Back Office Protocol

Back Office End of Day

· All progress notes & charts complete.

· All alginate impressions poured up within 20 min.

· All casts separated within 45 min.

· All lab slips completed and placed in doctor’s Inbox for review.

· All lab cases for each day sent out.

· Assigned storage bins restored.

· Facility protocol completed.

· Daily facility protocol completed and signed.

· 15 phone calls to pending treatment plan and overdue recall patients.

· Post op calls completed for all patients who received anesthetic or new prosthetic.



