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Description

When a client leaves our practice, they must be terminated in multiple systems using the procedure outlined below.

Assumptions

N/A

Procedure

1. Change status in Redtail to Former Client
2. Confirm all funds have been distributed
3. Enter termination date on Redtail contact record
4. Disable birthday reminder in Redtail by unchecking the box next to Enable DOB Reminder?
5. If the client is a SIMPLE participant, remove the employer from the client record
6. Adjust spouse and family members' statuses in Redtail, as applicable
7. Enter a note in Redtail that records the client termination and reason for departure
8. Move the client file to the Z - Former Clients file in Redtail Imaging
9. Close client and accounts in Client Central

References

N/A
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