Receive document

Outline the specific process

Identify document type:
- Medical billing

- Patient files

- Vendor purchase order

(Sample: Medical Office Filing)

Medical Billing

Ensure all documents are included
o Statement of services
o Billing notice
o Invoice
If paperwork is complete:
o Date file register on folder
o File in Medical Billing Files
If paperwork is not complete:
o Date file register on folder and write “incomplete” in comments
o File in Medical Billing To Do basket

Patient Files

Ensure all documents are included and filled out properly
o Patient medical history
o Patient visit history
o Insurance information 5



