
Owner Office Manager

Communications & Sales Executive Production Executive Public Executive

EXECUTIVE DIVISION (7)

Owner

OFFICE of the OWNER   

PLANNING & POLICY SECTION

Owner
Goals & Strategic Planning

Policy Development & Authorization

TECHNICAL STANDARDS SECTION

Technical Standards Officer
Standards Development & Implementation

Clinical Standardization

Keeping Established Policies Applied

Keeping Technical Standards Intact

FINANCE OFFICE

Chief Financial Officer (CFO)
Banking/ Financial Planning/Approval

Liaison w/ Accountants & Div 3

ESTATES SECTION

Estates Manager

Repair & Maintenance of Estates

DEPT. OF EXTERNAL AGENCIES & LIAISON   

Director of External Affairs

LEGAL SECTION

Legal Officer
Governmental & Legal Affairs

Litigation

LEGAL RUDIMENTS SECTION

Insurance & Licensing Officer
Corporate Rudiments & OSHA Compliance

Licensing & Insurance Rudiments

COMMUNITY RELATIONS SECTION

Community Affairs Liaison
Awareness Campaigns & Community Relations

Liaison to Associations

PR Events & Charitable Causes

Opinion Leaders

EXECUTIVE DEPARTMENT 

Office Manager

OFFICE of the OFFICE MANAGER

Office Manager

Patient Reactivation

OFFICE of the COMM & SALES EXECUTIVE

Communications/Sales Executive

OFFICE of the PRODUCTION EXECUTIVE

Production Executive

OFFICE of the PUBLIC EXECUTIVE

Public Executive

VFP: A VIABLE, SOLVENT DENTAL OFFICE & ITS 
PRODUCTS

Stats: CASH vs. BILLS

% OF RISING STATS

PROFIT

TOTAL RESERVES

 # PATIENTS REACTIVATED

COMMUNICATION DIVISION (1)

Communication Executive

DEPARTMENT OF ROUTING & PERSONNEL
Director of Personnel

FRONT DESK

Receptionist
Reception/Telephone/Copier/Fax/E-Mail

Reception Area & Routing form origination

Record scan & upkeep

HUMAN RESOURCES SECTION

HR Coordinator
Personnel Allocation & Assignment

Personnel Attendance & Leaving

Personnel Files & Admin

Personnel Interviews & Hiring

Promo & Advertising

PERSONNEL HATTING SECTION

Hatting Officer
Hat Assembly & Issuance

Hat Checking

DEPT. OF COMMUNICATION

Director of Communication

INTERNAL COMM SECTION

Internal Comm Officer
Comm Center Upkeep

Mail Distribution in Organization

I.T. Specialist
Computer Coordination

Comm systems

EXTERNAL COMM SECTION

External Comm Officer
Bulk Mail

Phone Systems & Electronic Mail

DEPT. OF INSPECTIONS & REPORTS

Director of Inspections & Reports

INSPECTIONS & REPORTS SECTION

Inspections Officer

Checklist & and stats inspection

Staff reports

Stat Collection

Stat Information Center

ETHICS SECTION

Ethics Officer

Staff Ethics Handlings

VFP: ESTABLISHED, SECURE, PRODUCTIVE 
PERSONNEL

Stats:   # STAFF IN NORMAL OR ABOVE

LETTERS IN/OUT

BULK MAIL OUT

DISSEMINATION DIVISION (2)

Dissemination Executive

DEPARTMENT OF MARKETING
Director of Marketing

MARKETING RESEARCH & PLANNING SECTION

Marketing Coordinator
Media Research

Internet Research

SEO (Search Engine Optimization) Analysis

Social Media Research

Coordination w/ Div 6 Marketing Liaison

Overall Marketing Planning

Campaign Planning

PROMO ASSEMBLY SECTION

Promo Officer
Design & Copywriting

Internet/Social Media Advertising/SEO

Existing Patient Advertising

New Patient Advertising

Internal & External Marketing

Distribution

DEPT. OF PUBLICATIONS & PRODUCTS

Director of Publications & Products

STOCKS & DISPLAY SECTION

Products Coordinator

Fill in what products you carry, i.e. bleaching 
kits, etc.

Fill in what educational pamphlets and videos 
you use

PRODUCT SALES SECTION

Sales Clerk

Product Sales

DEPT. OF PATIENT EDUCATION

Director of Patient Education

PATIENT RECORDS SECTION

Patient Records Coordinator

Record Maintenance & Address Correction

Mailing List Maintenance

TX PLAN PRESENTATION & SALES SECTION

Lead TX Plan Coordinator

          TX Plan Coordinator
Patient Interview &  TX Plan Preparation

Patient Treatment Acceptance & Sign-Up

New Patient Exams/Consultations

Tx Plan follow Up

VFP: 1. INCOME GREATER THAN OUTFLOW PLUS 
RESERVES

2. SOLD AND DELIVERED PRODUCTS

Stats: #  CONSULTS

               $ TX PRESENTED/ACCEPTED

               GROSS Income

               Product Sales

TREASURY DIVISION (3)

