SOP: Charge Capture and Encounter Documentation
Standards

This SOP details charge capture and encounter documentation standards, outlining the procedures for
accurately recording patient encounters, ensuring compliance with billing requirements, and maintaining thorough
documentation for clinical and administrative purposes. It emphasizes the importance of accurate data entry, timely
updates, and adherence to regulatory guidelines to optimize revenue cycle management and improve patient care
delivery.

1. Purpose

To establish standardized procedures for charge capture and encounter documentation to support accurate billing,
regulatory compliance, and quality patient care.

2. Scope

This SOP applies to all healthcare providers, clinical staff, and administrative personnel involved in patient encounter
documentation and charge capture processes.

3. Responsibilities

Healthcare Providers: Accurately document all patient encounters in the medical record.
Clinical Staff: Ensure timely and complete capture of clinical services delivered.

Billing Staff: Review documentation for completeness to support correct billing codes.
Compliance/Quality Review: Monitor adherence to documentation and billing standards.

4. Procedures

1. Document Patient Encounters:
o Record all relevant clinical information at the time of service or as soon as possible thereafter.
o Include chief complaint, assessment, plan of care, services rendered, and follow-up instructions.
o Ensure legibility, accuracy, and completeness in all documentation.

2. Charge Capture:
o Identify and enter all billable services and procedures.
o Utilize standardized coding systems (CPT, ICD, HCPCS).
o Verify that all charges are supported by appropriate documentation.

3. Data Entry & Timeliness:
o Complete encounter entries within 24 hours of service delivery.
o Review and update incomplete encounters promptly.

4. Compliance Review:
o Conduct regular audits to ensure documentation supports billing and regulatory requirements.
o Address discrepancies or deficiencies immediately.

5. Documentation Standards

¢ All entries must be dated, timed, and signed/electronically authenticated by the provider.

¢ Abbreviations should comply with approved guidelines to avoid misinterpretation.

e Corrections must be made according to organizational policy (no erasures, use addendum or correction process
if required).

6. Regulatory and Billing Compliance

e Stay current with payer-specific billing requirements and updates (e.g., Medicare, Medicaid, private insurers).
¢ Follow HIPAA guidelines for patient privacy and data security.
e Participate in ongoing training regarding documentation and compliance rules.

7. Definitions



Term Definition

Charge Capture The process of recording billable services and items provided during a patient encounter.

Encounter Detailed record of all clinical interactions, assessments, and care provided to a patient

Documentation during a visit.

CPT/ICD/HCPCS Standa@zed coding systems for documenting and billing medical procedures, diagnoses,
and services.

8. References

e CMS Billing Guidelines
¢ HIPAA Regulations
¢ Organization's Documentation Policies

9. Revision & Review

This SOP will be reviewed annually or as regulations and organizational policies change.
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