
Registering the discharge order in patient’s file by the 
physician in charge and agreement of consulting physician, if 

necessary. 

Providing sufficient education to patient/patient’s family 
during discharge by physician and nurse in charge of the 

patient

Filling patient file documents and prescriptions by physician 
and nurse in charge of the patient

Providing the patient/patient’s family with discharge card, 
prescription notes and educational booklets by physician and nurse 

in charge of the patient

Registering and filling the information regarding the 
services provided to the patient in HIS by the nurse in 

charge of the patient 

Qualitative and quantitative control of patient file 
documents by the admission and medical document unit 

personnel 

Payment of the costs and providing 
the patient with the receipt and 

guiding the patient to the financial 
unit

Delivering a printed list of costs to the 
patient by financial unit’s personnel 

Are the patient/patient’s family 
capable of paying the cost of 

treatment?

yes

Filling specification header, controlling and filling patient 
file documents by ward secretary 

Transferring patient’s file to the admission unit and 
patient’s documents to ward secretary 

Delivering patient’s file to the financial 
unit for calculation of costs by admission 

and medical document unit personnel 

Guiding the patient’s family to the 
financial by ward secretary unit for 

information and payment of the costs

Guiding the patient to the welfare/
charity unit (contacting charity unit 

during evening/night shifts and 
holydays)*** by the financial unit 

personnel 

no

Determining the situation with 
patient’s insurance and use of welfare 

services for payment of costs by the 
patient or family members and with 

the help of welfare worker

Is the discharge date is a holiday?*

no

Carrying out the calculations in 
patient’s file with coordination with 

financial and medical document units
yes

Contacting financial expert by the 
supervisor for presence in the 

hospital and fixing any mistakes in 
the file (if necessary) **

Providing the bill to the patient’s 
family by the personnel of admission 

and medical document unit

A
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A

Delivering the final payment receipt and providing discharge 
permit form in two parts to the patient by financial unit’s 

personnel 

Transferring the patient using stretcher or wheelchair (if 
necessary) to the hospital’s exit

Delivering the second part of discharge permit to 
the security personnel and exiting the hospital

Delivering the first part of discharge permit to the head nurse of 
the ward by the patient’s family

Disconnecting the patient (including IV, Foley catheter, and 
other connections) by the nurse in charge of the patient

Remarks:

* & **: During evening and night shifts and holydays, all patient accounting 
procedures are carried out in the admission and medical document unit. Under 
these conditions, the admission and medical document expert will contact the 
financial personnel for information regarding the previous payments by the patient 
and total costs with permission of the supervisor in order to determine the 
remaining costs. Usually, patients who are discharged by the physicians during 
evening and night shifts will stay in the hospital until the next morning unless the 
discharge is carried out against medical advice. 

*** If the patient is being discharged in the morning shift of a holiday and is not 
capable of paying the treatment costs, the patient’s insurance status is determined 
in a phone call to the financial or welfare units and welfare services are used if 
necessary. Unless in cases with significantly high cost of treatment, in which case 
the discharge procedure will be carried out in the next workday according to 
patient’s family’s request. 

Helping the patient to get dressed by the paramedics

 


