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CIRCULAR

Subject: Standard Operating Procedure (SOP) for Disposal of Medical Bill of

Retired Employees.

The Standard Operating Procedure prescribing the time limit for disposal of
Medical Bills of retired employees is enclosed for information and

necessary action.

This Issues with the approval of Competent Authority.
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Standard Operating Procedure: - REHS Medical Bill

Particulars- Medical Bill

WA(Etiv?i'tiesir

Responsibility

Time line for
disposal of claim

REHS Medical Bill-OPD

Receipt of Medical Bill
between 1%t to 15 - through
Sampark/e-Portal.

Receipt of Medical Bill
between 15t to 30" - through
Sampark/e-Portal.

REHS Bill Section of
Finance Division

30t of the same
month

15t of the following
month.

Disbursement of payment of
Medical bill.

Banking Section of
Finance Division

Within 3 working
days of receipt

REHS Medical Bill-
Special Disease & Indoor
| treatment- through

' Sampark/e-Portal.

Finance Division will send to
Medical Bill to Medical
Division for comments.

REHS Bill Section of
Finance Division

Within 5 working
days of receipt,
provided that all
required documents
are in order

Recommendation of Medical
Division.

Medical Division

Within 10 working
days of receipt

Disposal of Medical Bill on
receipt of recommendation of
Medical Division.

REHS Bill Section of
Finance Division

Max. 15 working
days from receipt
from Medical
division.

Disbursement of payment of
Medical Bill.

Banking Section of
Finance Division

Within 3 working
days of receipt

Delay in submission of
REHS Medical Bill-
Condone case- through
Sampark/e-Portal.

Finance Division will send to
Medical Bill to Medical
Division for comments.

REHS Bill Section of
Finance Division

Within 5 working
days of receipt,
provided that all
required documents
are in order

Approval of competent
authority on recommendation
of Head of Medical Division.

Medical Division

Within 10 working
days of receipt

Disposal of the Medical Bill.

REHS Bill Section of
Finance Division

Max. 15 working
days from receipt
from Medical
division.

Disbursement of payment

Medical Bill.

Banking Section of
Finance Division

Within 3 working
days of receipt
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