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A. [bookmark: _Hlk130221876]A physician resigning or retiring from Yale Medicine (YM) should provide at least 90 days notice, unless otherwise specified at the time of hire by the respective clinical department.  Notice of resignation or retirement should be addressed in writing to the Department Chair.  A departing physician must complete and close all patient encounters and manage their InBasket (ie, respond to messages, patient test and lab results, etc.) in the EMR before departure from the institution. 
 
B. Within one week of receiving the physician’s letter of resignation or retirement, the Department Chair, clinical administrator, or designee (eg, HR, Faculty Affairs staff member, etc.) will notify and send a copy of the letter of resignation to the following:  
1. YM Manager of Credentialing;  
2. Yale New Haven Hospital (YNHH) Director of Physician Services (to begin the process of discontinuing YNHH privileges for the departing physician) 
 
C. After receiving a copy of the letter of resignation, the YM Manager of Credentialing will send a copy of the letter of resignation to the Yale School of Medicine (YSM) Assistant Dean for Clinical Affairs. The YSM Assistant Dean for Clinical Affair’s Office will be responsible for sending a copy of the letter to the YM Chief Executive Officer (CEO) and the YM Chief Operating Officer (COO). 
 
D. Within two weeks after the Department Chair receives a letter of resignation from a physician, the Chair, Section Chief, department clinical administrator, or designee (eg, HR, Faculty Affairs staff member, etc.) will contact the departing physician to schedule a meeting to review his/her remaining responsibilities and obligations.  During this meeting,  
1. The physician will be given a letter and check-list that outlines their (EXHIBITS A & B) clinical, administrative, research, and financial obligations to their patients and to the University.  Examples of these obligations include the following: 
a. All patient records are the property of Yale University and where applicable will need to be transferred to the department. Upon departure, the departing physician may not access patient records without prior authorization.  Patient documents maintained in an electronic format will need to be saved to an appropriate data storage device.  This process should be coordinated through the Department Chair, Section Chief, or clinical administrator. 
b. Departing physicians may not solicit Yale Medicine patients or access, take, or utilize Yale Medicine patient lists for the purpose of soliciting patients. If physicians engage in patient solicitation activities, YM will hold the physician responsible for any financial losses incurred by the department and may pursue legal recourse. 
c. All open patient encounters should be closed prior to departure ensuring that level of service has been completed.   
d. Terms and conditions of their Non-Competition Agreement (if applicable) is enforceable under Connecticut law. 
2. It is the department’s responsibility to have the departing physician sign a copy of the letter to acknowledge that they were notified of these rules and obligations. The department will be responsible for storing a copy of the letter. If the letter is not returned or signed, the department should document that the letter was discussed with the physician and note the reason for an unreturned or unsigned letter. 
 
E. The YSM Assistant Dean for Clinical Affair’s Office will send an internal communication to all appropriate YM, Yale School of Medicine, and when appropriate, Yale New Haven Hospital (YNHH) employees and offices prior to the physician’s departure. The following individuals or offices will be notified by the YSM Assistant Dean for Clinical Affair’s Office: 
1. YSM Office of Academic & Scientific Affairs 
2. YSM Office of Faculty Development & Diversity 
3. YSM Human Resources 
4. YM Human Resources  
5. YSM Institutional Planning & Communications 
6. YM Medical Billing Compliance 
7. YM Network Development & Strategy 
8. YM Business Office Operations  
9. YM Coding and Billing  
10. YM Ambulatory Operations  
11. YM Patient Access 
12. YM Physician Liaison Program 
13. Yale Clinical Optimization Services 
14. Yale New Haven Health Epic Security 
15. YNHH Office of Legal & Risk Services 
16. Yale Office of General Counsel  
 
F. In collaboration with the physicians and staff in the practice, the Section Chief or Department Chair will assign all active patients (patients from the last 24 months) of the departing physician to another YM provider, taking into account patient preferences, if possible.  
1. Previously scheduled patient appointments should be rescheduled with a new provider within a month of the scheduled appointment. 
2. The newly assigned provider will be responsible for all Epic InBasket tasks, such as the following (EXHIBIT C): 
a. Pending patient tests and lab results/orders 
b. InBasket messages 
c. MyChart 
 
G. Active patients will be notified within 60 days prior to the last date the departing physician will see patients.  
1. The department is responsible for creating and sending out letters to active patients. 
2. The Department Chair will determine whether letters will be signed by the departing physician (EXHIBIT D), the Section Chief, or the Chair (EXHIBIT E). 
3. All communication must be approved by the YM Chief of Strategy and the Department Chair and should be based on the templates (EXHIBITS D and E), using the Yale Medicine letterhead.   
4. The Joint Data Analytics Team (JDAT) will provide a list of active patients affiliated with the departing physician to the practice (with approval from the YM Chief of Strategy), and it is the responsibility of the practice to check and verify this patient list. 
5. To receive a list of active patients affiliated with the departing physician, the practice should initiate an Epic Optimization data report request (EXHIBIT F).  
 
