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SUBJECT: CLAIMSUBMISSIONANDBilLING

Policy
TheDepartmentofAlcohol& DrugServiceswillcharge,submitclaimsandbill for services,onlywhen
suchserviceshavebeenprovidedanddocumentedin theclinicalchart.Thedocumentationwillcomply
withapplicablelaws,regulations,standards,andpayerrequirements.Serviceswill be accuratelycoded
andcompletelyreflectedin thedocumentation.Thedocumentationwill includediagnosis(es)and
servicesprovidedandwill berecordedin theclinicalchart.Thedocumentationmustsupporttheclaims
submitted;whereclinicalrecorddocumentationis incompleteor insufficientto providethebasisfor
coding,noclaimswill besubmitted.

Thefollowingpracticesareexpresslyprohibited:
. Submittingaclaimforservicesnotactuallyprovided
. Submittinga claimfor servicesknownto be medicallyunnecessary,unlesstheappropriate

authorizationsandnotificationshavebeenobtained.

. Misrepresentingdiagnoses,services,servicedates,clientidentity/status,provideridentityor
amountscharged

. Submittingduplicateclaimsfor thesameservice

. Makingafalsestatementonaclaimsubmissionform

. Requestingadditionalpaymentsfromaclient,otherthananapprovedco-paymentordeductible

. Failingto refundcreditbalances,or routinelywaivingco-paymentsor deductibles.

Procedures

Followingcompletionof a serviceto a client,theclinicianwill recordthetypeandlengthof servicein the
client'schartandsubmitthe informationto UniCare.In theeventthata cliniciandoesnothavedirect

accessto Uncared,theclinicianwillcompletea "ServicesRenderedDocument,"whichwill besubmitted
to a clericalstaffmember,whowill maketheentryintotheUniCare.


