
Clinical Managers     
NOA Verification Process



Run the “Admission by Date Report”  
daily for the day before:

This report will show the admissions from the day before. This is the first step in the process for 
managers to verify the NOA.

Criteria for the report:
• Fill in the Date, leave the 

Branch as home health, 
select your team and 
then click view print.

• If the SOC 
documentation is not 
complete the patient will 
not show on this report.



“Verify Receipt of Signed Documents and Entry 
of Med Release Codes” Workflow Task

 This task shows a list of all patients that had a SOC and the NOA needs to be 
verified by Medical Records. 

 This workflow should be checked after 11am. This gives Medical Records time 
to process the patients with a signed NOA so that when the clinical manager 
checks the workflow only patients with an incomplete or missing NOA should 
appear.  

To see the list of patients, click on the PLUS sign in the task. 



Verify Receipt of Signed Documents 
Workflow Process Steps:

A. To view the section which will display any Signature Forms, open the task by double 
clicking on the patient’s name, and then click Signature Form Tracking .



Workflow Process Steps Continue:
B. The forms need to be previewed using the Preview Signature Form button to 

confirm that the form is completely filled out and also has a signature. 



Workflow Process Steps Continue: 
C. You will need to scroll to the bottom of the NOA form to verify it has been 

completed and contains the Client Signature.

If there is not an electronic 
signature, you will need to verify 
the clinician has the signed 
paper NOA or that is has 
already been delivered to 
Medical Records. 



Workflow Process Steps Continued:
• After verifying the Electronic Signature Forms are present and complete, the 

clinical manager does not process the workflow, you will then cancel out of the 
workflow.

• If there are missing or incomplete NOA’s, the Clinical Manager will follow up with 
the clinician. 

• For missing or incomplete NOAs, the clinician will be required to obtain a new 
NOA and deliver it to the manager within 24 hours. 

• After the clinical manager receives the NOA, it needs to be scanned and 
emailed to “Medical Records”. 

• The clinical manager should also interoffice the NOA to Medical Records.

• Medical Records will upload the NOA into HCHB and process the workflow task 
once complete. 



If you do not obtain the patients signature or the 
signature gets erased, then we would need to go 
back to the patients home the next day. 

If a copy of the NOA was left in the patients home, and 
was completely filled out, signed, and dated then we can 
use that as a compliant NOA. 

• Bring the compliant NOA back to the office

• Make a copy to return to the patient on the next visit 

• The compliant NOA should be delivered to the manager



If there is not a compliant NOA in the home; 
completely filled out, signed and dated, then a 
new paper NOA would need to be obtained 
within 24 hours.

• Return to the patient’s home, 
• Bring with you two new paper copies of the NOA. One will 

be returned to the office and one will be left with the 
patient 

• The new NOA needs be completely filled out, signed and 
dated with the current date. 

• Deliver back to the manager
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