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The AAFP Family Physician Mini MBA Resource Guide

INTRODUCTION

Looking for additional business resources, but do not have the time to enroll in a MBA program? Maybe
you are an employed physician or looking to become one and don’t know where to find resources? Maybe
you own your own practice and just need help in one area of practice management. This guide was
designed to help you find those much needed resources and help you navigate through the process of
business management in a medical practice. While no two practice settings are the same, this guide has
been created with a wide range of resources that are commonly requested by our members and topics
typically found in a MBA program. This guide was intended to be used as a resource to links on specific
subject material. This allows you to find the resources that you need, when you need them. In some cases
links may be listed in more than one category and some of the links are to sources other than the AAFP.
This guide is broken into three sections. The first section is the basic resources for an employed physician.
Many employed physicians have or will have positions of leadership in their practice setting and for that
reason may require resources in a variety of business management areas and may wish to review the other
parts of the guide. The second and third sections are specific to business management aspects of a
practice, including leadership development and the creation of a team. For additional resources or

questions please contact Gail Jones at gjones@aafp.org or 913-906-6000 ext 4162.

Copyright © 2011 American Academy of Family Physicians
11400 Tomahawk Creck Parkway

Leawood, KS 66211
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The AAFP Family Physician Mini MBA Resource Guide

Section I: The Foundation of an Employed Physician

1. First Starting Out or Looking for new opportunities

Are you just starting out or considering changing your employment? The AAFP has gathered a collection
of resources to help you in this process. This includes where on our website to find these resources, letter
examples and articles on the search, career planning information, information on obtaining hospital
privileges, and for those that may need to brush-up on procedures before applying for privileges there are
links to helpful resources.

A. New Physician-New Physician Resources

B. Job Search- Job hunting, Headhunters,

CV AAFP CV examples How-to

Letter of Statement AAFP

Cover letters Cover lettets

References AAFP

Interview tips FPM, Finding the job, Perfect job
Contracts- Employment Contracts

Privileges- Hospital Privileges, Core Privilege Forms
Re-Entry-Program, Policy, Resources

Career Planning- Planning, New, Strategic
Physician Conduct- Residents, AMA; AMA Guide

OmmEoOOo

2. Working with others

Being an employed physician means being able to navigate office politics and handle problems in the
work place. This section offer links to atticles and resources on teamwork, conflict resolutions, how to
resolve problems, peer review and tips on how to act in a variety of business settings.

Teams-Teamwork, Building teamwork
Contlict resolution- Co-corkers, Resolution example
National Practitioner Data Bank-Guide, Self-Quety
Resolving Privileging issues- Assistance, Steps for handling
Setting up Peer Reviews- Self audits

Staff Relationships-Encourage, AMA, Trust

. Business Etiquette- Post, Resources

. Meeting Etiquette-Parliamentary Guide, 30 Tips

TOTHOOR

3. Handling problems with your employer

How can you avoid problems with an employer? Would customer service training help? Maybe you have
never had an employee evaluation, what should you expect? How can you make the most from the
evaluation process? These atticles and resources can help you to get the most from your work and help
you to ensure that your next appraisal is a better one.

