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Complete this worksheet for EACH provider in the practice.

Provider Name

: _________________________________________________________________________

Current Date

: _______________________

Backlog

: 

 Fill in the number of backlogs to the right of the category, then add for the Total

Step #1

Step #2

Step #3

Step #4

Review Future Schedule with provider to

determine appropriateness of

appointments.

Some patients might have been seen

recently and don't need the appointment,

some patients might be able to receive a

phone call instead of the visit.

Enter below the total number of patients

removed from each category

Total:

  _______________

Review the Pending lists, Reminder lists, lists

of patients waiting for appointments using the

same criteria as looking at the future

appointments.

Enter the total number of patients removed

from each category.

Total

:  _______________

Add 

your totals from

 Step #1 

and 

Step #2

(       &      ):

+

___________

                       Subtotal

Subtract the 

S

u

btotal

       from the 

Total

Backlog

        to obtain Real Backlog Total.

-

____

_______

         

Total Backlog by Category

Calculate the number of appointments and

sessions needed to see the patients left on

the backlog.

# of Appointments =

# of Sessions =

Ÿ

Make a plan for reducing your backlog

Ÿ

Develop your plan

Ÿ

Determine how you will work down the backlog - Temporary capacity or demand

alternavites. e.g.  Refer to Increase Capacity or Decrease Demand Sections.

Ÿ

Review the following ideas to help determine what is the best for your and the team.  

These are typically TEMPORARY for a period of time.

Ÿ

Add sessions to days

Ÿ

Add sessions on weekends

Ÿ

Add hours at beginning/end of the day

Ÿ

Use lunch time

Ÿ

Use administrative time for patient time if possible

My Plan to Work Down the Backlog:

Backlog reduction Start Date: __________

Backlog reduction End Date:___________

New Patients:

PE:

Follow Up:

Other:

TOTAL BACKLOG:

Introduction: 

The steps here will help you understand and work to reduce your backlog.

In addition, here are some other strategies:

Ÿ

Add appointments

Ÿ

Add a care team member - temporary hire

Ÿ

Temporarily close the practice

Ÿ

Temporary off-load teaching
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