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CHAPTER 234.   VETERANS HEALTH ADMINISTRATION  -  FISCAL SERVICE








1.  APPROVAL OF CRITERIA





	Criteria by the Department of Veterans Affairs (VA) on October 29, 1987.








2.  DEFINITION 





	a. Fiscal Service is responsible for the hospital's financial activities including development of departmental budgets, maintenance of cost control systems, preparation of statistical reports, and managing disbursements and receipts.








3.  PROGRAM DATA REQUIRED





	a. Staffing projections by categories.





	b. Is the use of keypunch machines projected; if so, how many?








4.  SPACE DETERMINATIONS





	a. Office, Chief 	13.9 NSM (150 NSF)


Private office accessible only through the secretary, affording control of visitors and confidentiality.  The functions include:  conferences, teleconferences, and the capability of input/retrieval of data from central computer.





	b. Office, Assistant Chief  (when staffed) 	11.2 NSM (120 NSF)


Private office with the capability of input/retrieval of data from the central computer, including storage for computer printout reports.





	c. Office, Secretary/Receptionist/Waiting 	11.2 NSM (120 NSF)





	 (1) Additional Clerk/Secretary 	  7.4 NSM ( 80 NSF) each





	d. Office, Budget Analyst  (when staffed)	  9.3 NSM (100 NSF)


Private office with the capability of input/retrieval of data from the central computer and storage of computer printout reports.





	e. Office, Auditor  (when staffed) 	11.2 NSM (120 NSF)





	f. Work Area-Finance and Accounting and Clerical/Technical Staff





	 (1) Office, Accounting Chief 	  9.3 NSM (100 NSF)





	 (2) Work Area-Clerical/Technical Employees 	  7.4 NSM (  80 NSF) each





	 (3) Office Support Area 	  7.7 NSM (190 NSF)


  plus


  1.1 NSM ( 12 NSF)


  per Clerk or


  Tech. Employee





	g. Keypunch Operations (when keypunch card operations is projected)





	 (1) Keypunch Machine 	  5.6 NSM (  60 NSF)


  (Minimum  =


  6.5 NSM  ( 70 NSF))





	 (2) Storage Space (A 3-month supply of keypunch cards)	  1.9 NSM (  20 NSF)





	h. Office, Travel Unit 	See Chapter 262,   


Ambulatory Care





	i. Office, Patients Funds 	  7.4 NSM (  80 NSF)


  per employee


(The Travel Unit and the Patient Fund Offices may be combined into one room)





	j. Office, Agent Cashier 	13.9 NSM (150 NSF)





	(1) Additional Employee 	  7.4 NSM (  80 NSF)


This space is also referenced in Chapter 262, Ambulatory Care.  Do not provide space in Fiscal Service if it is allocated in Ambulatory Care.





For multidivision hospitals, an agent cashier's office may be required at each division.








5.  OPERATING RATIONALE (BASIS OF CRITERIA)





	a. Office Support Area


	   This area accommodates active file storage, office machines, work tables, etc.





	b. The basis for NSM (NSF) per clerk or technical employee is:





	(1) Constant





	 (a) One computer terminal used by several employees 	  3.7 NSM (  40 NSF)


	 (b) Microfiche reader and printer 	  5.2 NSM (  56 NSF)


	 (c) Reproduction machine-small 	  1.9 NSM (  20 NSF)


	 (d) Worktable-accessible on two sides 	  4.1 NSM (  44 NSF)


	 (e) Printer serving several work processors 	  2.8 NSM (  30 NSF)


	        TOTAL  = 	17.7 NSM (190 NSF)





	(2) Variable


	    Files and storage cabinets 1.1 NSM (12 NSF) per clerk and technical employee 1.0 NSM (10 NSF) for files plus 0.2 NSM (2 NSF) storage cabinets)





	(3) Data for the above is based on a December 1985 survey of Fiscal Service departments.





	(4) If the support office formula does not meet the needs, use the table below.





	   NOTE: The NSM (NSF) for freestanding implements equipment includes access.





