Telephone calls - TYPICAL PRACTICE

Physicians

Office managers Medical record requests

Vendors

New Patients Supply companies

- Schedule Registry companies

- Asking for directions Solicitors

- Questions

- Requests

- Confirming appt time

Personal calls
Front Desk Tatakda:
. . Receptionist Fte.
Established Patients
- Schedule
- Cancel/reschedule
- Questions
- Requests Old Returning Patients
- Confirm times - Questions
- Billmg Taking Messages - Schedule
# Record§ Prospective Patients Writing - Talk
- Therapist - Questions Plaging
- Requests Clufter

Does not include:

Does not include
Does not include

Does not include

- Wanting to talk

ncoming faxes, answering questions
. Scheduling, rescheduling, canceling patients
. Billing, closing register, calculating, depositing
. Supply ordering, cleaning, and data entry.

Greeting patients, intaking patients, collecting copays, notifiying therapists, preparing charts, writing receipts, faxing reports, organizing



