STATEMENT OF WORK

The Contractor shall provide all services and labor required to accomplish the performance of Obstetrical Administrative Assistant duties at the 55th Medical Group, Offutt AFB, 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

(If Full Time, 2 weeks - 10 Days Leave and Vacation and 10 Days of Federal Holidays Will Be Granted To the Provider)
1 FULL TIME EQUIVALENT (FTE) Obstetrical Administrative Assistant



2.    Weeks Per Year
52

3.    Hours of Work Per Year 
2,080

4.    Anticipated Overtime
NONE

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 (DoD 6010.8-R, Chapters 6 and 15;  OCHAMPUS 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, and 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)
Minimum of two years experience as Administrative Assistant

SPECIFIC TASKS/DUTIES

1.  Performs the full spectrum of services of an Administrative Assistant trained in: (i.e. Pediatrics, Family Practice, etc.)
Obstetrics.  See attached Addendum 3 for list of duties.

2. 
Workload Information

(e.g. endoscopies/month)

(If Applicable - Usually Limited to Specialists)
N/A

3.  Specific Tasks That Would Not Be Included in (1) Above (Optional)
N/A

4.  Exceptions to (1) Above (Optional)

(e.g.  May Not Have to Perform Certain Surgeries, Draw Blood, etc.)
N/A

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 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)
None

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 Agreement.
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