A. Performance appraisals-Examples, Bad reviews, 7 tips, Self-appraisals
B. Customer service training- Walt Disney staff training
C. Getting the most from work- Appraisals, 6 ways
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http://www.aafp.org/online/en/home/membership/newfp.html
http://www.aafp.org/online/en/home/careers/jobfp.html
http://www.careerplanner.com/Career-Articles/Using_Headhunters.cfm
http://www.aafp.org/online/en/home/publications/otherpubs/strolling/prep/preparecv.html
http://www.cvtips.com/resumes-and-cvs/cv-example.html
http://www.newphysician.com/articles/how_to_cv_1.html
http://www.aafp.org/online/en/home/publications/otherpubs/strolling/prep/personalstmt.html
http://jobsearch.about.com/od/coverlettersamples/a/general-cover-letters.htm
http://www.aafp.org/online/en/home/publications/otherpubs/strolling/prep/lettersreference.html
http://www.aafp.org/fpm/2001/0100/p38.html
http://www.aafp.org/fpm/20001100/30howt.html
http://www.aafp.org/fpm/2006/0700/p37.html
http://www.aafp.org/online/en/home/practicemgt/specialtopics/contracts.html
http://www.aafp.org/online/en/home/practicemgt/privileges.html?navid=hospital+privileging
http://www.aafp.org/online/en/home/practicemgt/privileges/assistancepriv/clinicalcoreprivilegeswithoutob.html
http://www.cpepdoc.org/re-entry-program.cfm
http://www.aafp.org/online/en/home/policy/policies/p/physicianreentry.html
http://www.physicianreentry.org/
http://www.aafp.org/online/en/home/membership/becomeamember/membershipbenefits/residentbenefits/benefits/careerplanning.html
http://www.aafp.org/online/en/home/membership/specialconst/resources/newphys.html
http://www.quintcareers.com/career_plan.html
http://www.aafp.org/online/etc/medialib/aafp_org/documents/about/rap/curriculum/medical_ethics.Par.0001.File.dat/Reprint279.pdf
http://www.ama-assn.org/ama/pub/physician-resources/medical-ethics/code-medical-ethics/frequently-asked-questions.shtml
http://www.ama-assn.org/ama/pub/physician-resources/medical-ethics.shtml
http://www.aafp.org/fpm/2008/0400/p8.html
http://www.searchmedica.com/resource.html?rurl=http://www.physicianspractice.com/index/fuseaction/articles.details/articleID/1284.htm&q=problems+with+coworker&c=pm&ss=physiciansPractice&p=Convera&fr=true&ds=0&srid=4
http://physicianentrepreneur.com/?p=414
http://policy.umn.edu/Policies/hr/Rules/CONFLICTRESOLUTION_PROC01.html
http://www.npdb-hipdb.com/resources/aboutGuidebooks.jsp
http://www.npdb-hipdb.hrsa.gov/
http://www.aafp.org/online/en/home/practicemgt/privileges/assistancepriv.html
http://www.aafp.org/online/en/home/practicemgt/privileges/assistancepriv/protocol.html
http://www.aafp.org/fpm/20000400/28usin.html
http://ezinearticles.com/?How-to-Encourage-Better-Staff--Relationships&id=2202365
http://www.ama-assn.org/ama1/pub/upload/mm/21/principlesprintable.pdf
http://trusteemag.com/trusteemag_app/jsp/articledisplay.jsp?dcrpath=TRUSTEEMAG/Article/data/11NOV2008/0811TRU_CoverStory&domain=TRUSTEEMAG
http://www.emilypost.com/business-etiquette
http://www.swlearning.com/web_resources/bus_etiquette.htm
http://www.toastmasters.org/MainMenuCategories/Shop/ManualsBooksVideosCDs_1/Books/ParliamentaryProcedure/HENDERSONSPARLIAMENTARYGUIDE96.aspx
http://tips.nuvvo.com/lesson/2779-30-tips-on-business-meeting-etiquette
http://www.businessballs.com/performanceappraisals.htm
http://workingwithinsight.wordpress.com/2007/08/17/dealing-with-a-bad-employee-performance-appraisalreview/
http://performance-appraisals.org/experts/badreview.htm
http://www.builderau.com.au/strategy/career/soa/Get-the-most-out-of-your-yearly-performance-review/0,2000063986,339300499,00.htm
http://www.aafp.org/fpm/991100fm/33.html
http://www.aafp.org/online/en/home/practicemgt/specialtopics/stafftrainingandresources.html
http://blogs.techrepublic.com.com/career/?p=1630
http://www.kiplinger.com/columns/starting/archive/2007/st1128.htm

4. Avoiding work burnout

It is easy to become overwhelmed with your new job. To assist you in maintaining a balance with your
career and personal life; the AAFP provides a list of articles on helping you to create a life balance.

A. Life balance- Resoutrces

B.  Getting the most from work- Job satisfaction
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http://www.aafp.org/online/en/home/membership/specialconst/lifebalance.html
http://www.mindtools.com/pages/article/newCDV_94.htm

Section II: Basic Management

1. Management Fundamentals

Ever wonder about the basics of running a business? Managing a practice is operating a business and even
if you are not responsible for the daily operations, it still can help you to have a basic understanding of
operational procedures. The first group of articles and tools are on basic office management. The
following groupings are some of the most commonly requested topics in business management.

Just in Time article, Practice Management basics, Management tools, Management Resources
Accounting principles -MGMA, FPM AAFP

Business statistics-AAFP Facts about Speciality

Economics in the practice- Cost Conundrum, Consultants

Management and marketing- Marketing Your Practice, Open House, Scope of Practice, 9
Steps, Patient Referrals, Marketing Tips

Legal aspects of business decisions — FP Assist, additional resources

Business perspectives / leadership skills- Leadership Development, Leadership Model,

Becoming Ieader, Physician Executive, Learned Skill, Job Satisfaction, Misc I.eadership
Courses

G. Management information systems- PCMH, Center, Registries, Curriculum
H. Research methodology- National Research Network, Residents
I
]J.

iR uIECEON- N

Applied quantitative methods-Writing Fvidence-based articles

Organizational behavior- PCMH History, PCMH Steps, Job satisfaction, Flops, PCMH
value, Healthcare for All

2. General Principles of Accounting

Understanding basic accounting principles can help you to do your part in the practice and provide you
with a foundation to build upon as your needs grow. Each person impacts the practice is some fashion
and can improve the practice’s bottom-line which can mean more money in everyone’s pocket. This

collection of articles helps to provide basic accounting principles, avoid problems and how to seek help
when it is needed.

A. Financial and management accounting-Fraud, Viability, Bottom Line, House Calls, Working
w/accountant, Basic finances

B. Basic account management-Getting Paid, Fraud, Contracts Contract Negotiations

3. Financial Statement

What are the different financial statements in a practice and what is in each of them? Why is this
information needed and what can be done with it? This collection of articles defines the different reports
and does onto a collection of articles on putting this information all together for strategic planning. To
plan for the future, it is important to know your current situation by using benchmarks. This allows you to
measure where you are, set goals to where you want to be and measure to ensure you get there.

