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Description: This procedure describes the process by which both internal and external referrals are made in the EHR.
Purpose: The purpose of this procedure to ensure timely and accurate processing of new referrals.

Procedure:


1. Provider orders the referral in the plan template.  Ordering here will automatically enter the order and date into the Referrals grid (see below).  Before leaving this screen, the provider should make sure the “Prompt Task” box is checked.

2. Provider sends task to the appropriate referral case manager (RCM) group.  If the referral is urgent, call, email or locate the referral case manager at once.

3. Provider generates the referral letter in the order grid.

4. The Manage Plan screen will then come up with the referral information.

Providers should us the comments field in the Manage Plan screen to instruct the RCM which additional information should be sent to the specialist.  This field will not be concatenated.

5. The provider will double click on the Create Referral Letter active text.

6. The provider will add any text to the document that is pertinent.  It will automatically pull the medications and chronic diagnoses.

7. If there is more than one referral, the provider should make the referral document as complete as possible for the multiple referrals.  The referral case manager can the send the referral document to as many specialists as is necessary.  There can be only one referral letter generated for each encounter.
8. Always remember to save the document once finished with the additions.

Note:  The policy and procedures for managing ongoing referrals are located in a separate policy.
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