Statement of Work (SOW).  The TRICARE Central Lead Agency Contracting Division has sample SOWs on file for many specific categories of health care providers and ancillary personnel.  MTFs can save time when preparing SOWs by contacting the TRICARE Central Region Contracting Division to determine if a SOW similar to their needs is on file.  MTF staff members who prepare SOWs should keep the following in mind when preparing or editing SOWs:


  a.  Military and Civil Service job descriptions are not, by themselves, a SOW.  However, they might contain some of the core duties/tasks/responsibilities required for the position needed at the MTF, and could be inserted in the SOW.


  b.  SOWs are normally written for a one year period; therefore, full time positions contain 2,088 hours (2,096 for leap year).


  c.  All positions except physician and physician-equivalent (PhD, psychologists, etc.) are subject to the Service Contract Act.  Therefore, overtime pay at time and one-half, must be paid for excess hours.  CORs (who authorize payment of invoices) and government personnel who supervise resource support staff must know their State statutes concerning payment of overtime.  For example, many States require overtime pay for all hours worked in excess of 40 hours in a one week time period.  This means that some overtime pay may be required for some routine shift workers.  For example, the State of Nebraska requires overtime pay when an employee works more than a 40 hour in a one-week time period.  One MTF in Nebraska has Registered Nurses who work alternating shifts (44 hours one week and 36 hours the next week); therefore, they must be paid overtime each time they work 44 hours during a one-week time period.  SOWs should always specify if overtime will be required (whether on a regular or occasional basis).  If overtime will be required, the estimated number of overtime hours and cost should be added to the ICGE.  Overtime should be shown on a separate line item in the IGCE, since overtime for all positions (below physician) is paid at time and one-half of the regular salary.


  d.  In accordance with the employment policies of the current Resource Support subcontractor, for positions other than physicians, always include paid time off  (120 hours per calendar year) for each full time position in your IGCE.  When part-time positions are involved, the number of vacation hours and sick leave hours are prorated.  Contact the Lead Agency Contracting Division for assistance in prorating vacation and sick leave hours.


  e.  The Government does not normally require backfill for its own personnel on approved leave.  Therefore, do not require the contractor to provide backfill for personnel on approved leave unless it is absolutely necessary (for example emergency room positions).  If backfill is required, clearly state that it is required in the SOW and include the hours in the IGCE (for example, 120 hours backfill are required for paid time off ).  Backfill hours may be included within the total number or regular hours, as they will be compensated at the same hourly rate.

  f.  Most MTF outpatient clinics are closed on Federal Holidays.  Therefore, the SOWs for most outpatient provider and ancillary personnel positions should be written to state the ten (10) Federal Holidays are days off with pay.  If a MTF requires resource support personnel to work on any Federal Holiday, the requirement must be stated clearly in the SOW.  The current resource support subcontractor pays employees their regular pay plus eight (8) hours when they are required to work on Federal Holidays, unless granted a compensatory day off with pay during the same week that he/she was required to work on a Federal Holiday.  The Lead Agency strongly recommends that SOWs clearly state that employees are required to work on Federal Holidays will be granted a compensatory day off with pay during the same week that they are required to work on a Federal Holiday.  Therefore, MTFs that require resource support employees to work on Federal Holidays and do not grant compensatory time off , must include additional hours for holiday pay in their IGCE.

  g.  “On-call” requirements must be clearly identified in SOWs. 

h.  Show normal work hours; for example, 0730 to 1630 Monday through Friday.  Specify the length of the lunch period.  If work hours are to be mutually agreed to between the MTF and the provider, this should be clearly stated in the SOW.

  i.  The following general requirements should be considered when writing/editing a SOW:



1)  Post/Base security and gate control.



2)  Compliance with DoD, services, and MTF safety regulations



3)  Requirements for Post, Base, or MTF identification (ID) badges (this is in addition to the Contractor’s requirement to furnish ID badges described in Section J-2, Addendum C of the Managed Care Support Contract).



4)  Health requirements (HIV, TB tests, immunizations, physical examinations, etc.).



5)  Dress code (must be standard MTF dress code).



6)  Requirements for administrative training (MTF newcomers orientation, annual training provided during the individual employees birth month, CHCS and/or ADS training, etc.). Remember, overtime hours may be needed for the employee to attend required training if the provider works nights and/or weekends and must attend training during a weekday.  These additional hours must be included in the SOW.


  j.  Personnel Qualifications:



1)  Be specific about all required degrees, licenses, board certifications, and/or completion of residency programs, etc.



2)  Specify all required training certifications, such as BCLS, ACLS, ATLS, Neonatal Resuscitation, etc.



3)  State that it is the responsibility of the contractor to ensure that the provider maintains required license and certification.



4)  Specify length of experience required and currency of experience (for example, two years experience in the last five years as an RN in labor and delivery).



5)  Specify any continuing education units (CEUs) required above and beyond those required to maintain State licensure, and state whether the MTF will provide paid time off for the provider to attend CEUs. 



6)  Remember, if the MTF states that a certain degree, certification, or other type of experience is preferred, this means that it is not mandatory.



7)  Do not go overboard on personal qualifications - - - it just makes it harder for the contractor to recruit, delays start of service, and raises the price of the delivery order.  State the minimum needs of the Government.


  k.  MTF Credentialing/Privileging Requirements.  Specify any special requirements for credentialing/privileging.  The lead-time for submission and review of credentials packets is outlined in Task II and XIII (C-2 and C-13) of the Managed Care support Contract.  Also, refer to Chapter 10 of this manual.


  l.  Specify all restrictions and constraints on providers, to include “self referral” to civilian practices, no balance billing, no hiring of off-duty military or DoD civilian personnel, etc.


  m.  Specify all tasks, as this is the “meat” of your SOW, where you can insert information derived from any applicable military or Civil Service job description.  Be sure to include any requirements for signing in/signing out, keeping patients records, attending administrative meetings, and providing clinical oversight to clinical support and/or administrative personnel.  Use the term “clinical oversight,” not “supervision,” because Contractors cannot supervise Government personnel.


  n.  If you use a SOW from a previous contract, that SOW will probably require extensive revisions to remove provisions that are not applicable to the new SOW, or contain duplicate references found in the Managed Care Support Contract.   When adapting one SOW into another, be alert for and delete the following:



1)  References to other parts of the contract (e.g. Section H) which do not apply to our contract.



2)  Reference to liquidated damages, unless the liquidated damages pertain to one of the areas specified for the Managed Care Support Contract (See Chapter 8 of this Manual).



3)  References to other geographical sites.



4)  Requirements for the contractor to submit Quality Control Plans, Safety Plans, etc.  Our Managed Care Support Contract already requires annual plans such as the Clinical Quality Management Plan.  It is not a good management decision to require separate Quality Control Plans, etc for each resource support delivery order.

