STATEMENT OF WORK

THIRD PARTY BILLING CLERKS

The Contractor shall provide all services and labor required to accomplish the performance of Third Party Billing Clerk duties for the Military Treatment Facility, 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

	Head Billing Clerk:  Full-Time: 2,088 hours per year, with up to three weeks (15 work days/120 hours) paid leave/vacation in accordance with the contractor’s employee’s benefit plan or employee contract, and ten paid Federal holidays per year will be granted to the LPN.  The contractor shall identify the amount of vacation and sick leave entitled by employee plan/contract to the COR for any person hired to perform services under this delivery order.  Vacation or leave in excess of the contractor-allowed entitled vacation/leave amounts or the “up to” amounts stated above, whichever are less, will not be paid for by the Government. 

Assistant Billing Clerk:  Flexible schedule, to total 20 hours per week.  Since the position is part-time, no paid leave/vacation or paid holidays will be granted.
	Head Billing Clerk:  Work shall be performed between Monday and Friday with work shifts beginning no earlier than 6:00a.m. and ending no later than 6:00 p.m.  The exact hours worked shall be approved by the MTF Department Chief.  Scheduled hours worked shall not exceed 40 hours per week.

Assistant Billing Clerk:  Work shall be performed between Monday and Friday with work shifts beginning no earlier than 6:00a.m. and ending no later than 6:00 p.m.  The exact hours worked shall be approved by the MTF Department Chief.  Scheduled hours worked shall not exceed 20 hours per week.



	2.    Weeks Per Year
	52

	3.    Hours of Work Per Year 
	2,088 for the Head Billing Clerk and 1,044 for the Assistant Billing Clerk

	4.    Anticipated Overtime
	If a Billing Clerk must travel on a Sunday and/or Saturday to attend and return from the Uniform Business Office Conference (see Logistics, page 3), the Government will pay the contractor 8 hours per day overtime for the Clerk to travel on Saturday and/or Sunday.

	5.  On Call Service 

(On-Site or Telephonic)
	None

	6.    Telephonic Availability During Non-Duty Hours
	None

	7.    Backup Personnel if Clerk is

       unavailable

(If Yes, when and number of hours)
	None


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

QUALIFICATIONS/EXPERIENCE

	Head Billing Clerk

Assistant Billing Clerk
	Four years experience in medical coding, claims preparation, payment processing, recovery analysis, and identification of Other Health Insurance (OHI).  

Two years experience in medical coding, claims preparation, payment processing, recovery analysis, and identification of OHI.

During the first 30 days of performance of a newly hired Clerk, the Contractor shall provide a training representative for a minimum of two weeks to provide assistance and training for the Clerk.  This training may be provided by an incumbent contractor Third Party Billing Clerk.


Position Sensitivity Designation.  The Third Party Billing Clerk positions described herein have a position sensitivity designation. The contractor shall ensure the clerks complete all required government forms (SF 85P – Questionnaire for Public Trust Positions and FD 258 – Applicant Finger Print Card, etc. as required by DoD 5200.2R Personnel Security Program) and provide them in the manner required and in sufficient time to allow for timely processing.  The contractor shall provide only clerks capable of attaining a position sensitivity designation for performance of services under this delivery order. 

SPECIFIC TASKS/DUTIES

	Perform the specified services in the Third Party Collection, Medical Services Account , and Medical Affirmative Claims Programs.  
	Third Party Collection Program (TPCP), to assist the Uniform Business Office Manager with the daily operations of the TPCP, to include the tasks as described in DoD 6010.15-M, Uniform Business Office Manual.

Medical Services Account (MSA), to assist the MSA Officer with the daily operations of the MSA program, to include the tasks as described in 6010.15-M, Uniform Business Office Manual and any Memoranda of Understanding.

Medical Affirmative Claims (MAC) Program, to assist he MSA Officer with the daily operations of the MAC Program, to include the tasks as described in 6010.15-M, Uniform Business Office Manual and any Memoranda of Understanding.  


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 and orientation) 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.

2.  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 Clerks in the operation of TPOCS.
3.  The Clerks will be authorized access to an electronic mail account and patient databases, as required in the performance of  his or her tasks/duties.
	The Contractor shall provide all consumable office supplies, forms and coding books used for reference. 

If the Government directs it, the Head Billing Clerk or if he/she is unable the Assistant Billing Clerk shall attend the Uniform Business Office (UBO) Conference.  The Conference is one week long.  The Government will reimburse the contractor for the Clerk’s travel and temporary lodging expenses, not to exceed the amounts prescribed by the Joint Federal Travel Regulation.  The contractor shall provide copies of the Clerk’s receipts for air line tickets, lodging, and transportation (taxi/shuttle bus).  Rental cars are not authorized.




LEGAL

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