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Name of Medical Practice


Checklist for Medical Practice Start-Up 
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· Identify practice locations and target market
· Resign from _______________
· Identify target start date: 	
· Conduct an analysis to determine potential patient population
· Develop a fee schedule
· Consult with attorney and accountant regarding corporate structure
· Ensure compliance with all state and federal laws, regulations and rules
· Set up corporate structure and secure FEIN
· Set up an Accounts Receivable system  
· Open business bank account
· Complete applications for managed care plans
· Contact state and DEA regarding license and practice locations

· Complete loan applications, if applicable
· Review restrictive covenants
· Establish corporation and corporate name
· Obtain life and disability insurance
· Transfer or apply for electronic billing
· Inspect premises prior to leasing property
· Complete applications for credit cards
· Obtain necessary city or county business license(s)
· Identify and hire employees and/or independent contractors and draft agreements
· Order name, address and telephone number stamp
· Execute Lease Agreements
· Execute all corporate documents, including resolutions
· Set up telephone service
· Arrange for white and yellow telephone page listings

· Set up software license(s) and support
· Obtain back-up procedures for computer system
· Evaluate computer system function and needs
· Change provider codes in computer system to accommodate new plans
· Order office signage to include practice name and information
· Order business cards
· Order prescription forms
· Order appointment reminder postcards to include practice name and address
· Order letterhead and envelopes
· Order appointment cards to include practice name
· Order billing envelopes to include practice name
· Lease between real estate owner and operating entity, if applicable

· Prepare and mail welcome letter to prospective patients
· Prepare referral thank-you cards
· Obtain financial agreement forms
· Order patient charts and forms
· Obtain applications for employment for all current and future employees
· Create operational and administrative policies and procedures
· Set up accounts payable system
· Execute Business Associate Agreements with any third party who will have access to protected health information
· Execute Agreements with the following:
· Computer Company
· Billing Company
· Medical Supplier(s)
· Telephone Company
· Malpractice Insurance
· Attorney
· Accountant
· Any other vendors


For additional information on starting a practice please view the Starting a Practice: Avoiding the Pitfalls webinar available at www.osteopathic.org/ondemandwebinars .
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