Collection Agency Check List

After sending physician notification form to site and prior to sending the account to the outside agency verify the following:

· To see if patient has made contact within the last 14 days, by viewing financial and collection notes.

· Over registration to look for obvious errors.

· To make sure there is no money attached to reversed charges.

· To if patient payments posted within the last 14 days. 

· To see if payment arrangements set within the last 14 days. 

· To see if patient made contact or arrangements with site noted on the account. 

· To see if insurance contact made or any changes within the last 14 days.

· To see if correspondence received from patient indicating an update or change in responsibility. 

· To see if any overpayments on siblings account that can be moved and posted to bad debt account.

