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IN SUPPORT OF U.S. FLEET FORCES COMMAND 
1. Introduction
United States Fleet Forces Command (USFFC) supports both the Chief of Naval Operations and Combatant Commanders worldwide by providing responsive, relevant, sustainable Naval forces ready-for-tasking. The command provides operational and planning support to Combatant Commanders and integrated warfighter capability requirements to the CNO. Additionally, U.S. Fleet Forces Command serves as the CNO's designated Executive Agent for Anti-Terrorism/ Force Protection (ATFP), Individual Augmentees (IA), and Sea Basing. USFFC organizes, mans, trains, maintains, and equips Navy forces, develops and submits budgets, and executes readiness and personnel accounts to develop both required and sustainable levels of Fleet readiness. Additionally, the command serves as the unified voice for Fleet training requirements and policies to generate combat-ready Navy forces per the Fleet Response Plan using the Fleet Training Continuum (FTC).

2. Background
U. S. Fleet Forces Command (USFF) is tasked by Chief Naval Operations (CNO) to train, certify, and provide combat-ready Navy forces to combatant commanders (CCDRs) that are capable of conducting prompt, sustained naval, joint, and combined operations in support of U.S. national interests.
	U.S. Fleet Forces Command, N01H is responsible for the overall effectiveness and 	success of the Fleet’s credentialing/privileging program as well as oversight of 	healthcare quality assurance controls to ensure Department of Defense (DoD) standards 	of care and patient safety are met.  
	Records established at N01H follow each privileged provider throughout the tenure of 	his/her professional career and impact on his/her ability to pursue the practice of his/her 	career.  Expert professional affairs management contributes to the efficiency and 	capability of U.S. Fleet Forces Command to provide the highest quality of patient care 	and is vital to the success of a highly visible credentialing/privileging program.
3. Definitions
	Acronym
	Definition

	USFFC
	United States Fleet Forces Command

	CNO
	Chief Naval Operations

	CCDRs
	Combatant Commanders

	CP/PP
	Credentials Review/Privileging Program

	BUMED
	Bureau of Medicine

	NMCP
	Navy Medical Center Portsmouth


	Guidelines include instructions and reference materials issued by U.S. Fleet Forces 	Command, Department of Navy (DON), DoD, BUMED publications, medical/dental 	staff by-laws, medical/dental staff policies and procedures, notes and directives, the 	Judge Advocate General Manual and other professional literature, as appropriate.  	The Contractor shall use judgment and discretion in determining intent and interpreting 	and applying existing guidance.
4. Scope
The contractor shall provide Credentials Support Services to include analysis, design, and implementation of the healthcare provider’s Credentials Review/Privileging Program (CP/PP) based on current DoD, DoN, U.S. Fleet Forces Command, Bureau of Medicine and Surgery (BUMED) and Joint Commission instructions and directives such as BUMEDNOTE 6010.  
	The contractor shall have a comprehensive understanding of the healthcare training 	system, to include requirements for dental and medical specialists and various levels of 	post graduate (internship, residency and fellowship) training to ensure each provider has 	the necessary training required to perform in their assigned discipline.  Contractor shall 	apply knowledge and understanding of the certification and/or licensure requirements and 	levels at which they are conferred or attained for various clinic support staff specialties.  	The Contractor shall apply a detailed knowledge and understanding of established 	credentials review and privileging processes; and keeps abreast of ongoing changes via 	frequent communication with Navy Medicine Support Command, Jacksonville, FL.
	The Contractor shall gather, analyze and verify information on the medical education 	and specialized training of all practitioners who request privileges and to ensure the 	authenticity, continuity and appropriateness of training in compliance with applicable 	privileging policies and instructions.  The contractor shall coordinate this verification 	process with both military and civilian agencies in and out of the continental United 	States (CONUS and OCONUS).
5. General Requirements

Non-Personal Services
The Government shall neither supervise contractor employees nor control the method by which the contractor performs the required tasks. Under no circumstances shall the Government assign tasks to, or prepare work schedules for, individual contractor employees.  It shall be the responsibility of the contractor to manage its employees and to guard against any actions that are of the nature of personal services, or give the perception of personal services.  If the contractor believes that any actions constitute, or are perceived to constitute personal services, it shall be the contractor's responsibility to notify the Procuring Contracting Officer (PCO) immediately.
Business Relations
The contractor shall successfully integrate and coordinate all activity needed to execute the requirement.  The contractor shall manage the timeliness, completeness, and quality of problem identification.  The contractor shall provide corrective action plans, proposed changes, timely identification of issues, and effective management of subcontractors.  The contractor shall seek to ensure customer satisfaction and professional and ethical behavior of all contractor personnel.

