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1. Students will understand why correct billing and reimbursement is so critical to the success of a medical practice. 

2. Students will comprehend the basics of how to correctly file claims to an insurance company. 

3. Students will understand the foundational rules, guidelines, and functions of medical billing and reimbursement. 

UNIT 1: CAREER ROLE AND RESPONSIBILITIES 

Assessments: Weekly Critical Thinking, Weekly Homework, Unit Test 

Role of an Insurance Billing Specialist 

• Students will have the opportunity to learn the background and importance of insurance claims 
completion, coding, and billing. 

• Students will have the opportunity to learn at least three skills (e.g., knowledge of medical 
terminology, use of code books, and basic mathematics) useful in gaining proficiency as an 
insurance billing specialist. 

• Students will have to the opportunity to learn the educational requirements, necessary personal 
qualifications, and skills, as well as a variety of career possibilities and areas of specialization open 
to the insurance billing specialist. 

• Students have the opportunity to consider how to project a professional image as an insurance 
billing specialist. 

 

Compliance, Privacy, Fraud, and Abuse in Insurance Billing 

• Students will have the opportunity to become familiar with the electronic health information 
process. 

• Students will have the opportunity to apply necessary knowledge for the release of patient 
information and maintain HIPAA privacy rules. 

• Students will have the opportunity to utilize consent forms, authorization forms, and develop 
guidelines for a compliance plan. 
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UNIT 2: THE CLAIMS PROCESS 

Assessments: Weekly Critical Thinking, Weekly Homework, Unit Test 

Basics of Health Insurance 

• Students will have the opportunity to become familiar with the four concepts of a valid insurance 
contract and how to explain the difference between an implied and express physician-patient 
contract. 

• Students will have the opportunity to describe, in general terms, the important federal, state, and 
private health insurance plans. 

• Students will have the opportunity to define common insurance terms. 

• Students will have the opportunity to learn list four actions to prevent problems when given 
signature authorization for insurance claims. 

• Students will have the opportunity to learn how to handle insurance claims in the physician’s office 
to obtain payment and minimize rejection by insurance carriers. 

Medical Documentation and the Electronic Health Record 

• Students will have an opportunity to identify steps in the medical documentation process, explain 
why medical documentation is required, and discuss principles of documentation. 

• Students will have an opportunity to learn the definitions of common medical, diagnostic, and legal 
terms, and how to state the contents of a medical report. 

• Students will have an opportunity to learn about the documents required for an internal review of 
medical records, and they will be able to learn how to describe the difference between a 
prospective and retrospective review of records. 

• Students will have an opportunity to learn why an insurance company decides to perform an 
external audit of medical records and how to identify principles relating to the release and 
retention of medical records. 

• Students will have an opportunity to learn how to formulate a procedure for termination of a case 
and prepare letters of appeal. 

• Students will have an opportunity to learn techniques used for fax confidentiality and how to 
respond appropriately to the subpoena of a witness or record. 

Diagnostic Coding 

• Students will have the opportunity to learn the history of diagnostic coding and the purpose and 
importance of coding diagnoses. 

• Students will have the opportunity to learn how to properly use diagnostic code books to obtain 
accurate codes. 

• Students will have the opportunity to learn the meaning of basic abbreviations and symbols used in 
the code books and diagnostic coding terminology. 
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• Students will have the opportunity to complete the problems in the student workbook, which will 
help them obtain the skills necessary to perform diagnostic coding. 

Procedural Coding 

• Students will have the opportunity to learn procedural terminology and how to properly use a 
procedure code book. 

• Students will have the opportunity to learn the importance and usage of modifiers in procedural 
coding. 

• Students will have the opportunity to learn the difference between CPT and RVS coding systems, as 
well as various methods of payment by insurance companies and state and federal governments. 

The Paper Claim CMS-1500 (02-12) 

• Students will have the opportunity to learn the history of the Health Insurance Claim Form (CMS-
1500 [02-12]) and when the claim form may or may not be used. 

• Students will have the opportunity to learn how to expedite the handling and processing of the 
CMS-1500 (02-12) insurance claim form and define two types of claim submissions. 

