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1  Role of an Insurance Billing Specialist
WORKBOOK ANSWER KEY
Assignment 1-1 Review Questions
Part I Fill in the Blank

1. a.
acute care hospitals
b. skilled nursing facilities

c. long-term care facilities

d. rehabilitation centers

e. ambulatory surgical centers

2. a.  physicians

b.  non-physician practitioners (or student may list various types of NPP)
c.  ambulance services

d.  radiology services

e.  laboratory services

3. a.
physician assistant

b. nurse practitioner

c. advanced registered nurse practitioner

d. certified nurse anesthetist

e. physical therapist

f. speech therapist

g. licensed clinical social worker

h. certified registered nurse practitioner

4. a.
insurance billing specialist, medical biller, reimbursement specialist, medical billing representative, senior billing representative, insurance counselor, collection manager, coding specialist

b. electronic claims professional

c. claims assistance professional
d. revenue cycle manager

5. Answers may vary if the student refers to Figure 1-1 but should include the following comments if referring to the text:
a. Review diagnostic and procedural codes for correctness and completeness.

b. Submit insurance claims promptly.

c. Collect data from hospitals, laboratories, and other physicians involved in a case.

d. Discuss practice’s financial policies and insurance coverage and negotiate a payment plan.

e. Answer routine inquiries related to account balances and insurance submission dates.

f. Assist patients in setting up payment schedules in their budgets.

g. Follow up on delinquent accounts by tracing denied, adjusted, or unpaid claims.

6. a.
Help patients organize, file, and negotiate health insurance claims of all types.

b. Assist the consumer in obtaining maximum benefits from insurance companies.

c. Tell the patient what checks to write to the healthcare organization to make sure there is no overpayment.

7. 1 to 5
8. Amount of actual money available to the medical practice or healthcare organization.
9. Insurance counselor 
10. a.  failure to verify insurance plan benefits

b.  failure to obtain authorization or precertification

c.  failure to collect copays or deductibles

d.  inadequate claims filing 

11. Answers may vary if the student refers to Figure 1-1 but should include the following comments if referring to the text:
knowledge of medical terminology

knowledge of insurance terminology

proficiency in completing insurance claims

knowledge of procedural and diagnostic coding

knowledge of anatomy and physiology, disease, and treatment (surgical, drug, and laboratory) terms

computer skills; basic typing and/or keyboarding

medicolegal knowledge

knowledge of insurance carriers and Medicare policies and regulations

basic math and use of calculator

billing and collection techniques

precise reading skills

proficiency in accessing information via the Internet

expert in legalities of collection on accounts

use of photocopy and facsimile equipment

knowledge of compliance issues 

12. medical ethics

13. a.
unethical

b. illegal

14. vicarious liability (respondeat superior)
15. Errors and omissions insurance
Part II Multiple Choice

16. d        
17. c
18. a
19. a
20. d
Part III True/False

21. F
22. T
23. T

24. F

25. F

Assignment 1-2 Critical Thinking
Answers will vary as each student writes one or two paragraphs describing why he or she is training to become an insurance billing specialist, or, if the class is part of a medical assisting course, why he or she is motivated to seek a career as a medical assistant. For additional critical thinking assignments, refer to the TEACH Lesson Plan for Chapter 1.
Assignment 1-3 Visit Websites

1. Answers will vary depending on the website the student visits. Use the information obtained in a class discussion.

2. Students should have a printed hard copy of the “HIMSS Code of Ethics” published by the American Health Information Management Association (AHIMA). Students should have a printed hard copy of “eHealth Code of Ethics.”

A. Brief Definitions

· Health information includes information for staying well, preventing and managing disease, and making other decisions related to health and health care in the form of data, text, audio, or video.

· Health products include drugs, medical devices, and other goods used to diagnose and treat illnesses or injuries or to maintain health.

· Health services include personal medical care or advice, management of medical records, and communication between health care providers, patients, health plans, insurers, and health care facilities about treatment decisions, claims, billing for services, and so on. This may be in the form of data, text, audio, or video.

B. Guiding Principles

Guiding principles of organizations and individuals who provide health information over the Internet are as follows:

1. Disclose information, which, if known by consumers, would likely affect consumers’ understanding or use of the site or their purchase or use of a product or service.

2. Be truthful and not deceptive.

3. Provide health information that is accurate, easy to understand, and up to date; provide the information users need to make their own judgments about the health information, products, or services provided by the site.

4. Respect users’ right to determine whether or how their personal data may be collected, used, or shared.

5. Respect the obligation to protect users’ privacy.

6. Respect fundamental ethical obligations to patients and clients and inform and educate patients and clients about the limitations of online health care.

7. Ensure that organizations and sites with which they are affiliated are trustworthy.

8. Provide meaningful opportunity for users to give feedback to the site and monitor their compliance with the “eHealth Code of Ethics.”

Assignment 1-4 Compose Electronic Mail Messages


For each message, check for concise composition, single-spaced message, closing signature, and accuracy and effectiveness of message in terms of scenario presented. E-mail may contain abbreviations. On the job, a biller would compose a message quickly, so you might want to award additional points for the speed with which this assignment is completed.
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