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Credentialing Policy


It is imperative to have the doctor(s) at _____ (Practice Name) properly credentialed with contracted insurance companies. It is also important to ensure that there is not a lapse in credentialing so the practice can be paid in a timely manner for services rendered. Information related to the credentials for our doctor(s) is considered confidential and will be released only with permission of the doctor(s).

This process will be handled by the office manager in conjunction with the doctor(s) when necessary. The office manager will complete the credentialing forms provided, including available information about the doctor.  Questions that the office manager cannot answer will be referred to the doctor for completion. The office manager will have the doctor sign and date the forms as required.  Before submitting the forms to the insurance company, the office manager will make a copy of the completed forms and file them in the doctor’s credentialing file. The completed credentialing forms will be mailed to the requested organization.



____ (Owner’s Name)
____ (Practice Name)
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