· Arrange with supervisor to have 3-6 hours weekly of no interruptions, (emails and phone calls)
· Break issues up into 3 main categories: Student Management, Service Management, Claim Submissions. 
· Service and Claim management should be provider specific and their issues resolved separately. A speech provider may not be running into the same documentation issues a social worker is. 
· Establish routines: 1st Monday of the month check eligibility. Submit claims every Friday. Follow up on denials every 3rd Thursday and so on.

