MORNING MEETING CHECKLIST

Please bring:
Copies of today's schedule for every team member

Pre-checked charts for all patients of record on today's schedule
Appointment Information Slips for all new patients on today's schedule
One copy of tomorrow's schedule

Yesterday's production and collection numbers

Month-to-Date production, collection and scheduling numbers
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1) Today's Schedule - Problem areas; Schedule changes

2) Emergency and Catch-Up Time - Clinical staff dictates preferred timy

3) Next Two Available Production Blocks / /\

4) Next Two Available New Patient Blocks /

5) Review Today’s Patients for the following:
a) Pending treatment and pre-approvals? b) Teeth / areagonywatgh?
d) Special needs? e) Financial Concerns? Prior Balancg?/Today’s Fina|
f) Signed Privacy Form? @) Health History Update Registyration
i) Pre-medication

6) Review Today's Restorative Patients:
a) Appointment Information Slips for’nevy patients
b) Emergency patient informatio
c) Before / After Photos or Ingra-Qral Phoyographiic
d) Signed Dental Materials F3ct Sheet

E)MCOM Aldditidnal Dgcumentation
7) Rgview Today's Aygiene Pdtients:

tor gxams (
ntra-Qra| Phg

s? d) Future PCE/FMX?

8) |Yesterday's Sch UIA Productivity -- Did We Reach Daily Goal? /

&a CJ %' ! /Z / Daily Goal Actual
9) ily Goal far JTod Has\it been reached? How can we help? /

Daily Goal Scheduled
10) Pr uctl n a d CoIIe ion /
Total Monthly Production Goal Prod Scheduled to Month End
/
MTD Produgtion Goal Production To Date MTD Collection Goal Collection To Date
11) hab Cdses Needed for Tomorrow?

12) Consults Ready for Next Three Days?

13) Any Team Member Needing a Little Help Today? Anything to celebrate?

14) Leadership Statement or Focus For The Day
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