
STATEMENT OF WORK

The Contractor Shall Provide All Services and Labor Required to Accomplish the Performance of licensed Accredited Record Technician (ART) 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 or Part Time

Two weeks (10 work days/80 hours), leave/vacation, up to five workdays/40 hours paid sick leave per contractor’s benefit year, and 10 days of Federal Holiday leave will be granted.
	FULL TIME 

Hours of duty are eight hours per day, five days per week, Mon – Fri, 7:30 a.m. to 4:30 p.m.  (except Federal Holidays) with a one-hour lunch break.  All vacation/leave will be coordinated with the Chief, Clinical Records Department for approval. 

	2.    Weeks Per Year
	52

	3.    Hours of Work Per Year 
	2080

	4.    Anticipated Overtime
	110 (November – September)

	5.  On Call Service 

(On-Site or Telephonic)
	NONE

	6.    Telephonic Availability During Non-Duty Hours
	NO

	7.  Backup Personnel if Provider Unavailable

(If Yes, When and Number Hours)

(This May Tie In With #1 Above if Provider is Full Time)
	NO



QUALIFICATIONS

Contractor-Furnished Personnel Shall Comply With All Applicable Managed Care Support Contract Requirements Including, But Not Limited To: Privileging Requirements;  Utilization Review/Management Criteria and Procedures;  Quality Assessment Procedures and Criteria;  and Peer Review and Quality of Care Reviews in Accordance With the Policy, Procedures and Regulatory Provisions Established For Government Practitioners (32 CFR 199.6; TRICARE Policy Manual, Volume II, Chapter 2;  Section J-2, Addendum A and B, Section J-4 Documents 1, 6, 7, and 8;  and Section J-3, Attachment 14, as well as any MTF Policy Requirements.

All Regulations, Policies, Standard Operating Procedures Will Be Made Available to All Contractor-Furnished Personnel For Familiarization and to Ensure Compliance in Performance of Services.

	1.  Years of Experience In Specialty Required/Requirement to Be Board Certified

       (Optional)
	N/A


SPECIFIC TASKS/DUTIES

GENERAL.     The Contractor shall provide a licensed Accredited Record Technician (ART) to provide clinical records coding and information gathering support to the Clinical Records Department.  The Contractor shall provide support at the Military Treatment Facility.  Contractor support shall cover complete coding for all Air Force (AF)/Army beneficiary clinical records, similar to coding services provided at civilian medical facilities.  Performance shall be according to the requirements contained in this statement of work (SOW) and clinical records completion requirements established by the Joint Commission on Accreditation of Healthcare Organizations (JCAHO).

SPECIFIC PROCDURES FOR WHICH THE CONTRACTOR SHALL BE RESPONSIBLE.

PROCEDURE GUIDANCE.    The ART shall utilize ICD-9-CM and DRG assignment guidelines to determine appropriate and thorough medical diagnoses.  Shall have a sound working knowledge of medical terminology, anatomy, physiology, pharmacology; in-depth knowledge of in the internal organization and consistency of medical records, concepts, principles and techniques of medical records.  Shall have in-depth knowledge of medical and legal aspects of records to aid in daily operations and advising professional staff and outpatient records staff on potential problems.  Shall utilize all Department of Defense, AF/Army, federal, state, and accrediting agency (JCAHO) regulations that govern medical records programs and apply these in planning the medical records programs and operations.  Shall have full knowledge of the Privacy Act and Freedom of Information Act.

CERTIFICATE.  The contract employee shall possess a valid current certificate for an ART.

DUTIES.  The ART shall perform the following duties:

· Determine proper codes and sequencing of codes for diagnoses and operations of  beneficiary clinical records using ICD-9-CM guidelines within four days of discharge from Military Treatment Facility.  

· Enter codes and other data in Composite Health Care System (CHCS) and Group Encoder. 

· Ensure all diagnoses and operative procedures are listed on cover sheets from information contained in the clinical record and that all forms are completed and agree with information on the cover sheet.  

· Provide consultative services to facility on clinical record diagnostic classification and diagnostic related groups (DRGs).

· Participates in the maintenance and analysis of clinical records for completeness, consistency, and compliance with AF/Army  and JCAHO standards.

· Ensures proper nomenclature by searching and cross-referencing various classification and nomenclature guides.

· Assist Clinical Records staff with the compilation of data preparation of reports regarding medical record completion and provider compliance with AF/Army  and JCAHO standards.

· Participate in the AF/Army -directed record retirement process.

Provider Performing Services at the MTF Shall Comply with Government/MTF Reg’s, 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, Standard Operating Procedures Will Be Made Available to All Contractor-Furnished Personnel For Familiarization and to Ensure Compliance in Performance of Services.  Additionally, the Provider 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 Services (Ancillary and Administrative) for the Contractor Provided Personnel to Enable Them To Perform the Above Services At the MTF Except Those Noted Which Will Be Supplied By the Contractor/Provider (List)
	BILLING WILL BE PERFORMED BY CONTRACTOR


LEGAL

1.  Contractor is Liable for Loss, Theft, or Misuse By Contractor Provided Personnel of Provider/Government Property.

2.  Contractor Supplied Personnel Are Prohibited From Self -Referral of Patients Seen Under This Contract.
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