Process Improvement

What / Who Matrix

	Project Title: 
	  Intake Process Assessment         
	Date:    
	


	 WHO
	Intake Team
	Documentation Team
	Insurance - payer qualification team 


	Intake Team 
	Documentation Team 
	Intake Team 

	WHAT
	    Complete initial intake form
	    Verify Dr. info., Rx, and insurance info.
	     Obtain insurance authorization 
	    Create delivery ticket
	    Assemble, print  AOB, EOC, and other forms
	   Print ticket and coordinate delivery

	 WHY
	First step in process of creating a new order 
	Ensure information is accurate - needed to obtain auth. 
	Required for payment of claim
	Needed for warehouse to fill order accurately
	Required - Medicare and Medicaid 
	Ensure timely fulfillment of order to customer

	HOW
	Phone, fax, PC (software)
	Phone, e-verify, fax, PC
	Phone, PC  (online) and/or fax                                
	Software system
	PC (software)


	PC (software) printers


Future State Considerations:
Consolidate current separate functions as much as possible in order to minimize handoffs 

