POLICY LIST - PATIENT ACCOUNTS

[ ] SECTION 1 - ADMINISTRATIVE . ...t eeee ettt ee et e e et eee e et eeeeeee et eee et eseeeeeseeeeeesaeeeessseeeseseeeeeseseeeesenens
LI MISSION . ..ottt ettt e e ettt te e st e st nseaeeeae e PFS.ADM.01
LI PHILOSOPHY oottt ettt e e ee et ettt ee e PFS.ADM.02
|:| SECTION 2 — PERFORMANCE IMPROVEMENT ....ouuiuiiiiiarsaessssssssasssssssssssssssssssssnsnsssnnnes
[[JPERFORMANCE MANAGEMENT ..ot eee ettt ee e se e PFS.OPI.01
[ JTRAINING AND DEVELOPMENT ....oooot oot eeeeee et eee et eeee e ee e en e PFS.OP1.02
[ []PERFORMANCE IMPROVEMENT PLAN ..o oot es e PFS.OPI1.03
[] SECTION 3= HUMAN RESOURCE MANAGEMENT ..ot oeeeeeeee oo ee e ee et eeeeeeeeseeeseeaeesseseeesenenens
LI ATTENDANCE. ..o e ettt ettt ee et e et et et et et eesesesenenanas PFS.HRM.01
[ 1EMPLOYEE REQUESTS FOR TIME OFF ........ccooivieeieeeeeeeeeeeeeeeeesene e PFS.HRM.02
LI MEDICAL CLEARANCE ... ..ottt ettt ettt PFS.HRM.03
[ | PERSONAL TELEPHONE CALLS ...ttt ettt PFS.HRM.04
[ ]EMPLOYEE PHOTO IDENTIFICATION BADGE ......coooeeeeeeeeeeeeeeeerererines PFS.HRM.05
|:| SECTION 4 — DEPARTMENT ORGANIZATION ..uuuiuiuiuiiiiiiiiiiiuiiiuiaisrsresnenrsrsesesrseseassssssssssssssrssrs..
[1JOB LADDER — MS WORD® VERSION ....ootteteteeeeeeeeeeeeeeeeeeeeseeesesessesessssnnes PFS.0RG.01
[ 1JOB LADDER = MS VISIOP DRAWING ......ooioieeeeeeeeeeeeeeeeee oo eeeeesenns PFS.ORG.02
[ ] ORGANIZATION CHART — MULTI-LEVEL ..ottt PFS.0RG.03
[ ] ORGANIZATION CHART — HIGH -LEVEL ...ovoveveeeeeeeeeeeeeeeeeeeeeeee e evennnns PFS.ORG.04
[ ] ORGANIZATION CHART = MID-LEVEL ... oo PFS.ORG.05
|:| SECTION 4.1 —JOB DESCRIPTIONS ......outtititiiiiiiieieieiiieiererereiererererererererere ... ORG
(] REVENUE CYCLE DIRECTOR oovvveeeeoeeveeeseseeeeeeeeeeeeeeeseeessseseeeeeesssessesesseeeeseeseesesssssssesseesessseeeessssseeens PFS.ORG.06
L0 PFS MANAGER .....v.ecoovooe s eeeeeeeseeessesss e eeessessssesessessees s eeseessses s ee s eesesesses e esesseseeessssssesennennos PFS.ORG.07
[ PFS SUPERVISOR ...coovvvreererrereeeeeeeeeen, ... PFS.ORG.08
L1 PFS TEAM LEAD ..o PFS.ORG.09
] PATIENT ACCOUNT REPRESENTATIVE I. PFS.ORG.10
] PATIENT ACCOUNT REPRESENTATIVEIL.......... PFS.ORG.11
] ACCOUNT MAINTENANCE REPRESENTATIVE | PFS.ORG.12
[ ACCOUNT MAINTENANCE REPRESENTATIVE I .. PFS.ORG.13
] CUSTOMER SERVICE SUPERVISOR ... ... PFS.ORG.14
] CUSTOMER SERVICE REPRESENTATIVE ©..vvvvoeeeoeeoeeee oo eeeeeeeeeee e s eeeeeeseeeeseeees e eeseseeeeeeon PFS.ORG.15
