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	Forms to be completed:

                  FORMCHECKBOX 
 W 9                                                                                         FORMCHECKBOX 
 HHS/OIG verification
                  FORMCHECKBOX 
 Business Associate Agreement & Contract                           FORMCHECKBOX 
 Credit Card Authorization Form

Procedures to be Completed:
Emily:
 FORMCHECKBOX 
 Add client to Contract Summary (Invoice data)

 FORMCHECKBOX 
 Add client to QB

 FORMCHECKBOX 
 Add client to Outlook Contacts
 FORMCHECKBOX 
 Add client to email distribution  list (state and specialty specific if applicable)
 FORMCHECKBOX 
 Create Front Office Procedure

 FORMCHECKBOX 
 Get NPI #’s
 FORMCHECKBOX 
 Create Client fee schedule

 FORMCHECKBOX 
 Create Superbill
 FORMCHECKBOX 
 Create Client Data Sheet   

 FORMCHECKBOX 
 Set up SMBA Corporate Client Folder

 FORMCHECKBOX 
 Ensure all documents are scanned to appropriate corporate folders   

 FORMCHECKBOX 
 Update EOM Report Schedule
 FORMCHECKBOX 
Confirm Provider and NPI numbers with Care/Caid/Shield

 Rene:

 FORMCHECKBOX 
 Add client to Outlook Contacts
 FORMCHECKBOX 
 Get client EMC number from clearinghouse ___________
 FORMCHECKBOX 
 EMC Requests Issued
 FORMCHECKBOX 
 Enter SequelMed support ticket for Practice/Location/Provider(s)

 FORMCHECKBOX 
 Set up SMBA SCAN folder

 FORMCHECKBOX 
 Set up Practice/Location/Provider(s) in SequelMed

 FORMCHECKBOX 
 Enter Fee Schedule

 FORMCHECKBOX 
 Add client to CPS statement spreadsheet and notify CPS

 FORMCHECKBOX 
 Update Staff Assignment List      

 FORMCHECKBOX 
 Update Physicians Contact list
Paul:

 FORMCHECKBOX 
 Set up Scanner (see Lanier procedure)

 FORMCHECKBOX 
 Add client to Agility

 FORMCHECKBOX 
 Map incoming fax number to Account Manager (if applicable)



New Client Check List
http://companyweb/General Documents/New Client Set Up/New Client Set up Check List - 2015.doc

[image: image1.png]