Issuing Receipts Policy

Effective date: January 15, 2023
Amended:

About this policy

The purpose of this policy is to provide guidance to MTANS members regarding issuing
receipts to clients for all services or products sold. For the purposes of this policy:

« A receipt is a financial record for a service provided, including a massage therapy

treatment or a product. For more direction regarding record keeping, please refer to
the Maintenance of Client Records Policy.

Member responsibilities

* RMTs must maintain financial records associated with all sales, including issuing
receipts.

« Massage therapy receipts must include the following information:
« The Registered Massage Therapist’'s (RMT) name;
« The client’'s name;
» The date the service occurred,
« A description of the service rendered (massage therapy treatment);
« The duration of the treatment;
« The business location and contact information;
» The cost of the service (including HST and HST number, if applicable); and
« The RMT'’s registration number and title.

« RMTs cannot issue receipts for massage therapy or use their MTANS registration
number for services, treatments, techniques, and modalities that are:
» Qutside the scope of practice for massage therapy;
 Not provided in compliance with the standards of practice; or
« Not part of a massage therapy treatment plan.
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Guidelines for issuing receipts

- Partial payments: Receipts issued for treatment where the client has paid a partial
amount (i.e., partial insurer coverage via direct billing or partial gift certificate
payment), in addition to the above requirements, the receipt must also state:

 The total cost;

» The partial cost paid by other methods (indicating what those methods are, i.e.,
gift certificate, insurer, etc.); and

« The outstanding amount paid by the client.

» Receipts for services outside scope/products: Receipts for services outside the Scope
of Practice of Massage Therapy or for products sold must not include the RMT's title
or registration number. The description must not read “Massage Therapy Treatment”
and it must indicate the product or service provided.

- Gift certificates: When a gift certificate is purchased, the description of the
service/product must specifically state “Gift Certificate” and the dollar amount paid
must be listed on the receipt. When the gift certificate is redeemed at the time of
service, a receipt is not required. If the client receiving the service wishes to have a
receipt, it must state “Gift Certificate Redeemed.” If the gift certificate only pays for a
portion of the treatment, please refer to the above reference to partial payment of a
treatment.

« Missed appointments: Receipts issued for missed appointments or late cancellations
where a fee has been applied must be clearly marked as “missed appointment” and
must not be described as a “Massage Therapy Treatment”. The dollar amount should
reflect the RMT’s fee for missed appointments.

« Unigue numbers for insurance purposes: RMTs are often assigned unique numbers
for insurance billing privileges by insurers. Sharing these numbers or billing a service
that was not performed by that RMT constitutes insurance fraud. It is a member’s
professional responsibility to keep their unique number private and not share it with
anyone who may misuse it. Insurance companies also provide RMTs with usernames
to login for online billing purposes. This information should also be protected.

« HST remittances and receipts: If RMTs are HST-eligible, they should consult with
Canada Revenue Agency (CRA) for the most up-to-date rules concerning HST
remittances and receipt guidelines.
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Relevant documents

Code of Ethics

Dual Health Profession Policy

Preventing Fraud and Ensuring Ethical Billing Practices Guidelines
Maintenance of Client Records Policy
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