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TITLE NUMBER EFFECTIVE DATE REVISION DATE 
BILLING 
PROCEDURES 

503 August 9th, 2005 April 29th, 2010 

 
PURPOSE 
To ensure continuity in processing of bills and logging of revenues received, the 
following procedure will be used: 
 
PROCEDURE 
 
EMS Crew Responsibility: 
 

1. During a patient encounter, the LPFPD crew members are responsible for 
obtaining patient information that includes, name, address, date of birth, and SSN, 
and when the patient is transported, a copy of the ER face sheet, signed consent 
form and insurance information if possible. 
 

2. The LPFPD crew will be responsible for documenting thoroughly all services 
rendered and the nature of the call, including reason for transport, which will be 
complete and ready to submit to insurance carriers. 
 

EMS Director Responsibility: 
 

1. The EMS Director will collect the patient care report, review it for completeness, 
and forward to the Medical Biller each week along with a super bill. 
 

2. When creating the super bill to send to the Medical Biller, the EMS Director will 
send an initial letter to the patient requesting insurance information and advising 
them of options for paying their bill. The options listed will include: 1)Pay in full 
within 45 days of the letter and receive a 10% discount, 2) sign a payment 
agreement, 3) provide documentation verifying they are either a Southern Ute on 
the Tribal census, or they receive their medical care through the local Indian 
Health Service. This letter will also include the LPFPD financial policy. 
 

3. When the checks arrive for payment of service, the Administrative Assistant will 
endorse the checks and deposit. A copy of the date received stamped check along 
with the EOB will be forwarded to the EMS Director who will forward to the 
Medical Biller, and retain a copy in the EMS Office. 
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Medical Biller Responsibility: 
 

1. Will bill patients and third party insurance in accordance with contract, which is 
contained in the job description SOPs. 

 
 
 

April 29th, 2010 
__________________________________________________________________ 
Larry Behrens, Fire Chief      Date 
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