• Students will have the opportunity to learn the differences among clean, pending, rejected, 
incomplete, and invalid claims. 

• Students will have the opportunity to learn how to minimize the number of insurance forms 
returned because of improper completion, to identify techniques required for optically scanned 
insurance claims, and how to execute general guidelines for completing the CMS-1500 (02-12) claim 
form for federal, state, and private payer insurance contracts. 

• Students will have the opportunity to learn reasons why claims are rejected, and how to abstract 
relevant information from the patient record for properly completing the CMS insurance claim form 
will be discussed. 

The Electronic Claim 

• Students will have the opportunity to learn basic principles and terminology of electronic data 
interchange (EDI) and to demonstrate understanding of computers, records management, and 
electronic claim submission (ECS). 

• Students will have the opportunity to learn how to select an office computer system, types of 
carrier agreements, the use of forms, and other materials and processes that are part of electronic 
claim submission. 

Receiving Payments and Insurance Problem Solving 

• Students will have the opportunity to learn about the overall picture of where and when insurance 
claim problems occur, as well as some potential solutions to those problems. 

• Students will have the opportunity to learn about claim policy provisions, the role of the state 
insurance commissioner, claim management techniques, and specifics on appeals processes, 
including Medicare and TRICARE review and appeal. 
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Office and Insurance Collection Strategies 

• Students will have the opportunity to learn about accounts receivable (A/R), including payments 
and unpaid balances due from patients; setting, adjusting, and collecting fees; payment options; 
and billing and collecting. 

UNIT 3: HEALTH CARE PAYERS 

Assessments: Weekly Critical Thinking, Weekly Homework, Unit Test 

The Blue Plans, Private Insurance, and Managed Care Plans 

• Students will have the opportunity to learn the differences between private insurance and 
managed care and how managed care options affect reimbursement.  

• Students will have the opportunity to learn about the many types of managed care plans and 
related financial management issues, along with content about medical review organization and 
other important health care administration topics. 

Medicare 

• Students will have the opportunity to learn the essentials of Medicare policies and regulations, 
payment, and reimbursement.  

• Students will have the opportunity to learn about billing for Medicare when combined with 
additional insurance programs, managed care plans, claim submission, and post-claim submissions. 

Medicaid and Other State Programs 

• Students will have the opportunity to learn about Medicaid and other state-administered health 
programs, including eligibility criteria, benefits, managed care coverage, and claim and after-claim 
procedures. 

• Students will also have an opportunity to become familiar with printouts from a point-of-service 
device and the Medicaid remittance advice form. 

TRICARE and Veterans’ Health Care 

• Students will have the opportunity to learn the eligibility criteria and regulations of TRICARE and 
Veterans Health Administration health care programs for military personnel and dependents. 

• Students will have the opportunity to demonstrate completion of a CHAMPVA claim form. 

• Students will have the opportunity to learn about situations in which the TRICARE/CHAMPVA 
sponsor or beneficiary is covered by another health care option. 

Workers’ Compensation 

• Students will have the opportunity to learn about the background, purpose, and correct application 
of workers’ compensation insurance. 
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• Students will have the opportunity to learn about the eligibility criteria, reporting mechanisms, and 
documentation processes used in workers’ compensation cases.  

Disability Income Insurance and Disability Benefit Programs 

• Students will have the opportunity to learn about disability income insurance terminology and 
various benefit program options. 

• Students will have the opportunity to learn about federal and state disability programs including 
eligibility criteria, reporting mechanisms, and documentation processes used to file medical reports 
for disability claims. 

UNIT 4: INPATIENT AND OUTPATIENT BILLING 

Assessments: Weekly Critical Thinking, Weekly Homework, Unit Test 

Hospital Billing 

• Students will have the opportunity to learn about the hospital billing process, including 
confidentiality issues, admissions procedures, coding procedures, billing, and reimbursement. 

• Students will have the opportunity to learn how to locate and sequent diagnostic codes, identify 
hospital departments that input data for the UB-04 claim form, study UB-04 claim form block data, 
and locate errors on a computer-generated UB-04 claim form 
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