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B. BUILDING VALUE
1. OBJECTIVE
To obtain the current value of the hospital building(s) for the said financial year.

2. SOURCE OF INFORMATION
Assessment by the Valuation and Property Services Department.

3. STAFF RESPONSIBLE
Hospital Deputy-director (Administrative)

4. METHOD OF OBTAINING INFORMATION
4.1 Write in a formal request to the Director of the Valuation and Property Services Department
4.2 Obtain the hospital building(s) value for the mentioned financial year

C. 
 LAND VALUE

1. OBJECTIVE
To obtain the value of the hospital land for the said financial year

2. SOURCE OF INFORMATION
Assessment done by the Valuation and Property Services Department

3. STAFF RESPONSIBLE
Hospital Deputy-director (Administrative)

4. METHOD OF OBTAINING INFORMATION
4.1 Write in a formal request to the Director of the Valuation and Property Services Department
4.2 Obtain the hospital land value for the said financial year
D. 
 MEDICAL OFFICER WAGES
1. OBJECTIVE 
To obtain the total wages (salary and allowances) for Medical Offiicer of Grade UD48 and above, for the said financial year, according to the Final Cost Centre

2. SOURCE OF INFORMATION
2.1 Hospital Salary Sheet
2.2 Hospital Staffing Report

3. STAFF RESPONSIBLE
3.1 Finance Officer
3.2 Human Resources Officer
3.3 Heads of Clinical Departments

4. INFORMATION REQUIRED
4.1 Distribution and position of Medical Officers Grade UD48 and above, as of 31 December of the financial year mentioned, according to Departments.
4.2 Total wages paid to all Medical Officers Grade UD48 and above, according to Departments.
4.3 Median salary of Medical Officers (if there are more than one officer for a particular Grade), according to Final Cost Centre.
4.4 Percentage of time spent by the Medical Officers to treat In-Patients, according to Final Cost Centre.

5. METHOD OF OBTAINING INFORMATION
5.1  Obtain the distribution and position of Medical Officers Grade UD48 and above, as of 31 December of the said financial year, according to the respective departments, from the Hospital Staffing Report.
[image: C:\Users\Dr. Azmi\Desktop\Untitled.png]
5.2 Obtain verification of the Medical Officer staffing and distribution from the Heads of Clinical Departments.
5.3 Obtain the total salary paid to all Medical Officers for one year according to Grade according to department for the said financial year. If the number of staff in a particular grade is more than one, determine the median salary first. Calculation for median salary is shown below:
[image: C:\Users\Dr. Azmi\Desktop\Untitled4.png]

5.4 Obtain the total wages for Medical Officers for one year according to Grade and department.
Example for calculation of total wages (calculate both true value and value based on median if there is more than one officer in a particular Grade) for all Medical Officers according to Grade and department, as shown in the table below:
[image: Description: C:\Users\Dr. Azmi\Desktop\Untitled6.png]
5.5 Obtain the percentage of time spent by the Medical Officer to treat In-Patients, according to Final Cost Centre. Example of percentage of time spent for In-Patients in one week for a Medical Officer of a particular Grade is shown below:

[image: Description: C:\Users\Dr. Azmi\Desktop\Untitled5.png]

5.6 Calculate the total yearly wages for Medical Officers for In-Patient care, according to department. 

6. METHOD OF ENTERING INFORMATION INTO THE STANDARD FORMAT 
6.1 [image: ]Enter information into the standard format as follows:

6.2 Enter the number of Medical Officers according to Grade and department in column B
6.3 Enter the monthly salary (true value or based on median if there are more than one staff in a particular Grade) in column C to get the yearly salary in column E
6.4 Enter all allowances that a Medical Officer is entitled to receive for one year, according to Grade and department in columns F1-F8 to obtain the total allowances received for a staff in column G1 and for all staffs in a Grade in column G2.
6.5 Total wages (salary + allowances) will be summed in column H.
6.6 Enter the percentage of time spent by the Medical Officer for In-Patient in column I to obtain the total yearly wages of the Medical Officer for In-Patient care, according to department, in column J.




