	REQUEST TO “DELETE” NOTE FROM CLINICIAN’S GATEWAY

	CONFIDENTIAL FAX TRANSMITTAL


	Clinician Name:
	     
	Note Date:
	     

	
	
	
	

	To:
	ADMHS MIS
	Fax:
	681-4969


The information contained in this facsimile message is privileged and confidential information intended for use of the addressee. If you are neither the intended recipient, nor the employee or agent responsible for delivering this information to the intended recipient, you are hereby notified that any use, disclosure, copying, distribution or taking of any action in reliance on the content of this protected health information is strictly prohibited.  If you have received this fax in error, please shred it immediately or take any steps necessary to ensure permanent deletion.
	


INSTRUCTIONS:
Follow this procedure as soon as you discover the error.
1. Submit 1 form with each note – wrong note only – do not fax correct note.
2. Verify that the note is not cut off on the right side.  HINT:  All margins must be set to: .25”
3. Black out the Client Name (not the Client Number, not the staff name and/or number) 

4. Check one reason for deletion below:

 FORMCHECKBOX 
 Wrong client 

 FORMCHECKBOX 
 Duplicate service (delete the 2nd note).   Original service #: _____________
 FORMCHECKBOX 
 Wrong staff 

 FORMCHECKBOX 

Wrong facility and/or program (provider)
 FORMCHECKBOX 
 Wrong service time (number of minutes)
 FORMCHECKBOX 
 Wrong date of service   –    Correct date: ________________
 FORMCHECKBOX 
 Wrong treatment location 

 FORMCHECKBOX 
 Wrong number of clients in group
 FORMCHECKBOX 
 Wrong template (This does not normally require deletion/re-write.)
 FORMCHECKBOX 
 Not a Medi-Cal covered service
 FORMCHECKBOX 
 Wrong procedure code


MIS does NOT correct your note!
 FORMCHECKBOX 
 Wrong Dx code

      FORMCHECKBOX 
 Text includes HIPAA violation

      FORMCHECKBOX 
 Error in “Emergency” and/or “Pregnant” checkboxes

 FORMCHECKBOX 

Medical Necessity omitted from Assessment

 FORMCHECKBOX 

Service not covered by a valid treatment plan

1. The reasons listed above are the only reasons a note can be removed from billing.
2. To change text of a note, use the Addendum at the bottom of the note.
3. Date errors of 1-3 days may be corrected using the Addendum, except Crisis, Assessment, Medication Support, residential codes.

	Staff Signature:
	
	FAX Date:
	     

	
	     
	
	     

	Staff Phone #
	
	Staff E-mail Address