6. Work Location/Hours of Operation
On site work will be primarily performed by the contractor at the N01H spaces of U.S. Fleet Forces Command headquarters in Norfolk, VA.  Off-site work, meetings and/or training may be conducted from time to time at nearby military facilities or commands (e.g. Naval Medical Center Portsmouth, Navy Environmental Preventive Medicine Unit #2, Norfolk Naval Station, Joint Forces Staff College, etc.)   

The contractor shall provide services within the normal business hours of 0800-1630, Monday through Friday, with the exception of Federal holidays.  U.S. Fleet Forces Command generally publishes a list of authorized holidays annually.  These holidays include the following:

New Years Day, Martin Luther King Day, Washington's Birthday, Memorial Day, Independence Day, Labor Day, Columbus Day, Veteran's Day, Thanksgiving Day and Christmas Day.  

Office Closures:  The Contractor employees are not expected to report to work for periods of time that the Government offices are officially closed.  However, the Contractor employees shall respond to email and phone calls during this period.  A Contractor employee is expected to provide a personal email and cell/home phone to U.S. Fleet Forces Command N01H personnel for emergency purposes and urgent notifications.

The Contractor shall take the appropriate steps to assure that the agreed-upon level of performance is maintained notwithstanding the periodic and infrequent absence of the Contractor personnel due to illness, vacation, resignation, termination, training or any other cause.  The Contractor shall arrange for replacement staff for all planned and unplanned absences in excess of five consecutive workdays.  The Contractor shall submit procedures for dealing with unplanned absences.



7. Travel
The Contractor will be required to conduct local and/or long distance travel in support of the requirements outlined above.  The number of Contractor personnel required will be at the discretion of the technical point of contact.  For all trips, the point of departure is Building N-46, 1562 Mitscher Ave, Norfolk, VA, unless otherwise directed by the technical point of contact.  Travel within the local area may involve payment of tolls.  The Contractor is responsible for payment of tolls related to his/her transportation requirements. Travel will be limited and in accordance with the Joint Travel Regulations (JTR).  All travel must be approved by the technical point of contact in writing via either memorandum or email

The position requires occasional travel both in the local area and CONUS.  Locally, trips are made to Navy Medical Center Portsmouth (NMCP) however; other CONUS travel in the past has been to JAX for professional training.

8. Performance Requirements
Credential Support Services: The contract shall perform the following tasks outlined below:

8.1.1 Conduct background checks, gathers, analyzes and verifies information on the professional education and specialized training of all clinical support staff requesting employment at U.S. Fleet Forces Command units to ensure authenticity, continuity and appropriateness of training, in compliance with applicable policies and instructions.  

8.1.2 Obtain and review confidential, professional, training documents for all providers.  Responsibilities cover credentials records for approximately 380 dental and medical active professionals and any Reservists that may be assigned to Fleet platforms.  

8.1.3 Review provider verifications of education, training and licensure of perspective/current employees and determine their adequacy of investigation.   

8.1.4 Verify all background information used in establishing a provider’s bona fide medical/professional expertise prior to employment at this facility, makes determination on credential/privilege package and submits for signature of Privileging Authority.

8.1.5 Plan, coordinate and present a comprehensive orientation training class for all healthcare providers newly arrived at the Command or Fleet Forces Command AOR in order to strengthen their awareness of the program and their role in the successful implementation of this program.  

8.1.6 Design and ensure the publication of standardized forms utilized locally in the Command’s Credentialing and Peer Review/Quality Assurance processes. 

8.1.7 Research and prepare responses to inquiries from other institutions and agencies concerning the work, training or performance of current and previous medical staff members as delineated in available documents.

8.1.8 Provide assistance in researching, analyzing, collating and prepare a variety of reports for placement in Individual Credentials Files/Individual Professional Files (ICF/IPF).  Prepares ICF/IPFs for transfer to other facilities due to transfer, separation, retirement or termination of healthcare providers.  Delivers and receives ICF/IPFs via shipping agents (USPS, UPS, DHL or FEDEX).    

8.1.9 Monitor and track licensing, certification, registration status, and training for all privileged providers with the U.S. Fleet Forces Command AOR.  The Contractor shall implement the process for the completion of the Performance Appraisal Report (PAR) or Clinical Appraisal Report (CAR) for members of the medical, dental, nursing and allied health staff at required intervals and during the Privileging application/renewal process.

