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Budget Plan - Procedure
Responsible Office:	Yale Medicine	 
Procedure Sponsor:	Director, Centralized Patient Services						
Effective Date:		4/10/2026	
Scope
This procedure applies to all YM Patient Services staff who process budget plan requests and collections.
Procedure Purpose
The purpose of this procedure is to provide instructions on budget plan set up and collection of funds for services rendered.	
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1. The customer service representative will attempt to collect a full payment of self - pay balances. Any payments received are posted to the oldest date of service unless the patient specifies otherwise. If payment in full is not an option, a budget plan may be established according to the following guidelines (5001.FM. A):
	Balances
	Maximum Monthly Term
	Minimum Accepted
Monthly Payment

	To $50.00
	Pay in full
	N/A

	$50.01 to $250.00
	24 Months
	$25.00 - $50.00/Month Minimum

	$250.01 to $500.00
	24 Months
	$25.00 - $75.00/Month Minimum

	$500.01 to $1,000.00
	24 Months
	$50 - $150.00/Month Minimum

	$1,000.01 and over
	24 Months
	$50-200.00/Month Minimum



2. If the patient requests a budget plan with the clinical department, the department representatives should refer the patient to the YM Patient Services Department.
3. The YM Patient Services Department performs the following:
In Epic, enter the new activity “Payment Plan”.
Enter the agreed upon monthly payment amount and the day of the month the payment will be due. Accept the plan and the account status will automatically generate to “Payment Plan”.
A Payment Arrangement Letter will generate in EPIC and mailed to the patient or sent via MyChart.
Document the account in the account history notes.
4. A patient can set up a payment plan automatically in MyChart by visiting: https://mychart.ynhhs.org
5. A patient can set up automatic monthly payments in MyChart using a checking account or credit card.
6. Missed Payments – If a patient previously established a budget plan and misses a scheduled payment, the account will be referred to the external collections for further review.

Special Situations & Exceptions
Exceptions to this procedure must be documented using the YSM Policy/ Procedure/ Guideline Exception Request - Form and presented to Claudia.Meyers@yale.edu. 
Roles & Responsibilities
· N/A

Contact Information 
· [bookmark: _Hlk497987165]Topic 1: Donella.Fields@yale.edu	203-735-4205
· Topic 2: Michelle.Colaccio@yale.edu	203-737-2605

Related Information
Related document 1
N/A
Version History
· Date: 3/1/2024 – no changes
· Date:  4/10/2026 – no changes
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