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NEW MEDICAL

PRACTICE CHECKLIST

BUSINESS PLANNING

O Creale atmelne for staring practice
1 Determing Mans/obyectves

0O Create a financial plan

O Determine youwr budget

OFFICE SETUP & LOCATION

1 Determine space requirements
O Sie selection
Megoliate/Sign ease terms
Cenificate of Occupancy (e, Fire
Inspaction, Safety Inspection, elc)
O Determinge office howrs
O Puwrchase indoor/ouidoor signage
O Gt ofice furniture/decorslions

oo

ENMTITY SETUP

O Decide on 8 practice name
O Determine organizational structure
0O Apply for NPl Mumber
O Obtain lax identificaton numbers fLe
Federal, State, Local)
1 Setup Bank Accounts
1 Diain Sales Tax Certficate (varies by
slate)
O Find an atloméy
1 Find an accounting firm

1 Qbilain financing
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ADMINISTRATIVE SETUP

O Creale employment agreements
] Build a compensation mode
0 Prepare affice policies
O Prepare proceduresiworkiiow manual
0o Develop Fee Schedule

EQUIPMENT & TECHNOLOGY

0 Determine eguipment and technodogy

nieads specific 1o your practice

0 Select s Practce M._ul.ll__;r,'n'-n::'il Sodbecare
1 Select a Medical Bikng Software (PM)
] Select an Electronic Health Record {EHR)

Softwane

O Select a Pabient Experience Softwane (PXM)
1 Communications

0 Purchase photocopies, transcription
equipment and fax machine
O Phone System

0O Intemet Sendces Providier

0 Purchase computer and other ofice

equipme

O Purchase inibal medical equipment and

office supphies

INSURANCE

0O Malpractice

1 Health, Life and Disabiity
1 Liabadety

1 Woekers Compensation

New medical practice checklist is a comprehensive guide designed to assist
healthcare professionals in establishing and managing a successful medical
practice. The journey of starting a medical practice can be both exciting and
daunting, filled with various regulatory, operational, and patient care
considerations. This article will provide a detailed checklist that can help
healthcare providers navigate this complex process, ensuring that no critical
step is overlooked.

1. Business Planning

Establishing a new medical practice begins with a solid business plan. This



plan serves as a roadmap for the practice’s future and includes various
essential components.

1.1 Define Your Practice Model

- Solo Practice: One physician operates independently.

- Group Practice: Multiple physicians work together while sharing resources.
- Partnership: Two or more physicians share ownership and responsibilities.
- Hospital Affiliation: Partnering with a hospital for resources and patient
referrals.

1.2 Conduct Market Research

- Analyze the local healthcare market.

- Identify potential patient demographics.

- Evaluate competitors and their offerings.

- Determine gaps in services that your practice can fill.

1.3 Create a Business Plan Document

- Executive Summary: Overview of your practice.

- Mission and Vision Statements: Define your practice’s purpose and long-term
goals.

- Services Offered: List the medical services you will provide.

- Financial Projections: Include start-up costs, operating costs, and revenue
forecasts.

2. Legal and Regulatory Requirements

Before opening your practice, it is essential to navigate the legal landscape
associated with healthcare.

2.1 Choose a Business Structure

- Sole Proprietorship: Simple and inexpensive but offers no personal
liability protection.

- Limited Liability Company (LLC): Provides personal liability protection and
flexibility in management.

- Corporation: More complex with more regulatory requirements but offers
liability protection.



2.2 Obtain Necessary Licenses and Permits

- State Medical License: Required to practice medicine in your state.

- Federal Employer Identification Number (EIN): Necessary for tax purposes.
- Business License: Check with local authorities.

- Controlled Substance Registration: If your practice will prescribe
medications.

2.3 Understand Healthcare Regulations

- Familiarize yourself with HIPAA regulations for patient privacy.

- Understand the Stark Law and Anti-Kickback Statute to avoid conflicts of
interest.

- Stay updated on state-specific regulations.

3. Financial Management

Financial management is critical to the sustainability of your practice.

3.1 Create a Budget

- Start-up Costs: Include expenses such as rent, equipment, and initial
supplies.

- Operating Expenses: Recurring costs like salaries, utilities, and
insurance.

- Emergency Fund: Set aside funds for unexpected expenses.

3.2 Set Up Banking and Accounting Systems

- Open a dedicated business bank account.
- Consider hiring an accountant familiar with medical practices.
- Use accounting software to track income and expenses effectively.

3.3 Understand Insurance Requirements

- Obtain general liability, malpractice, and property insurance.
- Evaluate the need for other specialized insurances based on your practice
type.



4. Location and Office Setup

The location and setup of your office can significantly impact patient
satisfaction and operational efficiency.

4.1 Choose an Appropriate Location

- Consider proximity to hospitals and specialists.
- Analyze patient accessibility via public transport or parking.
- Assess local competition and demographics.

