
Model Local Health Department Workflow 

 

Appointment Walk-in

Confirm Reason 
for Visit

& 
Pull up Appt.

Determine 
Reason for Visit

& 
Create Appt.

Set up appt. in 
system and have 
paperwork ready 
for client arrival

Gather/Update 
Demographic 

Data

Identify Payer; 
Copy Card

Generate 
Encounter Form; 

Pull Medical 
Record

Confirm Eligibility * Eligible for program?
* Eligible for service?

* Covered service?
* Prior notification?

* New last name?
* Change of custody?
* New address?

Document 
Encounter Form

Document 
Medical Record

* All service performed 
documented? 
* Documentation supports 
level of service billed?

* Codes match service 
provided?
* Diagnosis/procedure 
codes consistent?
*  Signed/dated?

Client
Arrives

Encounter Form 
& Chart to Biller

Clinical
Services

* Card signed?
* Spelling on card matches 
spelling on forms?
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Review 
Encounter Form 
Documentation

Enter Claim

Enter & Submit
Claim

* All fields completed correctly?
* Codes match medical record 
documentation?
*  Codes to highest specificity? 

* Correct payor number?
* Correct provider number?
* Correct client ID number?
* Correct place of service code?
* Spelling correct? 

Post Claim 
Submission 

Management

Confirmation
Report

Resubmit 
Rejected
Claims

Monitor
Claim
Status

Review RA and 
EOP Claim DeniedClaim Paid

Over/
Underpayment 
Adjustments

Appeal/Request
Reconsideration 

Store Records

*  Lack of necessary information?
*  Lack of medical necessity?
*  Lack of covered service?

* Report easily accessible?
* Each claim confirmed?
* Any immediate rejections?

 


