CRNA Credential
& Compliance

Guide &8
Checklist

As a Certified Registered Nurse
Anesthetist, maintaining your credentials
is vital. This guide offers essential tips to
help you manage them effectively.
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Before We Start...

Ask yourself the following questions to assess your
current credential management:

e Have you ever struggled to find a credential right
before a deadline?

e Are any credentials disorganized across platforms or
devices?

e Do you track expiration dates manually or with
unreliable methods?

e Have you ever sent documents insecurely over email?

¢ |syour credential storage method vulnerable to data
loss or theft?
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Are You At Risk?

If you answered "Yes" to two or more of the
questions above, you are at high risk of
missing deadlines or losing critical documents.

USE A DEDICATED STORAGE
SYSTEM

Avoid using email or desktop
folders for credential storage. Opt
for a SOC Type 2 compliant
system such as VitalPro Docs to
keep your documents secure and
organized.

KEEP DIGITAL COPIES

Immediately scan and upload all
physical documents, labeling them
clearly with type and expiration
date.
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SET EXPIRATION
REMINDERS

Schedule notifications at least 60
and 30 days before credentials
expire to allow ample time for
renewal and avoid work
disruptions.

ORGANIZE BY CREDENTIAL
TYPE AND STATE

Structure your files by state
license, national certifications,
and specialty credentials to
streamline audits and onboarding
processes.



Are You At Risk?

SECURE DOCUMENT
SHARING

Never share sensitive documents
without password protection. Use
secure links with expiration dates
to maintain confidentiality.

REGULAR REVIEWS AND
BACKUPS

Review your credentials quarterly
and maintain a local encrypted
backup of all critical documents.
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RECORD RENEWAL
SUBMISSION DATES

Track both expiration dates and
renewal submission dates to
manage processing delays
effectively.

KNOW STATE-SPECIFIC
REQUIREMENTS

Be aware of each state's specific
timelines and documentation
requirements for your licensure.



Starting Checklist

Personal Licenses & Certifications

e State RN License — Expiration:
Advanced Practice License (e.g., CRNA) — Expiration:
DEA Registration — Expiration:
BLS Certification — Expiration:
ACLS Certification — Expiration:
Specialty Certifications — Expiration:

Facility & Employment Documents
e Hospital Privileging Documents — Expiration:
e Employment Contracts — Expiration:
e Malpractice Insurance Certificate — Expiration:

Continuing Education
e Running Log of Completed CEUs — Last Updated:
e Annual CE Requirements Met

Communication & Sharing
e Set up secure document sharing
e Enable credential expiration reminders
e Review & update documents quarterly — Last Reviewed:

Organization & Backup
e Store credentials in a secure, centralized location
e Back up credentials to encrypted local or secondary cloud storage
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