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MEMORANDUM
TO: ACME Hospitals CEO
FROM: YOUR NAME, Chief Financial Officer
DATE: 12TH MAY 2019
SUBJECT: Steps Required to Achieve This Certificate of Need
The certificate of need required to establish a competent diagnostic center in a bid to expand the operations of ACME health care facility will require the following procedures to be fully approved as operational by the relevant health organization bodies. 
The Process of Obtaining Certificate of Need
The first step will be to form the health organizational bodies of the plan to come up with a diagnostic center which will improve on the level of healthcare provided by the ACME health facility. The letter should bear the name, the telephone number and the address of the applicant, the name of the individual required to answer to the relevant body on various questions that may arise, the location of the diagnostic center and a brief description of the proposed structure which includes the financial expenditure. The letter is supposed to be written and filled within 180 days from the date of submission, failure to adhere to these may lead the letter being declared null and void (Stratmann & Koopman, 2016). The letter should bear a signatory who is supposed to be the person responsible for representing the client.
The second step is the stage where the letter is taken to the public for public notice. Here the public is notified through newspaper publications of an advertisement about the proposed diagnostic center. The third step is the waiting stage; the latter undergoes 60 days from the day of applying. The organizations in charge may reduce the days depending on the status, and that is an illustration of good progress.  The fourth stage is usually the pre-application conference. In this step, the applicants consult with relevant officials and review everything about their applications before they are finally filled. The fifth step is the stage of application submission; the application is submitted in three hard copies. An application fee is also paid in line with the corresponding regulations. The application then goes through the reviewing process. The sixth stage is the completeness of the reviewing stage. In this stage, all the relevant documents are counter checked. In case of any missing file, questions are sent to the applicant, and the responses filled appropriately (Bailey, 2018). The completeness of the review undergoes through various departments which begins with the staff review; here is a straightforward process which involves the staff of the body in charge of the approval of the application. The public hearing review is again essential to collect various comments and opinions from the general public before arriving at a final verdict (Bailey, 2018). 
The second last stage involves an establishment of a project review committee which is the ultimate and the most influential body that finally approves the application and issues the certificate of need. The committee may also deny the request based on failure to demonstrate sufficient merit as far as the application demands are concerned. The final stage is the closure of the review period and the reconsiderations of the verdicts and appeals made. In this stage, the reviewing process is ended, and relevant complaints and appeals regarding any form of unfairness are brought to the hearing. The decisions of this phase of trial are made by the director of the board himself. It is also done in consideration of the regulations stipulated in the overall process. If the appeals are granted a favor, the certificate of need is issued, but in case of further failure, there could be a new appeal to the office of administrative hearings or the courts of the land.
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