
 

 
Billing Service Activities Checklist 

 
Daily 
 

- Enter in patient information, insurance and billing/charge data from office 
- Submit claims to insurance companies 
- Enter EOBs in to software 
- Handle any claims denial at clearing house level 
- Follow on denials in EOBs 
- Follow up on AR report 

 
Weekly 
 

- Send “Billed Out” report to client 
 
Weekly/biweekly 
 

- Send invoice with payment report 
 
Monthly 
 

- Send AR report to client 