A. Organizational Structures and monthly reviews-10 Signs, OYO: Starting a Practice From
the Ground Up
B. Balance sheets- Balance Sheets, Snapshots

C. Statement of revenues and expenses (profit and loss)-Equipment Purchases, 10 Signs
Definitions

1. Organizational revenues and expenses (P&L) SBA

ii. Individual physician / provider revenues and expenses (P&L) FPM,
SBA
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http://www.aafp.org/fpm/2008/0500/p7.html
http://www.aafp.org/online/en/home/practicemgt/mgmt.html?navid=practice+management
http://www.aafp.org/online/en/home/practicemgt/practicemgmttools.html
http://www.aafp.org/online/en/home/practicemgt/specialtopics.html
http://www.mgma.com/about/
http://www.aafp.org/fpm/981100fm/paid.html
http://www.aafp.org/online/en/home/practicemgt/specialtopics/financialissues0.html
http://www.aafp.org/online/en/home/aboutus/specialty/facts.html
http://blogs.aafp.org/fpm/noteworthy/entry/solving_the_cost_conundrum_lessons
http://www.aafp.org/online/etc/medialib/aafp_org/documents/news_pubs/fpm/pre-1998/199605consult.Par.0001.File.tmp/199605consult.pdf
http://www.aafp.org/online/en/home/practicemgt/mgmt/marketing.html
http://www.aafp.org/fpm/2006/0700/p50.html
http://www.aafp.org/fpm/981000fm/marketing.html
http://www.aafp.org/fpm/2001/1100/p39.html
http://www.aafp.org/fpm/2001/1100/p39.html
http://www.aafp.org/fpm/2002/0100/p33.html
http://www.aafp.org/fpm/980300fm/marketing.html
http://www.aafp.org/online/en/home/practicemgt/specialtopics/fpassist.html
http://www.aafp.org/online/en/home/practicemgt/specialtopics.html
http://www.aafp.org/online/en/home/practicemgt/specialtopics/leadershipdevelopment.html
http://www.aafp.org/fpm/2006/0200/p51.html
http://www.aafp.org/fpm/990500fm/35.html
http://www.aafp.org/fpm/990700fm/37.html
http://www.aafp.org/fpm/2003/1000/p43.html
http://www.aafp.org/fpm/991000fm/26.html
http://www.aafp.org/online/en/home/cme/aafpcourses/conferences/aafpevents.html
http://www.aafp.org/online/en/home/cme/aafpcourses/conferences/aafpevents.html
http://www.aafp.org/online/en/home/membership/initiatives/pcmh/healthit.html
http://www.centerforhit.org/online/chit/home.html
http://www.aafp.org/online/en/home/practicemgt/quality/qitools/qiresearch.html
http://www.aafp.org/online/en/home/practicemgt/quality/qitools/qiresearch.html
http://www.aafp.org/online/en/home/clinical/research/natnet.html
http://www.aafp.org/online/en/home/residents/research.html
http://www.aafp.org/afp/2008/0501/p1226.html
http://www.pcpcc.net/content/joint-principles-patient-centered-medical-home
http://www.aafp.org/online/en/home/membership/initiatives/pcmh.html
http://www.aafp.org/fpm/991000fm/26.html
http://www.aafp.org/fpm/2003/0900/p39.html
http://blogs.aafp.org/fpm/transformation/entry/what_value_does_the_patient
http://blogs.aafp.org/fpm/transformation/entry/what_value_does_the_patient
http://www.aafp.org/online/en/home/policy/policies/h/healthcare.html
http://www.aafp.org/fpm/2006/0200/p45.html
http://www.aafp.org/fpm/20000700/letters.html
http://www.aafp.org/fpm/2005/1100/p33.html
http://www.aafp.org/fpm/2006/0200/p67.html
http://www.aafp.org/online/etc/medialib/aafp_org/documents/prac_mgt/specialtopics/hiringanaccountant.Par.0001.File.tmp/Accountant.pdf
http://www.aafp.org/online/etc/medialib/aafp_org/documents/prac_mgt/specialtopics/hiringanaccountant.Par.0001.File.tmp/Accountant.pdf
http://www.aafp.org/online/en/home/practicemgt/specialtopics/financialissues0.html
http://www.aafp.org/fpm/981100fm/paid.html
http://www.aafp.org/fpm/2006/0200/p45.html
http://www.aafp.org/fpm/2006/1100/p49.html
http://www.aafp.org/online/en/home/practicemgt/specialtopics/contracts.html
http://www.aafp.org/fpm/990700fm/42.html
http://www.aafp.org/online/en/home/practicemgt/mgmt.html?navid=practice+management
http://www.aafp.org/online/en/home/practicemgt/mgmt.html?navid=practice+management
http://www.aafp.org/fpm/2001/0600/p27.html
http://www.aafp.org/online/en/home/membership/initiatives/pcmh/practiceorg/finmgmt.html
http://www.aafp.org/fpm/2004/0300/p53.html
http://www.aafp.org/fpm/990700fm/42.html
http://www.investopedia.com/terms/p/plstatement.asp
http://www.sba.gov/content/financial-statements
http://www.aafp.org/fpm/20000400/21howa.html
http://www.sba.gov/content/financial-statements

ii.  Aging reports ARs
iv.  Monthly metrics reporting statements, Snapshots
v. Coding review-Coding resources
Statement of cash flows statement cash flows, Transformed
Statement of charges in unrestricted net assets definitions
Strategic planning Benchmarking
i.  Planning for inflation projections_valuation
ii. Development of financial plan increase value, growth
ii.  Integration of financial plan with management control Value based
G. Variance analysis-3 Steps, Bottom Line, Compliance letter
1. Calculations steps explanation
ii. Applying to budget projections usage
H. Financial mathematics
1. Management of working capital-Business L.oans, Group Practices,
i. Cash and investment management structure-Vital Practice
iii. Short-term banking financing-Business L.oans
iv. Inventory of cash surpluses-Cash Flow, Cash
v. Preparing cash budget-Small business, budgeting
vi. Long-term debt financing-Debt Management , Student Resources
vii. Investment planning and analysis- accountant, Physician Digest