8.1.10 Provide assistance to the Fleet Surgeon in coordinating, planning and implementing the administrative aspects of credentials/quality assurance investigations.  This includes interpreting regulations, coordinating appointments of investigating Officers and assisting the government by providing information regarding the purpose of the investigation, advising on the value and use of the supporting documents and ensuring conformance to investigation requirements, preparing official letters, copying documents for formal review hearings, placing documents in binders, arranging transcription services, conference room reservations, etc.

8.1.11 Provide copies of completed appointment letters to military personnel.  The employee provides assistance to investigating Officers and administrative assistance in the methodologies, collection of date and resources available to conduct the investigation.

8.1.12 Organize and ensure necessary medical and dental records and other necessary documents are available to the investigation Officers if requested.  Reviews the completed draft of the Quality Assurance Investigation Report submitted by the military personnel for content and makes recommendations for appropriate changes to content ensuring investigation are in compliance with current directives.

8.1.13 Ensures information System Security Officer (ISSO) accountability, compliance and protection of equipment within the directorate, to include accessory software and hardware.   The contractor shall comply with any and all U.S. Fleet Forces Command training requirements to maintain system access.  

9. Labor Categories

Assistant Medical Staff Service Professional:

Description: The position assists in responsibility for the overall continued effectiveness and success of the Command credentialing/privileging program, as well as the training requirement of this program and many other diverse programs and extensive systems which support Command professionalism.  The contractor shall track sensitive provider-specific data, conduct special reviews involving sensitive/highly confidential material, prepare documents for outside agencies on behalf of the Command and conduct peer review procedures involving issues of a legal nature. The position must possess skill in interpersonal relations and communication to facilitate the active cooperation of the varied personnel upon which the program depends. The contractor program manager shall coordinate with the technical point of contract for work assignments based on the overall program goals and deadlines for the program.  Contractor personnel shall work independently and are responsible for all aspects of the credentials program.

Minimum Experience: 
· Must have a minimum of six months direct experience as a Credentials Assistant performing duties as outlined in this PWS. 
· Must be able to read, interpret, assimilate and disseminate all requirements of the credentials process and implement systems to accomplish established goals.  Incumbent ensures all program elements and requirements are accomplished in conjunction with the pursuit of each individual’s personal and professional goals.  Most documentation at the work site is in the English language.  However, some documentation does appear in other languages. Foreign sourcing and non-English language does not preclude the Contractor's responsibility for processing and/or verifying such information. The incumbent must seek official document translation as required. 
· Must be able to organize work, respond to crisis situations, use judgment in the decision-making process, interface with all facilities to which U.S. Fleet Forces Command supplies healthcare providers and cooperate with military and civilian members of the staff.
· Must have the ability to research and analyze data in order to prepare and present information and recommendations.
· Must have knowledge of the Command’s Quality Assurance Program.
· Must have knowledge of the medical and dental training system, both foreign and domestic, to include differing requirements per discipline and various levels of training. Formal baccalaureate  and post-graduate degree and certificate education programs, Internships, Residencies and Fellowships for:  All Medical physician specialties recognized by the American Medical Association, all Dental specialties recognized by the American Dental Association, Physicians Assistants, Psychology, Social Work, Nursing, Advance Practice Nursing, Nurse Anesthetist, Audiology, Pharmacy, Physical Therapy, Dental Hygiene, Optometry, Dietitian.
· Must have experience in medical and dental care procedures and processes relating to investigations and the Adverse Privileging Actions/Peer Review Panel and Healthcare Provider Reporting instruction.
· A minimum of six (6) months experience of certification and/or licensure requirements and levels at which they are conferred/attained for various medical and dental clinical support specialties.
· Experience with establishing credentials review and privileging processes such 
· Experience with pertinent internal and external requirements for credentials and privileges (DoD, BUMED and Fleet directives).
· Must have knowledge of basic medical terminology.

Minimum Education:  Associates Degree
Desired Certifications:  National Association of Medical Staff Services Certification and Certified Provider Credentialing Specialist
Education Equivalency: Two years’ experience as a Credentials Technician

10. Deliverables
Deliverable requirements are summarized below.  Copies of all deliverables, both formal and informal, shall be provided to the following distribution:  Project/Work Area Point-of-Contact.  Other distribution may be mutually agreed.  Deliverables are subject to review and, if warranted, may be returned to the contractor for revision due to content inaccuracies and/or errors.    