H. Active referring physicians will be notified within 60 days prior to the last date the departing physician will see patients. 
1. The department will be responsible for creating and sending out the letters to active referring physicians. 
2. The Department Chair will determine if the letters will be signed by either the Section Chief, or the Chair (EXHIBIT G). 
3. All communication must be approved by the YM Chief of Strategy and the Department Chair.  
4. If the referring physician is at Yale, then the letter may be sent through email or interoffice mail.   
5. The Joint Data Analytics Team (JDAT) will provide a list of active referring physicians affiliated with the departing physician to the practice (with approval from the YM Chief of Strategy), and it is the responsibility of the practice to check and verify this patient list. 
6. To receive a list of active referring physicians affiliated with the departing physician, the practice should initiate an Epic Optimization data report request (EXHIBIT F). 
 
I. The department should prepare and distribute an information sheet for all staff, so that questions received from patients or referring physicians are answered appropriately and consistently. (EXHIBIT H). 
 
J. It will be the responsibility of the Department of the departing physician to complete the following tasks (EXHIBIT I): 
1. Retrieve of procurement card (14 days prior to last day of work) 
2. Obtain all entry access (i.e. keys, ID card, etc.) 
3. Retrieve of all relevant equipment (i.e. computer, cell phone, beeper, etc.) 
4. Terminate physician appointment and salary in University systems (Workday) 
5. Forward a copy of the resignation/retirement letter from the faculty member to Faculty Affairs 
6. Remove access to all information systems 
7. Obtain a forwarding mailing address and a non-Yale email address (if one is not permanently retaining the Yale email address, eg, professorial rank, retirees/emeritus, etc.) for the departing physician 
8. Terminate professional liability insurance and issue a cancellation notification to physician   
 
K. It is the responsibility of the department to notify JDAT, Epic Helpdesk, and Epic security. Additionally, the department will complete the deactivation form to inactivate Epic access and complete the necessary Epic transition work for the departing physician, at least 30 days prior to the last day of work (EXHIBIT C). 
 
L. Physicians who have left Yale University may maintain access to their Yale University email accounts for 60 days after their last active day, in accordance with the Yale University Privacy & Security policy (https://facultyadmin.yale.edu/boarding-procedures-faculty-departures).   
 
M. It will be the responsibility of the YM Administration to confirm that administrative tasks are completed after immediate departure of the physician.  These tasks include, but are not limited to the following (EXHIBIT J): 
1. Deleting physician from YM referral directory 
2. Updating the provider’s billing field in the practice management system with the departure date  
3. Canceling YM credentialing 
4. Notifying payers 
5. Deleting physician from the managed care listings 
6. Deleting physician from the YM, YSM, and YNHH websites, online profiles/videos, and directories 
7. Deactivating the provider in the practice management system – six months after departure to allow follow-up of any outstanding charges or claims

EXHIBIT A - Template Letter to Departing Physician from the Department 
 
[Dept letterhead] 
 
Date 
 
[Physician’s name], MD 
Professor of [Department Name]  
Yale University School of Medicine 
Dear [Physician’s name]:                                  
Thank you for your service to the [Department Name].  I have received your letter [of resignation or retirement] with an effective date of XX/XX/XXXX, and have outlined below, requirements to ensure a successful transition for you, the Department and our patients. 
 