] CUSTOMER SERVICE REPRESENTATIVE Il covvvvvvvoooeooosesesseeeeseesseseesessessssssseessssssessensssssesessssseessssssessenennes PFS.ORG.16
] CHARGE DESCRIPTION MASTER COORDINATOR ... ..ereeeeeeeeeeeeeeeseesesseseesesssseeseseseessseeeesesseeeennns PFS.ORG.17
T FINANCIAL SYSTEM ADMINISTRATOR ... eseeveeveeeeseoesesseseeeseessseseesessssessesssseessssssessenssssesessssseessssssessenennos PFS.ORG.18
] NURSE AUDITOR c.cccovvoooeeee oo eeeeeeeeeeseses e eeeesseseeseseseees s eeessses e eeee s eesesesseeneseeeesseeeeesesseeeenne PFS.ORG.19
1 REIMBURSEMENT COORDINATOR ... eeeseeveeveeeesesosesssssesssesssesessessesessssesseesesessessssesssesessssseessssssssennennos PFS.ORG.20
[[] SECTION 5 REVENUE CYCLE MANAGEMENT ..o oo ettt oot eeeeeteeeeeeeeeeeeeeeeeeesessesseaeeesseseeesesenens
[ JREVENUE CYCLE COMMITTEE ..o oot e e en e PFS.RCM.01
[ ] KEY PERFORMANCE INDICATOR REPORTING ..ot PFS.RCM.02
[ ] ACCOUNTS RECEIVABLE REPORTING STANDARDS .....cooo oo PFS.RCM.03
|:| SECTION 6 — CHARGE ENTRY AND PROTECTION ... .uuiiisisissvaeasssssssssssssnsnsssnsannsnsnes
[ ]CHARGE DESCRIPTION MASTER MAINTENANCE.......cooooeeeeeeeeeeeeeeenn, PFS.cDM.01
[ []CHARGE DESCRIPTION MASTER PRICING .....cocooveeeeeeeeeeeeeeeeeeeeeeeeeea, PFS.CDM.02
[ ]CHARGE PROCESSING AND REVENUE CONTROL......ccoooeeeeeceeeeeeeeeen, PFS.CDM.03
L] LATE CHARGE PROCESSING .....cooootteeeeeeeeeeeee ettt eananns PFS.CDM.04
] LATE CHARGE PROCESSING - DETAILED ..ot PFS.CDM.05
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L] THIRD PARTY CHARGE AUDITS ..ottt ettt ettt ssesennes PFS.CDM.06
[ SECTION 7 = BILLING AND CLAIM SUBMISSION ...ooveiieet oot eeeeeeeeeeeeeeeeeee et eeeeeesseseseeseeseseseneseseens BIL
[ BILLING PRACTICES — THIRD PARTY PAYERS. ...ttt PFS. BIL.01
LI BILLING PRACTICES — MEDICARE ...ttt eeeeeeeeeeeeee e, PFS. BIL.02
[ BILLING PRACTICES — MEDICARE 3-DAY WINDOW ......ccococveviveieieeeeannn, PFS. BIL.03
[ BILLING PRACTICES — MANAGED CARE ..o, PFS. BIL.04
] SECONDARY AND CROSS-OVER BILLING .....cooeeeeeeeeeeeeeeeeeeeee oo, PFS. BIL.05
[ JHOST AND EDI SYSTEM RECONCILIATION ..o, PFS. BIL.06
[] SECTION 8 - THIRD PARTY AND GUARANTOR FOLLOW-UP......cocototeeeeeeeeeeeeeeeeeeeee e eeseeeeeseeenens FUP
] ACCOUNT PRODUCTIVITY STANDARDS ......ooootoeeeeeeeeteeeeeeeeee s PFS. FUP.01
[ JPATIENT ACCOUNT QUALITY ASSURANCE .......cccoovmeereeereeeeeee e, PFS. FUP.02
] DNFB ACCOUNT MANAGEMENT ..ottt eeee s aeanns PFS. FUP.03
[ ] SELF-PAY AND BAD DEBT PROCESSING ......ootieeeeeeeeeeeeeseeeeeeeeesaenes PFS. FUP.04
