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Family Planning Program

These advance materials must be sent directly to the Family Planning program:

1. Current organizational chart with names, positions and FTE’s listed, and curricula vitae or resumes of project director and medical director.
1. Clinical protocol manual, including applicable STD protocols.
1. Copy of forms/templates used in the client record.
1. Completed Fiscal Questionnaire.


MATERIALS TO BE AVAILABLE ON SITE (DO NOT MAIL TO MPHI):

1. Client records will be randomly selected based on visit type, abnormal pap follow-up, adolescent status or choice of contraceptive method. 
1. Family planning administrative, legal and financial policies.
1. Roster for the Family Planning Advisory Committee, identifying the type of community representation members hold. 
1. Meeting minutes from the Family Planning Advisory Committee and Information and Education (I&E) Committee from the last three years.
1. Samples of billing, registration, encounter and data processing forms.
1. Client charge schedule and current sliding fee schedule.
1. Current referral listing.
1. Written letters of agreement for paid referrals.  Also include your written policy for after-hours emergency contact.
1. Documentation of quality assurance activities, including: medical audits, chart audits, and quality assurance committee minutes or staff minutes that address quality assurance issues. 
1. New staff orientation plan.
1. Documentation of clinic in-service training and other staff training, identifying staff attendance. 
1. A copy of the stock or supply list and the price list for these items. 
1. Equipment maintenance logs.
1. CLIA logs.
1. OSHA exposure control policy.
1. Copies of medical director’s professional license; drug control license for each service site; nursing licenses; and professional license for each clinical care provider.
1. Documentation of client input, such as client satisfaction surveys.
1. Educational materials, including pamphlets, tear off sheets and videos.
1. Outreach and community education logs.
Documentation of most recent clinical evaluations/peer reviews for clinicians.
1. [bookmark: _GoBack]Laboratory manual.		24. Medication education sheets.
1. Formulary.			25. Staff CPR certification.
1. Appointment schedule.		26. Most current family Planning cost study.
1. Staff evaluations. 		27. Single Audit Review.
