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Medical Practice Refund Policy

1. Purpose
This policy outlines the procedures for issuing refunds to patients and insurance
companies to ensure transparency, compliance, and efficiency.

2. Scope
This policy applies to all staff involved in billing and financial operations within the
practice.

3. Definitions

¢ Refund: A repayment made to a patient or insurance company for overpayments
or billing errors.

e Overpayment: Any amount paid by the patient or insurance company that
exceeds the total amount due for services rendered.

4. Policy Statement
The practice is committed to providing accurate billing and timely refunds to patients and
insurance companies. Refunds will be issued promptly when warranted, following
established procedures.

5. Identification of Refunds
Refund situations may arise from:

e Overpayments by patients (e.g., copays, deductibles, or total charges).
e Overpayments by insurance companies
e Adjustments after claims are processed by insurance companies.

6. Process for Handling Patient Refunds

¢ Request for Refund: Patients may request a refund in writing or verbally. Staff
should document the request.

o Verification: Verify the overpayment by reviewing billing records and payment
history.

e Approval: All refunds must be approved by the billing manager or designated
staff member.

o Issuance: Refunds will be issued within 14 business days via the original
payment method (credit card, check).

e Documentation: Maintain records of all refund requests, approvals, and
transactions for auditing purposes.
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7. Process for Handling Insurance Refunds

o Identify Overpayments: Regularly review accounts to identify overpayments to

insurance companies.

o Notification: Notify the insurance company of the overpayment and request

guidance on refund procedures.

e Documentation: Complete required forms as specified by the insurance company

and retain copies of all correspondence.

o Issuance: Refunds to insurance companies will be processed within [insert
timeframe, e.g., 30 days] upon receiving confirmation of the overpayment.
¢ Record Keeping: Maintain detailed records of all insurance refunds for

compliance and auditing.

8. Exceptions

In certain circumstances (e.g., disputes, claims under review), refunds may be delayed
pending resolution. All staff must communicate any delays to the patient or insurance

company.

9. Training

All relevant staff will receive training on this policy and the procedures for processing

refunds. Regular refresher training will be scheduled.

10. Review and Revision

This policy will be reviewed annually and revised as necessary to ensure compliance with

regulatory changes and best practices.



