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The following must be completed within 10 days of the appointment date. 

Initials Required Task Template(s) 

IN
TAKE 

 Select the Visit & Patient Type SBC BH Home 
 Check Alerts SBC BH Home 
 Add at least one Reason for Visit with comments SBC BH Home 
 Set Treatment Plan Due Date SBC BH Home 
 Go over HPI Details for each reason for visit SBC BH Intake 
 Add, review or change Cultural Activities SBC BH Intake 
 Add, review or change Social History SBC BH Intake 
 Add, review or change Confidential Info SBC BH Intake 
 Add, review or change Mental Health History SBC BH Intake 
 Add Cultural Contextual Info SBC BH Intake 
 Add Psychiatrist/Therapist Info (if applicable) SBC BH Intake 
 Add, review or change Family History & Relationships SBC BH Family History 
 Enter Client Strengths, Coping Skills, Resources & Support Network SBC BH Psychosocial 

ASSESSM
EN

T 

 Review Significant Life Events SBC BH Psychosocial 
 Complete Mental Status Exam SBC BH Psychosocial 
 Run Safety Contract document (if applicable) SBC BH Psychosocial 
 Complete Biopsychosocial Formulation SBC BH Psychosocial 
 Add or update Diagnoses/Assessments SBC BH Assessment 
 Complete Treatment Plan SBC BH Assessment 
 Add Instructions for each Diagnosis My Plan - Home 
 Add My/Common Phrases My Plan – Plan Details 
 Request Referral(s) (if applicable)  My Plan - Referrals 
 Complete Axis III SBC BH Assessment 
 Complete Axis IV with comments SBC BH Assessment 
 Complete Axis V SBC BH Assessment 
 Run the Patient Plan document SBC BH Assessment 
 Calculate Visit Coding & Submit Code(s) Finalize - OV CHART CO

DIN
G

 

 Review Chart Note/Diagnostic Assessment Finalize - OV 
 Complete Provider Sign-off boxes (if applicable) Finalize – OV 
 Complete Checkout boxes Checkout 
 Ensure proper office visit coding is assigned Superbill 
 Add additional appropriate CPT visit codes Superbill 
 Ensure all proper documents are scanned into the ICS ICS 
 Close Patient Chart  
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