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Checkout Suggestions Script 
 
 
To properly handoff a patient to checkout, the doctor will use the following script: 
 
 

 
 
From here, the financial coordinator or person checking the patient out will complete the following 
steps:  
 

Step Action 

1 Say, “(Patient name), it’s great to meet you” for new patients or “(Patient name), it’s great to 
see you again” if you’ve already met.  

2 Ask how their consultation was with the doctor. 

3 Tell the patient that you have the details from the doctor but ask them to detail what they 
discussed so you can match this information with the treatment plan provided. 

4 Verify that the patient is using their dental insurance to cover a portion of the cost. 

5 Say, “Great. I’ve put a treatment plan together for you. You can see here the total fee, minus 
the insurance estimate and the remaining portion. Let’s go over how this works.”  

6 Explain all of the payment details, including all of the following: 

• State that the patient is responsible for the entire fee 

 

“Hi (Staff member name), this is (Patient name). 

We just completed a consultation and Jeff is going to have his 
wisdom teeth extracted. We want to get this scheduled in the 

next two weeks. 

I’ve included some details on the procedure so you can go over 
the treatment plan with him, and I let him know you’ll go over 

all of the insurance information and scheduling points together. 
Thanks for taking care of him!” 
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• State that the patient has (name of insurance) and partial coverage for examination, 
images, anesthesia, and procedures prescribed 

• Explain that partial coverage means that even though the items may be covered 
under their insurance plan, the insurance will only pay a certain portion of the fee 
and the practice can only estimate who much that will be until the claim is filed with 
the insurance company 

• Provide the total estimated cost, the amount estimated to be covered by insurance, 
and the amount left over for the patient to pay 

• State when the patient amount will be collected (e.g., today, on the day of surgery, 
etc.) 

• State that after insurance payment is received, the patient will receive a statement, 
for which the remaining balance is due immediately or they will be notified of any 
refunds if applicable 

• Go over payment options 
• Go over Care Credit 
• Schedule the appointment 
• Have the patient sign the financial policy 
• Go over the cancellation policy 
• Confirm the patient’s best contact information 

 
 


