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Memo on Staff Arrangements
To: All Staff Members
From: Manager
Date: 30TH Jan. 2019.
Subject:  Staff Arrangements for Out-of-Facility and In-House Appointments
Coworkers,
I write this memo to inform of the staffing changes that will be made to meet the requirements of the hospital’s appointments effective from today. The changes are essential since poor scheduling framework causes delays that have proven costly to the facility (NCB1, 2015).
The average outpatient appointment cost is $200 and with approximated 200 patients cancelling or missing their appointments per day translates into $40000 in losses. 
Currently, the facility has 120 nurses and 25 resident doctors. The hospital receives an approximate of 1000 outpatient appointments per day.  Therefore, the average daily outpatient to nurse ratio is 20:1 and the outpatient to doctor ratio is 100:1. The number of nurses attending to the outpatients will be doubled at the expense of the inpatients so that the patient to nurse ratio will be 10:1 and the doctor to patient ratio will be 50:1. 
Also, due to the influx in outpatients; in case the patients cannot see a physician within the stipulated timeline, their appointments will be rescheduled. Consequently, this will reduce the number of outpatients in the waiting list. Of course, we want our hospital to be competitive, and we won’t accrue profits when our clients are dissatisfied. 
Thank you,
The Manager
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