CHECKLIST for 1st and 2nd Visits
1ST VISIT


Forms Prior To Seeing Doctor

· HIPAA Brochure and Sticker
· Terms of Acceptance/Consent
· Personal Health History Form – ALL blanks on form complete?
· Fee Schedule & Financial Policies – one of 2 choices checked
· Get Copy of Insurance Card 

· Get Copy of Drivers License


Discuss Upon Completion of Their Visit

· Collect Fees

· Identify CLA/Ins/Cash

· Sign up online for CLA if needed

· Report of Findings and Drs. Report Appointment Scheduled
· Get Spouse/Other name attending Doctors Report
Give

· Business Card with Next Appointment
· Receipt/Statement of visit & payment

· Smile! Welcome to our office, you are going to LOVE it here!

Before end of day
· Complete Pt. personal Data Entry in Computer

· Make sure Chart Notes, Dx Codes, Charges are entered into computer
· Put Pt. Folder and NP Report Folder on Dr.’s desk for completion
· Add to Patient Email List

· Send message via Facebook to “Like Us” and welcome

· Verify Insurance Benefits

· Send latest E-Newsletter  
2nd VISIT


Prior to Appointment

· New Patient Folder Should Be Completed by DC or CA Prior to 2nd Visit
-Corrective Adjustment Plan

-Wellness Adjustment Plan

· Payment Options Filled In


After ROF / Patient Chooses Care Give
· Office Policies and Procedures

· Procedures Orientation –Show them What They Are Going To Do Every Time They Come In

· Educational Information

· Corrective Adjustment Plan Worksheet Signed


Get
· Collect Fees or Run Credit card for 1st monthly payment

· Confirm Financial Commitment with Signed Agreement

· Pre-schedule Appointments

· Confirm Doctors Report Appointment 

· Reaffirm their commitment to take care of their health. “I’m so glad you are getting the care that you need.  We will help you every step of the way.  We look forward to seeing you on Wednesday!”

