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Preparing for financial 
excellence for your 
practice is essential 
to drive an efficient 
revenue cycle.

Use this checklist 
to keep track of key 
tasks and to stay 
accountable for your 
practice’s success!

Practice Name:
Committee Members:

PRACTICE MANAGEMENT RESPONSIBLE
PARTY

DUE 
DATE

SYSTEM - NEW RELEASES

Implementation of new functionality from 2022 new releases

COMPLIANCE
Coding audits (quarterly or bi-annually)
HIPAA, OSHA and emergency prepardness annual refresher

APPOINTMENTS
Analyze appointment type, appointment locations and  
no-shows
Update the no-show policy for 2023
PATIENT FLAGS ADMINISTRATION
Manage, delete, add patient flags, and alerts
MASTER CHARGE SCHEDULE OR FEE SCHEDULE
Compare the charge schedule to the allowables from larger 
payers and Medicare - increase where appropriate
A/R LOOKUP TABLE
Review adjustment types - add or inactivate adjustment 
types
PATIENT A/R
Update the 2023 policy on collection on time of  
service payments
Post the policy where it is visible to patients 
Update patient balance and payment plan policy for 2023
Update Dunning messages on patient statements
RECONCILLATION
Journal reconcillation
Visit or encounter reconcillation

CLINICAL RESPONSIBLE
PARTY

DUE 
DATE

RECONCILLATION
Reconcillation of open orders, open task and unsigned 
documents
TEMPLATES/FORMS
Remove inactive medications
Update or create favorites tabs in orders/charges
HEALTH REMINDERS
Identify open care gaps at the point of care from  
patient summary
Use of IPA patient care reports for population broadcast 
messaging
Clinical alerts results for population broadcast messaging


