
 

 

Telephonic Notification 

If the hospital staff is unable to personally deliver a notice to a representative, then the hospital staff 
should telephone the representative to advise him or her of the beneficiary’s rights as a hospital patient, 
including the right to appeal a discharge decision. 

The information provided should include the following at a minimum: 

 The name and telephone number of a contact at the hospital; 

 The beneficiary’s planned discharge date, and the date when the beneficiary’s liability begins; 

 The beneficiary’s rights as a hospital patient, including the right to appeal a discharge decision; 

 How to get a copy of a detailed notice describing why the hospital staff and physician believe 
the beneficiary is ready to be discharged; 

 A description of the steps for filing an appeal; 

 When (by what time/date) the appeal must be filed to take advantage of the liability 
protections; and 

 The entity required to receive the appeal, including any applicable name, address, telephone 
number, fax number, or other method of communication the entity requires in order to receive 
the appeal in a timely fashion. 

The date that the hospital staff conveys this information to the representative, whether in writing or by 
telephone, is the date of receipt of the notice. Confirm the telephone contact by written notice mailed 
on that same date. Place a dated copy of the notice in the beneficiary’s medical file and document the 
telephone contact with the beneficiary’s representative on either the notice itself or in a separate entry 
in the beneficiary’s file. The documentation should indicate that the staff person told the representative 
the planned discharge date, the date that the beneficiary’s financial liability begins, the beneficiary’s 
appeal rights, and how and when to initiate an appeal. The documentation should also include the name 
of the staff person initiating the contact, the name of the representative contacted by phone, the date 
and time of the telephone contact, and the telephone number called. 

When direct phone contact cannot be made, send the notice to the representative by certified mail, 
return receipt requested, or any other delivery method that requires signed verification of delivery. The 
date that someone at the representative’s address signs (or refuses to sign) the receipt is the date 
received. Place a copy of the notice in the beneficiary’s medical file and document the attempted 
telephone contact to the beneficiary’s representative. The documentation should include the name of 
the staff person initiating the contact, the name of the representative, the date and time of the 
attempted call, and the telephone number called. 

 


