Practice Management
Booklets & Manuals

These unigue publications give you information for success in practice management. They are

printed in an easy-to-use quick reference format for practical application - not a large book with
several chapters to wade through. Instead, the straightforward contents in these manuals include
concise presentations on each topic. The information is accurate, current and authoritative.

Call 800-967-7790 Fax 816-478-8914 or Mail the order form enclosed.
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n Medical Office Staffing, Salaries

& Benefits

Salary ranges by position title & region
Developing employee salary plan
Staffing ratios by physician specialty
Calculating starting salaries
Administering salary increases

Wage and salary conversion table

Sick leave, vacation, insurance

Fringe benefits summary

Survey of employee benefits

Job satisfaction factors

$49

Patient Satisfaction Surveys

& Ways to Keep Good Patients

55 patient relation ideas

6 patient satisfaction questionnaires
Evaluating survey results

Standards of patient service

Good telephone techniques

What patients want from their physicians
Developing referrals

Survey referring physicians

Patient relations coordinator

Enhancing the waiting room

$39

Controlling Medical Practice

EXxpenses

Techniques for controlling costs
Managing office supply costs

Supplies price comparison sheet

86 tips to reduce expenses

Analyzing office overhead

Controlling inventory

Equipment feasibility worksheet
Leasing equipment options

Will equipment pay for itself?

Average supply costs by medical specialty
Financial ratios for monitoring expenses

$39

W Office Productivity & Efficient

Patient Scheduling

Guidelines for scheduling

Making appointment schedules work
Telephone protocols

Suggestions for keeping on schedule
Appointment reminder systems
Appointment scheduling methods
Patient recall system

Procedures for efficient scheduling
Tracking your on-time performance
Using the telephone system wisely

$39

Evaluating Medical Office

Management

Steps to audit a practice

Assessing financial & productivity indicators
Employee task evaluation

Reviewing collection policies

Common coding errors

Analyze insurance processing

Office facility standards

Practice assessment checklist

Sample of evaluation report

$49

m Physician Productivity

& Evaluation

Tips for physician time management
Physician performance evaluation forms
23 physician performance standards
Physician ways to boost office productivity
Physician delegation checklist

Average office visits by specialty

Average active patient volume by specialty
Patient satisfaction of physician

Employee evaluation of physician
Evaluating medical record documentation
Physician job description

$69

—n Nurse Practitioners

& Physician Assistants
-Applications for Success

BN 5illing & Collecting Tools

for the Physician Office

m Adding a New Physician

A Guide for Managers, Doctors & Recruiters

Feasibility of adding a physician

. JPrgt(cj)cols_fo_r nurse practitioner o Policies, procedures and timetable ~ Financial impact
« Job descriptions _ffi ; ; .
e Roles, eduF::ation & credentials : gloﬁzfé;iﬁ(igtetglsognt;%?;g:; ¥ + Evaluating a practice opportunity
« Compensation & benchmarks | ificati horizati » Types of physician associate arrangements
« Start-up checklist for assisting new PA/NP * Insurance verification, pre-authorization « Establishing goals with new physician
« Sources for recruiting PA/NP *  Payment plan for past due accounts « Projecting practice growth rate
« Performance standards . Appeall_ng insurance claims « Budget worksheet
« Legislative and liability issues * Measuring AR management performance + Forming a medical partnership
« Productivity of nurse practitioners ¢ Choosing a collection agency « Types of buy/sell agreements
« Billing for PA/NP services e Steps in processing insurance claims o New physician introductory letter
e E/M Utilization Benchmarks for PA/NP e Telephone collections o Checklist for assisting the new physician
 Employment agreements o Job descriptions for billing personnel o Physician employment agreement
. ici i i e Financial policy for patients
Physician supervision requirements $49 469 819
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m Medical Practice Valuation
Appraisal Guidelines & Workbook

