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BC 1 – 3 Accurate and Complete Billing Records

Effective Date: October 9, 2013
Last Date Revised: October 9, 2013

Policy

AbleNet has management policies, procedures, and practices to ensure accurate accounting, business integrity, and accountability. The organization maintains accurate and complete billing records that are stored in a safe and secure manner and are audited (at least annually) for accuracy on a scheduled basis.
Procedures
Orders and Shipments
There are established credit policies.  All orders are received by Customer Service and/or Customer Service Manager.  All orders are recorded on pre-numbered sales order forms (a unique sequential Sales Order number is generated by our financial system X-3 once the order has been entered).  Once received, they are reviewed by customer service team to ensure the appropriate price, sales terms, credit and account limits are recorded. AbleNet’s customer service staff is oriented to the specific process required to maintain compliance with all payer requirements and regulations.

If orders will be paid for by Medicare, Medicaid or another Health Insurance, AbleNet has policies and procedures in place to inform clients of eligibility for services, all charges, any out of pocket expenses that they may incur and the manner in which those payments are collected and implements this process with each client. This process includes policies and procedures regarding the collection of payments from clients including those for case, co-payments, cross-overs and any secondary or tertiary payments
	
Sales orders are entered in the accounting system by customer service team and forwarded to our Shipping Lead and Shipping Clerk in the shipping department.  The sales order is reviewed, and the goods are prepared for shipment.  The shipping documents are prepared by Shipping Lead and Shipping Clerk and compared to the sales order to ensure the amounts agree.

Returns
Sales returns are approved by Customer Service Supervisor and/or the Customer Service Team.  When the goods are received back into the shipping department,  the receiving paperwork is completed by Receiving Clerk and forwarded to Customer Service Team to be recorded in the accounting system. 

Billings
Standard invoices are prepared as each Shipment is processed by Shipping Lead and Shipping Clerk.  When they are prepared, the details of the invoice are compared to the approved sales orders, shipping documents, and approved price listing to ensure quantities and amounts are correct.  All invoices are numbered and issued in sequential order and the credit policies for each client are adhered to when the invoices are prepared. Shipping team will post invoices which automatically create journal entries in the system.




All client billing records will contain, but are not limited to:
· Client name, address, date of birth
· Pertinent diagnosis
· Equipment/device/service provided/delivered
· Payer information and beneficiary information for invoice processing
· Copies of all invoices sent to client and all payer sources
· Copies of all receipts of all payments made by client, payers or any others with dates of payments received. Client billing records may be kept separate from the client medical records.


Customer statements are mailed out when invoices past 45, 60, 90 or 120 days old.  Staff Accountant contacts the customers regarding these past due invoices and ask for payment status before she releases any new orders.

Collections
Credit memos are issued in sequential order by customer service team and are approved by the Staff Accountant based on return items. The system generates automatic journal entries once credit memos are posted. 


We accept ACH, wire, checks or credit cards for payment. Mail is opened by the Accounting Clerk.  All check receipts are processed and posted to the patient/client’s account by the Accounting Clerk, on the same day through remote deposit system. The posting of cash receipts to accounts receivable is done by the Staff Accountant.  The postings are done promptly and accurately recorded as to customer account, amount and period.  The list of daily cash receipts is compared to postings to customer accounts and deposits made by the Staff Accountant.


Aging Account Receivable
The accounts receivable aging is maintained separately from the general ledger.  The aging A/R is reconciled by the Staff Accountant, and reviewed by the Controller, and reconciled to the G/L balance. The Staff Accountant, will contact the customers with past due invoices and establish a payment plan with customers if they are unable to make payment immediately. Past due accounts are reviewed periodically to determine financial hardships or write offs. In some cases, past due accounts will be sent to collection agent if the customers are not willing to pay us or provide us a payment plan. 

Allowance for Doubtful Accounts
Any write offs to customer accounts are approved by the Controller or the CEO. The accounts receivable aging listing is reviewed by, the Staff Accounting and the Controller.  Accounts are deemed possibly uncollectible then we will write them off to the allowance for doubtful accounts.  
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Credit Memos
Credit memos are issued in sequential order by customer service team and are approved by Staff Accountant based on return items. The system generates automatic journal entries once credit memos are posted. 

Complaints                                                                                                                                                                If a customer calls to complain about a product or service or about an invoice, the issue is addressed in a timely manner by customer service (Please refer to Policy PS 8 Grievances and Complaints).  Additionally the individual(s) responsible for handling such calls is not responsible for accounts receivable or for the handling of cash.  The Company offers a 30-day money back guarantee if our products do not meet the needs or expectations of the customer. Products must be in new and unused condition to honor this service if not restocking fees may apply.
Corporate Compliance Policy   
It has been and continues to be the policy of the Company to comply with all applicable federal, state, and local laws and regulations, and payer requirements. It is also Company’s policy to adhere to the Code of Ethics that is adopted by the Board of Directors and the CEO.
.
We have always been and remain committed to our responsibility to conduct our business affairs with integrity based on sound ethical and moral standards. We will hold our employees, contracted practitioners, and vendors to these same standards.  Company is committed to maintaining and measuring the effectiveness of our Compliance policies and standards through monitoring and auditing systems reasonably designed to detect noncompliance by its employees and agents. We shall require the performance of regular, periodic compliance audits by internal and/or external auditors who have expertise in federal and state health care statutes, regulations, and health care program requirements.

All employees, contracted staff, and vendors shall acknowledge that it is their responsibility to report any suspected instances of suspected or known noncompliance to their immediate supervisor, Controller, and/or the CEO. Reports may be made anonymously without fear of retaliation or retribution. Failure to report known noncompliance or making reports which are not in good faith will be grounds for disciplinary action, up to and including termination. Reports related to harassment or other workplace-oriented issues will be referred to Controller, CEO, or managers.

Company will communicate its compliance standards and policies through required training initiatives to all employees, contracted staff, and vendors. We are committed to these efforts through distribution of this Compliance Policy and our Code of Conduct and Philosophy.

This Compliance Policy will be consistently enforced through appropriate disciplinary mechanisms including, if appropriate, discipline of individuals responsible for failure to detect and/or report noncompliance.

Detected noncompliance, through any mechanism, i.e., compliance auditing procedures and/or confidential reporting, will be responded to in an expedient manner. We are dedicated to the resolution of such matters and will take all reasonable steps to prevent further similar violations, including any necessary modifications to the policy.



AbleNet’s Medical Record Audit Tool
Patient Name:							Date of Review: 			
Item/Service		Date of Service		Complete Del Ticket	        Complete Order
								⁫				⁫
								⁫			⁫
Evidence that file contains the following:		⁫				⁫

	Client Name
	
	Client Address
	

	POS
	
	Education Materials
	

	DOB
	
	Pymt Information (all)
	

	Diagnosis
	
	Warranties
	

	Signed Rx/CMN
	
	Safety Tips
	

	User/Caregiver Education
	
	Privacy Policy
	

	Proof of Functionality
	
	HIPPA Notice
	

	Speech Evaluation
	
	Rights and Responsibilities
	

	Delivery Verification
	
	EOB’s /Credits
	

	Equip Serial number
	
	ROI’s/AOB/Pymt Agrmt
	



Other items as required:
⁫							⁫					
⁫⁫If applicable:
⁫  All notes for home visits signed and dated (N/A)
⁫  Return visit (s) conducted on schedule (N/A)

Audit Completed By		____________________ Date:__________________________________


AbleNet Limited Medical Records Audit Schedule

AbleNet will audit client medical records on a quarterly basis.

Audits will take place during the first week of the following months each year:

March, June, September and December
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