
  

How do I fill out the Billing Plan? 

Gather necessary documents: 
1. Protocol 
2. CTA 
3. Informed Consent Form 
4. Billing Plan Template 
5. Standard of care practice guidelines for 

anything you plan to bill as routine care

Protocol: 
You will need the schedule of events and 
specific tests/procedures that will occur at 
each time point. 
 
CTA: 
Note if there is any specific billing 
information listed. The study sponsor may be 
paying for specific items/tests. These items 
should not be listed as routine care in the 
Billing Plan. They are “pure research.” 
 
Informed Consent: 
Note if there is any specific billing 
information. If the consent says an item is 
provided for free it should not be listed in the 
Billing Plan as routine care. They are “pure 
research.” 

Create a list of all the billable 
services and procedures necessary 

throughout the protocol. 
 

This will come directly from the 
protocol’s schedule of events. 

Divide that list into 4 categories:  

1. UH resources: 
- Items or tests where a University 

Hospital facility is providing the 
service 

2. Non-UH Resources: 
-  Items or procedures that do not use 

UH resources  
- For example:  if the service 
would be done by an NJMS Core 
lab or by the investigator or UPA 
(i.e.  physical exams, etc) 

3. Additional Invoiceable Items 
-Any procedures or items that will 
use UH resources but do not have 
a CPT code  
-For example Investigational 
Pharmacy fees 

4. Items/tests done at a Central 
Laboratory that are paid for by the 
sponsor. 

Open the excel Billing Plan Template to begin filling it out. 
Separate Billing Plans may be completed if study procedures vary by arm. 



  
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 

Fill in the basic information 
at the top of the template 

Using the list you’ve already created, fill in column A and column B, rows 13 and below.  
If you know the CPT code, you can also fill in Column C. 
List the procedures in terms of how they would be ordered clinically (“CMP” or “BMP” not 
“chemistries”) 

Category 1 UH Resources 
items should be listed here 

Category 2 Non-UH 
Resources items should be 

listed here 

Category 3 Additional 
Invoiceables  

items should be listed here. 

Category 4 Central Laboratory  
DO NOT LIST THESE ITEMS IN THE BILLING PLAN.  

Scroll to the bottom right of the billing plan and check off the box 
that denotes a Central Lab will be used. 
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Submit to OCRA: 
1. the Billing Plan 
2. standard of care practice guidelines for anything you plan 

to bill as routine care 
3. all other documents required for OCRA review (See Main 

Page for details) 

OCRA will populate the 
research rates and fill in 
any missing CPT codes. 

 
Once the Billing Plan is 

approved by UH and 
OCRA the PI will sign the 

Billing Plan. 

NOTE: If you amend the protocol and it affects the UH Scope of 
Services agreement you will also need to amend this document. 

Send OCRAreview@njms.rutgers.edu a copy of the amended 
protocol as well as the revised UH Scope of Services form with an 

explanation of the changes made. NJMS-OCRA will assist in 
executing the amended documents. 