= Information needed for a valuation

= [llustrations of accepted methodologies

= Selecting & applying a suitable method

= Assessing financial performance

= Evaluating economic conditions

= Where to obtain data for a valuation

= Comprehensive questionnaire for
conducting a valuation

= Worksheets for an asset inventory

= Proper format of an appraisal report

= 25 common mistakes to avoid

= Appendix of resources

$59

Employee Management Tools
for the Practice Administrator

o Principals of conduct for the physician office
Employee counseling & warning
Effective medical office meetings
Personnel policies

Job ads

Applicant interviewing

Telephone reference checking
Ideas for rewarding employees
Guideline for performance bonuses
Bonus based on A/R reduction
Employee performance appraisal
Rules for incentive plans

$54

Managing a Practice —
Where to Begin

Key areas to develop priorities

Initial management steps

Principles of practice for physician
Financial management controls reviewed
Marketing needs assessment

Practice performance reporting

Office business policies

Job descriptions for Manager/Administrator

$49

m Marketing Handbook for the
Physician Practice

o Sample of 12 month marketing plan

» Drafting ads, practice brochure, newsletter,
news releases & announcements

o Maintaining patient referrals from physicians
and resources

e Promoting quality, professionalism

and public relations

Ideas to enhance the medical office

Marketing budget and evaluating results

Marketing a new physician

Developing an effective website

Marketing with patient education tools

Physician Compensation
Formulas & Plans

Nine compensation formulas illustrated
Application of RVUs in compensation
Applications for small group practices
Salary employment provisions
Partnership income distribution

Bonus provisions

New physician compensation

List of compensation surveys available
Financial objectives for compensation
Ways to split capitation income

Tips for negotiating compensation

Step Up Your Quality

of Patient Service

o Over 100 steps to improve patient service
o Proven tactics that please patients

o How the physician, nurse, receptionist &
billing personnel can deliver better patient
service in day- to- day operations

Satisfy managed care organizations
Telephone techniques that impress patients
Samples and usage of letters and cards
Utilizing an in-house patient representative
How to be a better receptionist

Dealing with angry patients

Appealing to managed care plans $59
$59 $39
m Financial Management Policies Basic Safety Policies for the Preparing for a Practice Buy-in
for the Physician Office Medical Office Arrangement
Accounting requirements, chart of accounts « Bio-terrorism preparedness  Considerations before buy-in
A/P & A/R management procedures « Facility inspection checklist e Basic buy-in methods
Managing expenses & inventory control « Fire safety plan e Buy-in payment terms
Budgeting tips, guidelines and samples o Severe weather conditions  Separation arrangements and pay outs
Measuring financial performance - benchmarks | « Bomb threat procedures « Provisions for selling stock
Using financial reports as management tool o Emergency response » Samples of agreements:
100 cost saving steps « Facility evacuation o New doctor buy-in
Business plans for new or established practice « Hazardous toxic spill o Stock purchase
Analyzing the feasibility of adding equipment « Sanitary and safety policies o Shareholders
and services o Stock option
« Policies for cash control
$79 $29 $49

m How to Work More Effectively
with Managed Care

o Ways to control practice costs

o Documentation guidelines

o Worksheet for monitoring practice profitability
from participation with health care plans

o Evaluating costs, patient capacity and provider

productivity

Organizing details for renegotiating

Tips for preauthorization procedures

Clinical audit checklist

Reviewing contracts and plan provisions

Capitation profit or loss worksheet

$39

Evaluating Computer Systems,
Upgrading and EMR

Selecting the right computer system
What to consider when upgrading
Features of a good software

Steps to ease the conversion process
Training requirements of vendors
Electronic medical records
Managed care requirements

$29

Manager’s Guide for Monitoring
a Profitable Practice

o How to assess key management functions:
o Billing/collecting
o Managing expenses
o Staffing/employee management
o Appointment scheduling
o Financial management
o Marketing/patient relations
o Productivity
o Evaluate the day-to-day business aspects
o Applicable to all medical specialties
e For new and established practices
o |dentify issues that need further analysis
o Helps you prioritize management tasks
$69




