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Purpose:

To provide guidelines for the follow-up of all accounts in a timely manner in order to ensure
cash flow and minimize the days in account receivables.

Patient Collections:

No balance owed by any individual patient will be turned over to collection. Instead, the patient
will be sent three letters requesting payment. Three letters will be for a period of 120 days. If the
amount is not paid, the balance will be written off and no further collection attempts will be
made. If the patient contacts the hospital and indicates the patient lacks the resources to pay, the
patient will be offered a reduction in amount owed commensurate with the patient’s ability to
pay. The discount will be approved by the CEO.

Insurance Collections:

Guidelines for both Inpatient and Qutpatient Accounts:

1. The Hospital business office will make three collection attempts for 120 days from the date of
discharge. These attempts include writing letters and making calls to the insurance company. If
the insurance company indicates there is missing documentation, the information will be provided
timely. Collection attempts will be documented in the designated account notes.

2. If after 120 days, the correct payment is not received, the Business Office will submit the
uncollected balance to the CEO to approve the write-off. These, insurance balances only,
accounts will be turned over to outside collection companies for further collection activities.



