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	A. GENERAL STATEMENT OF POLICY:

     Statement of Purpose: To describe the standards by which updating bad address in Centricity. 
B. SCOPE:    This policy covers Psychiatry.

C. ADMINISTRATION & PROCEDURE: 
     (a).   Front Office staff member will be responsible for asking each patient on every visit for the current demographics.

1. State: Please verify your address.

2. State: Please verify your phone number.

3. State: Please verify your date of birth.
     (b).   Staff will request to see state issued photo identification to ensure it is the same as provided.
1. If the ID is different, the patient has a change, then a copy will be made and scanned and the fields updated in Centricity. 

a.   If applicable, staff will delete the FSC 7 (bad address) from patient demographics. 
b.  For Texas Medicaid patients, the address needs to match the address in eligibility. If a patient has a different address, the staff needs to alert them to change it with Texas Medicaid as well.  
     (c).   Front office staff will also review returned mail for correct address:
1. Upon receipt of the return mail with new address, staff will update the demographics and mail letter to correct address. 
2. Upon receipt of the return mail with bad address or wrong address, the staff will contact the patient via phone and inquire about an address change. 
3. If unable to contact patient, the front office will enter “Bad Address” in the address field of the demographics and add FSC 7. 
4. General comments should include department/user/date/and how the bad address was determined. 

     (d). Staff should work the monthly bad address report provided from the MPIP Business Office. 

D.  DISTRIBUTION:      This policy shall be distributed to Psychiatry. 

     

	



