DOWN TIME-FRONT OFFICE
· 
· AREA CLEAR OF CLUTTER/HIPPA COMPLIANT
· ALL ITEMS SCANNED
· ALL ITEMS SHREDDED
· NEXT DAY REVIEWED *Continue For Each Day—SHOULD BE 1-2 WEEKS AHEAD (CONSTANTLY REVIEWING EACH DAY)
· FA’S
· BALANCE/CREDITS
· CORRECT TX SCHEDULED
· TIME FRAME FOR TX
· UPDATES?
· MEDICAL 
· INSURANCE
· EXAM/XRAYS
· LAB TRACKING
*Continue For Each Day—SHOULD BE 1-2 WEEKS AHEAD (CONSTANTLY REVIEWING EACH DAY)
FILL SCHEDULE—begin with HYG holes and soonest slow/low days
QUICK FILL
· READ CHART NOTES/ACCOUNT
· ALL PTS RECENTLY CONTACTED? If not…
· CALL/PC/CALL/LETTER
· CLEARLY CHARTED TO KNOW NEXT STEP
· WHY WAITING
· $, PROVIDER, CHANGED MIND, ETC
· WHEN/HOW CONTACTED
· [bookmark: _GoBack]NEXT CONTACT TIME FRAME/TASK SET
RUN MONEYFINDER TO FIND TX
· READ CHART NOTES/ACCOUNT
· ALL PTS RECENTLY CONTACTED? IF not…
· CALL/PC/CALL/LETTER
· CLEARLY CHARTED TO KNOW NEXT STEP
· WHY WAITING -$, PROVIDER, CHANGED MIND, ETC
· WHEN/HOW CONTACTED
· NEXT CONTACT TIME FRAME /TASK SET
INSURANCE/AR
· REMOTE LITE CLEANED ON BOTH PCS
· CALLED TO RECTIFY
· TESIA
· REMOTE LITE
· INSURANCE
· PT
· CLAIMS RESENT
· OLD DELETED/NOTED
· PRE-AUTH FILES UP TO DATE
·  FILE CLEANED OUT
·  ALL PTS CALLED
· EAGLESOFT UP TO DATE
· OUTSTANDING INSURANCE
· TREAT SAME AS REMOTE LITE
IF ALL ELSE DONE:
· Dishes
· Laundry
· Dust/Clean under all front office equipment
· Straighten waiting room, dust, vacuum (not when occupied)
· Garbage
· Wipe down breakroom including microwave

_____________# OF PATIENTS CALLED

_____________# OF PTS CONVERTED TO APPT.

_____________# OF POSTCARDS MAILED

_____________# OF LETTERS MAILED

