
Billing Verification: 

A billing verification needs to be done for every provider in which the client was treated/seen. If the 

client is in the phase prior to the demand phase, then we must review all records and make sure we have 

all the providers listed in the Meds Section.  

• Please note: if there was PIP or Health Insurance involved, we need to know if payments were 

made (how much) and if there were any adjustments made (how much).  

If doing a BV after the demand phase, then you should review the demand package and make sure to do 

a BV for every provider in the demand package.  

Step 1: Edit the following highlighted information. 

• Date 

• Provider information 

• Leave the “attention” to info as shown below.  

 

Step 2: Edit the client information. 

• Client’s name 

• Date of Birth 

• Date of Service-Current 

 

Step 3: Edit the provider information as follows.  

 

 

 



 

Step 4: Change the name of the client. 

• Must edit the Ms. Or Mr.  

 

Step 5: Change the name of the client. 

• Must edit the Ms. Or Mr. 

 

 

Step 6: Using the client’s HIPPA document in the client’s file you will edit the following information using 

Sejda PDF editing software.  

• Provider name 

• Always input “Balance Verification Request” 

 

Step 7: in the number 3 section of the HIPPA, edit the date:  

• This will be the date of loss-current 

 

 



 

You will then email or fax the PDF documents; you will email both documents, the BV request and the 

HIPPA.  

If you are emailing, attach the document to the email. The following is an example of how you should 

address the provider when emailing the balance verification request: 

 

Note: You will need to follow up with the appropriate provider a few days after you have faxed or 

emailed the documents. Please continue to follow up until you have confirmed the outstanding balance.  