Clinical  
· You will continue to be clinically active through XX/XX/XXXX. We will work with you to transfer the care of your patients to other providers in the practice. 
· We will send notification letters of your departure to active patients and referring physicians.  
· All patient records are the property of Yale University and will need to be transferred to the department.  Any use of patient records, other than for direct patient care, requires authorization.  Records maintained in electronic format will need to be saved to an appropriate data storage device.  This process should be coordinated through the Department Chair, Section Chief, or Clinical Administrator.  
· We want to remind you that departing physicians may not solicit Yale Medicine (YM) patients or access, take, or utilize Yale Medicine patient lists for the purpose of soliciting patients. If physicians engage in patient solicitation activities, YM will hold the physician responsible for any financial losses incurred by the department and may pursue legal recourse. 
· All medical records must be completed and signed prior to departure. 
· All open patient encounters/medical records should be closed prior to departure ensuring that level of service has been completed. 
· You must continue to manage your InBasket (ie, respond to messages, patient test and lab results, etc.) until departure from the institution. 
· If applicable, terminate privileges from all Yale New Haven Health hospitals by sending either a single email message to physicianSVCS@ynhh.org or a letter to the following address: 
Yale New Haven Hospital Medical Services Administration 
20 York Street, Hunter 4 
New Haven, CT 06510 
The email message or letter should be dated and contain the following information: 
· Your departure/end date  
· Information about where you are going 
· Your new contact information (forwarding address, email address, phone number, etc.)  
· We want to remind you to review the terms and conditions of your Non-Competition Agreement (if applicable), which is enforceable under Connecticut law. 
 
Administrative 
· Following your departure from Yale University, you may maintain access to your Yale University email accounts in accordance with the Yale University Privacy & Security policy (http://its.yale.edu/formspolicies/policies/university-email-policies#remove); most faculty accounts are deactivated 60 days after the last active day. 
· Please make arrangements with your department business office to return office keys, Yale University employee ID card, procurement card (return 14 days prior to last day of work), and all relevant equipment (i.e. computer, cell phone, beeper, etc.) prior to your departure.    
· Please provide a forwarding mailing address and a non-Yale email address to your department business office. 
 
Research 
· Please work directly with our department research administrator to make arrangements for the transfer of any grants and scientific equipment, if appropriate, to your new institution.  The transfer must be approved by the Office of Research Administration at Yale University. 
· Transfer of research data may require approval from the Office of the Provost in accordance with the Yale Research Data and Materials Policy available at: https://provost.yale.edu/policies/researchdata/research-data-and-materials-policy.  
 
Financial Considerations 
· For the remainder of your tenure at Yale University, you should seek prior approval for the commitment of any resources on behalf of the [Insert Section or Department Name], (e.g. travel expenses, equipment purchases, supply purchases, etc.).     
 
 
Again, thank you for your service in the [Insert name of Department].  We request that you return a signed copy of this communication, for the [Insert name of Department] records, and let me know if you have any questions. 
 
Sincerely yours,   
 
[Clinical Administrator] 
 
Acknowledged: 
 
  	 	 	 	 	 	 	 	 	 	______________________________ 
[Departing Physician]  	 	 	          	 	 	 	 	                        [Date] 
 Cc: 	Section Chief & Department Chair
EXHIBIT B – Departing Physician Checklist
	Tasks to be completed by the departing physician 
	Date Completed 

	  Send letter of resignation to department Chair, at least 90 days in advance 
 
	 

	  Review original offer letter, if applicable, to ensure compliance with all agreements 
 
	 

	  Review non-competition agreement, if applicable, to ensure compliance with all agreements 
 
	 

	  Meet with the Chair, Section Chief, or department clinical administrator to review remaining responsibilities and obligations 
 
	 

	  Sign and return a copy of the letter received at the meeting with the Chair, 
Section Chief or department clinical administrator 
 
	 

	  Complete and sign all medical records 
 
	 

	  Close all open encounters/medical records 
	 

	   Manage InBasket (ie, respond to messages, patient test and lab results, etc.) until departure 
	 

	  Sign and return notification of malpractice insurance cancellation letter to the Department Business Office 
 
	 

	  If applicable, terminate Yale New Haven Health privileges by sending a letter to Yale New Haven Hospital Medical Services Administration.  
Yale New Haven Hospital  
Medical Services Administration 
20 York Street, Hunter 4 New Haven, CT 06510 
The letter should be dated and include your forwarding contact information.  
	 

