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POLICY 
 
It is the policy of OSF HealthPlans, Inc. to allow practitioners the right to correct any errors in their 
credentialing file. 
 
PROCEDURE 
 
1. When a letter is received from a practitioner requesting to change information in his/her file, the 

Credentialing Specialist will date stamp all pages to document the date of receipt, then: 
 

A. The Credentialing Specialist will re-verify with the primary source of any information at issue. 
 
B. If the information matches the information from the practitioner, the file will be immediately 

corrected. 
 
C. If the information still does not match the information from the practitioner, the Credentialing 

Specialist will send a copy of the initial application or recredentialing application to the 
practitioner for the information to be reviewed. 

 
D. The Credentialing Specialist will also send the practitioner information on how to contact the 

source of the information (i.e., Department of Professional Regulation, National Practitioner Data 
Bank). 

 
2. If the Credentialing Specialist does not receive a response within 30 days, the file will be submitted to the 

Credentialing Committee with notation of the discrepancies. 
 


