

Network Provider Reimbursement Procedures
(This form is to be used by clinicians, Admin or Billing personnel)

	Authorization Form: 

	· When a First Sun client is referred to you, we will either fax or mail you an Authorization to Provide Services form that includes the following information:
1. Date of the authorization                                  3.     Number of sessions authorized
2. Authorization number                                      4.     Expiration date of the authorization
· When the authorized sessions are completed, the client may use insurance benefits (if applicable) or self-pay if they continue to see you.
· When the authorization expires, please have the client call us to verify renewed EAP benefits and/or request new authorization.  



	Network Service Log:

	· The Network Service Log is the only reimbursement form we accept. 
· The use of HCFA forms or provider invoices are not accepted. 
· The completed Network Service Log is due by the 6th of each month following service. (Ex: Logs for January services are due no later than February 6th.) 
· Please do not hold client billing until completion of the authorization or until the case is closed.  We understand that some EAP/Insurance require this, however, this is not the way our system operates. 



	Reimbursement:



	· When the completed Network Service Log is received by the 6th of the month, payment will be made by the end of the month.  Logs received after the 6th will be reviewed to determine if payable.  Logs with claims for services received more than 60 days beyond the date of service will not be paid.

· The total rate of your reimbursement is stipulated in your contract.
· In accepting the referral, your practice has agreed not to seek reimbursement from the client for fees lost due to late logs or unauthorized service. 

· When you receive your payment report, please reconcile your statement with the sessions you submitted. (It is up to your office to reconcile billing with the statement you receive with payment. Your office will have 60 days to clarify discrepancies. )
First Sun EAP reserves the right not to pay for services if:

· The Network Service Log form is received later than the 6th of the month following services.
· First Sun EAP is no longer the EAP provider for the contract company (employer). 
· The services were not authorized through First Sun EAP.   
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