	  Meet and work with the department research administrator to arrange for the transfer of any grants and scientific equipment to a new institution, if appropriate 
 
	 

	  Return procurement card (14 days prior to the last day of work) 
 
	 

	  Return keys and employee ID card 
 
	 

	  Return all relevant equipment (i.e. computer, cell phone, beeper) 
 
	 

	  Provide forwarding address and non-Yale email address (if one is not permanently retaining the Yale email address) to the Department Business Office 
 
	 

	  Sign and return completed checklist to the Department Business Office 
 
	 


	
_________________________________________________________________________________________________________________________________________________________________ 
Name of Physician (Please Print) 	 	 	 	 	 	 	 	Date 
 
________________________________________________________________________________________
Signature of Physician 	 
 
Return completed and signed form prior to departure to your Department Business Office 
EXHIBIT C – Practice of the Departing Physician Responsibilities - Epic Inactivation/Transition Epic Tasks 
 

	Responsibilities to complete based upon the departing physician circumstances 

	Scenario #1:  
Physician leaving YM practice, but still seeing inpatient patients 
	Scenario #2: 
Physician leaving YM practice, but moving to another practice using Yale Epic  
	Scenario #3:  
Physician leaving YM (departing the organization) 

	1. Identify last date for physician at the practice 
	1. Identify last date for physician at the practice 
	1. Identify last date for physician at the practice 

	2. Identify last date for physician for 
Epic access 
	2. Identify last date for physician for 
Epic access 
	2. Identify last date for physician for Epic access 

	3. 30 days before the last day of work: Remind the department to notify JDAT, Epic Helpdesk, and Epic security; complete deactivation form but clarify that will still be with Yale Epic ambulatory and/or inpatient. Identify all name of the Epic department where the departing provider has patients scheduled. 
	3. 30 days before the last day of work: 
Remind the department to notify JDAT, Epic Helpdesk, and Epic security; complete deactivation form but clarify that will still be with Yale Epic ambulatory and/or inpatient. 
Identify all name of the 
Epic department where the departing provider has patients scheduled. 
	3. 30 days before the last day of work: Remind the department to notify JDAT, Epic Helpdesk, and Epic security; complete deactivation form. Identify all name of the Epic department where the departing provider has patients scheduled. 

	4. Attach provider InBasket to an administrator for monitoring open encounters 
 
Note: Some messages will continue to go to the provider InBasket, especially those that are not currently directed to the provider and not to a pool 
	4. Attach provider InBasket to an administrator for monitoring open encounters 
 
Note: Some messages will continue to go to the provider InBasket, especially those that are not currently directed to the provider and not to a pool 
	4. Attach provider InBasket to an administrator for monitoring open encounters 

	 
	 
	5. Attach provider InBasket to another provider/care team member for managing ongoing patient care 
 
Note: InBasket for departing physician will remain active for at least 6 months post last date at YM for maintaining continuity of patient care. 

	5. Remove any schedules/privileges to the operating room 
	5. Remove any schedules/privileges to the operating room 
	6. Remove any schedules/privileges to the operating room 

	6. Replace patient care team assignment with a new assigned provider 
	6. Replace patient care team assignment with a new assigned provider 
	7. Replace patient care team assignment with a new assigned provider 




EXHIBIT C – Practice of the Departing Physician Responsibilities - Epic Inactivation/Transition Epic


	Responsibilities to complete based upon the departing physician circumstances 

	Scenario #1:  
Physician leaving YM practice, but still seeing inpatient patients 
	Scenario #2: 
Physician leaving YM practice, but moving to another practice using Yale Epic  
	Scenario #3:  
Physician leaving YM (departing the organization) 

	7. Cancel all future patient visits for the departing physician; patients with a scheduled appointment after the last date will be asked call and reschedule 
	7. Cancel all future patient visits for the departing physician; patients with a scheduled appointment after the last date will be asked call and reschedule 
	8. Cancel all future patient visits for the departing physician; patients with a scheduled appointment after the last date will be asked call and reschedule 

	8. Run a workbench report with patient care team for the departing physician 
	8. Run a workbench report with patient care team for the departing physician 
	9. Run a workbench report with patient care team for the departing physician 



























































EXHIBIT D - Letter to Active Patients – from Departing Physician 
 
[Dept letterhead] 
 
 
 
Date 
 
PERSONAL AND CONFIDENTIAL 
Name of Patient Address 
 
 
Dear Mr. /Ms. ________________: 
 
I am writing to inform you that I will be leaving Yale Medicine and the Department of [name of Department] as of [effective date].  I am planning for your care to be continuous, with a seamless transition to a new provider. 
 
If you currently have a scheduled appointment with me after XX/XX/XXX, our staff will contact you to reschedule your appointment with another provider in the practice.   
 
If you have any questions or concerns, please do not hesitate to contact the practice at (203) XXX-XXXX. 
 
I would like to take this opportunity to say what a pleasure and privilege it has been to participate in your care.  Our physicians, along with our clinical and administrative staff, remain committed to providing you with the best patient care possible. 
 	 	 	 	 	 
