
 

 

ALLEN FRIENDS & FAMILY CLINIC, PLLC 
Chi-Hwa Yeh, M.D. 

1314 W McDermott Dr, Ste 158, Allen, TX 
Ph: 469-342-6303 
Fax: 469-342-6301 

Office Policies: 
 
Welcome to Allen Friends & Family Clinic (AFFC).  We hope to work with you in providing the best medical care in our neighborhood.  
As medical care is a two-way street, the more information you can provide to the doctor, the better the outcome of your care.  As 
human body is complicated, your diagnosis may change as illness evolves. 
 
Below you will find our office policies.  Please read carefully and ask us for any questions. 
 
Office Hours: 
 
Our office hours are Monday through Friday from 8:30 A.M. to 5:30 P.M. And close for LUNCH, from 12pm to 1:00pm. 
 
Appointments: 
 
Office visits are by appointments only, though we welcome walk-in patients.  Walk-in patients are expected to wait for gaps 
between patients with appointments.  We’ll do our best to see all our patients on timely basis.  However, some patients may have 
conditions that demand more of physician’s time.  Also, patients with urgent complaints may need to be evaluated first. 
In case you need to cancel or reschedule your appointment, please kindly call us at least 24 hours in advance so we can schedule 
other patients.  If we don’t receive adequate notice from you and/or you simply don’t show up, there will be a $25 NO SHOW 
CHARGE per missed appointment.  This charge is not billable to your insurance and MUST be paid before being seen at our clinic. 
 
Telephone Calls: 
 
Please call us during normal business hours for any non-emergent calls.  If there is threat or possibility of threat to your life, vision, 
or limbs, please go to the hospital ER or call 911. 
Messages left on our voicemail will be answered within 24 business hours, excluding weekends.  Please call us again during our 
opening hours if no one calls you after that time.  Please direct any medication refill request to your pharmacy who’ll fax us the 
request form. 
 
Patient/Insurance Payments: 
 
Co-pay and Deductibles are expected at the time of check-in.  We accept cash, or credit cards (MasterCard, VISA, and Discover).  
Please bring a valid health insurance card and a photo ID.  Please complete our registration form and make necessary changes in the 
future as needed.  While we strive to ask your health insurance to cover for your visit, most of them don’t cover 100%.  You may get 
additional bills from us after settlement with your insurance even though you have paid your co-pay.  Please pay the balance as soon 
as possible.  Any unpaid balance more than 60 days will be sent to our collection agency and we may release you from the practice.  
Patients with outstanding balances may be refused further appointments until balances are paid in full or other payment 
arrangements are made. Deductibles paid in the office may appear more than the insurances allowable amount. If more than a 
$40.00 difference is shown you may call our office to request as a credit or refund. Any amount less than $40.00 will automatically 
be forwarded to your account as a credit to your next visit. 
 
Medical Records: 
 
We require your written release of information and payment for copies of medical record.  The fee for the entire record is $25 and 
$10 for condensed version.   
 
 
 
 
Patient Signature:_____________________________________               Date:___________________________________________ 


