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Authorizing Patients - Procedure
Responsible Office:		Yale Medicine 
Procedure Sponsor:		Marianito Cenabre				
Effective Date:			04/01/2026


Scope
This procedure applies to all YM Centralized Authorization/Referral Department staff who pre-authorize scheduled surgeries, diagnostic procedures and office visits prior to services being rendered. 
Procedure Purpose
The purpose of this procedure is to provide instructions on the pre-authorize process.	
Definitions	
[bookmark: _Toc425171621]N/A
[bookmark: _Toc427373286][bookmark: _Toc425171622][bookmark: _Toc425171625]Procedure Sections 
Scheduled services – identifying accounts to authorize:
All scheduled services will automatically fall into an EPIC work queue based on date of service. Staff are responsible for working in the work queues in date order – the patients with services scheduled soonest are worked first.
Work queues are differentiated by type of service:
Unauthorized services work queues.
Procedure work queues
Surgery work queues
Non-Diagnostic work queues
Admission work queue
injections work queue 

Unscheduled services – identifying accounts to authorize:
Clinical sections are responsible to notify the Central Authorization/Referral Department if services are being rendered outside of Yale.
Upon notification, the Central Authorization/Referral staff will obtain the authorization.

Peer to Peer Request/Denial Notification:
If a peer-to-peer request or a denial is received, the Centralized Authorization/Referral Department will contact the designated clinical department contact via EPIC in-basket message or E-mail (depending on department) with the pertinent information. 
It is the responsibility of the specific Yale Medicine Department to notify their patients of services that are not authorized or services that need to be rescheduled because of a delay in authorization.
Documentation:
All authorization information is noted within the authorization/referral records in EPIC.
In-basket messaging should be the main source of communication between the clinical section and the Centralized Authorization/Referral Department.
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 

· marianito.cenabre@yale.edu	203-737-4885	
· michelle.colaccio@yale.edu	203-737-2605
· Assunta.dinallo@yale.edu	203-785-2973

Related Information
N/A
References
N/A
Version History
· Date: 04/08/2025 – updated section 3.1 – to clarify method of contact (added ‘or E-mail (depending on department)’
· Date: 04/01/2026-section 1.2 added ‘f’ and added additional contact name
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