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OFFICE MANAGER DAILY AND WEEKLY CHECKLIST


OFFICE MANAGER DAILY CHECKLIST
[bookmark: _GoBack]Today’s Date __________
Info: This checklist addresses the basics that an office manager should maintain and accomplish on a daily basis. 
1. Be on time for the morning meeting (at least five minutes early).  
2. Start the morning meeting at the exact proper time. 
3. Make sure the receptionist has the Daily Report filled out prior to the morning huddle.
4. Review the schedule and the patient charts rapidly.
5. Encourage staff to increase production for the upcoming day.
6. Get full agreement from staff on attaining the production and patient visit goal for the day.
7. Start seeing patients ON TIME.
8. Be alert to staying on time throughout the day, while creating extra production as needed in coordination with your staff.
9. Refrain from being sloppy or rushed when enlightening a patient about the need for their individual treatment plan. 
10. Ask your accounts manager how she plans on making her collection goal for the day and week. Ask her to show you the details.
11. Ask your collections manager how she plans on getting the “over 60” days A/R down to a respectable level. Ask her to show you her plan.
12. Review the A/R with your collections manager and ensure she is following up on all delinquent accounts per the approved procedure for doing so. 
13. Meet with your receptionist and find out what the “# of new patients scheduled” or “production booked” number is for tomorrow, as well as next week and the following week. Congratulate her when this statistic is up and help her figure out how to get more on the books when it is down. 
14. When you have a break in between patients, complete any needed paperwork. 
15. Handle any patient paperwork backlogs. 
16. Meet with your employees at the beginning of the day and determine which parts of their apprenticeship checklist can be signed off today in coordination with the treatment being done. Always work with the staff in achieving “trained and apprenticed” status, which means everything has been checked off and he/she is fully apprenticed.
17. Personally, get in communication at least every fifth day with each employee and ask how they are doing and what help they need to get better trained and/or to improve their abilities. Then, make sure they get the help.
18. Empty your mailbox and answer or file all communication daily. Be a good example regarding answering communications quickly. 
19. Always refer staff to written procedures when being verbally asked about something already covered in policy or procedures. 





OFFICE MANAGER WEEKLY CHECKLIST
Week-Ending -  __________
Info: This checklist addresses the key basics that an office manager must stay on top of and accomplish on a weekly basis. 
1. Ensure progress is being made with all of the front office staff toward their “fully trained” status. Write a weekly report on the progress each employee made that week towards completing his or her training and apprenticeship. Part of the report should be the target date for training and apprenticeship completion.
2. Meet with your owner and see how his/her week went. Sort out any coordination activities regarding patients and the upcoming week. Always strive toward improving the communication between the two of you. Review and validate the office production, especially if a new level was just reached that week.
3. At the end of the week, review the bills you have received. This report should have:
a) List of all vendors with invoices due.
b) A list of any late bills.
c) Amounts checked as to which ones you recommend are paid that week. 
d) Amount collected and put into the bank that week by closing on Thursday evening.
e) Amount in checking account.
f) Budget amount indicated for the week.
g) Initial each amount (by vendor) that you want paid that week and have the checks printed and sent.
h) Ensure all bills are paid and savings deposits are made no later than Friday at 5:00 PM.
4. Conduct your end of the week staff meeting. Ensure you cover the following:
a) Each staff member reports on their production and the highlights of their week.
b) Brief staff on any new developments or plans.
c) Validate staff as appropriate for jobs well done.
d) Discuss any needed coordination between the front and back if necessary.
e) Set goals for the next week and get everyone’s agreement on their accomplishment.
f) Distribute any new policies and discuss them as needed.
g) Invite staff to share success stories from patients.
h) Conduct any needed training such as role-playing etc.
i) End off with an upbeat and positive acknowledgement or instruction from yourself as office manager.
5. Sit down and review your own written plans.  Check off any “things to do” that were completed that week and mark which ones you are going to complete in the upcoming week.
6. Develop an action plan for the week and carry over any incomplete projects from one day to the next, until they are DONE.
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