IBCLC Practice Guide | Credential Renewal Tracker
Credential Renewal Tracker
A renewal tracker for IBCLC certification, licenses, insurance, NPI/profile documents, and payer-required credentials.
	Important note
This tracker is for all credentials that can expire, not just clinical certifications.


Practice Snapshot
	Provider name
	 

	Practice name
	 

	Review owner
	 

	Review date
	 


Renewal Items to Track
	Checklist Item
	Status / Notes

	IBCLC certification and continuing education.
	☐ Not started  ☐ In progress  ☐ Complete  ☐ N/A
Notes:

	Other professional licenses, CPR/BLS, background checks, facility privileges, malpractice insurance, general liability, CAQH/profile documents, W-9, business licenses, and payer-specific attestations.
	☐ Not started  ☐ In progress  ☐ Complete  ☐ N/A
Notes:

	Set renewal reminders before expiration and store proof of renewal in the credentialing folder.
	☐ Not started  ☐ In progress  ☐ Complete  ☐ N/A
Notes:


Credential Renewal Tracker
	Credential / Document
	Number / ID
	Expiration
	Reminder Dates
	Submitted To
	Notes

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


Advisor / Review Questions
Who owns this process?: ____________________________________________________________________________
What official source, payer contract, or portal confirms the requirement?: ____________________________________________________________________________
What needs to be reviewed before this document is used with clients, payers, or vendors?: ____________________________________________________________________________
What is the next deadline or follow-up date?: ____________________________________________________________________________
Source Notes
Helpful official reference points: CAQH ProView; NPPES NPI Registry.
	Use with judgment
Use this as a planning and tracking tool. Final requirements should be confirmed against payer contracts, official portals, state law, HIPAA guidance, and qualified professional advice for the specific practice.
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