
Patient Requests 
Appointment

Check 
Availability

Quick Call List 
Process

Book Initial 
Appointment
• Secure the earliest 

available slot, even if it’s 
not preferred.

Offer Quick Call 
Option
• Inform the patient you’ll 

notify them if an earlier 

appointment becomes 

available.

Track Preferences
• Use practice 

management software or 

a manual system.

• Add note: "Sooner if 

possible," including 

preferences (day/time).

Managing Quick 
Call ListReschedule and 

Finalize

End

• If slot available, 

book appointment → 

End.

• If slot not available, 

proceed to next step. 

Monitor Schedule
• Regularly check for 

cancellations or reschedules.. 

Match Open Slots
• Use software or manual list to 

identify patients who want 
earlier slots.

• Prioritize patients based on 
their needs.

Contact Patient
• Offer the earlier slot to 

the patient.
• Confirm changes with 

the patient.

Update System
• Cancel duplicate 

appointments to avoid 
confusion.

• Patient is satisfied 
and rescheduled.

Be Responsive to Patients Who Want Appointments Promptly
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