ORGANIZATIONAL
STRUCTURING

Think about the fo”owing questions to Figure out what systems to pu
always adjust and add to this later. Remember, depending on if you ha
independen’r contractors, your expectations will be different. Consult with

make sure you are treating your staff as you should depending on your

INTAKE

Who is doinE the intake co||s/s<:heo|u|ing? If someone else is o|oing them, how are
keeping track of schedules?

How is the client getting intake poperwork (emailed, online, in office)?

If using insurance, who is o|oing benefit checks and how will you let the clie

NEW HIRES

W hat is your hiring process? Who are you looking for? Certain speci

days to work? How many hours? IC or employee? How is your pa

W hat information do you need from new hires? W2, W4, 1099

mo|pr0c+ice insurance, resume, signed contract, dip|omos, etfc.

Do Jr|f1ey need to opp|y for insurance pone|s, and if S0, which

Do you offer supervision for your staff?

OFFICE POLICIES

Opening/c|osin of office. Do you want overhead |ig
on? Anything Jr?wey need fo know if they are the fir

How will you be doing payroll? Do it yourself or

Full Service Payroll and do it myself, easy peas

If you have emp|oyees, do you expect them
discussina this is imﬂg)or’ron’r. Can Jrhey b|og f

market themselves? Do you have/want i

Will you offer retirement accounts or h

s your system secure? HIPAA com
Apps for Work and Virtru for sec

employees (NOT FOR IC)? Wh
depending on the structure of y

DO you hOVQ no ShOW/lO‘I’Q C

high balances?




