



Accreditation Documentation Check List

When identifying relevant documentation, please use this checklist to ensure that each piece you select meets PHAB’s Documentation Guidance. 
· Is this a draft? Drafts will not be accepted. See Documentation Guidelines 3. General Documentation Policies
· Is it in effect and in use? It must be. See Documentation Guidelines 3. General Documentation Policies
· Is it signed and dated? It must be. See Documentation Guidelines 10. Signing and Dating of Documents
· What is the required timeframe and will this document need to be updated prior to PHAB review? See Documentation Guidelines 9. Documentation Timeframes
PHAB Timeframe Definitions:

- Annually - within the previous 14 months of documentation submission,

- Current - within the previous 24 months of documentation submission,

- Biennially - within each 24 month period, at least, previous to documentation submission,

- Regular - within a pre-established schedule as determined by the health department.
· Who developed this document? If it was developed by an external partner, have you included formal documentation of the partnership? See Documentation Guidelines 12. Documentation Developed by Others
· Does this document contain confidential information? It should not. It must be covered or deleted. 13. Confidential Documentation 
· Have you filled out a Narrative Notes Worksheet? 
Naming Protocol
Please use the following format when naming documents for deposit in the drop folders:

- Measure (Note: If a document is applicable to more than one measure, please name and file it in each relevant drop folder.)
- Division, Department or Agency in caps 

- Descriptor (one or two words)

- Please follow the same protocol when saving the Narrative Notes Worksheets but conclude with the word “Notes”

For example: 

2.2.2 HS H1N1 Protocol 

or
11.1.1 VDH Org Chart Notes


