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1015.0 PURPOSE 

 
To identify the billing policy and procedures for patients transported by the 
City of Snoqualmie Basic Life Support (BLS) units. 

 
1015.1 REFERENCES 
 

1015.101 Medicare Regulations 
1015.102 PPG 1016 EMS Transport Third Party Billing Policy 
1015.103 Snoqualmie BLS Transport Signature Form (Attached) 
1015.104 Notice of Privacy (Attached) 
1015.105 Resolution 1572 EMS Transport Fee Adjustment (attached) 
 

1015.2 DEFINITIONS 
 

1015.201 Case Manager – Assigned by the third-party billing vendor 
1015.202 City – City of Snoqualmie 
1015.203 MIRF – Medical Incident Report Form 
1015.204 3rd Party Billing Company- SWD (systems Designs West. 

PO Box 3510, Silverdale, WA 98383. Phone 1-800-585-5242 
 
1015.3 PROCEDURAL GUIDELINES 

 
1015.301 The City of Snoqualmie shall make available to all persons, 

appropriate medical response, care, and transport, regardless of 
financial status. 

1015.302 The City of Snoqualmie shall bill for patients transported by the City 
Basic Life Support (BLS) units.  

1015.303 For transports outside the City’s jurisdiction, the City shall bill only if 
the outside jurisdiction bills for transport. 

1015.304 If a City employee or family member is transported, the patient’s 
insurance shall be billed.  
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1015.305 If two (2) patients are treated, each with their own EHR, and are 
transported in the same unit, both patients shall be billed.  

1015.306 BLS crews will make every effort to obtain a signature on the ESO 
tablet under the signatures section of the EHR authorizing the City 
to bill the patient’s insurance company. 

1015.306.1 If the patient is unable to sign, efforts will be made to obtain a 
signature in Section II-Authorized representative section of 
the EHR 

1015.306.2 If the patient is unable to sign, and there is no authorized 
representative or relative, the crew will complete Section III-
EMS personnel and facility section of the EHR.  

1015.307 The BLS Crew will provide a “Notice of Privacy” flyer to the patient, 
patient’s relative or one shall be left behind in their home. 

1015.308 The City shall only bill if the patient is directly transported to a 
medical facility. 

1015.309 A patient face sheet from the hospital shall be forwarded to the 
Administrative Assistant.  The face sheet shall have the call number 
and resident or non-resident written at the top. 

1015.310 The Fire Department shall conduct an internal audit to determine if 
all qualified transports have been processed. 

1015.311 The Fire Department’s Administrative Assistant shall be responsible 
for ensuring all patient transports are forwarded to the selected 
billing company. 

1015.312 The City shall direct the selected billing company to bill at a rate 
established in SMC 2.32.215 on behalf of the City.  

1015.313 Any patient or representative may petition the City of Snoqualmie   
for relief.  All HIPAA and Patient Privacy regulations shall be 
followed. 

1015.314 All disputes shall be brought to the Fire Department for 
investigation. If the Fire Chief recommends the bill should be 
waived, a memo shall be submitted to the City Administrator. 

1015.317 The billing company shall submit Authorization Waivers to the Fire 
Department who in turn shall present the amount to be written off to 
the City Administrator in a memo written by the Fire Chief. 

1015.318 After the billing company has billed the patient and made three (3) 
attempts to contact the patient for payment, the billing company 
shall determine the bill as Uncollectable. These Uncollectable bills 
shall be sent to the Fire Chief for action. 

1015.319 Any payments received by the City shall be forwarded to the billing 
company for processing. 
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1015.320 The City shall conduct an internal audit of the third-party billing 
company. Each month, a random number of patients shall be 
selected and followed until the bill is either paid or determined 
uncollectable to determine that the correct procedures were 
followed. 

1015.321 The City shall be responsible for all medical record requests. If the 
City receives a request for the billing portion, as well as the 
medical, the City shall direct the billing company to release the 
billing information. 
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