Sample Practice
Policies and Procedures
Business Office

Contents
Review
When
Business Office
YES
NOW
Financial Policy
YES
NOW
Our Patient Financial Policy
YES
NOW
Waiver of Patient Financial Responsibility      (Self-Pay Discount)
YES
NOW
Fee Schedules
YES
NOW
· Fee schedule finalized and approved at last board meeting. 

· Beth sending the approved schedule over to Cecilia at UPP

Billing Inquiries
YES
UPP

· UPP says this process is usually handled by the CBO or the LHDs as appropriate

· UPP system is capable to track and alert when payments are needed (Ex: balance on the schedule)
· May involve Cecilia at UPP to determine existing process at each LHD and how UPP will handle it
Workers’ Compensation
NO
Financial Agreement for Surgeries and Procedures
NO
Medicare Non-Covered Services— Advance Beneficiary Notice (ABN)
YES
LATER
Charge Capture
YES
UPP
Charge Ticket Layout
YES
UPP
Charge Ticket Accuracy and Completeness
YES
UPP
Charge Entry (UPP specific processes)
YES
UPP
· Need to include a statement about other systems capturing data on the front end and how that correlates to the UPP system (affects many of the UPP policies where the front end is handled by each LHD)

Lag Time (UPP specific processes)
YES
UPP
Charge and Service Reconciliation (UPP specific processes)
YES
UPP
Charge Correction (UPP specific processes)
YES
UPP
Managed Care Manual
MAYBE
ROBIN BYERS
Insurance Update Request
MAYBE
ROBIN BYERS
Primary and Secondary Insurance Claims
YES
LATER
Liability Accounts
NO
Payment Posting (UPP specific processes)
YES
UPP
· Will need to include both time of service payment posting and payments from insurance carriers
Unapplied Payments (UPP specific processes)
YES
UPP
Interest Payments (UPP specific processes)
YES
UPP
Refunds (UPP specific processes)
YES
UPP
Claim Rejections (UPP specific processes)
YES
UPP
Insurance Follow-Up (UPP specific processes)
YES
UPP
Patient Communication on Insurance Balances
YES
NOW
Open Claims (UPP specific processes)
YES
UPP
Write-Offs (UPP specific processes)
YES
UPP
Small Balances
YES
LATER
Payment Plan
YES
LATER
Collections
YES
LATER
Collection Agencies
YES
LATER
Collection Disputes
YES
LATER
Settlements
YES
LATER
Financial Hardship
YES
LATER
Bankruptcy
YES
UPP
Estates
YES
UPP
Bad Addresses
YES
UPP
Nonsufficient Funds
YES
LATER
Court Time and Deposition Billing
NO
