
Submitting a Health Insurance Claim Form 

 

If you are seeing a medical provider who is not in network with your insurance company, you 

will have to obtain an itemized bill from that provider, and submit your own claim form in order 

to receive reimbursement. The amount reimbursed will vary by plan. 

 

Step One: Itemized Bill 

 

Ask your provider for an itemized bill that specifies the dates of service, charges for each 

service, type(s) of service (e.g., procedure code), and the diagnostic code (e.g., from the ICD-10 

or DSM-5) for the condition treated. It must also include identifying information about both the 

patient and the provider (such as their name, address, and tax identification number). An 

insurance company will not reimburse you without such a bill. Do not write on, highlight, or in 

any way modify this itemized bill. If you notice an inaccuracy or error, ask your provider for a 

corrected copy. 

 

Step Two: Claim Form 

 

Download a claim form from your insurance company’s website. An example claim form from 

Premera can be found on the backside of this paper. Complete the form carefully. 

 

Step Three: Make Copies 

 

Whether you submit your paperwork electronically or by mail, make copies before sending 

anything. In the event that your paperwork is lost, or your claim is denied because of an error 

(either by you or your provider), having copies will make re-submitting much easier. 

 

Step Four: Review and Submit  

 

It is recommended that you call your insurance company and make sure you have all the 

paperwork you need. You may also ask them for an estimate of when you can expect your claim 

to be processed, and plan to follow-up with them if you have not heard anything by that date.   

 

  



 


