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POLICY STATEMENT: Accurate and timely documentation reflects quality and efficiency, and supports
accurate billing processes.

PURPOSE: To support timely documentation of patient/client encounters to enhance the continuity of care
and optimize care delivered.

DEFINITION: To establish understanding of “timely.” For the purposes of quality and efficiency timely is
held out to mean same day documentation.

PROCEDURE:

1. All encounters will be completed the day of the encounter.
If unable to complete documentation on the day of the encounter the maximum time allowed is within
72 hours from the day in which the encounter occurred.

3. Any encounter that is part of multiple visits and/or a report must be documented and state, “encounter
with report to follow.”

4. Repeated failure to meet these standards may result in disciplinary action.
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