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[bookmark: _wn996sklklzw]Medical Directorship Agreement Checklist

-------------------
This checklist is intended as a general reference. You may customize or adapt it for your organization’s internal use.
-------------------
Core Clauses & Must-Haves
1) Clearly Defined Duties

☐  Separate clinical vs. administrative responsibilities
☐  Avoid vague terms like “advisory” or “general oversight”

2) Fair Market Value (FMV) Justification

☐  Document compensation benchmarking (e.g., market surveys, external validation)
☐  Retain supporting files with the contract

3) Activity Definitions

☐  Specify billable tasks: meetings, protocol development, quality reviews, reporting, etc.
☐  Outline what does not qualify

4) Timekeeping Requirements

☐  Require contemporaneous logging (monthly or more frequently)
☐  Hours must be tied to specific duties, not lump sums

5) Documentation Standards

☐  Identify how and where records will be stored
☐  State retention period (recommended: 7 years)

6) Expiration and Renewal Terms

☐  Include a fixed expiration date
☐  Automate reminders for contract review/renewal

7) Compliance Alignment

☐  Cross-reference organizational compliance policies
☐  Ensure language aligns with CMS Medical Directorship requirements

[bookmark: _j1bgnw3numd]Red Flags to Avoid
⚠️ Agreements that automatically roll over without review
⚠️ Payments not tied to documented duties
⚠️ Compensation significantly above market without FMV support
⚠️ Missing or vague time logs
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Quick “Gut Check”
If an auditor asked tomorrow:

☐  Could you produce current, signed agreements for all directors?
☐  Could you show time logs of hours tied to defined duties?
☐  Do you have FMV documentation to justify every rate?
☐  Are all agreements within active term dates?

If you can’t check all the boxes above, your agreements may be putting your organization at risk.


























This checklist was developed by TimeSmart.AI, a physician contract and timesheet management solution. If you have questions about this checklist or need help reviewing where your Medical Directorship agreements and/or time documentation practices stand, email info@timesmart.ai.
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