Scheduling Appointments

Using the textbook or the “Scheduling” handout, answer the following questions with a short one or two sentence response. 

· Discuss the three items that must be considered when scheduling appointments. 

1. 

2. 

3. 

· Discuss the advantages of computerized appointment scheduling.



· List and explain at least three methods of appointment scheduling.

1.
2.
3.

· Discuss two methods of dealing with patients who consistently arrive late. 



· Name three reasons for failed appointments.

1. 

2. 

3. 

· Describe the key elements necessary for  proper set-up of a scheduling matrix.



