
 
Welcome and thank you for choosing to become a patient of our practice. We will work diligently to ensure that you 
receive the best care available. We would like to take this opportunity to familiarize you with our office policies: 
 
Please bring the following items to your first visit:  

 Insurance card(s), picture ID and payment for co-pay or self-pay services 
 All medications you are currently taking in the bottles 
 The name, address, phone/fax number of your previous doctor(s) to obtain medical records 
 All NEW PATIENT paperwork, health history and required signatures 

Reminders: 
 It is your responsibility to review and understand your health insurance coverage and benefits. This includes        

co-pays, the referral policy and approved outpatient facilities. 
 If you are required to select a Primary Care Provider (PCP), please do so prior to your appointment or you may be 

asked to reschedule.  
 There will be an annual administrative fee charged if you have an insurance plan with Alliant or Ambetter. 
 For your convenience, we provide on-site lab services through VIM, LabCorp and Quest Diagnostics. If your 

insurance has specific requirements, it is your responsibility to notify us prior to your labs being drawn.  
 New patients will only be allowed to reschedule or cancel their initial appointment twice, while providing no less 

than 24-hour notice. Failure to contact the office will result in dismissal from the practice and no further 
appointments will be scheduled.  

 Payment for co-pays, non-covered or self-pay services are due in full at the time services are rendered, unless prior 
arrangements have been made with the billing office.  

 To ensure patient care is not interrupted during the day, all calls for the Providers will be directed to the nurses. 
 We provide same day and walk-in appointments for our established patients. 
 In compliance with HIPAA laws, no information will be given to anyone, including family, without prior written 

consent. 
Our goal is to provide you with the most efficient and up to date healthcare available. We are always open to 
suggestions. We look forward to seeing you! 
 
Sincerely, 
Dr. Mary Bell Vaughn and Vineville Internal Medicine Staff 

www.vinevilleinternalmedicine.com      
Be sure to like us on Facebook AND Instagram @vinevilleinternalmedicine       
                 

 
Your appointment is scheduled for   ________/_______ /_______ at _______: ______ 
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