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Readiness Checklist: Digital Mailroom Intake &

Intelligent Processing

How To Use This Checklist

Use this tool to evaluate your organization’s current digital mailroom maturity across intake channels, intelligent
processing, workflow routing, compliance controls, and operational performance.

For each item, select the option that best reflects your current state:

In Place Partially Not in Place N/A

Ensure inbound documents and data are captured consistently In Place Partially Notin N/A

across all channels through a unified, governed intake model— Place
not fragmented processes or departmental silos.

1. Intake is managed through a centralized process with
defined ownership, standards, and conftrols.

2. Mail, fax, email, portal uploads, and other inbound channels
are consolidated into a consistent front-door intake workflow.

3. Claims and non-claims correspondence follow standardized
intake rules and are not handled inconsistently by separate
departments.

4. A defined intake model exists for high-volume
correspondence categories (claims, appeals, authorizations,
enrollment, member letters, provider documents, etc.).

5. The organization has end-to-end visibility from receipt
through delivery, including confirmation that items reached the
correct downstream team/system (and, where applicable,
EDI/X12 transmission confirmation).

Notes / Gaps Identified / Next Steps:
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In Place Partiall il N/A
Ensure physical and digital documents are captured with Y Place
consistent quality to support downstream automation,

accuracy, and compliance requirements.

1. Scanning and imaging standards are clearly defined
(resolution, file formats, naming conventions, indexing
requirements, barcode usage, etc.).

2. Image quality is consistently sufficient fo support automated
classification and extraction
(legible, complete, properly aligned).

3. Quality controls exist to detect missing pages, skewed scans,
unreadable content, or duplicate documents.

4. Exception handling is defined for poor-quality documents
(rescans, manual intervention, escalatfion process).

5. Document retention and storage processes are aligned with
compliance and audit expectations
(including chain of custody).

Notes / Gaps Identified / Next Steps:

Notin
In Place Partiall N/A
Y Place /

Reduce manual sorting and improve routing accuracy through
intelligent classification and standardized indexing logic.

1. Document types are consistently identified and categorized,
including structured and unstructured correspondence.

2. Intelligent classification is in place for high-volume document
categories to reduce manual sorting and routing.

3. Indexing standards are defined and consistently applied
(member ID, provider ID, claim number, dates, line of business,
efc.).
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4. Confidence scoring and exception workflows exist for
documents that cannot be confidently classified.

5. Classification and indexing rules are fied to downstream
business workflows (not handled manually or inconsistently).

Notes / Gaps Identified / Next Steps:

In Place Partially g N/A
Place

Enable Al-assisted extraction of key data elements while
ensuring validation, quality control, and accuracy for
downstream processing.

1. The organization has defined which data elements must be
extracted to support operational workflows
(claims, eligibility, authorizations, appeals, etc.).

2. Al-assisted extraction is used to capture key fields and reduce
manual data entry where appropriate.

3. Validation processes exist to confirm extracted data
accuracy
(human-in-the-loop workflows, exception queues, etc.).

4. Low-confidence fields are flagged and routed for review
before impacting downstream workflows.

5. Data quality standards exist o prevent inaccurate extraction
from creating operational risk or rework downstream.

Notes / Gaps Identified / Next Steps:
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In Place Partiall M N/A
Ensure intake is connected to downstream processing through Y Place
automarted workflow routing, queue logic, and measurable

handoffs.

1. Documents are routed automatically to the correct
operational feam/system based on document type and
business rules (including EDI/X12 routing where applicable).

2. Intake workflows reduce handoffs and prevent delays caused
by manual distribution or inbox-based routing.

3. Exceptions are routed info defined queues with escalation
paths and ownership.

4. Intake workflows integrate into claims, member, provider, and
contact center operations—including standardized handoffs
info payer systems and EDI/X12 workflows where applicable—
not as a standalone function.

5. Automation is actively reducing manual workload and
improving consistency of downstream processing.

Notes / Gaps Identified / Next Steps:

Notin
In Place Partiall N/A
Y Place /

Measure and manage intake performance to improve
furnaround times, reduce backlog risk, and meet SLA
expectations.

1. SLAs are defined for intake processing and delivery by
document type and channel.

2. Turnaround times are tracked consistently and reported to
leadership.

3. High-priority documents (appeals, expedited requests,
regulafory correspondence, etc.) are flagged and routed
appropriately.
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4. Backlogs can be monitored in real fime or near real time,
with defined response actions.

5. Intake capacity can scale to volume spikes without disrupting
downstream operations.

Notes / Gaps Identified / Next Steps:

Notin
In Place Partiall N/A
Y Place /

Ensure intake workflows are governed, secure, and auditable—
supporting compliance requirements and reducing risk
exposure.

1. Role-based access conftrols exist fo profect sensitive payer
data and limit exposure of PHI.

2. Intake workflows support tfraceability and audit readiness
(who handled what, when, and where it was routed).

3. Policies exist for secure handling, storage, and retention of
documents across all channels.

4. Compliance controls are embedded into workflows (not
dependent on informal manual processes).

5. Security governance is maintained even as automation and
Al-assisted processing expands.

Notes / Gaps Identified / Next Steps:
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In Place Partiall el N/A
Ensure intake operations are measurable, fransparent, and Y Place
managed through consistent performance reporting and

operational controls.

1. Infake volume is tracked by channel, document type, and
business area.

2. Operational dashboards or reporting exist to track
throughput, backlog, and SLA performance.

3. Exception patterns are monitored to identify workflow
breakdowns or classification gaps.

4. Intake performance is reviewed on a defined cadence
(weekly/monthly) with operational accountability.

5. Reporting is used to continuously improve automation
opportunities and reduce manual work over time.

Notes / Gaps Identified / Next Steps:
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Digital Mailroom Readiness Summary & Next-Step Action Plan
Summary Reflection

1. Top 3 gaps limiting intake performance today:

2. Top 3 automation opportunities to prioritize next:

3. Top 3 compliance or governance risks tied to intake:

4. Immediate next steps to improve intake performance over the next 90 days:
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Enterprise Digital Mailroom.
Proven in Production.

Imagenet helps payers convert high-volume, unstructured intake into
automation-ready data through secure, governed workflows and Al-assisted
classification and extraction—with support for compliant paper-to-EDI
conversion and downstream transmission monitoring (EDI/X12).

With 25+ years of digital mailroom experience, we deliver the operational
rigor and compliance controls required to support mission-critical payer
workflows—without disrupting existing core systems.

SOC 2TYPE I
CERTIFIED

What We Deliver

e Al-assisted document classification, extraction, and validation
e Workflow automation with governed routing, audit trails, and reporting
e Quality control and exception handling to reduce rework
e Paper-to-EDI conversion with validation and downstream transmission
monitoring (EDI/X12 acknowledgements)
e Flexible delivery models:
Managed Mailroom | Hybrid Mailroom | Mailroom Software

CERTIFIED ]

Scan the QR code to
explore our delivery
models and capabilities.
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