E. 
NURSE AND ASSISTANT MEDICAL OFFICER WAGES
1. OBJECTIVE
To obtain the total wages (salary + allowances) for nurses and Assistant Medical Officers (AMO) who treat In-Patients for the said financial year, according to Final Cost Centre.

2. SOURCE OF INFORMATION
2.1 Hospital Salary Sheet
2.2 Hospital Staffing Report

3. STAFF RESPONSIBLE
3.1 Finance Officer
3.2 Human Resources Officer
3.3 Hospital Nursing Supervisor/Matron
3.4 Head Supervisor of Assistant Medical Officers (AMOs)
3.5 Heads of Clinical Departments

4. MAKLUMAT YANG DIPERLUKAN
4.1 Obtain the distribution and staffing of Nurses & AMOs who treat In-Patients, as of 31 December of the said financial year.
4.2 Obtain the wages paid to Nurses & AMOs who treat In-Patients, as of 31 December of the financial year mentioned, according to department.

5. METHOD OF OBTAINING INFORMATION
5.1 Obtain the distribution and staffing of Nurses & AMOs who treat In-Patients, as of 31 December of the said financial year from the Hospital Staffing Report in the format shown below:
a.  Nurse



b. Assistant Medical Officer


5.2 Obtain the wages paid to Nurses & AMOs who treat In-Patients, as of 31 December of the said financial year.
5.3 Get verification of staffing of Nurses & AMOs from Heads of Clinical Departments.



F. 
 MEDICAL HEALTH AND DENTAL DRUG SUPPLY (SODO 27400)
1. OBJECTIVE
To collect financial data regarding resource allocation received and to obtain the amount of actual expenses that was incurred, by activity.

2. SOURCE OF INFORMATION
2.1 Hospital resource allocation for medication
2.2 Total hospital expenditure for medical drug supply
2.3 In-Patient to Out-Patient space ratio (IP:OP)

3. STAFF RESPONSIBLE
3.1 Accountant
3.2 Pharmacist
3.3 Heads of Clinical Departments
3.4 Hospital Engineer

4. INFORMATION REQUIRED
4.1 Resource allocation for the said financial year, in the format below:
[image: Untitled1]
4.2 Total expenditure for the financial year mentioned according to activity and cost centre as shown in the format below:
	[image: Untitled1]
4.3 In-Patient to Out-Patient space ratio (IP:OP)





G. 
SERVICES AND SUPPLIES (SODO 20000 (EXCEPT 27400), 40000, 50000)
1. OBJECTIVE 
To collect financial data on the following expenses according to:
1.1 Specific Object 20000 – Services and Supplies
1.2 Specific Object 40000 – Fixed Charges and Grants
1.3 Specific Object 50000 – Other Expenses

2. SOURCE OF INFORMATION
2.1 Government Financial Management and Accounting System (GFMAS)
2.2 Annual Hospital Financial Performance Report (Operting Budget)

3. STAFF RESPONSIBLE
3.1 Accountant
3.2 Information Technology Officer
3.3 Head of Department

4. INFORMATION REQUIRED
Types of Detail Objects with the total value in the following format:


Example:



5. METHOD OF OBTAINING INFORMATION
5.1 Write in a formal request to the State Accountant General to obtain information from GFMAS
5.2 Obtain the information as per the format, for the said financial year 


H. 
 ASSET (CAPITAL ASSETS)
1. OBJECTIVE 
To obtain financial data regarding the number and type of capital assets, consisting of Medical Equipment and Non-Medical Equipments according to the Cost Centres existing in the hospital.

2. CAPITAL ASSETS ACQUISITION CATEGORIES
2.1 Direct acquisition by hospital authority
2.2 Contribution from other agencies
· State same Brand & Specification
· State the value of capital assets based on value on receipt
2.3 New buildings that are equipped with capital assets
· Register into Asset Management System after 1 year from date of acquisition

3. SOURCE OF INFORMATION
3.1 Government Asset Management System for asset acquisition of year 2008 till 31 December of the said year
3.2 Kew. PA 2 form

