PMRC RESEARCH BILLING COMPLIANCE WORKSHEET
INSTRUCTIONS  
General Information

Providence Sacred Heart Medical Center & Children’s Hospital (PSHMC & CH) and Providence Medical Research Center (PMRC) are committed to performing research in accordance with local, state and federal regulations.  In order to comply with these standards, a process has been developed that will promote compliant billing practices for physician research groups utilizing PSHMC & CH facilities and services for research studies.  
The PMRC Research Billing Compliance Worksheet should be submitted to PMRC for review of protocol required research activities and items that have been identified by the clinical research team.  It is necessary to submit the worksheet and other study related documents, i.e. informed consent and IRB application etc., to the PMRC Business Manager prior to IRB review.   Please ensure the worksheet is complete and accurate.  This will expedite the approval process for conducting the research study at PSHMC & CH. 
 Process for Worksheet Completion
The process for worksheet completion is two-fold.  
· Complete the Pre-Enrollment Information section.  All items in the protocol and confirmed in the study budget as “research” should be listed.  List each item individually, i.e. if the study requires 2 research ecgs, each one will be on a separate line. Note: If there are no individual research items to list, such as the case where all research items are provided and/or paid by the study sponsor, a worksheet signed by the PI will still be submitted.  In the Comments section as well as on the items list, state that “all items are research”.  No standard or usual care items should be listed.  Information in the Post-Enrollment Billing Review & Verification section need not be completed at this time.
· Once a subject is enrolled in a study at PSHMC & CH or is having a research procedure during a study-related follow-up admission, Webmaster notification should be made within 24 hours or the first business day.  http://www2.inhs.org/ssl/shmc_trials/  The subject’s hospital bill usually “drops” within 3-5 business days after discharge.  A copy of the bill and the worksheet with the completed Pre-Enrollment Information section will be faxed to the primary coordinator for review of research items.  The research items should be underlined or circled on the bill.  On the worksheet, the coordinator completes the Post-Enrollment Billing Review & Verification section.
The information entered in the Post-Enrollment Billing Review & Verification section correlates with each research item listed in the Pre-Enrollment Information section.  It is possible during the admission that an item may be charged on different dates, i.e. a research ecg was done pre-procedure and at discharge.  Therefore the “Date of Service” will be the two actual dates.  If two research ecgs are done on the same date, then the quantity for that “Date of Service” would be “2”.  The “Procedure #” is found on the bill next to the item description.
Once all information in the Post-Enrollment Billing Review & Verification section is complete, fax to PMRC (509-474-4325) both the completed worksheet and subject bill.  PMRC will work with PSHMC & CH billing to ensure research items are billed to the appropriate payer.
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