Patient Registration Guidelines
1. Patients will be seen by appointment only.
2. The patient is required to complete and sign a Registration Form annually and at any time there is a
change in his/her address or insurance information. One out of twenty patients provides
invalid/incorrect insurance information that ultimately leads to an insurance denial and an
unnecessarily large bill that becomes the patient’s responsibility. Please inform the receptionist
of any changes immediately!
3. The patient is required to supply a valid medical insurance card with the Registration Form and upon
check-in at every visit.
4. The patient is ultimately liable for all charges on her account.
5. Copays are due at registration without exception. Please understand that it is against the law for a
physician to write-off or adjust the copay. A $30.00 surcharge will be added to those who
demand to see their provider without their copay. A $30.00 charge will be collected for those
not remembering their copay amount at the time of visit.
6. No insurance carrier will be billed for office visit copays.
7. Acceptable methods of payment are: cash, check, and Visa/MasterCard.
8. A $30.00 fee will be charged to the patient’s account for any personal checks returned NSF.
9. If a valid insurance card is provided, the patient’s insurance carrier will be billed as a courtesy.
10. In the event of two insurance carriers, the higher of two fee schedules will be applied.
11. The patient is responsible for knowing what services are covered by her insurance and which providers
participate in her insurance plans and networks. If a patient is seen as an out of network visit, they
are responsible for all charges incurred or denied by their insurer.
12. A $50.00 fee will be charged for a “no-show” without prior cancellation within a 48 hour time period.

