
Figure 3.1 Basic Credentialing Flow Chart

Application is received by the 

medical staff services department.

➤

Review

Is this application complete? If 

not, the applicant is informed and 

given the opportunity to supply 

missing information. 

➤

Notification 

The applicant, group chair, and 

credentials committee chair are 

informed that the completed  

application has been received and 

is being processed. 

➤

Background check 

If the applicant refuses to consent 

to a background check, the  

application is considered incom-

plete and is not processed further.

➤

Application fee is processed. 

➤

File is created

The application data is entered into 

the credentials database, a new file 

is created for the applicant, and all 

documents are filed.

➤

Verification

Every item on the application 

must be verified, including work 

experience, education, licensure, 

sanctions, military service, and 

medical malpractice insurance. 

➤

Verification (cont.)

Competency, board certifications, 

peer references, and  

continuing medical education 

must be verified. 

➤

Response review

The medical staff services depart-

ment reviews all application materi-

als and indicates any concerns, red 

flags, or questions.

➤

Referral to credentials committee

Group chair signs off on completed 

file and refers application to the 

credentials committee. 

➤

Peer review

Department, service line, or 

group chair reviews the file with 

the MSP.

➤

Referral to group chair

The file is deemed complete by the 

medical staff services department 

and referred to the credentials 

committee.

➤

Credentials committee interview

Responses may result in moving 

the file forward to the medical ex-

ecutive committee, or back to the 

medical staff services department 

for additional research.

➤

Medical executive committee 

review

The MEC reviews the application. 

Recommendations for approval 

are signed and forwarded to the 

governing board.

➤

Governing board

  The board indicates approval by 

signing the signature page. This 

page is returned to the medical 

staff services department following 

the board meeting.


