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Intake Flow Chart
Mobile Psychiatric Nursing

Intake Part 1 
Intake Specialist

* Prepare and "Sign Off" on the Initial 
Treatment Plan.

* Prepare PCP letter to be sent with 
Treatment Plan.

* Hold Checklist until entire Intake 
process is complete.

* Place Timesheet in  "Timesheet" 
folder. 

Intake Part 2
Intake Specialist or Nurse

* Complete remaining documentation and check off checklist.

* Place Checklist,  any hard copy documentation, and 
Timesheet  in "Timesheet" folder.

Timesheet Checker
After Intake Part 2

* Check Checklist with information in EHR and 
any hard copy documents.

* Place completed packet into "Intake packets 
to Scan/Index" folder

* Verify that all consents are completed.

* Follow the procedure outlined in the EHR 
Manual Section E10 "Treatment Plan 
Tracking"

* Place completed timesheet in "Payroll" folder .

Timesheet Checker
After Intake Part 1

* If no Checklist attached.
*Verify that there is a 

second appointment 
scheduled.

*Check timesheet to SB and 
Initial Nursing 
assessment. 

*If Checklist is attatched.
*Go skip to Timesheet 
Checker after Intake Part 2.

Administrative Support Staff

* Scan all hard copies into EHR. File them in the tickler binder.

* Place Checklist into "Incomplete Charts" folder if additional 
documentation is missing.

* Scan completed Checklist to EHR and file in tickler binder.

* Check "Incomplete Charts" folder every Friday. 

* Leave messages for the Nurses  to remind them of missing 
documents. Include the Director on the message. 

Administrative Support Staff

* Please refer to the EHR Manual Section D4. 
"Process for MPN and OPC Referrals and 
Intakes.

* Place Checklist and any supporting 
documents into the  "Scheduled Intake/ 1st 
Scheduled Nurse" Folder and check daily. 

* Give packet to Intake Specialist the day 
before the scheduled appointment.

Director 

* Review  Updated Treatment Plan 
within 24hrs of  notification of 
completion.

* Alert Administrative Support Staff of 
Treatment Plan being ready to send 
to PCP.

Administrative Support Staff 

* Fax PCP letter, Treatment Plan, and 
ROI to PCP.
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