Calculations to be based upon each FTE working 1,800 hours per year (2,080 minus 280 hours for vacation, sick leave, holidays, continuing education, etc.).  

	Activity
	Description
	Calculations
	Comments
	Total Time
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	Notary Public
	· Meet with patient
· Review patient paperwork

· Notarize documents


	4 hrs/yr
	
	4

	Qualis
	· Receive & review  request from Qualis (all new members from last calendar year)

· Request Qualis report from database administrator
· Review report for accurateness
· Correct report as needed

· Make report look like the template Qualis uses

· Obtain CAOs signature

· Fax all documents to Qualis

· Document receipt of all pages

3 months goes by . . . . . . 
· Review request of signed Medicare Attestations from Qualis

· Access MSOW / each practitioners account and print each Medicare Attestation sheet

· Fax all sheets to Qualis

· Document receipt of all pages


	6 hrs/yr
	
	6

	L-Time
	· Review L-Time
· Request L-Time correction form

· Correct L-Time


	5 mins/wk x 52
	
	2.6

	NPDB 
	· Complete annual registration authorization

· Re-enroll members annually
· Update credit card as needed

· Reconcile procurement card with billing report

· Update/maintain user accounts (unlock as needed)


	1 hr/mth x 12
	
	12

	Annual Employee Review
	· Review last year’s review
· Review manager/peer / self-comments for current review

· Add comments where needed

· Review with Manager

· Meet with employee and manager

· Complete colleagues peer review requests for annual review


	Annual

2 employees 
2.5 hrs/each 
	
	5

	Medical Staff Services Dept. meetings
	· Review agenda

· Prepare for meeting (if needed)

· Drive time to and from meeting
· Attend meeting

· Participate in discussions

· Follow-up discussion with office staff

· Log miles


	4 mtgs/yr x 4 hrs
	
	16

	Medical Staff Coordinator meetings
	· Review agenda

· Prepare for meeting

· Attend meeting

· Drive time to and from mtg

· Follow-up discussion with office staff


	6 mtgs/yr x 4 hrs
	
	24

	Medical Staff Cred. Spec. meetings
	· Review agenda
· Prepare for meeting

· Follow-up discussion with office staff


	12 mtgs/yr x 1 hr

	
	12

	MSO Manager

meetings
	Meeting held with MSO Manager at SC

	1 time/mth x 2 hrs x 12 mths
	
	24

	Misc. meetings
	· Various training sessions (RightFax, new copier, etc)

· Vicki Searcy

· Organizational Development

· Unit Managers (for example re ED call schedule)


	2 hrs/yr
	
	2

	Physician Engagement 
	· Assist Lisa Goren with scheduling meetings / member availability

· Review and present materials to MEC


	2 hrs/yr
	
	2

	Misc. Projects
	· Participate in credentialing  synchronization meeting

· Participate in additional system-wide meetings as requested


	2 times/yr x 4 hrs (with travel time)
	
	8

	WPHP
	· Review quarterly reports
· Follow-up with WPHP if needed

· Present reports to Officers

· File in folder


	4 times/yr x .5 hrs
	
	2

	Educational Conferences
	Coordinate all aspects of yearly educational conference for all MEC members: 
· Discuss attendance with Officers

· Email MEC members invitation and request hotel accommodation preferences
· Prepare preliminary attendance sheet for conference representative

· Update attendance sheet as needed throughout 6 month period

· Write check to conference rep. and hotel

· Get check signed

· Research flight and car rental costs

· Email MEC members any additional info. as it comes in
· Coordinate MEC social event

· Attend conference

· Review end of conference invoice(s)

· Write check

· Get check signed

· Request reimbursement requests from MEC members

· Review travel reimbursement requests and present to President for review/signature

· 2nd request for reimbursement requests

· Prepare and maintain expense report based on individual expenses

· Present expense report to Officers once all reimbursement requests have been received
	
	
	200

	Legacy Required Education
	Complete annual Legacy required education
	1 yr/hr
	
	1

	Leadership Council 
	Attend SC Leadership Council meetings
	2 hrs/mth x 12
	
	24

	EveryReady 
	Attend EveryReady meetings
	1 hr quarterly
	
	4

	ED Call Schedules
	13 call schedules:
· Print instructions

· Access Amion (for TVC call schedules)

· Request all other schedules from various clinics

· Enter calendars into SmartWeb

· Distribute completed schedules to various clinics and floors

· Update schedules throughout the month as needed

· Assist with reimbursement questions


	12 hrs/mth x 12
	
	144

	Section Chair signature 
	· Create monthly section chair signature sheet 
· Record timely signatures in stipend tracking tool
	5 min x 12
	
	0.6

	Assist Administration
	Doctor’s Day celebration: 
· Research and order gift
· Coordinate sign posting
· Order catering (food and cake)
Christmas card labels:
· Run MSOW report to obtain names and address

· Review list and delete members as requested

· Merge list into labels

· Email labels to Admin

Misc.:

· Create Medical Staff Rosters as requested

· Answer questions
	yearly
	
	4

	Physician Lounge Food
	· Complete catering request
· Monitor food availability throughout day

· Contact Officers to increase quantity

· Contact catering to increase quantity 

· Contact housekeeping to empty garbage/clean room
	5 mins/wk x 52 wks
	
	2.6

	Misc. practitioner requests (from Library or hall)
	For example:

· Overhead speakers needed in Library and Lounge
· P number request / dictation instructions
· Assist with jammed copier
· Assist with faxing 

· Computer not working

· Phone not working
	10 mins/wk x 52 wks
	
	5.2

	LSC Creek Award 
	· Review Creek Awards
· Access MSOW to ensure practitioner is on staff

· Create mailing list in excel (if large quanity)

· Copy practitioner’s mailing address into letter

· Update letter with correct date and practitioner’s name

· Put letterhead in printer

· Print letters

· Obtain CAOs signature

· Obtain Med. Staff President Elect’s signature

· Two-side copy letters

· File all letters in Cred. File

· Mail Creek Award and letter to practitioner
	1 hr quarterly
	
	4

	Special verification requests
	· Request special release from practitioner

· Draft letter and have legal review

· Indicate “not a normal reference” in MSOW
· Update report card with Type 2 status (if applicable)

· Check “Response Letter Alert” box in MSOW 

· Communicate updated status to other sites
	As needed
	
	3