I wish you well and the best of health. 
 
Sincerely, 
 
 
 
[Physician’s Name] 






EXHIBIT E - Letter to Active Patients – from Section Chief or Chair 
 
[Dept letterhead] 
 
 
 
Date 
 
PERSONAL AND CONFIDENTIAL 
Name of Patient Address 
 
 
Dear Mr. /Ms. ________________: 
 
I am writing to inform you that [name of physician] will be leaving Yale Medicine and the Department of [name of Department] as of [effective date].  We are planning for your care to be continuous, with a seamless transition to a new provider. 
 
If you currently have a scheduled appointment with [name of physician] after XX/XX/XXX, our staff will contact you to reschedule your appointment with another provider in the practice.     
 
If you have any questions or concerns, please do not hesitate to contact the practice at (203) XXX-XXXX. 
 
Thank you for your patience and understanding during this transition.  We appreciate the opportunity to continue to participate in your care.  Our physicians, along with our clinical and administrative staff, remain committed to providing you with the best patient care possible. 
 	 	 	 	 	 
 
Sincerely, 
 
 
 
[Section Chief’s or Department Chair’s Name] 






EXHIBIT F – Lists of Active Patients and Referring Physicians 
 
To receive a list of active patients and referring physicians affiliated with the departing physician, the practice or department should initiate an Epic Optimization data report request, 
(https://medicine.yale.edu/ycci/researchers/Epic%20Data%20Request%20Process%20Procedure_209015_284_ 11454_v1.pdf).  
· Go to https://helix.ynhh.org/ to initiate a new data report request. 
· After the report request submission form opens, complete the form and select “JDAT Data Request” on the drop-down menu under Request Type.  The request should indicate that the report is for a mailing list so that the report generated by JDAT is properly formatted for mail merges. Identify all names of the Epic department where the departing provider has patients scheduled. 
· Attach any supporting documents to your request (ie, written confirmation that the YM Chief of Strategy has approved the request to receive a list of active patients and referring physicians affiliated with the departing physician, etc.) and click the “submit” button. 
· Once the mailing list is received by the practice or department, caution should be taken to insure data is not manipulated in a manner that mixes names and addresses incorrectly.   
· Mailing lists and the approved letter should be forwarded to Yale Printing and Publishing Services (YPPS) for printing and mailing (https://ypps.yale.edu/ ) Note that if the patient list is derived from sources other than Epic and contains duplicate patient listings, YPPS will remove duplicates and will cross check addresses with the national 911 call system to ensure the addresses are up to date upon request. 
· YPPS will create a delimited file, merge the address and if printing the envelope digitally, merge in the return address. A pdf proof will be provided for the practice or department to review and to provide final approval.  The name of the patient or referring physician, if required or requested by the practice or department, can also be merged onto the letter by YPPS.  












EXHIBIT G- Letter to Referring Physicians 
 
[Dept letterhead] 
 
 
 
Date 
 
Name 
Address 
Town, State, Zip 
 
 
Dear Dr. ________________: 
 
I am writing to inform you that [name of physician] will be leaving our practice as of [effective date].  [Physician name] will be on staff at [name of organization/institution].  In addition to notifying all of our referring physicians, we will also be notifying every patient treated by [name of physician] within the last [time frame] months of this change. 
 
All of the physicians at Yale, along with our clinical and administrative staff, look forward to continuing to accommodate your referrals and to assist in the care of your patients in a timely and patient friendly manner. 
 
We are planning as smooth a transition as possible for [name of physician]’s patients, and we will be happy to accommodate any special needs or requests that you or your patients may have.  As always, we appreciate your referrals and will continue to see new patients, or established patients facing new health problems, as quickly as possible. 
 
Thank you for continuing to entrust us with the care of your patients.  If you have any questions or concerns, please don’t hesitate to contact me at (203) XXX-XXXX. 
 
 	 	 	 	 	 
 
Sincerely, 
 
 
 
[Section Chief’s or Department Chair’s Name] 
 
 
 
 
 
EXHIBIT H – Sample Talking Points for Practice Staff Members 
 
· Where is [physician’s name] going?  
[Physician name] will be on staff at [name of organization/institution]. The address is [address]; the telephone number is (XXX) XXX-XXXX.  
 
