Documents to Review for Site Visit

Note: 
Please provide most recent applicable documents unless otherwise indicated. Documents listed in “bold” type are requested electronically prior to arrival of the review team. 

The review team may request any other documents that may be needed to complete a fair and objective assessment. 

GOVERNANCE/ADMIN
· Board Committee Minutes

· Board Minutes (Past 12 months)

· Board Program Evaluation

· Board Recruitment and Retention Plan

· Board Roster with Member Characteristics

· Board Self-Evaluation

· Board Training Schedule

· Business Office Policy

· CEO Evaluation

· Contracts with Third Party Payers and Vendors
· Description of Services Provided
· Electronic Health Record Agreement

· Employee Performance Evaluations
· Employee Satisfaction Survey

· Grant Application
· Job Descriptions for All Positions
· List of Contractors

· List of Contracts (vendor, leases, insurance, third-party payer) and Grants with Amounts

· Management Policies and Procedures

· Mission Statement

· Needs Assessment Survey
· Organizational Bylaws

· Organizational Chart
· Personnel Files Checklist/ Matrix
· Personnel Manual
· Policies and Procedures Manuals

· Sample Personnel File (Consultant will randomly select)
· Staff Orientation Packet

· Staffing List with Names and Position
· Staffing Plan

· Strategic Plan

FISCAL

· Accounts Payable Listing and Aging Reports

· Accounts Receivables and Aging Report

· Annual 990 Reports

· Annual Budget

· Latest Financial statements

· Latest Audit

· Billing and Collections Policies and Procedures

· Business Plan

· Capital Plan

· Chart of Accounts

· Cost Allocation Procedure

· Employee Contracts and Affiliation Agreements

· Facility Lease Agreements

· Finance Committee Minutes (Past 6 months with reports)

· Financial Management Policies

· Financial Performance Measures

· Fixed Asset Listing and Depreciation Schedule

· Monthly Reports Supplied to Board of Directors, CFO, Financial and Clinical

· Notice of Grant Award (all for this year)

· Operating Plan

· Provider Productivity Report (12 months)
· Sample of Time Keeping Records

· Sliding Fee Application

· Sliding Fee Scale, Policy and Procedures

· Status of Line of Credit or Other Short-term Financing
· Strategic Plan
· UDS Report 2011
· Annual Federal 990 Tax Return

· Grant Application
CLINICAL

· Appointment Scheduling Templates

· Center Brochure

· Chart Audit Forms and Chart Audit Results

· Chief Medical Officer Job Description

· CLIA License

· Clinical Policies and Procedures (Nursing, Clinical Operations)

· Clinical Standards of Care (Practice Protocols) for Chronic Disease and Preventive Medicine, and Emergencies

· Credentialing and Privileging Provider Files

· Credentialing and Privileging Policy and Procedures

· Drug Formulary, Prescription Assistance Program Policies and Procedures

· E/M Coding Distribution by Provider (if easily obtained)

· FTCA Malpractice Insurance or other Malpractice Coverage

· In-service Training Records

· Medical Records (Sample paper or electronic) OB, Pediatric, Adolescent, Adult, Geriatric (Random sampling across life cycles)

· Medical Records Policies and Procedures

· Medical Staffing Plan vs. Current Medical Staffing

· Memorandums of Agreement/Contracts for basic lab, x-ray, mental health services, 340B Drug Pricing, Hospitalization, After Hours Coverage, Preceptors)
· Peer Review Policy, Tool, and results

· Preceptor Agreement for Nurse Practitioner

· Provider Contracts

· Provider Meeting Minutes (6 months)

· QA/QI Plan 

· QI Committee Minutes (Last 6 months)
· Risk Management Committee Minutes (Last 6 months)

· Risk Management Plan

· Risk Management Policies and Procedures

· Specialty Provider Referral Agreements

· Staff Recruitment & Retention Plan

· UDS Report 2011 and 3-yr trend
· Grant application (most recent) to include abstract, narrative, Form 5 – Parts A, B and C, and Clinical Performance Measures 
· Note: many of the highlighted items should be included within the grant application

Document List for Operational Assessments (2013)

General

To Review Before Operational Assessment:

· Organizational chart

· List of key staff (names, titles and FTE)

· List of board of directors (BoD) members with affiliations (consumer and non-consumer)

· Board of directors bylaws

· Conflict of interest policy

· Most recent needs assessment with service area map

· 2011 UDS Report or (final for UCC, 2012 draft for OCC)

· 2012 Budget Period Progress Report (BPR) application (UCC)

· Prior diagnostic or significant consultant reports from last 3 years

· Provider productivity reports

To Review On-Site:

· One year of Board minutes or other documentation that BoD is fulfilling oversight responsibilities (since June 2012 for OCC)

· Personnel Manual

Clinical Consultant

To Review Before Operational Assessment:

· Latest Health Care Plan

· Quality Assurance-Quality Improvement Plan

· QI meeting minutes (last 12 months)

· Risk management plan

· Clinical quality chart audit reports

· Chief Medical Officer job description

· Board meeting minutes from last 12 months involving QI or Medical Director

To Review On-Site:

· Safety or risk management meeting minutes (12 months)

· Drug formulary, prescription assistance program policies and procedures

· Provider meeting minutes (12 months)

· Clinical system policy and protocols (e.g. no-show, phone triage, walk-in, etc.)

· Clinical care policy and protocols and guidelines

· Patient appointment schedule templates

· Staff clinician job descriptions

· E/M coding distribution by provider if easily obtained

· Provider personnel files with contracts or compensation agreements, incentive program

· Medical records: three sample records from each life cycle (If using EMR then random list of appropriate active chart numbers for easy access on site)

· CLIA License

· Deeming application for FTCA coverage

· Credentialing and privileging policy

· MOA/MOU with providers of required services

· Provider recruitment and retention plan

Financial Consultant

To Review Before Operational Assessment:
· 2012 BPR Financial Plan

· Last three years audited financial statements and management letters

· Latest monthly unaudited financial statements

To Review On-Site:

· Notices of awards (NOA) for all federal grants 

· Latest budget

· Latest accounts receivable aging report

· Latest accounts payable listing and aging report

· Latest month BoD fiscal reports

· BoD finance committee minutes (last 6 Months) *

· Sliding fee scale including policies and procedures

· List of outstanding long-term debt status of line of credit

· Other short-term financing

· Most recent financial status reports for all federal grants

· Financial management policies and procedures

· Status of Medicare and Medicaid settlements

· Most recent annual 990 report

· Fixed asset listing and depreciation schedule

