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Credentialing Process &
Best Practices for Tracking

Rene Lumene, MBA, MHA
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Objective 1

Organization is key

@ Objective 2

Communicating with all parties involved

Q Objective 3

Properly initiate the credentialing process

©2021 Healthcare Experiences

Learning Objectives

Objective 4

Cather supporting documents

Objective 5

Properly Initiate the credentialing and tracking
process
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Organization is key
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Organization is key

Using a systematic approach to ensuring credentialing is done properly
and all the necessary support documents are included:

. Use a spreadsheet, obtaining all required information
needed for submission

. Utilize a credentialing checklist

3 Create a folder (manually or electronically) containing
supporting documents for the provider

4 Document the conversation with insurance representative.

2021 Healthcare Experience:
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Credentialing Tool

Using a
Spreadsheet

This is a great way to capture
all necessary information for
1or more providers by using
the tabs below for each
provider.
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20anshoqxd sn6Drslsot
Deomographic Information
Last name bos Home Address Apt./Suite Gty tat
Doe 1/10/21 123 Hillcrest Rd. N/A Dallas TX
E-mail SSN Ethnicity City of Birth State of Birth Citizen
doctor hoo.com 123-56-7890 African America Dallas TX Yes or No
Num| m| word Medical License 1 Issue D
123456778 1 John360! D04663 12/31/18
DEA License Issue Date DEA License Exp. Driver License DL State Issued DL Exp. ]
12/31/18 12/31/22 123456789 D12345678
Certifcation
anization Certificate Number Certification Issue Certification Exp.
‘amily Medicine A45678 1/2/15 1/2/22
fhialry an_d Neurology (ABPN) 7689 2/14/13 214/23
ion Psychiatry
|/Institution Degree Major Specialty Start Date  End Date Completed?
ity of Floriday Do Doctor of Osteopathy Family Medicine 1/10/10 1/10/16 Yes
|/Institution Degree Major Specialty Start Date  End Date Completed?
ity of Floriday Do Doctor of Oteopathy Family Medicine 1/10/10 1/10/16 Yes
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Communicate updates
with everyone involved
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Communicate Updates

Communicate with Providers

Waiting to be contracted with insurance companies can
be an anxious process.

Communicate with Leadership

Reimbursement is a big part of generating revenue
Knowing the credentialing status will help leaders to
better forecast their financial.

Communicate with your Team

When everyone is on the same page, more work can get
done to achieve success in credentialing providers.

©2021 Healthcare Experiences, LLC. All Rights Reserved.ary and Can
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IMPROVING CREDENTIALING PROCESS

Properly initiate the
credentialing process
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@ Milestone1

Once a provider is given an
offer letter or contract for
employment, Credentialing

(# Milestone3

Specialist should be notified
and given the contact
information for the provider.

Review all supporting
information and documents
for accuracy

Milestone 2

Provider should be
contacted togatherall
pertinent information or
schedulea dayandtime to
gather information from the
provider within a week or

less.

NEXT STEPS
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Links to verify providers credential

Using a systematic approach to ensuring credentialing is done properly
and all the necessary support documents are included:

. Complaints or Malpractice -
https://www.fsmb.org

‘ Verify Board Certification
https://www.certificationmatters.org

3 Contact the provider school

www.healthcare.trainingleader.com
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Common Information Requested
to Credential Healthcare Providers

e Name Date of Birth

® Previous/Other Name Social Security Number
Gender Education & Training
NPI ® Residency
Mailing Address (Clinic or Hospital) ® Licensing (Medical, DEA)

® E-mail Address ® Board Certifications

® Phone Number ® Specialty Certificate

e Citizenship Information o CAQH Information

® Tax ID Number Patient Age Focus

e Current CV Languages Spoken

2
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(% Milestone 6

Milestone 4 make sure to get the
Start filing out network representative name, 2
participation applications reference number and
and submit all required document date and time
supporting documentations. called.

Document the conversation,

Milestone 5
Calleachinsurance
company to confirm they
have received the network
participation application for
your provider(s).

NEXT STEPS
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(7 Milestone 9

Follow up with the

Milestone 7 insurance company to make
Continue to follow up every sure they received the
two week and DOCUMENT, signed agreement and
DOCUMENT & DOCUMENT DOCUMENT.

Milestone 8

When the contract
participation agreement is
received, make sure to have
the authorized signer sign
the agreement and send it to
the insurance company.

NEXT STEPS
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Milestone 10

Continue to follow up,
DOCUMENT until an
executed contract
agreement with an effective
date is provided.

NEXT STEPS

14
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summary

Objective 1 lEI

Organization is key

@ Objective 2

Communicating with all parties involved

Q Objective 3

Properly initiate the credentialing process

©2021 Healthcare Experiences

Objective 4

Cather supporting documents

Objective 5

Properly Initiate the credentialing and tracking
process
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We can't walt
to hear from
VOU.

Contact Information:
&  www.healthcareexperiences.org
@) rene@healthcareexperiences.org
(P) 972.428.3298
HealthcareExpe2

hexperiences
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