1. Simple SOP Template for Podiatry Practices


This template is designed so any staff member can document their job tasks quickly.


Standard Operating Procedure (SOP)

Department:
Task Title:
Created By:
Date Created:
Last Updated:

Purpose

Explain why this task is performed and its importance to the practice.

Example:
To ensure accurate insurance verification prior to patient appointments to reduce claim denials.

When This Task Is Performed

Example:

· Daily
· Weekly
· Prior to patient appointments
· As needed

Responsible Staff

Example:
Front Desk / Medical Assistant / Billing Department / Practice Manager









Step-by-Step Instructions

1. 

2. 

3. 

4. 

(Be very specific. Assume someone with no prior experience must complete the task.)

Required Tools or Systems

Example:

· EMR system
· Clearinghouse portal
· Insurance websites
· Phone numbers

Common Problems & Solutions

Problem:
Solution:

Problem:
Solution:

Compliance / Important Notes

Example:

· Must be completed 48 hours before appointment
· Follow HIPAA guidelines
· Document verification in EMR

Related SOPs

Example:

· Patient Scheduling SOP
· Authorization Request SOP
· New Patient Intake SOP