T g

4. Cost Concepts and Decision Making

This section of links to articles provides information that is often used when developing long term
strategic plans. It includes ways to improve the revenue, reduce overhead expenses, staffing resources,
information on benefit plans, planning for future investments and benchmarking to help you reach your
goals.

Cost measurements Cash Flows, revenue

Break-even analysis How-to, calculate

Overhead reduction FPM Quality, Organizing Practice

Staffing costs, level of education / training / certification, and numbers (FTE’s) Staff
training, Cross training,, Pay, numbers, training Using Midlevels

Physician and staff compensation, performance bonuses, and incentive plans-
Compensation, Cost Calculations

Staff and physician benefits- benefits staff, Tvpes of providers Practice types

Statf development and policies-Rewarding Work, MAs, Staff Issues, staff, leadership

F.
G
development
H. Budgeting process-Finances, Costs Money issues
I.
J.

SO%E >

m

Planning for future capital expenses, Do It Yourself Tools, Strategic Thinking
Benchmarking levels and practice analysis process Benchmarking Finances, TransforMed

5. Operating a Small Business

Basic business management includes being able to delegate the work and communicating effectively.
Successful management includes placing controls in the practice to prevent fraud and future problems.
Business managers need to have access to a variety of resources in a wide variety of topics. This collection
provides an overview on many of the fundamental basic management topics.

A. Supervision and delegation —Teamwork, PEF, QI

B.Internal and external communications-Communication, AAFP Tools, Huddles
C.How to implement accounting controls in a small office-Co-payvs, QL

D. Why a “Policy Manual” is necessary-Fraud, AAFP Tools, Regulatory

E. Business insurances and employee bonding-10 Ways, Fraud

F.Obtaining licenses, permits, billing numbers- Starting a Practice, Regulatory
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http://www.physicianspractice.com/index/fuseaction/articles.details/articleID/1064.htm
http://www.physicianspractice.com/index/fuseaction/articles.details/articleID/882.htm
http://www.aafp.org/online/en/home/membership/initiatives/pcmh/practiceorg/finmgmt.html
http://www.aafp.org/online/en/home/practicemgt/codingresources.html
http://www.physicianspractice.com/index/fuseaction/articles.details/articleID/882.htm
http://www.physicianspractice.com/index/fuseaction/articles.details/articleID/764.htm
http://www.transformed.com/resources/Practice_Management.cfm
http://www.healthweb.maine.gov/hospital_financial/reports/Data%20Definitions%202009%20v0.1.pdf
http://www.physiciansnews.com/business/599glusman.html
http://www.aafp.org/online/en/home/practicemgt/mgmt/closing/articlesonfindingvalueofpractice.html
http://www.gmslny.com/resources/articles/HC-Medical-Practice-Development-for-Financial-Success.pdf
http://www.investordaily.com.au/cps/rde/xchg/id/style/2440.htm?rdeCOQ=SID-0A3D9632-B8A4D5BB
http://www.aafp.org/online/en/home/policy/policies/v/valuebasedpurchasing.html
http://www.aafp.org/fpm/2004/0100/p46.html
http://www.aafp.org/fpm/2005/1100/p33.html
http://www.aafp.org/fpm/2005/0600/p17.html
http://office.microsoft.com/en-us/excel-help/use-excel-for-variance-analysis-HA001157367.aspx
http://www.accountingformanagement.com/direct_materials_standard_and_variances.htm
http://www.brighthub.com/office/finance/articles/76585.aspx
http://www.aafp.org/fpm/980200fm/battersby.html
http://www.aafp.org/fpm/990600fm/27.html
http://www.aafp.org/fpm/2004/0100/p31.html
http://www.aafp.org/fpm/980200fm/battersby.html
http://www.aafp.org/fpm/991000fm/getting2.html
http://healthcarefinancials.files.wordpress.com/2010/02/cash-flow-checklists.pdf
http://www.ncbi.nlm.nih.gov/pubmed/2003813
http://healthcarefinancials.files.wordpress.com/2010/02/cash-flow-checklists.pdf
http://www.aafp.org/online/en/home/publications/otherpubs/debtmgmt.html
http://www.aamc.org/programs/first/students/resources.htm
http://www.aafp.org/online/etc/medialib/aafp_org/documents/prac_mgt/specialtopics/hiringanaccountant.Par.0001.File.tmp/Accountant.pdf
http://www.physiciansnews.com/finance/1108.html
http://healthcarefinancials.files.wordpress.com/2010/02/cash-flow-checklists.pdf
http://www.thirdevo.com/PDF/revenue..pdf
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http://www.aafp.org/online/en/home/membership/initiatives/pcmh/practiceorg/finmgmt.html
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G. What business consulting services are needed (when and how)- FP Assist Accountants

H. What should be in the “Employee Manual”’?-AAFP Employee manual

I. Considerations for benefits, performance appraisal, and merit awards-Staffing Numbers,
Staff Motivation, staff issues

6. Leadership

Being a practice leader can be daunting at times, especially when just starting out. This collection of
articles and resources provides some basic guidance in leadership principles to help you on the path to
becoming a great leader in your practice.