PSR Order Form
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Item Price Qty Total
1. Medical Office Staffing, Salaries & Benefits $49
2. Patient Satisfaction Surveys & Ways to Keep Good Patients $39
3. Controlling Medical Practice Expenses $39
4. Office Productivity & Efficient Patient Scheduling $39
5. Evaluating Medical Office Management $49
6. Physician Productivity & Evaluation $69
7. Nurse Practitioners & Physician Assistants — Applications for Success $49
8. Billing & Collecting Tools for the Physician Office $69
9. Adding a New Physician — A Guide for Managers, Doctors & Recruiters $49
10. Medical Practice Valuation Appraisal Guidelines & Workbook $59
11. Employee Management Tools for the Practice Administrator $54
12. Managing a Practice - Where to Begin $49
13. Marketing Handbook for the Physician Practice $59
14. Physician Compensation Formulas & Plans $59
15. Step Up Your Quality of Patient Service $39
16. Financial Management Policies for the Physician Office $79
17. Basic Safety Policies for the Medical Office $29
18. Preparing for a Practice Buy-in Arrangement $49
19. How to Work More Effectively with Managed Care $39
20. Evaluating Computer Systems, Upgrading & EMR $29
21. Manager’s Guide for Monitoring a Profitable Practice $69
Complete Booklet Series —all 21 = $1,064 SAVE $265! —»  $799
- Shipping & Handling Charges Sub Total
 Over o pulcaions oS S | MO Residents Add
o Self-Study Packets $75.00 - $99.99........oocunnnns $12.95 7.6% Sales Tax
» Sign up fr fee e-mal newsietter st sissen. | aiser | € Shipping
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Name Title
Facility
Address
City State Zip
Telephone Fax Email

1 Enclosed check to: Practice Support Resources, Inc., 4230 Phelps Road, Suite M, Independence, MO 64055

U vVisa [ MasterCard [ American Express [ Discover
Card Number: Expiration Date: / Security Code:

® Call 800-967-7790 ® Fax 816-478-8914 @ Online www.practicesupport.com
Thank you for your orden!



PSR

. —
Practice Support Resources, Inc.

4230 Phelps Road, Suite M
Independence, MO 64055

See Inside!
Practice Management Booklets
& Manuals

Marketing
Handbook

for the Physician Practice

Phone: 800-967-7790
Fax: 816-478-8914
Www.practicesupport.com

WWW.practicesupport.com

‘A Practice Support Resources, Inc. - Microsoft Internet Explorer
File Edt View Favorites Tools Help

o MR LRA O 2% E-LEA B
Browse our website Book Store... ;_;;*’i“_‘”“"*"""“‘“"““j"a_ s

» Over 150 publications I’SIE
> Self-Study programs ;""““‘“””""""’"""""“
> Special ReportS Welcome to owr Bookstore Contact Us EAQS & Policies
Search
> Benchmarks
- Prowding Information & Educational To.o.ls for
> Slgn_ up for_ free newsletter ‘Tm Mo T Mg iy
> Review articles
» Upcoming seminars - §
I3 H T} ALL PUBLICATIONS BY TITLE . s |-
» See “Something Funny” page 3& : z\» g
. PUBLICATIONS BY SUBJECT = g : y o
» Excellent links advinisrationbanagement
» Special Savings e ke Backelinc
Computer = i
Consultant Tools Financ = u
fomubrlTos | DEL
Einancial Management
Managed Carg
Marketing

Medical Office ExpensesiCosts
<

EIM
1 | BY Fleaker Pro

star,. EE_OBEaSA=E

[ &) 2008 Catalog 2 cokor....

B i -

| Send tow () settings~

Have Questions?

Call 800-967-7T790
Abou Us| o
2

Request Catalog

Articles & Tools

Something Funny

Newsletters
Free PSR Update

Seminars
and Conferences

e
3

& Internet

Practice Support Resources, Inc. is a publisher, bookstore and educational resource for healthcare
professionals. Since 1986 we have provided current, concise and authoritative materials on healthcare
administration. We are committed to excellence in customer service for all our products.




