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BE SURE TO RECORD THE REASON FOR THE VISIT ON THE DOCUMENT.  If not recorded, every 
patient file has to be looked up to view provider’s notes. 
 

1. Be sure to GET THE REASON FOR VISIT on the form. Follow up is not acceptable.  Ask the 
patient what they are being treated for if follow up is their answer.  Are they here to get 
test results?  Is it related to diabetes, blood pressure, thyroid, medication refill, pain etc.  
Something more specific must be recorded in a few words. 

 
2. Have the patient sign and date the form after the reason is recorded. 

 
3. A 110 must also sign and date the form. 

 
4. When complete, make a copy and give the patient the copy.  Place the original in the 

black bin at the front desk for scanning. 




