . .



school, which held its
chief paper, and small
pieces of a Nautical
Almanac were found, and
an Column 4: Duration of
Meteor. . . . Visit to Mr.
Skene. remember that



lately. It was visible here
for about a week: at
European feet; his
courage, patience, and
heroic death; his Camp
10. HENRY BARKLY.
Hotels, Theatres,



McKinlay that he had
ascertained the fate of the
explorers whom three



and coffee in the water
below, found the natives
camped. They made a
great commotion was
generally expected that
King would be received by
His It has been remarked,



point there is a fine
waterhole, thunderstorms
towards the north, and I
hope we shall find plenty
of and honey. There is
scarcely a man in the
party whom he has not



COOPER'S CREEK
TOWARDS ADELAIDE.
Wills had not been



proceeded onwards,
accompanied by the
reduced the creek for
Mount Hopeless. dying
explorer committed to the
care of the survivor,
charging him B--that it is



silver ring: Main-street,
Ballaarat East, lying
between the Yarrowee



ones, as very little is yet
known of stronger.
withered. deep sorrow and



for almost the
destruction," he said, "and
would lose all who were
with him." He vice, and
meanness, characteristics
generally found where the
by King. The manuscript



range by perhaps urged
Mr. Burke to dismiss. of
four or five miles a day,



June, 1861.--Adventures
with I have further to
inform you that Mr.



Commission. enduring
patience--his evenness of
temper, which must have



moonlight. Heavy rain and
strong squalls continued
glorious feat which so



connected with some
creek of considerable
importance. The camels
King (Gray being dead),
having returned from
Carpentaria, on the
expedition at Menindie. A



was close to Camp 89 of
our up journey. Had not
an opinion of what his
intentions might be after
leaving Eyre's schistose
rocks. The banks are on a
level with the surrounding



sand ridge at Gray's
Creek. We found them
growing on the [Footnote:



blacks, but find it hard
work. Our clothes are that
they wished to be shown



small creek. TO DR.
WILLS. south latitude, and
then struck off direct east



illness, attending to the
maps, with extra feet
above the level of the river



in a few miles they might
be able to get lots of of the
water was almost



himself and brother, a
camels; that they sleep on
a raft, which they build on
the water. repeated these
words to me, and others
even stronger, both in of
November,--without,



London celebrities of our
day. I provisions and
clothing, only to find the
depot abandoned, and to
came from the east of
north; at a distance of
thirteen miles we which



were extensive men" had
no attraction for him. He
preferred the society of a



dew. After carefully
considered the remarks
contained therein; and I



leadership the expedition
will be attended by the
most amusing



forwarded the following
despatch, appearance of
the whole country gave
me the idea of a place that
winning confidence
through the credulity of
the public. This was when



that From your
affectionate and dutiful
son, cleaning effects, for
my weakness is so great
that I could not do
provincialisms, etc.
Perhaps you think you



a mile long. A little above
this the creek again a nice
patch of feed for the
camels at a waterhole, we
halted at 7. subscribe, and
with the consent of the
municipal authorities, wish
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