Medical Receipt Process

Medical plan started July 1, 2007 (year goes through June 30, 2008)

If drug or service is not covered by either Great West (GW) or HSA, disregard this and file the original receipt in the current year’s Medical Receipts folder.

FOR DRUGS (includes prescribed OTC including my Prilosec and Red Yeast Rice and some medical supplies)

1)
Make sure you have current script. If not get one from doctor.

2)
Do price comparisons in advance to find cheapest provider as you have to pay full price now, not a co-pay (Costco, King Soopers, AAA/Caremark mail-away plan – have to be member and sign up first, etc.).

FOR ALL

3)
Check price for drug you are about to buy or call for a quote on the medical service you are about to get. (If you can’t get a quote for a service you’ll just have to pay for it with your normal credit card and reimburse yourself from the HSA once you have transferred money to cover it…this is allowed according to the bank.)

4)
If it’s a drug or service covered by HSA rules, and you know cost:

a)
Check HSA balance and make sure there’s enough $ to cover what was quoted and transfer money into account if not. Otherwise, use the regular checking account and pay yourself back later. You don’t want to deposit too much money in there, as you can’t get the money out later if you stop using the HSA and a qualifying insurance policy! Be careful with auto-deposits and stop them early if you think you’ll be exiting plan.

b)
Remember to bring the HSA credit card or checkbook (in HSA Bank folder) and put it into purse the day you are going to buy it or go to the appointment. 

6)
Buy the drug or service. 

11)
Return checkbook and credit card to HSA Bank folder.

13)
Decide whether to make one or two copies of the receipt and write that number on the receipt:


a)
One copy for GW, if it’s covered and hasn’t been submitted to them directly by pharmacy or doctor. (i.e.:  AAA doesn’t submit scripts to health insurance companies.)


b)
One copy for HAS tax records if it qualifies for coverage.

12)
Put original receipt in the Receipts to Copy envelope in that year’s Medical Receipts folder.

13)
Every now and then take the Receipts to Copy envelope to make necessary copies and file original receipts in that year’s Medical Receipts folder.  File copies as follows:

14)
If it’s a drug or service covered by HSA rules: 

A)
Put a copy of the receipt into the HSA Tax Receipts folder for that year. 

D)
File HSA bank statements in HSA Bank folder as they come in.

E)
Make a copy of the year-end bank statement and file it with the HSA Tax Receipts folder.

C)
At end of year, and add up receipts in the HSA Tax Receipts folder for taxes, reconcile with year end bank statement and file both with tax documents.

13)
If it’s a drug or service covered by Great West insurance program: 

D)
Put a receipt copy in the Great West Deductible folder. If it should have been submitted by the provider/pharmacy, write “Submitted” on the copy, or put it in a pile paper-clipped to others with a “To Submit" stickie if not. (I believe everything but Caremark/AAA scripts should be submitted already)

E)
Every now and then, fill out a GW submission form for the group of paper-clipped receipts.

F)
Make a copy of the form.

G)
Mail the original form, with the receipt copies to Great West.

H)
File the copy of the form in the Great West Deductible folder. (I don’t think I need to keep a third copy of the receipt with this form, since I can find originals or tax copies if I need to.)

I)
When I receive GWs Explanation of Benefits form, make sure everything that should be is on there and staple those receipts to the statement and file it in that year’s Medical Receipt’s file.

16)
If you forgot the HSA checkbook/card and used your regular checking account/card and it’s covered by HSA, remember to write yourself a check out of HSA once there’s enough money in there. (So it can be run through for tax records.) [It’s crazy, but you end up writing a check from your regular account to deposit in your HSA account, then turn around and write yourself an HSA check to deposit back in your regular checking account!]
17)
Remember to check that year’s Medical Receipts folder when reconciling credit card statements/bank statements to find receipts that would otherwise be in basic receipt file folder.

18)
Each PLAN year (July – June), retire the Medical Receipts folder and get a new one.

19)
Remember when you record your paycheck’s auto-deposit into your checking account, that it’s split between regular account and HSA account, so don’t record full amount in regular account, look at the finer detail on the pay stub.