	 (a) File Cabinet (letter size-capacity 30,480 mm (120”) linear)	  0.7 NSM (  7 NSF)





	 (b) File cabinet (legal size-capacity 30,480 mm (120”) linear)	  0.8 NSM (  9 NSF)





	 (c) Wheeled tub file-small (one file drawer)	  0.7 NSM (   7 NSF)





	 (d) Wheeled tub file-large (two or three file drawers)	  1.1 NSM (  12 NSF)





	 (e) File, rotary without computer unit (capacity 30,480 mm (1200”) linear)	  6.5 NSM (  70 NSF)





	 (f) File, rotary without computer unit (capacity 30,480 mm (120”))	  8.7 NSM (  94 NSF)





	 (g) Computer  terminal used by several employees	  3.7 NSM (  40 NSF)





	 (h) Printer serving several word processors	  2.8 NSM (  30 NSF)





	 (i) CPU modem serving several word processors (up to 32 units) 	  4.7 NSM (  50 NSF)





	 (j) Microfiche reader with sorting space 	  1.4 NSM (  15 NSF)





	 (k) Microfiche storage cabinet 	  0.8 NSM (   9 NSF)





	 (l) Microfiche reader and printer 	  5.2 NSM (  56 NSF)





	 (m) Microfiche camera and processor 	  3.7 NSM (  40 NSF)





	 (n) Microfiche cabinet with computer access and numerical finder 	  2.2 NSM (  24 NSF)





	 (o) Documents, catalogs, computer printout storage cabinet 	  0.8 NSM (   9 NSF)





	 (p) Reproduction machines





	   1. Small 	  1.9 NSM (  20 NSF)


	   2. Large 	  3.2 NSM (  34 NSF)





	 (q) Computer Printout bursting machine 	  2.3 NSM (  25 NSF)





	 (r) Workable (765 mm x 1525 mm) (30" x 60")





	   1. Work on two sides	  4.1 NSM (  44 NSF)


	   2. Work on three sides	  5.4 NSM (  58 NSF)


	   3. Work on four sides	  7.8 NSM (  84 NSF)








6.  DESIGN CONSIDERATIONS





	a. Figure 234.F1 provides an interfunctional relationship matrix.





	b. The Office of the Chief of Fiscal Service should be convenient to the hospital Director's suite, and the work area should be conveniently located to data processing (i.e., data input) or have access to data transmission and Acquisition and Material Management Administration.





	c. If the agent cashier's office is accessible to patients from a public corridor, provide an alcove (not part of the office space) 1525 mm (60"), running the entire length of the transaction windows.  A window to accommodate wheelchair patients must also be included.





	d. See H-08-3, CD-49; and H-08-4, SD 67, for security requirements of the agent cashier's office.





	e. Work stations.





	(1) Proper relationship between the required tasks and the furniture, equipment and lighting, is essential because to a large degree it influences the productivity of the employees.





	 (a) Physical and fire security is essential.





	 (b) Particular attention must be paid to task lighting and the elimination of glare.  This is especially important with the use of CRT's.





	 (c) Agent cashier's office.


	     Provide fireproof safe accessible from within the room (not a walk-in safe).  See (a) H-08-3(7), CD 49; and (b) H-08-4, SD 67





	(2) Minimum items of furniture required at individual work stations:





	 (a) One or two work surfaces





	 (b) Storage units or shelves for reference materials and supplies.





	 (c) Seating, design ergonomically to diminish fatigue.





	 (d) Storage for personal items





	 (e) If needed-support surfaces, and storage for oversized documents.





	(3) Visual privacy between work stations is a very important factor affecting productivity.





	    NOTE:  Movable partitions between the work stations are optional.  However, the use of movable partitions not less than (1630 mm) 64 inches in height is recommended.





	(4) Recommended approach to the work station is from the front or side of the occupant of the work station.


�
INTERFUNTIONNAL RELATIONSHIPS MATRIX





(Relationship of Fiscal Service to the Services Listed Below)








Service	Relationship


Hospital Director's Suite  	2


Data Processing 	2


AMM - Administration 	2





MAS - Administration Offices	3


MAS - Processing Unit 	3


MAS - Fee Services Unit	3








PHYSICAL RELATIONSHIPS BETWEEN SERVICES





LEGEND


1  ADJACENT


2  CLOSE/SAME FLOOR


3  CLOSE/DIFFERENT FLOOR ACCEPTABLE


4  LIMITED TRAFFIC


X  SEPARATION DESIRABLE




























































































Figure 234.F1  -  Interfunctional Relationship Matrix  -  Fiscal Service
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