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Guide to Start A
 New Practice

Management
1. Practice Information & Property
a. Company Name – Available Options
b. Address
i. Location Address
ii. Pay to Address
c. Phone and Fax #
d. Date Starting
e. Inspect Property and physical inventory of property
f. Identify any necessary improvements to leasehold properties
2. CAQH Provider Login and Password
3. Copy of CV
4. Copy of Existing Provider #’s issues by insurance companies
5. Copy of Business License
a. Certificate of Insurance for new location (Liability Insurance)
b. Update Malpractice
c. (incorporate additional locations)
6. Copy of 147C-IRS documents required for Medicare Enrollment
7. Copy of Social Security Card
8. Copy of Drivers License
9. Letterhead of the Practice for insurance purposes
10. Medicare 855r
11. Signed W-9
12. EIN Application
13. W4 I-9 Applications
14. Evaluate Emergency Procedures
15. Articles of Incorporation and all amendments
a. Certificate of Good Standing from the State
16. Schedule of Liabilities 
a. Copies of all Financial Agreements
17. Schedule of inventory – Fixed Assets
a. Depreciation and Amortization Schedules
18. List of Employees
a. Position, Salaries, Responsibilities, Resumes for key employees
19. Copy of all Licenses
a. Business Permit, CLIA
20. Copy of company’s personal handbook and schedule of employee benefits
21. Summary Plan Description – If assuming Retirement Savings Plan
22. Copy of all warranties/operations manuals
a. Equipment
b. Leases



















Finances
1. Bank Account/copy of voided check for EFT with new practice name
2. Yearly Budget
3. Balance Sheet
4. Payroll and 401K
5. Payor Mix
6. Credit Line
7. Verify contracts, costs, and duties
8. Create a fixes asset schedule
9. Report payroll increase to insurance carrier
10. Establish on-site petty cash fund
11. Change name/address and establish automatic payments for
a. Rent, Utilities, Telephone, Cellular
12. Accounts Receivable Schedule
13. Accounts Payable Schedule
14. Schedule of inventory – Other
a. Vaccinations
b. Immunizations
c. Office Supplies
d. Medical Supplies
Provider Credentials and Physician information
1. Physician Name
2. Physician Medical License Number
3. Individual NPI
4. Control Substance
5. DEA #’s
6. Malpractice Company
7. Credentialing
8. Physician Schedule
9. List of patients in the Practice’s city
10. Workers Compensation
11. Interview all employees
12. New Employee paperwork
13. Set up new employees on health plans
14. Physician Agreements
15. Lease Agreements
Marketing
1. Website
a. Advertise new site and addition of physicians
i. All Business Names are available with .com
2. Building Signage
3. Local Advertisements
4. Promotional Material






Miscellaneous
1. Establish Final Day of Business
2. Does Sale include Accounts Receivable
3. Does Sale include Accounts Payable
4. Does Sale include Assets
5. Does Sale include Long Term Liabilities
6. Notify State regarding business license
7. Close CLIA license or transfer
8. Cancel malpractice for the practice
9. Cancel Professional Liability
10. Change request from owner/tenant to landlord for commercial space
11. Lease to new tenant
12. Talk to bank regarding the closing of the account
13. Contractors/vendors – send letter notifying them of intent to close
14. Final payroll and tax filling
15. Mail forward to home address
16. Transfer liability for utilities / telephone etc to new tenant
17. Speak to tax professional regarding transfer of assets
18. Final Tax Return
