Verifying Insurance and Procedure for Authorizations

Copy front and back of patient insurance card (enlarge print on copier).  To verify, dial number on card for benefit information you will need.  Make it clear that you are calling for a Ph.D. or Licensed Professional Counselor and give their tax I.D. #.  Determine if we are in or out of network.  Follow through your insurance verification form to acquire the information you will need.

Two very important steps:

1.  Name of insurance company its filed under and the address where   

     claims are to be sent.

2. Do visits need to be authorized?   Do we make the first authorization or it is the patient’s responsibility to call?  If we are to authorize visits, be sure this is done before the patient comes in for their visit.  Call insurance company and wait for prompt for provider pre-certification and speak to a caseworker. You may be asked for reason patient is coming in.  Be sure to get number of visits, authorization number and dates for which visits will fall in.  Document person you spoke with, date and phone number.