A. Intro to leadership (what is it) Leadership Development, FPM, , Phy Executive, Physicians as
Leaders

Leadership for building effective teams PEF, TransforMed

Leadership styles for different settings (small vs large approaches) TransforMed, FPM Toolbox
Leadership Development

Leader Qualities and Actions Traits, TransforMed Leadership Development

Developing yourself and others for leadership Reading list, TransforMed Leadership
Development

Situational leadership-power and influence Leadership Development, Cleveland Clinic
Charismatic, Transactional, and Transformational Leadership Validity, Leaders, Good to Great
Value- ethical based leadership FPM, High Cost of Low Trust, Law Publication, High Result
Standards, Physician’s Obligation ot Duty?

Followers and the leadership process Doctors into Leaders, FPM

Leading a diverse workforce with motivation, satisfaction and performance FPM, TransforMed,
4 Ways to Improve

K. Leadership and accountability Peace, Leadership Development , Cross-training
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7. Cultural Change

Healthcare is rapidly changing and a common theme is “change management,” but what is it and how can
you move resistant staff to make long-lasting changes in the practice culture? This collection of articles
provides information on creating a cultural change process.

Getting started-intro and team formation Huddles, Team Approach

Leaders as change agents Keys, Flops

Challenges of leadership change TransforMed, Leadership Development, CQO

Framework for organizational change FPM, PCMH, Implementation

Roles in change (followers and leaders) TransforMed, PEF, Leadership Development

Changing yourself-Leadership development Policy, Prep, Effects, Leadership Development
Changing the organizational Culture AAFP, FPM, PCMH

Ethical Values for the Practice FPM, Clinical Issues, Standatds, slides, High Cost of .ow Trust,
Vision development and sharing FPM, Sharing, Huddles

Leading Change under crisis conditions Kotter, Change, CEO Refresher, Leadership

Development

TEIQTmMEmUOwEE

8. Strategy

Part of being a successful practice leader requires the ability to create and implement short and long-term
strategic plans. There are many ways to create strategic plans and variety of ways to evaluate the success of
these plans. This collection of articles provides details on strategic planning and why it is needed. It
includes ways to formulate your own strategy by developing baselines and how you can create your own
competitive advantage in your current and future environment.

A. What is strategy and why is it needed Transformed, FPM, Steps
B. Formulating strategy Planning, Value 5 Leadership Tactics
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Establishing baselines Self-Audits, Policy, Audits, Charts, METRICS

Assess risk analysis in competitive environment (balance risks/rewards) Medicare, Conduct
SWOT, Market

Creating competitive advantages Preparing, 9 Steps

Business unit level strategy plans Plan, Levels , Process, Intro

Corporate level strategy plans slides, How-to, Levels, Leadership Development
Evaluation of strategy plans Responsibility, Process, Guidelines

oo

9. Marketing

In the past starting a practice was often as easy as setting out your shingle and developing your patient
base on word of mouth. In a digital age where patients have a variety of choices, a successful marketing
plan can be the difference in a successful practice and one struggling to get by. To develop a marketing
plan that is tailored to your needs and environment it is important to look at the market environment,
determine your current situation, how you can improve, develop a strategy and then have a means of
evaluating the success. By using a strategic plan it allows you to evaluate what is working and then alter
the marketing if needed. This collection of articles provides answers on basic marketing strategy and
insights on ways you can develop your own successful marketing plan.

A. What is marketing? Market, Quality , How-to

B. Why market? 9 Steps, Made Easy Power

C. 5 p’s of marketing (product, price, placement, promotion, and people) Mix, 5 Ps

D. SWOT analysis (researching threats and opportunities) SWO'T, Conduct SWOT

E. Realities of marketing Open House, Marketing

F. Developing a brand name Strong Brand, Marketing Brand, Blog,

G. Effective communication methods (new alternatives) FPM article, PCMH, Center, TransforMed

H. Developing marketing plan 9 steps, Scope of practice, Tips Family Doctor, Patient Information
Scope

L. Evaluating impact Tracking Tips, 3 Keys, Market

10. Negotiation

Negotiating is a large part of life. We negotiate as kids to get what we want from our parents. As adults
when we apply for a job or try to settle an argument with a spouse we use negotiation. In running a
business, being a skillful negotiator can save you thousands of dollars and help you to achieve a successful
end to contract negotiations. This collection of articles provides information of the basics of negotiating,
successful strategies and ways to improve your skills.

