= A Training Tool

How to use the explanation of benefits (EOB) audit tool

1. Fill in the header information (i.e., the name of the person conducting the audit, date you conduct the
audit, and date range of the received EOBs you sample).

2. Hand-tally the findings and enter them in the column titled “Enter hand-tally here.” Use additional copies
of the form if needed to capture the results of your sample. When you are done sampling, add up the tick
marks and enter the total in the column titled “Total count for hand-tally.” The results will calculated be
automatically in the column titled “Percent of total sample.”

3. For every claim line item you review, enter a tick mark in the row titled “Overall number of claims” to cre-
ate your sample size. This number will represent the universe of claims sampled.

4. For each claim line item sampled for which there is a zero-dollar payment, enter a tick mark under the col-
umn in the row best matching the reason for the denial. If there are reasons that are not listed on your
form, enter them under the “Other” row and note the reasons in the comment column. If a particular item
appears frequently, note it for future tracking purposes.

5. Once you complete the sample, tally up the tick marks. Enter these numbers into the automated spread-
sheet in the column titled “Total count for hand-tally.” The percentages will automatically be calculated,
and the overall denial rate of claim line items from the sample will be computed at the bottom in the row
titled “Overall denial rate.”
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