
Clients who are filing their own insurance 

At times, individuals will choose to pay for services out of pocket and file their own insurance for reimbursement.  In an effort to help you with this process, I have delineated below some key guidelines.  Following these simple tasks will ensure a greater chance in your claim being reimbursed properly and without delay.

· First, check with your insurance company to determine whether you need preauthorization to be seen by a provider.  If so, make sure to keep copies of any preauthorization documentation or numbers.
· Contact your insurance company to determine if they require claims submissions on a particular type of form.
· Ask your insurance company what SPECIFIC information will be needed from the provider of service.  This information typically includes the following:
1. Date(s) and time of service

2. Diagnosis Code

3. Service Provided (CPT code)

4. The Provider’s Full Name, Credentials, Tax ID Number, and License Number

· Give this information to the provider at your next visit so that he/she can provide you with the appropriate information and/or required forms.  Ask your provider to supply the required information on a Super Bill or other receipt and sign it.
If you have any questions or need any assistance with this process, please inform your provider or contact me directly at 866.714.1224 ext 1.

Sincerely,
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