STATEMENT OF WORK

Military Treatment Facility RESOURCE SUPPORT

The Contractor shall provide all services and labor required to accomplish the performance of Third Party Collection Program Insurance Analyst/Clerk duties as specified, in strict accordance with all terms, conditions, general and special provisions, specifications, attachments, etc., contained herein or incorporated by reference.  

FTEs, HOURS, SCHEDULES

	1.    Full Time 

Two weeks (10 work days) leave/vacation and 10 days of Federal Holidays will be granted to the Insurance Analyst/Clerk.
	Hours:  7:30 am - 4:30 pm Monday - Friday 



	2.    Weeks Per Year
	52

	3.    Hours of Work Per Year 
	2,008 hours per year

	4.    Anticipated Overtime
	None

	5.  On Call Service 

(On-Site or Telephonic)
	None

	6.    Telephonic Availability During Non-Duty Hours
	None

	7.  Backup personnel if Insurance Analyst/Clerk is unavailable

(If Yes, when and number hours)
	None


*Federal Holidays:  New Year’s Day, Martin Luther King’s Birthday, Washington’s Birthday (President’s Day), Memorial Day, Independence Day, Labor Day, Columbus Day, Veteran’s Day, Thanksgiving Day, and Christmas Day.


QUALIFICATIONS

Contractor-Furnished personnel shall comply with all applicable Managed Care Support Contract requirements including, but not limited to, quality assessment procedures and criteria.  All Regulations, Policies, and Standard Operating Procedures will be made available to all Contractor-furnished personnel for familiarization and to ensure compliance in performance of services.

	Experience Required
	One year’s experience in medical coding, claims preparation, payment processing, and recovery analysis.  During the first 30 days of performance of a newly hired Analyst/Clerk, the Contractor shall provide a training representative for a minimum of three work days to provide assistance and training for the Insurance Analyst/Clerk.


SPECIFIC TASKS/DUTIES

	1.  Performs the specified services in the Third Party Collection Program.
	Third Party Collection Program (TPCP), to include the  tasks as described in DoD 6010.15-M, Uniform Business Office Manual, Chapter 4.


Contractor personnel performing services at the MTF shall comply with Government/MTF Regulations, MOUs, SOPs, etc. regarding administrative services, record keeping, patient referrals, interactions with Government personnel, MTF security, QM/UM participation, Government property, etc.  All Regulations, Policies, and Standard Operating Procedures will be made available to all Contractor-furnished personnel for familiarization and to ensure compliance in performance of services.  Additionally, contractor personnel shall attend all Government provided orientation and training necessary to perform daily duties (e.g. CHCS Training) on a Government installation.

LOGISTICS

	1. Government will provide all facilities, equipment, and administrative services for the Contractor provided personnel to enable them to perform the above services at the MTF except those noted to the right which will be supplied by the Contractor.  

The Government will provide and maintain, on site at the MTF, the Third Party Outpatient Collection System (TPOCS) for the Contractor’s use in operating the Third Party Collection Program.  The Government will train the Analyst/Clerk in the operation of TPOCS. 

The Insurance Analyst/Clerk will be authorized access to an electronic mail account and patient databases, as required in the performance of their tasks/duties.
	The Contractor shall provide all consumable office supplies and coding books used for reference.  





LEGAL

1.  Contractor is liable for loss, theft, or misuse by contractor provided personnel of Government property.

PAGE  
2



