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Policy:

Demographic and insurance information will be collected from all patients and will be verified prior to or at the time of the scheduled appointment.

Procedure:
1.
Any patient being seen by a provider must be registered in the system. This will ensure that pertinent patient demographic and insurance data is captured in the system for the purposes of billing, contracting and data analysis.

2.
A new patient may pre-register with ETSU Physicians and Associates by telephoning the office or by presenting at the office for purposes of scheduling an appointment.  At this time, it is essential to get the following demographic and insurance information:

· patient name,

· telephone number(s),

· address,

· reason for visit,

· date of birth,

· patient’s social security number,

· insurance coverage,

· referring physician, and

· employer.

3.
The receptionist should assure that all available information has been collected before the patient/guarantor leaves the office or ends the telephone conversation.

4.
A chart number will be assigned to a new patient at the time of check-in.  This will ensure that a system-generated chart number is not utilized in the event that a patient becomes a no-show.

5.
A new patient will be fully registered at the time of the scheduled appointment, prior to the visit with the provider.  In addition to the information included in number 2 above, full registration will include all fields that are required on the PRP screen and the PRI screen.  
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