All documentation will provide traceability to enable Government review and verification.  At specific milestones, the contractor will provide interim reviews of the work accomplished to permit determination of the quality of the effort or receive government guidance.  If deficiencies are found, the contractor shall provide for timely corrective action. 

The contractor shall comply with applicable security classification guidance contained in the National Industrial Security Program Operating Manual (DOD 5220.22-M), DOD Information Security Program: Protection of classified information (DODM 5200.01 V1-V4), DON Information Security Program (SECNAV M-5510.36), and local USFF security policies for applicable documents.

Following is a summary listing of deliverables required under this contract.  Information on this list has the same force and effect as if it were provided on a formal Contract Data Requirements List (CDRL), DD Form 1423.  It is anticipated that delivery of unclassified deliverables will be accomplished electronically.  The contractor shall provide deliverables at the level of classification as directed by the USFF technical point of contact when requested.  An unclassified version will be provided, as required by the Government.

CDRL No:   A001
Title:            Monthly Financial Report
Subtitle:       Financial Status Report 
Frequency:  5th day of every month
Remarks:      

11. Security     
OPSEC

IAW DODM 5205.02M, contractor shall protect information listed in the Critical Information List (CIL) and any other sensitive, but unclassified information that may be useful to our adversaries.  Contractor shall abide by OPSEC policies and procedures, as detailed in DODM 5205.02M, COMUSFLTFORCOMINST 3432.1A, and/or as directed by the OPSEC Manager/Officer or an OPSEC Coordinator.  Contractor shall accomplish USFF initial OPSEC training within 90 days of in-processing and complete refresher OPSEC training annually. Contractor shall notify their OPSEC Coordinator or the OPSEC Manager/Officer of recommendations for the OPSEC program or potential OPSEC concerns. POC: USFF OPSEC Program Manager, phone 757-836-4462.  The critical information list can be found in COMUSFLTFORCOMSTAFFNOTE 3070 (CRITICAL INFORMATION LIST).

SECURITY REQUIREMENTS 
a)	Security Clearances.

i)         Contractor personnel supporting this effort are not required to possess a secret security clearance under this effort. The Contractor needs to have eligibility to obtain a secrete clearance to get access to the NMCI NIPR. 

b)	Base Access.
i)	The Contractor is responsible for and shall obtain CACs for all contractor personnel and vehicle passes for vehicles requiring entry onboard Government installations.  The Contractor shall complete and submit the requisite documentation to the technical point of contact.  Contractors who do not have/require NMCI access are not required to obtain CAC.  Contractor shall comply with the COMUSFLTFORCOMSTAFFINST 5531.1A (INDUSTRIAL SECURITY PROGRAM) at all times during the performance of this effort.

c)	Physical Security.

i)	The Contractor shall be responsible for safeguarding all Government property provided for Contractor use.  At the close of each work period, Government facilities, equipment, and materials shall be secured.  The Contractor shall follow established Government security procedures for the facility for which they are assigned and/or supporting.  Contractor shall comply with the COMUSFLTFORCOMSTAFFINST 5530.2A (PHYSICAL SECURITY PLAN) at all times during the performance of this effort.

d)	Lock Combinations.

e)	The Contractor shall ensure that all lock combinations are not revealed to unauthorized persons.

Instructions/Staff Notes/Regulation/Policy:
COMUSFLTFORCOMSTAFFINST 5531.1A (Industrial Security Program)
COMUSFLTFORCOMINST 3432.1A (Operations Security)
COMUSFLTFORCOMSTAFFINST 5510.1 (Information Security Program)
COMUSFLTFORCOMSTAFFINST 5530.2A (Physical Security Plan)
COMUSFLTFORCOMSTAFFINST 5520.1 (Personnel Security Program)
COMUSFLTFORCOMSTAFFINST 3300.1 (Anti-Terrorism Plan)
COMUSFLTFORCOMINST 5239.1 (Information Assurance Program)
COMUSFLTFORCOMSTAFFINST 5239.2 (Information Assurance Policy for U.S. Fleet Forces Command)

Link to DoD Security Matrix:
http://www.acq.osd.mil/se/docs/acq-security-policy-tool/

CONTRACTOR MANPOWER REPORTING
a)	The Contractor shall report ALL contractor labor hours (including subcontractor labor hours) required for performance of services provided under this contract via a secure data collection site. The Contractor is required to completely fill in all required data fields using the following web address: http://www.ecmra.mil/.