[ ] COLLECTIONS — DECEDENT ESTATES ..ot oottt PFS. FUP.05
[ ] COLLECTIONS — SETTLEMENTS AND LAWSUITS ..o PFS. FUP.06
L] COLLECTIONS = LIENS .o oottt ettt ettt ettt PFS. FUP.07
[ ] COLLECTIONS - BANKRUPTCIES. ..ottt ee ettt e s PFS. FUP.08
L] SIGNATURE AUTHORITY oottt ettt ettt se e ea ettt eteneessasesenanns PFS. FUP.09
|:| SECTION 9 — CASHIERING, REFUNDS AND ADJUSTMENTS ....ouiiieaenaaasaensaenennenenes ADJ
L] CENTRAL CASHIERING ..ottt ettt ettt PFS. ADJ.01
L] POINT OF SERVICE CASHIERING ..ottt ettt PFS. ADJ.02
L] CASH POSTING ..ottt ettt ettt ettt s e et e et et et et eneeeesasenenanas PFS. ADJ.03
[ ] CONTRACTUAL ALLOWANCE POSTING ..ottt eeeeeeeeersnnans PFS. ADJ.04
L] ADMINISTRATIVE ADJUSTMENTS ..ottt eeeeesee e PFS. ADJ.05
L] SMALL BALANCE WRITE-OFFS. ... oottt ettt PFS. ADJ.06
] CREDIT BALANCE AND REFUND PROCESSING ....coooeeeeeeeeeeeeeeeerereeen PFS. ADJ.07
] MEDICARE CREDIT BALANCE REPORTING .....oovote et PFS. ADJ.08
LIRETURNED CHECKS ..ottt ettt ettt eeee e eananes PFS. ADJ.09
LIUNIDENTIFIED CHECKS ..ottt ettt esee e ea ettt et et ssenenanas PFS. ADJ.10
[ ] SECTION 10 - DENIAL MANAGEMENT AND AVOIDANCE .......ooooeeeeeeeeee oot eeeee e ereeereen e DEN
L] DENIAL MANAGEMENT ..ottt ettt ettt et ssenennas PFS. DEN.01
] DENIAL AND REJECTION PROCESSING ......ootoeeeeeeee ettt PFS. DEN.02
[] SECTION 11 = CUSTOMER SERVICE ...ttt ettt ettt ettt et eeee et et e et et eee et eeeee e seeae et eesannees Cus
L JHANDLING PATIENT COMPLAINTS ..ottt PFS. cus.01
L1 HANDLING WALK-IN INQUIRIES.........cooiieieeeeeeeee e, PFS. CUS.02
L] HANDLING CORRESPONDENCE ...ttt ettt eeeese s PFS. CUS.03
LI HANDLING INCOMING CALLS. ..ottt ettt PFS. CUS.04
L]HIPAA — VERIFYING IDENTIFICATION ..ottt ettt eeeteeeeesessnnas PFS. CUS.05
[ ] TELEPHONE ETIQUETTE ...cvitiieeceeeeeee et PFS. CUS.06
[ TELEPHONE ETIQUETTE — CUSTOMERS WITH DISABILITIES................ PFS. CUS.07
L] PLACING ACCOUNTS ON HOLD ..ottt PFS. cUs.08
[] SECTION 12 = REIMBURSEMENT ... ociteteet et eeee et ee et eee et eee e et eee e e etaeeeseseeesessseessesaeeseasseeessseneeseseensesenens RMB
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L] COST REPORT REVIEW ... PFS. RMB.01
[ ] COST REPORT DOCUMENTATION ...ttt ettt PFS. RMB.02
[ ] COST REPORT SUBMISSION ..ottt PFS. RMB.03
L] FISCAL INTERMEDIARY AUDITS. ..ottt PFS. RMB.04
] EXTERNAL FOCUSED MEDICAL REVIEWS ..., PFS. RMB.05
[ 1 MEDICARE RECOVERY AUDITS (RAC) ....cooeiiieiiieesiessievsiess e PFS. RMB.06
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