


Weekly Front Desk Meeting Agenda
       Review past week’s Front Desk Checklists
       Review all Front Desk Metrics for the past week
· % Pt. Appointments Kept
· % NA Appointments Kept
· # New Arrivals
· # Patient Visits
· Amount Upsold 
· # Patients Reactivated
· # Referral Cards Given
· # Testimonials Taken
· # Online Reviews
       Review all Forms & Logs
· NA Missed Appointment Log
· NA MAS 
· Pt. Missed Appointment Log
· Pt. MAS
· Patient Concerns Log
· Patient Questions & Comments Log
· Upsell Log
· Testimonial Log
· New Arrival Log
· New Patient Value Form – Does it balance?
       Kudos 
· Express Appreciation for Staff 
· What they’re doing well
       Job Satisfaction
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