Treasury Executive

DEPARTMENT OF INCOME
Director of Income

COLLECTIONS SECTION

Financial Coordinator
Collections

Patient Invoicing & Billing

Patient Accounts Files

Walk out Statements

Accounts Receivable

Past due collections

Patient balance billing

INSURANCE VERIFICATION & BILLING SECTION

Insurance Coordinator
Insurance Verification

Insurance Billing

Insurance Follow-Up

DEPT. OF DISBURSEMENTS

Director of Disbursements

PURCHASING SECTION

Purchasing Officer
Admin Supplies

Liaison w/ Div 7

ACCOUNTS PAYABLE SECTION

Bills Payment Officer
Liaison w/ Div 7

Input bills into Quickbooks

Cutting checks for CFO

Maintain Creditor Files

PAYROLL SECTION

Payroll Officer

Liaison w/ Div 7

DEPT. OF RECORDS, ASSETS & MATERIEL

Director of Records, Assets & Materiel

BANKING SECTION

Bookkeeper
Liaison w/ Div 7

Financial Records & Audits

Check deposits & Account Reconciliation

ASSETS & MATERIEL SECTION 

Assets & Materiel Officer
Liaison w/ Div 7

Equipment Maintenance

Maintain Assets of Organization

Update Equipment Files

ADMIN SUPPLIES SECTION

Supply Officer
Liaison w/ Div 7

VFP: PRESERVED AND VALUABLE ASSETS AND 
RESERVES

Stats: TOTAL COLLECTIONS VS BILLS PAID

              INSURANCE COLLECTIONS

              INSURANCE BILLED               

              OVER THE COUNTER COLLECTIONS

PRODUCTION DIVISION (4)

Technical Executive

DEPT. OF PATIENT SERVICES
Director of Patient Services

TECH RECEP. & ROUTING SECTION

Scheduling Coordinator
Doctor Schedule

Hygiene Schedule

Patient Confirmation

Recall In-Charge

Patient Recall

PATIENT CHARTS SECTION

Service Administrator
Chart Assembly

Chart Routing

Chart Storage

DEPARMENT OF PREPARATION

Director of Preparations

SET-UP & PREPARATIONS SECTION

Set-Ups Coordinator
Room Set-Up

Pt Preparation

Sterilization

DENTAL SUPPLY & INVENTORY SECTION

Dental Supply Officer
Room Stock

Supply Inventory

Supply Orders

LAB SECTION

Lab Liaison
Lab Case Prep

Lab Case Follow-Up

Manufacture

DEPARTMENT OF PRODUCTION

Director of Production

DENTAL SECTION

Lead Doctor

            Doctor

            Associate

            Lead Assistant

                    Assistant

                    Assistant

HYGIENE SECTION

Lead Hygienist

           Hygienist 

SPECIALIST REFERRAL SECTION

Specialist Liaison

VFP: CORRECTLY TREATED PATIENTS WHO ARE 
HEALTHY, EDUCATED & SATISFIED

Stats: % APPOINTMENTS KEPT

              $ VALUE OF SERVICES DELIVERED (VSD):

              VSD – DENTISTRY;     VSD - HYGIENE

              # RECALL VISITS

              COMPLETED TREATMENT PLANS

QUALIFICATION DIVISION (5)

Qualification Executive

DEPARTMENT OF VALIDITY

Director of Validity

PATIENT FOLLOW-UP SECTION

Patient Follow-Up Liaison

Quality Control Surveys

Service alert origination

Care calls

QUALITY CONTROL SECTION

Quality Control Coordinator
Develop Checklists for Different Positions

Examine Products for Quality

X-Ray Review

Review TX Plans Delivered

DEPT. OF STAFF TRAINING 

Director of Training

STAFF TRAINING SECTION

Training Supervisor
Staff Training

Continued Education Programs

Seminars/Symposium

Post Drilling

STAFF ASSISTANCE SECTION

Staff Liaison
Coordinates Needed Medical Assistance

Coordinates Needed Dental Assistance

DEPARTMENT OF CORRECTION

Director of Correction

REVIEW SECTION

Service Consultant

Dissatisfied Patient Handling

Corrected Services

Corrected Products

STAFF CORRECTIONS SECTION

Staff Corrections Officer

Corrected Staff

VFP: A CORRECTED ORGANIZATION AND ITS 
PRODUCTS

Stats: $ GROSS INCOME DIVIDED BY STAFF

               # POSITIVE PATIENT SURVEYS

               # TECH FLUBS FOUND vs. HANDLED 

               # ADMIN FLUBS FOUND vs. HANDLED

              STAFF TRAINNG PROGRAM COMPLETIONS

PUBLIC DIVISION (6)

Public Executive

DEPARTMENT OF PUBLIC CONTACT  

Director of Public Contact

INTRODUCTORY EVENTS SECTION
Introductory Events Organizer

Open Houses/Health Fairs/Public Service Activities

Events Preparation

NEW PUBLIC CONTACT SECTION

Marketing Liaison
Coordinates w/ Marketing Dept.:

Flyers/Direct Mail

Radio & TV 

Advertising & Internet Marketing

NEW PATIENT SCHEDULING SECTION

New Patient Scheduling Coordinator
Coordinates New Patient Scheduling w/  
Dept. 6 & 10.

DEPARTMENT OF REFERRALS

Director of Referrals

PATIENT REFERRAL SECTION

Patient Referral Program Coordinator
Care Enough to Share Cards

Patient Referral Programs

BUSINESS NETWORKING SECTION

Business & Networking Coordinator
Professional Referral Programs

Networking

Alliances

DEPARTMENT OF PUBLIC RELATIONS

Director of Public Relations

 

SUCCESS SECTION

Patient Success Coordinator
Routes Positive Reviews to Marketing Dept.

Updates Website 

Liaison w/ Marketing Dept.

PR EVENTS SECTION

PR Events Coordinator
PR Events

Public Service Programs

Writing Press Releases

       

Charitable Causes Liaison
Liaison w/ Div 7

VFP: EXPANDED ACCEPTANCE AND USE OF 
PRACTICE SERVICES

Stats: # NEW PATIENTS

               # OF REFERRALS

               # OF EVENTS

               # NEW PATIENTS SCHEDULES

             # INCOME FROM NEW PATIENTS
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