b)	Reporting inputs will be for the labor executed during the period of performance during each Government fiscal year (FY), which runs October 1 through September 30. While inputs may be reported any time during the FY, all data shall be reported no later than October 31 of each calendar year. Contractors may direct questions to the help desk at help desk at: http://www.ecmra.mil/''  

12.   Personal Contacts:
  	Personal contacts are with all levels of the professional staff, the Fleet Surgeon, Deputy 	Fleet Surgeon, Fleet Dental Officers, Force Surgeons, Medical Staff Services 	Professional, Medical Executive Committee, all providers granted clinical privileges, all 	credentialed licensed healthcare providers, all professional and executive individuals 	associated with contract and partnership agencies, military and civilian attorneys, 	representatives of other civilian and military hospitals and agencies and high-ranking 	officials from DoN, DoD, BUMED and other outside agencies.
	The contractor shall maintain liaison with state licensure boards, graduate school 	administrators, residency program administrators, National Certifying Board 	administrators and civilian contract corporations.
	Purpose of Contacts:  The contractor shall provide counseling, advice and exchange of 	information with the house staff, clinical department heads, directors of services, 	commands within the Navy and various civilian agencies, both CONUS and OCONUS, 	concerning the varied facets of the credentials program.  
13. Physical Demand:  
The work is primarily sedentary, although there is some walking, bending or carrying of light objects.

14. Government Furnished Items and Services (Facilities, Supplies and Services):  The Government will furnish workspace, furnishings office supplies, document reproduction, fax, scan and telephone services, computer and network resources, and reference materials necessary to accomplish this task order.  The Government will also make available relevant standards, functional statements, technical manuals, computer systems guides, regulations, instructions and operational procedures.  

15. Contractor Point of Contact:  
The Contractor shall manage and administer the contract.  The Contractor shall provide in writing a primary and alternate point of contact (including phone numbers and email addresses) to the Contracting Officer no later than 5 days after award. 

16. Dissemination of Information:  
Information generated under the work contemplated by this contract shall not be disseminated to any group, organization or individual other than the addresses shown on the delivery order, unless approved by the contracting officer.
17.  Restrictions Against Disclosure:
The Contractor agrees, in the performance of this contract, to keep all information contained in source documents or other media furnished by the Government in the strictest confidence.   The Contractor also agrees not to publish or otherwise divulge such information in whole or in part, in any manner or form, nor to authorize or permit others to do so, taking such reasonable measures as are necessary to restrict access to such information to perform the work provided herein, i.e., on a "need to know" basis.  The Contractor agrees not to disclose any information concerning work under this contract to any persons or individual unless prior written approval is obtained from the Contracting Officer.  The Contractor agrees to insert the substance of this clause in any consultant agreement or subcontract hereunder.

18. "ENTERPRISE-WIDE CONTRACTOR MANPOWER REPORTING APPLICATION (ECMRA):  The contractor shall report ALL contractor labor hours (including subcontractor labor hours) required for performance of services provided under this contract for the [named component] via a secure data collection site.  Contracted services excluded from reporting are based on Product Service Cods (PSC's).  The excluded PSCs are:
	
	(1) W, Lease/Rental of Equipment
	(2) X, Lease/Rental of Facilities
	(3) Y, Construction of Structures and Facilities
	(4) S, Utilities Only
	(5) V, Freight and Shipping Only

The contractor is required to completely fill in all required data fields using the following web address https://doncmra.nmci.navy.mil.  

Reporting inputs will be for the labor executed during the period of performance during each Government fiscal year (FY), which runs October 1, 2012 through September 30, 2013.  While inputs may be reported any time during the FY, all data shall be reported no later than October 31 of each calendar year.  Contractors may direct questions to the help desk, linked at https://doncmra.nmci.navy.mil."
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	Public reporting burden for this collection of information is estimated to average 110 hours per response, including the time for reviewing instructions, searching existing data sources, gathering and maintaining  the data needed, and completing and reviewing the collection of information. Send comments regarding this burden estimate or any other aspect of this collection of information, including suggestions for reducing this burden, to Department of Defense, Washington Headquarters Services, Directorate for Information Operations and Reports, 1215 Jefferson Davis Highway, Suite 1204, Arlington, VA. 22202-4302, and to the Office of Management and Budget, Paperwork Reduction Project (0704-0188), Washington, DC 20503. Please DO NOT RETURN your form to either of these addresses.  Send completed form to the Government Issuing Contracting Officer for Contract/PR No. listed in Block E.
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