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Ensure that each study participant who meets any of the following criteria[footnoteRef:1] is registered in the electronic medical record with a UC San Diego Health Medical Record Number: [1:  UC San Diego Health Policy 340.1  Informed Consent for Human Research Subjects] 

· Participant in a research study involving an investigational drug or biologic
· Participant in a research study involving an investigational device
· Participant in a research study involving an investigational procedure
· Participant in a research study where a billable moment occurs
Ensure that signed informed consent is documented (uploaded) in the study participant’s electronic medical record.
For each clinical item or service provided to a participant who is enrolled in a clinical study:
· Ensure that all billable clinical item or service charges are directed accurately to the study account or the participant account/insurance.  
· Register study participant in the Velos or other applicable clinical trial management system (CTMS) at time of or immediately following informed consent; update study participant status promptly.
· When study visits or procedures occur, complete the CTMS calendar/visit verification promptly (within 72 hours) for all study events, including unscheduled events
· Upon receipt of “HAR statement” report from Clinical Research Billing (CRB) team, review charges and return to CRB no later than the 10th of the calendar month in which the report is received. 
Promptly respond to participant concerns about receipt of UC San Diego Health billing statements to confirm that participant billing is accurate.  
Work with CRB team to re-direct charge errors as required, maintaining documentation about any requested changes.
