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Office Facility 
Questionnaire (OFQ)

Complete this only if your office is located in a business office. If your 
office is located in your home, please contact CHP. 

Provider Name: Office Address: 

Clinic Name: 

Indicate the type of structure your practice is located in: 
 Professional/Medical 

Building 
 Freestanding Clinic 

 Educational Institution 
 Home Office/Resident 
 Fitness Club/Gym 

 Office Building 
 Mall or Shopping Center 
 Spa/Salon 

Indicate regularly scheduled clinic hours (i.e., 8:00 am – 5:00 pm): 
Sun Mon Tues Wed Thurs Fri Sat 

Physical Accessibility Yes No N/A 
1. Is the building wheelchair accessible?
2. Is there wheelchair access and maneuverability within the office?
3. Is the restroom handicap accessible?
4. Do patients know how to contact providers for urgent/emergency evening or

weekend appointments?
5. Is this office able to schedule:

An urgent new patient appointment within 24 hours? 
A routine new patient appointment within one week? 

6. What is the average number of days to schedule:
An urgent established-patient appointment? # days 
A routine established patient appointment? # days 

7. What is the patient’s average waiting time within the office before
seeing a provider?

# min. 

8. Are office hours posted in or outside of this office?

Physical Appearance & Safety Yes No N/A 
9. Is there an emergency kit readily available?
10. Is there a fire extinguisher, with an inspection tag dated within the past year,

properly charged and readily available?
11. Is there a smoke alarm or sprinkler system in the office?
12. Is all electrical equipment free of frayed cords, bent plugs, etc.?
13. Is there appropriate signage posted in the area around x-ray equipment?
14. Are floors clean, free of spills, and without any worn areas that could cause

slipping/tripping?
15. Are the building and grounds neat and in good repair?
16. Are all areas of the facility clean, neat, and free from offensive odors?
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17. Are the restrooms clean daily (toilets, sink, and floors)?
18. Are patient treatment tables and equipment cleaned after each patient visit?
19. Are the exits clearly marked?
20. Are nutritional supplements within expiration dates kept out of reach of patients?
21. Do you use only FDA-approved disposable needles?
22. Do you attest to properly disposing of FDA-approved disposable needs in accordance

with state and federal regulations?

Adequacy of Waiting and Examining Room Spaces Yes No N/A 
23. Is there adequate waiting room space?
24. Is there adequate seating in the waiting room?
25. Is the waiting room well lit?
26. Is there sufficient examining/treatment room space?
27. Are exam tables positioned to limit the possibility of patient exposure from hallway?
28. Is there a room available to patients where patient privacy and confidentiality can be

assured?
Upon request, all patients must be provided access to privacy during treatment or
discussion of confidential matters. Offices with an “open concept” must have a private
room available.

Adequacy of Medical/Treatment Record Keeping Yes No N/A 
29. Are patient’s clinical records well-organized, in chronological order, with information

easily tracked?
30. Is all charting completed within 24 hours of a patient visit?
31. Is patient information in an area not accessible to patients or guests?

Other Yes No N/A 
32. Are patient gowns, towels, or sheets for draping offered to patients?
33. Do other health care providers provide care in your office?
34. If yes, please list name and specialty below:

35. Please list languages read/written/spoken by provider and staff: Read Write Speak 

I attest that the information provided in this Office Facility Questionnaire is true, current, correct, and 
complete to the best of my knowledge and is furnished in good faith. I understand that material omissions 
or misrepresentations may result in denial of my application or termination of my Professional Services 
Agreement. 
I understand that The CHP Group may require an on-site audit prior to participation and may perform 
random audits of all provider’s office sites upon 24-hour prior notice if significant quality of care or risk 
exists. 

Signature Printed Name Date 
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