4. STAFF RESPONSIBLE
4.1 Asset Officer
4.2 Information Technology Officer
4.3 Head of Department

5. METHOD OF OBTAINING INFORMATION
5.1 Obtain the following information
· Number of Items
· Name of Asset
· Reference No./ Registration Series No.
· Model
· Type
· Unit/Department
· Date of Procurement – (dd/mm/yyyy)
· Original Procurement Price
· Lifespan
Example:
[image: Untitled1]
Notes: 
Capital asset value will depreciate at 5% per annum from date of acquisition, up to five years
Capital asset item must be removed from Casemix database when its status is Beyond Economic Repair (BER)


I. 
INVENTORY
1. OBJECTIVE
To collect information on the value of inventory according to department.


2. SOURCE OF INFORMATION
2.1 Government Asset Management System
2.2 Kew. PA 5 form

3. STAFF RESPONSIBLE
3.1 Asset Officer
3.2 Information Technology Officer

4. METHOD OF OBTAINING INFORMATION
4.1 Identify inventory in a department
4.2 Fill in the department information according to cost centre (OCC, ICC and FCC) in the format below:




4.3 Fill in the total value of inventory (sub-total) in each department according to Cost Centre

J. 
OUT-OF-POCKET EXPENDITURE
1. OBJECTIVE
To obtain the actual total payment incurred by patients for medical equipment (implants/prosthesis) that were recommended by departments at the hospitals where the medical equipment mentioned were not supplied by the government or other agencies.
Notes:
· For In-Patients only
· Does not include implants/prosthesis that were loaned to patients and returned back to the hospital

2. SOURCE OF INFORMATION
2.1 Surgical Registry Book
2.2 Medical Assistance Fund records

3. STAFF RESPONSIBLE
3.1 Nurses
3.2 Assistant Medical Officer (AMO)
3.3 Hospital Matron
3.4 Medical Social Work Officer
3.5 Head of Department

4. METHOD OF OBTAINING INFORMATION
4.1 Ensure the following information is obtained in its entirety:
· Patient name
· Identity Card number
· RN/MRN
· Diagnoses
· Procedure
· Date of surgery/procedure
· Implant/prosthesis used
· Cost of implant/prosthesis used
· Name of supplier of implant/prosthesis

4.2 Enter the information in the following format:
[image: F:\oop.jpg]
4.3 State the source of implant/prosthesis purchase
· Self financing
· Medical Aid Fund financing
· Other agency subsidy financing

4.4 Enter the value of Medical Assistance Fund financing /Agency subsidy financing (if applicable)
4.5 Verify accuracy of information collected

K. 
DISCHARGES
1. OBJECTIVES
To obtain the total discharges according to department and hospital for the said financial year.

2. SOURCE OF INFORMATION
PER-PD 211 report

3. STAFF RESPONSIBLE
Medical Record Officer (MRO)

4. METHOD OF OBTAINING INFORMATION
4.1 Obtain the total discharges according to department and hospital for the said financial year from PER-PD 211 report
	

L. 
 PATIENT BED-DAYS
1. OBJECTIVE
To obtain the total patient bed-days according to department and hospital for the financial year mentioned

2. SOURCE OF INFORMATION
PER-PD 211 report 

3. STAFF RESPONSIBLE
Medical Record Officer (MRO)

4. METHOD OF OBTAINING INFORMATION
4.1 Obtain the total patient bed-days according to department and hospital for the said financial year mentioned from the PER-PD 211 report


M. 
 SPACE AREA
1. OBJECTIVE
To obtain the total hospital space area (m sq) allocated for treatment of In-Patients, according to Cost Centre.

2. INFORMATION REQUIRED
2.1 Hospital space area as maintained by concessionaire for the said financial year.
2.2 In-Patient to Out-Patient space area ratio (IP:OP), according to Final Cost Centre

3. STAFF RESPONSIBLE
3.1 Hospital Engineer
3.2 Hospital maintenance concessionaire
3.3 Head of Department

4. METHOD OF OBTAINING INFORMATION
4.1 The Hospital Engineer and Hospital maintenance concessionaire must list and sum the total hospital space area (m sq) allocated for In-Patients, according to:
· Overhead Cost Centre
· Intermediate Cost Centre
· Final Cost Centre and each department under Final Cost Centre
4.2 Obtain the In-Patient to Out-Patient space area ratio (IP:OP) 
4.3 Verify total space area according to department and cost centre
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