The Survivor’s Edit

Insurance Information
Print once and keep with insurance paperwork.

Patient Name:
Insurance company:
Member ID: Group number:

Policyholder’s name:

Policyholder’s date of birth:

Plan type:

Deductible: Out-of-pocket maximum:

Employer or plan administrator:

Customer service phone number:

Claims phone number:

Case manager or advocate name:

Case manager or advocate phone number:
Online portal:

Important notes:

This worksheet is intended for personal organization and recordkeeping and is not a substitute for medical,
legal, insurance, or financial advice.
© 2026 Weslea O’Connor. The Survivor’s Edit. All rights reserved. For personal use only.



The Survivor’s Edit

Insurance Call Log

Print a fresh copy before every phone call.

How to Use This Log

Print a fresh copy before each phone call. Keep completed logs with the related Explanation of Benefits (EOB),
medical bills, claim documents, and correspondence. Write down the representative’s name and request a
reference or confirmation number before ending the call.

Date and time

Organization/
Department

Reference/

Phone number Representative’s name . ;
confirmation number

Reason for the Call:
Claim number:
Date of service:
Provider or facility:
Amount billed:

Appeal or response deadline:

What | need resolved:

Questions | Need to Ask

1.
2.
3.

What | Was Told

Next Steps:

o Submit requested documents

o Contact the provider or billing department
o Contact the insurance company again
0 Request the decision or instructions in writing

o File an appeal

o Confirm prior authorization
o Check the online portal

o Follow up date:

o Other:

Who is responsible for the next step?
Documents requested or submitted:

Expected response date:
Outcome or resolution:

This worksheet is intended for personal organization and recordkeeping and is not a substitute for medical,
legal, insurance, or financial advice.
© 2026 Weslea O’Connor. The Survivor’s Edit. All rights reserved. For personal use only.




