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PROFESSIONAL BILLING 
 

Clinical Research Policy/Procedure  

Approved:   December 2007 Next Review:   December 2010 

 
Purpose 
 

To define the payment process for professional fees  for Swedish employed and non-
employed providers and Swedish facilities conductin g authorized research through the 
Swedish Research Center (SRC). 

 
Responsible Persons 
 

Swedish-employed and non-Swedish-employed providers conducting authorized 
research through the SRC, SRC Director, SRC Researc h Managers, SRC Research 
Coordination Staff, SRC Grants and Contracts Analys ts, SRC Grants and Contracts 
Data Coordinator. 
 

Policy  

 
All providers employed by the Swedish Physician Div ision (SPD) and/or those providers who 
use the SPD as their billing entity must utilize th e MISYS system through the SRC for 
reimbursement of research-related professional fees.  No payments may be made directly to a 
Swedish-employed provider for services rendered und er a research study contract.  Payments 
may only be transferred to the provider’s appropria te cost center via an inter-company transfer.  

Providers conducting research through the SRC who a re not employed by SPD are required to 
utilize a Non-Standard Requisition form with a Mont hly Summary Invoice for reimbursement of 
research-related professional fees.  Payment will b e made directly to non-Swedish-employed 
providers or their respective practice. 

Professional fees for providers are contractually r elated to the number of research subjects 
consented, physicals and exams conducted, office vi sits, investigator meetings attended and/or 
other procedures as outlined in the research protoc ol and translated into the internal budget 
overseen by the SRC. 

Procedure  

 
This procedure establishes an efficient and accurat e means of paying, tracking and 
documenting compensation of Swedish-employed and no n-Swedish-employed providers’ 
professional fees relating to research conducted at  the SRC.  
 
� If you are uncertain about a provider’s employment relationship with Swedish, 

contact the SRC Grants and Contracts Data Coordinat or (GCDC) before  
submitting professional billing paperwork.  
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Swedish-Employed Providers 

 
1. The SRC Grants and Contracts Data Coordinator (GCDC ) is responsible for obtaining 

the monthly professional billing due dates from the  Swedish Central Business Services 
office.  One week in advance of the monthly profess ional billing due date, the GCDC will 
send a group email to Research Coordinators and Res earch Managers requesting 
submission of professional billing documents at lea st 24 hours before MISYS Closing. 

 
2. The Research Coordinator completes a Monthly Servic e Invoice form (MSI) and submits 

the MSI to his/her Research Manager for authorizati on.  

� In cases where there is no HCFA form received from the provider, the 
provider must personally sign the MSI.  This respon sibility may not be 
delegated.  

o A Non-Standard Requisition form is not  necessary for Swedish-employed 
providers. 

o If a Research Manager is unavailable, forms may be submitted to a SRC Grants 
and Contracts Analyst for processing. 

 
3. The Research Manager verifies that the charges list ed on the MSI correspond with the 

internal budget for the relevant research study. 
 
4. The Research Manager is responsible for submitting the MSI to the GCDC by the 

monthly professional billing due date. 

MISYS Processing 
 
5. Upon receipt of a MSI, the GCDC checks entries in M ISYS to prevent the duplication of 

charges.   
 
6. The GCDC enters charges in MISYS and prints back-up  documentation for the SRC 

study file. 
 
7. Upon receiving statements from SPD, the GCDC cross- checks all entries captured in 

MISYS. 
 
8. The GCDC files monthly reports by: 

a. Creating a new folder titled <Month Year> in a secu red location in the T: Server; 

b. Placing electronic copies of the SPD statements in the secured folder; and, 

c. Checking the accuracy of the monthly reports.  
 

9. The GCDC reviews professional fees on the Research Billing Authorization Form 
prepared by SPD (Authorization Form) with the SRC D irector and obtains the Director’s 
authorization.  

 
10. Upon SRC Director’s authorization, the GCDC: 

a. Submits the original Authorization Form via interof fice mail to SPD at “SPD 
Central Business Services, One Union Square, Attn: <Business Office 
Manager>”; and,  
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b. Faxes a copy of the Authorization Form to SPD at “S PD Central Business 
Services, Attn<Business Office Manager>”. 

 
11. Payment of professional fees is made by SPD via a t ransfer of funds to the provider’s 

cost center. 

Non-Swedish-Employed Providers 

 
1. The Research Coordinator completes an Accounts Paya ble Check Request (APR) and 

submits the APR to his/her Research Manager for aut horization.  The Research 
Coordinator also prepares documentation of the prof essional services provided. 

� The provider must personally sign the APR.  This re sponsibility may not be 
delegated.  

� For APR instructions, see Clinical Research Policy/Procedure: INVOICE 
PAYMENTS AND ACCOUNTS PAYABLE CHECK REQUESTS .  

o A MSI is not required, but may be utilized as the d ocumentation of professional 
services. 

o If a Research Manager is unavailable, forms may be submitted to a SRC Grants 
and Contracts Analyst for processing. 

 
2. The Research Manager verifies that the charges list ed on the APR correspond with the 

internal budget for the relevant research study. 
 
3. The Research Coordinator/Research Manager submits t he APR and the documentation 

of services to the Grants and Contracts Analysts. 
 
4. APRsare processed in accordance with the Clinical R esearch Policy/Procedure: 

INVOICE PAYMENTS AND ACCOUNTS PAYABLE CHECK REQUEST S.  Payment of 
professional fees is made directly to the provider via this Policy/Procedure. 

 
 
 
Forms 

 
♦ Monthly Summary Invoice form 
♦ Non-Standard Requisition form 

 
Supplemental Information  

 
• Clinical Research Policy/Procedure: INVOICE PAYMENTS AND ACCOUNTS 

PAYABLE CHECK REQUESTS. 
 
Expert Consultants  

 
Lead – Grants and Contracts Analysts, Swedish Resea rch Center 
Grants and Contracts Data Coordinator, Swedish Rese arch Center 
 

Author  
 
Jesse McNeese, Grants and Contracts Data Coordinato r 
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Regulatory Requirement  

 
N/A 
 

References  
 
N/A 
 

Addenda  
 
1. Monthly Summary Invoice (MSI)  

2. Accounts Payable Check Request (APR) 
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