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I. [bookmark: _Toc162536206]Program Overview	
This section is an introduction to the fundamentals of an Automation Program including background, scope, mission, goals, and KPIs. 
[bookmark: _Toc162536207]1.1 Background
[Insert a brief summary of the Automation Program and an introduction to the technology.] 
For example: The Automation Program performs oversight and development of Revenue Cycle automations. It leverages Robotic Process Automation (RPA), which is software or bots / digital workers that emulate the repetitive, rules-based tasks of a human worker to free up humans for higher level, higher value activities.
[bookmark: _Toc162536208]1.2 Scope
[Insert details on the Automation Program scope. Consider if the program is limited to the revenue cycle or an area of the revenue cycle, such as Hospital Billing or Professional Billing]
For example: The Automation Program will focus on RPA opportunities that cannot be solved using native system functionality in Professional Billing Revenue Cycle Operations. The initial focus areas will be patient access and patient financial services. 
[bookmark: _Toc162536209]1.3 Mission & Goals
1.3.1 Mission
[Insert the Mission Statement developed by the governance committee. The Mission Statement should be a concise explanation of the organization’s reason for existence, purpose, and intention.] 
· For example: The Automation Program is committed to using automation to improve the efficiency, productivity, and quality of our operations. We will achieve this by:
· Identifying and automating repetitive, manual tasks that are currently performed by employees
· Implementing automation solutions that are scalable, reliable, and secure
· Measuring the benefits of automation and communicating these benefits to stakeholders
1.3.2 Goals
[Insert the goals developed by the governance committee. Goals should be at a program level, specific, measurable, and time bound. Include both short term (1 year) and long term (2-3 year) goals.]
· For example (short term): by the end of year 1 we will identify 15 use case ideas for automation evaluation and will have 3 automations live
· For example (long term): by the end of year 3 we will have 15 automations live
[bookmark: _Toc162536210]1.4 KPIs
[Insert organizational KPIs in the table below that should be tracked to measure the success of the Automation Program. Tarpon Health has included common examples below, but KPIs should be determined and agreed upon by the governance committee.]
	KPI
	Definition
	Source

	Ex: Productivity / Labor 
	Ex: The amount of work completed by staff. Typically measured by function, role, or department.  
	[Insert source]

	Ex: Labor Expense
	Ex: The total cost of employee labor including benefits
	[insert source]

	Ex: Cost to Collect
	Ex: The total cost of operating the revenue cycle divided by patient service cash collected. This could include replacing vendor relationships. 
	[Insert source]

	Ex: Denial write-off rate
	Ex: The rate of claim denial write-offs. Net dollars written off as denials divided by Average monthly net revenue. 
	[Insert source]

	Ex: Net days in A/R
	Ex: The amount of time it takes to receive a payment on a claim. Net A/R divided by average daily revenue. 
	[Insert source]




II. [bookmark: _Toc162536211]Team Structure	
This section outlines the structure and operations of the governance committee.
[bookmark: _Toc162536212]2.1 Members & Roles 
[Insert committee member names, titles, roles, and emails in the table below. Tarpon Health has included example roles, but roles should be determined and agreed upon by program leadership.]
	Name
	Title
	Committee Role
	Committee Responsibilities

	[Insert name]
	[Insert title]
	Ex: Executive sponsor
	[Insert responsibilities]

	[Insert name]
	[Insert title]
	Ex: Automation program owner
	[Insert responsibilities]

	[Insert name]
	[Insert title]
	Ex: RPA developer 
	[Insert responsibilities]

	[Insert name]
	[Insert title]
	Ex: Solutions Architect 
	[Insert responsibilities]

	[Insert name]
	[Insert title]
	Ex: Report writer 
	[Insert responsibilities]

	[Insert name]
	[Insert title]
	Ex: Operational owner(s)
	[Insert responsibilities]

	[Insert name]
	[Insert title]
	EX: IT sponsor
	[Insert responsibilities]

	[Insert name]
	[Insert title]
	Ex: Finance representation
	[Insert responsibilities]

	[Insert name]
	[Insert title]
	Ex: Compliance/Security representative
	[Insert responsibilities]



[bookmark: _Toc162536213]2.2 Organizational Chart
[Insert details on how the automation program will report into the broader organization. For example, will your program stay within revenue cycle or will it report to a centralized IT area. See examples here.]
[bookmark: _Toc162536214]2.3 Meeting Cadence & Attendees
[Insert details for recurring Automation Program meetings. Include cadence, purpose, names, and owners.]
	Meeting
	Cadence
	Purpose
	Names
	Owner

	Ex: RPA Governance Committee
	Ex: monthly on the 2nd Thursday of each month at 2:00
	Creates the automation program strategy. Approves all major decision’s such as automation platform, hiring, automation roadmap, etc. 
	i.e., Adele Brettschneider
	i.e., Nick Malenka

	Ex: Department Steering Committee
	
	
	
	

	Ex: Functional Area Workgroup
	
	
	
	

	Ex: RPA team meeting
	
	
	
	



[bookmark: _Toc162536215]III. Version Control		
This section serves as documentation of all known edits and additions.
[bookmark: _Toc162536216]3.1 Revision History
Complete the table below for any document revisions. 
	Rev. #
	Date
	Section/page#
	Revision summary
	Author
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