A.  Getting started-intro and team formation Employment Contracts, FPM, Teams, Staff,

Leadership
B. What is it and types of negotiation (processes) Types, Strategies, Types in work, Planning, 8
stages

C. Objective setting and planning Practical, Goals

D. Power of Persuasion Master, Power, Cialdini, You can

E. Learning tips on improving negotiation skills How-to, Improving, Tips, No-Fear, Authority
Limits

F. Managing the process Planning, Process, Complex

G. Closing the deal Gambits, closing, closing the deal, 10 commandments

11. Change Management Process

What is change management and why is it important in a practice? In any practice there are always things
that can be improved upon, often processes may have been tried in the past to improve the problems and
failed. Or maybe, the mindset is “We have always done it that way,” and no one really wants to try to
change the status quo. However, you recognize that it is time for improvement. Where do you begin?
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http://www.physicianspractice.com/index/fuseaction/articles.details/articleID/180.htm
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http://www.negotiation.biz/negotiation_objectives.htm
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How can you develop a successful change implementation? Why bother? A successful change
management process allows you to develop a plan to ensure long-term changes that become ingrained in
your practice culture. This series of articles helps you to find ways to evaluate the need for change, set
goals, motivate others, create a culture of accountability and monitor your progress on the road to
practice improvement.

A. Types of change-intro to change-Implementing Change, Key, Flop, Choosing

B. Evaluating need for change-Transformation, Managing Healthcare Reform, TransforMed

C. Goal setting-Balancing Act, Shared Change, 10 Mistakes

D. Motivation of others-Rewards, Staff

E. Motivation for the duration-_Motivations, Motivating Staff, Staff in [.ean Times, NCMS

F. Positive and negative reinforcers- Motivations, Talking Points

G. Accountability for everyone- Accountability, Job Satisfaction PCMH

H. Initiation of process-jump start change (PDSA cycle) Revolution, Stages of Change, Team
Approach

1. Monitoring progress and obtaining goals (developing and implementing metrics) Productivity,

Better Flow METRICS PCMH, QI
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http://www.aafp.org/online/en/home/practicemgt/quality.html?navid=quality+improvement

Section III: Advanced Management

1. Financial Information and the Decision Making Process

This selection of financial resources articles goes beyond the basics and delves into more advance
financial principles. It allows the user to find resources on methods and theories and real world
implications that can impact the practice.

A. Quantitative methods Influence, Calculations, Market Risk

B. Economic principles Applying, Basics, ACO

C. Managerial economics AAFP. MGMA, TransforMed

D. Real world applications practice, AAFP, Med Economics TransforMed, AP Success
E. Information and decision making AAFP, MGMA, TransforMed MGMA blog
F.
G.

Uses and users of financial information AAFP, FPM TransforMed
Financial organization in healthcare HEMA, MGMA, practice, ACHE

2. Forms of Business Organizations

There are variety of practice settings and various regulations that can impact the development of a
business. The AAFP has developed a book titled “On Your Own: Starting a Practice From the Ground
Up” that provides an overview description on staring a practice with links to a variety of resources. The
AAFP has also gathered a collection of resources that are available on the AAFP website on practice
settings or designs and legal issues impacting the practice.

OYO: Starting a Practice From the Ground Up, Practice Designs Legal Issues

3. Financial Environment of Health Care Organizations

To be successful in business means to be financially viable. There are a vatiety of ways to improve your
bottom-line. This collection of articles provides a few suggestions. Before making in final decisions, be
sure to check out the legal and regulatory environment in your area.

Financial viability- Viability, AAFP MGMA, TransforMed

Sources of operating revenue- Coding, AAFP. New revenue Restrictions ACO
Oftice visits- Virtual, House Calls, Sports, Coding

Procedures- Skin, Vital Signs, Coding clinics

Ancillary services-Stark Coding Ancillary clinics MGMA

Products for sale- Drugs Spa Rx Stark

Health care payment systems-Private Sector
Medicare benefits- Medicare

TOMEUN®

4. Legal and Regulatory Environment

A medical practice is a unique type of business. All of the state and federal regulations apply to running
the business, but healthcare often has its own unique rules and requirements. This selection of articles and
resources helps you to find answers and solutions to these problems. While these resources are focused
on the national level, it is important to check with your state and local community for any rules or
regulations unique to your area.

Legal environment of business- FP Assist Health Lawyers

Compliance and fraud-Regulatory Healthcare Reform

Internal risk management / staff and physician training QI, Regulatory, Courses
Anti-trust and Stark issues- Statk MGMA OIG