 
· Who will be my new provider?  
Great attention is being paid to every individual patient’s diagnosis and needs so that the best match can be made with a provider in the practice. We ask for your patience while this process is under way, and will contact you within 48 hours.  
 
 
· I am a referring physician and received a letter from the practice. I have not referred any patients to [name of physician] recently.  
Letters were sent to all physicians who referred patients to [name of physician] in the last 18 – 24 months.   Even though you have not referred any patients to [name of physician] recently, we wanted to inform you that [name of practice] is fully prepared to meet the needs of your patients in the future.  
 
 
· What if I don’t like the new provider?  
We hope to make the transition as easy as possible by recommending a provider within the practice whose skills offer your specific diagnosis the best possible care. 
 
EXHIBIT I – Department of the Departing Physician Checklist 
 
	Facu
	lty / Employee Information 

	Name 
 
	 

	Department/Directory Title 
 
	 

	Workday COA 
 
	 

	End date in department 
 
	 


 
	Tasks to be completed by the department business office 
	Date Completed 

	  Received letter [of resignation or retirement] from physician 
 
	 

	  Notify and send a copy of the letter [of resignation or retirement] to the YSM 
Assistant Dean for Clinical Affairs – within one week of receiving letter 
 
	 

	  Forward a copy of the resignation or retirement letter from the faculty member to Faculty Affairs 
	 

	  Contact and schedule a time to meet with the departing physician to review his/her remaining responsibilities and obligations 
 
	 

	  Draft a letter and checklist for the departing physician that lists clinical, administrative, research, and financial obligations to the physician’s patients and to the University 
 
	 

	  Meet with the departing physician and review the letter and checklist that lists his/her clinical, administrative, research, and financial obligations to the physician’s patients and to the University 
 
	 

	  Assist practice with the process to send letters to active patients affiliated with the departing physician – 60 days prior to the last day the physician will see patients, and confirm that letters have been sent to active patients 
 
	 

	  Assist practice with the process to send letters to referring physicians affiliated with the departing physician – 60 days prior to the last day the physician will see patients, and confirm that letters have been sent to referring physicians 
 
	 

	  Assist practice to ensure that questions about the departing physician as well as transitions to a new provider are answered in a consistent manner by helping to draft an information sheet to give to the staff 
 
	 

	  Obtain a forwarding mailing address and a non-Yale email address (if one is not permanently retaining the Yale email address, eg, professorial rank, retirees/emeritus, etc.) for the departing physician 
	 

	 Notify JDAT, Epic Helpdesk, and Epic security, completed the deactivation form to inactivate Epic access, and completed the necessary Epic transition work for the departing physician, at least 30 days prior to the last day of work 
	 

	Retrieval of equipment 
	Date Completed 

	  Procurement card – 14 days prior to the physician’s last day of work 
 
	 

	  Computer/tablet 
 
	 

	  Cell phone 
 
	 

	  Pager 
 
	 

	  Keys 
 
	 

	  University ID card 
 
	 

	  Other equipment 
	 


 
	Removal from systems 
	Date Completed 

	  Clear advances and EMS charges 
 
	 

	  Cancel procurement card 
 
	 

	  Terminate physician appointment and salary in University systems (Workday,) 
 
	 

	  Terminate access to Yale computer applications  
	 

	  Terminate access to Epic 
 
	 

	  Cancel pager and cell phone service 
 
	 

	  Termination of professional liability insurance and issue of cancellation notification to physician. Notification letters need to be signed and returned to the department business office prior to departure. 
 
	 

	  Remove physician from department lists and directory 
 
	 

	  Remove physician profile from all websites (YSM, YM, and YNHH) 
 
	 

	  Remove physician video and profile displayed in patient waiting areas 
 
	 


 
 
EXHIBIT J – Yale Medicine Administrative Tasks 
 
	Facu
	lty / Employee Information 

	Name 
 
	 

	Department/Directory Title 
 
	 

	Workday COA 
 
	 

	End date in department 
 
	 


 
	YM administrative tasks  
(YM COO Office will confirm that tasks are completed) 
	Date Completed 

	  Delete physician from YM referral directory 
 
	 

	  Update the provider’s billing field in the practice management system with the departure date 
 
	 

	  Deactivation of YM credentialing 
 
	 

	  Notify payers 
 
	 

	  Delete physicians from the managed care listings 
 
	 

	  Delete physician from the YM, YSM, and YNHH websites 
 
	 

	  Deactivate the provider in the practice management system – six months after departure to allow follow-up of any outstanding charges or claims 
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