
Billing Service Training Mentorship Checksheet

Note: Welcome to your mentorship! Please be sure to do each step in sequence and
initial as you go. Refer to the glossary for any words you don’t fully understand. If you
get stuck, contact your mentor immediately.

Section 1, “Business Setup”:
Initials:

1.) Website fully set up and published ___________
2.) Copy added to the website ___________
3.) Linkedin page fully set up ___________
4.) Legal Structure Established ___________
5.) Errors & Omissions and Cyber Security Policy ___________

Mentor Verification & Attestation: ______________________________________

Section 2 “Promotion & Closing a Client”:

1.) With your mentor, do the Closing Clients drill as covered in the
“Closing Clients” video ___________

2.) With your mentor, drill consultations as covered in the “How
To Do Consultations” video ___________

3.) With your mentor, drill the following commonly asked
questions
- “What do you charge?”
- “How does this work?”
- “Do you have any references?”
- “How long have you been doing this for?”
- “What do you need from me to get started?”
- Miscellaneous technical billing questions
- The introduction of a billing “tag” ___________

4.) With your mentor, go over a promotion strategy that includes
(but is not limited to) Linkedin, word of mouth and email ___________

5.) Create a Linkedin message and email ___________
6.) Begin promotion.



Note: This can take some time. Ensure you stay in touch with your mentor,
informing them of your progress weekly and letting them know right away
anytime you need assistance.

7.) Close your first client ___________

This section is complete once the first client has been closed. Mentor to provide billing
“tag” on calls, as needed.

Mentor Verification & Attestation: ______________________________________

Section 3, “New Client Setup”:

1.) Go through the steps of the New Client Guide, contacting
your mentor for any questions or problems ___________

Mentor Verification & Attestation: ______________________________________

Section 4, “Delivery”:

The mentee has demonstrated competence in the following skills:

Mentee Initials Mentor Initials

Patient demographic entry

Visit/charge entry

Correct claim filing (Medicare,
UHC, other group)

EOB entry

ERA entry

Claims correction



Follow Up

Invoicing & Reporting

Other

I attest that I have completed each step of the mentorship and can competently deliver
billing services to a client:

Mentee:

______________________________________ ___________
Name Date

I attest that I have mentored the above mentee to the best of my ability and they have
demonstrated to me that they can competently deliver billing services to a client:

Mentor:

______________________________________ ___________
Name Date