Federal enforcement actions- Regulatory HHS

HIPAA- HIPAA HHS

TmOOE >
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http://www.who.int/hrh/en/HRDJ_3_2_05.pdf
http://www.qfinance.com/capital-markets-calculations/quantitative-methods
http://www.ebook3000.com/Market-Risk-Analysis--Quantitative-Methods-in-Finance--Volume-1-_96184.html
http://www.cdc.gov/ncidod/eid/vol7no2/scott.htm
http://medicaleconomics.modernmedicine.com/memag/article/articleDetail.jsp?id=361462&sk=&date=&pageID=3
http://www.modernmedicine.com/modernmedicine/Modern+Medicine+Now/Primary-care-groups-issue-accountable-care-organiz/ArticleStandard/Article/detail/699165
http://www.aafp.org/online/en/home/practicemgt/specialtopics/financialissues0.html
http://www.mgma.com/
https://www.transformed.com/resources/Practice_Management.cfm
http://www.modernmedicine.com/modernmedicine/Modern+Medicine+Feature+Articles/Physicians-Focus-Make-Your-Small-Practice-Successf/ArticleStandard/Article/detail/659001?contextCategoryId=40158
http://www.aafp.org/online/en/home/practicemgt/specialtopics/financialissues0.html
http://www.modernmedicine.com/modernmedicine/Practice+Management/home/40158
https://www.transformed.com/resources/Practice_Management.cfm
http://thepmsa.blogspot.com/2009/07/accounts-payable-success.html
http://www.aafp.org/online/en/home/practicemgt/specialtopics/financialissues0.html
http://blog.mgma.com/blog/bid/28433/Financial-decision-making-tips-for-a-profitable-medical-practice
https://www.transformed.com/resources/Practice_Management.cfm
http://blog.mgma.com/blog/bid/28433/Financial-decision-making-tips-for-a-profitable-medical-practice
http://www.aafp.org/online/en/home/practicemgt/specialtopics/financialissues0.html
http://www.aafp.org/fpm/2009/1100/p25.html
https://www.transformed.com/resources/Practice_Management.cfm
http://www.hfma.org/
http://blog.mgma.com/blog/bid/28433/Financial-decision-making-tips-for-a-profitable-medical-practice
http://www.modernmedicine.com/modernmedicine/Modern+Medicine+Feature+Articles/Physicians-Focus-Make-Your-Small-Practice-Successf/ArticleStandard/Article/detail/659001?contextCategoryId=40158
http://ache.org/
http://www.aafp.org/online/en/home/practicemgt/mgmt.html?navid=practice+management
http://www.aafp.org/online/en/home/practicemgt/specialtopics/designs.html
http://www.aafp.org/online/en/home/practicemgt/specialtopics.html
http://www.aafp.org/fpm/20000700/letters.html
http://www.aafp.org/online/en/home/practicemgt/specialtopics/financialissues0.html
http://www.mgma.com/
https://www.transformed.com/resources/Practice_Management.cfm
http://www.aafp.org/online/en/home/practicemgt/codingresources.html
http://www.aafp.org/online/en/home/practicemgt/specialtopics/financialissues0.html
http://www.modernmedicine.com/modernmedicine/Cover+Stories/New-ventures-may-help-make-up-for-lost-reimburseme/ArticleStandard/Article/detail/137308
http://www.aafp.org/online/en/home/practicemgt/specialtopics/regulatory-compliance/faqsstarkcompliance/antikickback.html
http://www.aafp.org/online/etc/medialib/aafp_org/documents/policy/state/statehealthpolicy/acos.Par.0001.File.dat/AAFPACObriefJune2010.pdf
http://www.aafp.org/fpm/2007/1000/p20.html
http://www.aafp.org/fpm/2006/0200/p67.html
http://www.aafp.org/fpm/2006/1000/p39.html
http://www.aafp.org/online/en/home/practicemgt/codingresources.html
http://www.aafp.org/fpm/2005/1000/p47.html
http://www.aafp.org/fpm/990700fm/42.html
http://www.aafp.org/online/en/home/practicemgt/codingresources.html
http://www.physiciansnews.com/business/100.html
http://www.aafp.org/online/en/home/practicemgt/specialtopics/regulatory-compliance/faqsstarkcompliance.html
http://www.aafp.org/online/en/home/practicemgt/codingresources.html
http://physicianentrepreneur.com/?p=311
http://www.physiciansnews.com/business/100.html
http://www.starkcompliance.com/index.aspx?id=658
http://www.aafp.org/online/en/home/policy/policies/d/physdispense.html
http://www.modernmedicine.com/modernmedicine/Special+Reports/Spa-line-A-medspa-menu-of-branded-products-can-mea/ArticleStandard/Article/detail/412884
http://www.modernmedicine.com/modernmedicine/Office+Management/Build-practice-revenues-through-physician-dispense/ArticleStandard/Article/detail/390578
http://www.aafp.org/online/en/home/practicemgt/specialtopics/regulatory-compliance/faqsstarkcompliance.html
http://www.aafp.org/online/en/home/policy/privatesector.html
http://www.aafp.org/online/en/home/practicemgt/mcareoptions.html
http://www.aafp.org/online/en/home/practicemgt/specialtopics/fpassist.html
http://www.healthlawyers.org/Pages/Default.aspx
http://www.aafp.org/online/en/home/practicemgt/specialtopics/regulatory-compliance.html
http://www.aafp.org/online/en/home/practicemgt/reform.html
http://www.aafp.org/online/en/home/practicemgt/quality.html?navid=quality+improvement
http://www.aafp.org/online/en/home/practicemgt/specialtopics/regulatory-compliance.html
https://nf.aafp.org/Cme/CmeCenter/Default.aspx
http://www.aafp.org/online/en/home/practicemgt/specialtopics/regulatory-compliance/faqsstarkcompliance.html
http://www.mgma.com/stark/
http://oig.hhs.gov/fraud/enforcement/cmp/kickback.asp
http://www.aafp.org/online/en/home/practicemgt/specialtopics/regulatory-compliance.html
http://www.hhs.gov/news/press/2011pres/01/20110124a.html
http://www.aafp.org/online/en/home/practicemgt/specialtopics/regulatory-compliance/hipaa.html
http://www.hhs.gov/ocr/privacy/hipaa/understanding/index.html

Management responsibility for compliance- Regulatory Compliance officer, example
EHR and electronic billing-Center, PCMH

Corporate and personal ethics- Ethics, FPM, Clinical Issues, Standards, slides, High
Cost of Low Trust

J.  How to obtain legal advice (medical defense, contracting, real estate)-Tips for F'P Assist

TEO

K. ACOs and Practice Affiliations ACO, blog Principles Otganizations

5. Managed Care

What is managed care and ate the some of the forms of it? This selections of articles provides links to
articles and resources to help provide answers to your managed care questions.

