[bookmark: _GoBack]Systems

· New patient (1 hour)
· Before visit
· Schedule appointment online or with front desk
· Email paperwork within 48 hours of when appointment is scheduled with due date 24 hours before appointment
· Send reminder email about appointment and paperwork 2 days before appointment
· Review paperwork and research case/condition
· Day of visit
· Check-in with the front desk
· Front desk will alert me
· Vitals
· Intake
· PE (screening or specific if indicated)
· Labs
· Treatment: abbreviated treatment (waiting on labs)
· New patient follow-up appointment
· Follow-up on last appointment treatment
· Review labs
· Give detailed treatment sheet
· RTC in appropriate follow-up time for condition
· Returning patient (30 minutes)
· First follow-up
· Follow-up on last appointment treatment
· Review labs (if necessary)
· Give detailed treatment sheet and follow-up instructions
· Continued follow-ups
· Re-test labs when necessary
· Review treatment plan with patient 
· Reassess direction of treatment if necessary
· Reschedule for next follow-up
· Check-up (45 minutes)
· Female/Male
· Check-in with the front desk
· Front desk will alert me
· Vitals
· Intake
· Screening PE
· Annual Labs (CBC, CMP, Vitamin D)
· Review treatment plan and adjust if necessary
· Child
· Check-in with the front desk
· Front desk will alert me
· Vitals
· Intake
· Well child check/Screening PE
· Annual Labs (CBC, CMP, Vitamin D)
· Review treatment plan and adjust if necessary
· Acute patient (30 minutes)
· Last minute scheduling: 
· Before or after hours and lunch- if ASAP appointment needed
· The next day if ASAP not needed
· Check-in with the front desk
· Front desk will alert me
· Vitals
· Intake
· PE 
· Labs (in office or STAT)
· Treatment: full or abbreviated depending on need for lab results to treat 
· Inventory
· Receiving
· Unpack box within 24 hours of receipt
· Compare items received to order form to verify the entire order was received.
· Enter supplements received into QuickBooks inventory
· Place the received supplements where they belong
· Ordering
· Assess inventory of supplements every Friday
· Place order for needed supplements on Friday
· Special orders can be made for patients with payments received at time they arrive. 
· Financial
· Meet with CPA as necessary
· Use QuickBooks to Assess and adjust budget monthly
· Review budget weekly to manage money appropriately
· Deposits made on Monday
· Employees paid every 2 weeks
· Beginning of the day
· Arrive at office 30 minutes-1 hour prior to opening
· Unlock the door
· Turn off the alarm 
· Turn on AC or Heat prn
· Review schedule for the day
· Check rooms for cleanliness and prepare them for the day
· Make sure the bathrooms and patient areas are stocked prn
· Check voicemail and email and respond prn
· Check the refrigerator to make sure that temperature is controlled
· Calibrate any machines such as glucose and hemoglobin
· Unlock front door on time
· End of the day
· Lock the door after the last patient has left
· Clean treatment rooms, bathrooms, and waiting rooms prn
· Place the cash payment for the day in the locked deposit box
· Do a QuickBooks summary of the activity that day
· Turn off AC or Heat prn
· Set the alarm
· Lock the door
