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(A) Policy Statement 

The Sleep Lab will collect and evaluate all necessary data for a complete record of the sleep study. 
 
(B) Purpose of Policy   

To ensure all patient records are kept per hospital (medical records) and billing standards. 
(C) Procedure  

1. Information needed for sleep testing to include, but not limited to: 
a) Physician order which should include study type, qualifying diagnosis, signature, and date 
b) Patient insurance cards 
c) History and Physical and/or office notes 
d) Sleep questionnaire 
e) Medication list 
f) Consent form 
g) Demographics 
h) Pre-certification authorization number if required 

2. Completed chart after testing 
a) All documentation relating to each sleep study is maintained in electronic form. Any 

pertinent paper elements of the patient chart will be scanned into the electronic medical 
record by the Sleep Lab staff. This includes but is not limited to the following: provider 
order, office notes, billing sheet, preauthorization worksheet, technologist’s notes, and the 
patient questionnaire. 

3. Permanent archiving of the patient charts is electronic and maintained by Medical Records. This 
shall include a copy of the following: 

a) Provider order 
b) Physician’s Interpretation 
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