A. Integrated healthcare delivery systems- PCMH, ACO, blog Managed Care Reform,
Center, TransforMed Registries
Insurance payors issues-capitated and contracts-Sponsored, Contracts Private Payers

Setting prices Demand Payments Private Payers
Handling contracts-Contracts Private Payers

Mmooy

Legal and regulatory issues-Regulatory HHS OIG

6. Uninsured

With tough times and high unemployment rates, physician practices are looking at ways they can help
their patients. This listing of articles and resources provides an overview of what is allowed and how this
might impact your practice.

A. Forms of payment- Access, Insuring, Cash Only, Options

B. Legal implications of modified fee schedule-FPM PCIP

C. Interacting and coordinating with local and regional non-profit and
governmental entities- Preparing, Patients, Assistance

7. Direct Contracting

What is direct contracting and what are some ways it can be done? This selection of articles and resources
helps to answer these questions.

A. With individuals- Employment, Contracts,
B. With businesses Contracts, Negotiation Skills
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http://www.aafp.org/online/en/home/practicemgt/specialtopics/regulatory-compliance.html
http://hcca-info.org/Content/NavigationMenu/ComplianceResources/BecomeaComplianceOfficer/default.htm
http://www.ache.org/newclub/career/comploff.cfm
http://www.centerforhit.org/online/chit/home.html
http://www.aafp.org/online/en/home/membership/initiatives/pcmh/healthit.html
http://www.aafp.org/online/en/home/aboutus/governance/medicalethics.html
http://www.aafp.org/fpm/980300fm/change.html
http://www.aafp.org/online/en/home/practicemgt/quality.html?navid=quality+improvement
http://medind.nic.in/ibv/t08/i3/ibvt08i3p177.pdf
http://www.mgma-sl.org/TempImg/images/mgma-stl/Ethical.ppt
http://www.youtube.com/watch?v=MFlIgNesNM0
http://www.youtube.com/watch?v=MFlIgNesNM0
http://www.aafp.org/online/en/home/practicemgt/specialtopics/fpassist/tips.html
http://www.aafp.org/online/en/home/policy/privatesector/topics/payment/acos.html
http://blogs.aafp.org/fpm/gettingpaid/entry/what_to_think_of_accountable
http://www.aafp.org/online/en/home/publications/news/news-now/professional-issues/20101115ama-acos.html
http://www.aafp.org/online/etc/medialib/aafp_org/documents/policy/private/healthplans/payment/acos/acosprinciples.Par.0001.File.dat/AAFP-ACO-Principles-200910.pdf
http://www.aafp.org/online/en/home/membership/initiatives/pcmh.html
http://www.aafp.org/online/en/home/policy/privatesector/topics/payment/acos.html
http://blogs.aafp.org/fpm/gettingpaid/entry/what_to_think_of_accountable
http://www.aafp.org/online/en/home/policy/policies/m/managedcarereform.html
http://www.centerforhit.org/online/chit/home.html
http://www.transformed.com/resources/Group_Visits.cfm
http://www.aafp.org/online/en/home/practicemgt/quality/qitools/qiresearch.html
http://www.aafp.org/fpm/980300fm/lead.html
http://www.aafp.org/online/en/home/practicemgt/specialtopics/contracts.html
http://www.aafp.org/online/en/home/policy/privatesector.html?navid=private+payer+issues
http://www.aafp.org/fpm/980900fm/implment.html
http://www.aafp.org/online/en/home/policy/privatesector.html?navid=private+payer+issues
http://www.aafp.org/online/en/home/practicemgt/specialtopics/contracts.htm
http://www.aafp.org/online/en/home/policy/privatesector.html?navid=private+payer+issues
http://www.aafp.org/online/en/home/practicemgt/specialtopics/regulatory-compliance.html
http://www.hhs.gov/news/press/2011pres/01/20110124a.html
http://oig.hhs.gov/fraud/enforcement/cmp/kickback.asp
http://www.aafp.org/online/en/home/media/releases/newsreleases-statements-2009/cover-the-uninsured-week-2009.html
http://www.aafp.org/fpm/2004/0900/p51.html
http://www.aafp.org/online/en/home/practicemgt/specialtopics/designs/cashonly.html
http://www.aafp.org/online/en/home/practicemgt/specialtopics/designs.html
http://www.aafp.org/afp/2009/0215/p259.html
http://www.aafp.org/online/en/home/publications/news/news-now/government-medicine/20101103pcipchanges.html
http://www.aafp.org/fpm/2009/0900/p5.html
http://www.aafp.org/fpm/2002/0400/p60.html
http://www.aafp.org/fpm/2009/0900/p26.html
http://www.aafp.org/fpm/2002/1100/p73.html
http://www.aafp.org/online/en/home/practicemgt/specialtopics/contracts.html
http://www.aafp.org/online/en/home/practicemgt/specialtopics/contracts.html
http://www.aafp.org/online/en/home/publications/news/news-now/bottom-line-series/20060317negotiation.html
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