4.2 Design an Efficient Layout

- Waiting Area: Comfortable seating, reading materials, and check-in kiosks.
- Exam Rooms: Ensure privacy and adequate space for equipment.
- Administrative Areas: Space for staff to manage office tasks.

4.3 Acquire Necessary Equipment and Technology

- Medical Equipment: Depending on your specialty, invest in necessary tools
and machines.

- IT Systems: Implement Electronic Health Records (EHR) and practice
management software.

- Telemedicine Capabilities: Consider platforms for virtual visits.

5. Staffing Your Practice

Hiring the right team is crucial for the effective operation of your medical
practice.

5.1 Determine Staffing Needs

- Identify the roles you need to fill: physicians, nurses, administrative
staff, etc.
- Assess the need for part-time vs. full-time employees.

5.2 Recruitment Process



- Create job descriptions for each position.

- Use various channels to post job openings (job boards, social media, etc.).
- Implement an interview process to assess candidates' qualifications and
fit.

5.3 Staff Training and Development

- Provide orientation for new hires.

- 0ffer ongoing training to keep staff updated on best practices and
compliance.

- Foster a supportive work environment to encourage staff retention.

6. Marketing Your Practice

Once your practice is operational, attracting and retaining patients is
vital.

6.1 Develop a Brand Identity

- Create a memorable practice name and logo.
- Develop a professional website that outlines services and provides contact
information.

6.2 Utilize Digital Marketing Strategies

- Engage with patients on social media platforms.

- Implement Search Engine Optimization (SEO) strategies to increase online
visibility.

- Consider online advertising to target specific demographics.

6.3 Foster Community Relationships

- Network with local healthcare professionals and organizations.
- Participate in community health fairs and events.
- 0ffer free seminars or workshops to educate the public about health topics.

7. Quality Assurance and Compliance

Maintaining high standards of care and compliance is essential for your



practice's reputation and longevity.

7.1 Establish Quality Control Measures

- Regularly review patient feedback to identify areas for improvement.
- Implement protocols for patient safety and infection control.

7.2 Stay Compliant with Regulations

- Conduct regular audits to ensure compliance with HIPAA and other
regulations.

- Keep up-to-date with changes in healthcare laws and adjust your practices
accordingly.

7.3 Continuous Professional Development

- Encourage staff to pursue continuing education.
- Stay engaged with medical associations and attend relevant conferences.

8. Patient Care and Experience

Ultimately, the core of any medical practice is the care provided to
patients.

8.1 Develop Patient-Centered Care Protocols

- Create processes that prioritize patient needs and preferences.
- Foster open communication between patients and healthcare providers.

8.2 Implement Feedback Mechanisms

- Use surveys to gather patient feedback on their experiences.
- Regularly review feedback to make necessary adjustments.

8.3 Invest in Patient Engagement Tools

- Use patient portals for easy access to health information.



- Offer appointment reminders via text or email to reduce no-shows.

Conclusion

Creating a new medical practice checklist is an essential step to ensure that
all aspects of starting and operating a medical practice are addressed
systematically. From business planning and legal requirements to staffing and
patient care, each component plays a crucial role in the success of your
practice. By following this checklist, healthcare providers can reduce the
risks associated with starting a new practice and focus on delivering high-
quality care to their patients.

Frequently Asked Questions

What is a new medical practice checklist?

A new medical practice checklist is a tool used by healthcare professionals
to ensure that all necessary steps and protocols are followed when
establishing a new medical practice. It typically includes items related to
compliance, staffing, equipment, and patient care.

Why is a new medical practice checklist important?

A new medical practice checklist is important because it helps streamline the
setup process, ensures compliance with regulations, minimizes risks, and
improves patient safety and overall practice efficiency.

What are some key components of a new medical
practice checklist?

Key components of a new medical practice checklist may include licensing and
accreditation requirements, insurance coverage, hiring staff, purchasing
equipment, setting up an electronic health record system, and implementing
patient safety protocols.

How can technology improve the new medical practice
checklist process?

Technology can improve the new medical practice checklist process by
providing digital tools for tracking progress, automating compliance
reminders, offering training resources for staff, and integrating with
electronic health records to streamline patient data management.

Who should be involved in creating a new medical



practice checklist?

Creating a new medical practice checklist should involve a multidisciplinary
team, including healthcare providers, administrative staff, compliance
officers, and IT specialists, to ensure all aspects of the practice are
covered.

How often should the new medical practice checklist
be updated?

The new medical practice checklist should be reviewed and updated regularly,
at least annually or whenever there are changes in regulations, practice
operations, or technology, to ensure it remains relevant and effective.
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"Start your journey with our essential new medical practice checklist. Ensure compliance and
success in your practice. Discover how to get started today!"
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