
SOP: Verification of Patient Identity and Insurance
Details
This SOP details the verification of patient identity and insurance details, including procedures for accurately
confirming patient identification through government-issued IDs, validating insurance coverage and policy information,
documenting patient data securely, and ensuring compliance with healthcare regulations. The goal is to prevent billing
errors, reduce fraud, and provide seamless patient registration and admissions processes.

1. Purpose
To outline the standardized procedures for verifying patient identity and insurance information to ensure regulatory
compliance, accuracy in billing, fraud prevention, and a seamless patient experience.

2. Scope
This SOP applies to all administrative and clinical staff involved in patient registration, admission, and insurance
verification processes.

3. Responsibilities
Registration Staff: Collect and verify patient identification and insurance details.
Billing Department: Validate accuracy of insurance coverage for claims.
Compliance Officer: Oversee adherence to regulatory requirements (e.g., HIPAA).

4. Definitions

Term Definition

Government-issued ID Official identification (e.g., driver's license, passport, national ID card)

Insurance Card Document issued by insurance provider indicating coverage information

PHI Protected Health Information, as defined by HIPAA

5. Procedure
1. Patient Arrival: Greet patient and request government-issued photo ID and current insurance card.
2. Identity Verification:

Compare patient-submitted ID against demographic data in the electronic health record (EHR).
Ensure photo, name, and date of birth match existing records.

3. Insurance Validation:
Examine the insurance card for accuracy, expiration date, and policy details.
Contact insurance provider (via portal or phone) to confirm active coverage, policy number, co-pay, and
eligibility.

4. Documentation:
Securely scan or photocopy ID and insurance card (if permitted).
Record verification date, staff initials, and outcome in the EHR or registration system.

5. Data Security:
Handle all patient documents in compliance with HIPAA and institutional privacy policies.
Shred or securely return unnecessary copies or originals to the patient.

6. Issue Resolution:
If discrepancies are detected, escalate to supervisor or Compliance Officer immediately.

6. Compliance and Documentation
All processes must comply with applicable federal and state healthcare regulations (e.g., HIPAA, CMS).
Maintain audit trails of verification activities for at least the minimum retention period required by law.
Staff must complete annual training on patient identity and insurance verification and privacy requirements.



7. Revision and Review
This SOP will be reviewed annually or as regulations and best practices evolve.
Suggestions for updates should be directed to the Compliance Officer.

8. References
Health Insurance Portability and Accountability Act (HIPAA)
Institutional Privacy and Security Policies
Insurance Provider Guidelines
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