DEPARTMENT OF THE NAVY
NAVY MEDICINE EAST
620 JOHN PAUL JONES CIRCLE
PORTSMOUTH, VIRGINIA 23708-2198

NAVMEDEASTINST 5450.1

M1
1 Jun 06
NAVY MEDICINE EAST INSTRUCTION 5450.1
From: Commander, Navy Medicine East
Subj : ORGANIZATION MANUAL FOR NAVY MEDICINE EAST
Ref: (a) BUMEDINST 5450.156B
(b) BUMED memo of 23 Jan 06 (Standard Organization Policy)
(c) BUMED memo 5430 Ser M1/06UM1119 of 31 Jan 06
(d) OPNAVNOTE 5450 Ser DNS-33/50U838316 of 10 Aug 05

Encl: (1) Organizational Functions and Tasks
(2) Organizational Charts
(2) Standard Organization Structure

1. Purpose. To establish a standard organization structure for Navy
Medicine East (NME) by authority of reference (a) and in accordance
with references (b) and (c¢).

2. Background. As part of the ongoing worldwide transformational
reshaping of the Bureau of Medicine and Surgery (BUMED) field
organization, reference (d) directed the renaming of Healthcare
Support Office Norfolk to Navy Medicine East. Subsequently, NME was
tasked to exercise command and control over and assume funding
responsibilities for Medical Treatment Facilities (MTF) on the East
Coast, Gulf Coast, Great Lakes area and the European area. The intent
is to achieve efficiencies and standardize fiscal and organizational
processes.

3. Cancellation. HLTHCARESUPPONORINST 5450.1F

4. Action
a. Each deputy is responsible for ensuring applicable portions of
this instruction are maintained in a current status and are in

agreement with the stated mission and functions of this command.

b. Recommended changes are to be submitted, in writing, to the

P. H. NETZ
Chief of Staff

Distribution: (NAVMEDEASTINST 5415.1A)
List A



FUNCTIONS AND TASKS OF NAVY MEDICINE EAST

1. Mission. To exercise command and control and fiscal oversight
over subordinate commands assigned; to oversee the economical and
effective delivery of medical, dental, and other health care services
in the area of responsibility (AOR); to train and provide medical
personnel to support the full spectrum of Navy and Marine Corps combat
and contingency operations as directed by the Chief, BUMED; and to
ensure planning and preparation for disaster and contingency support
within the region.

2. General Functions. To execute BUMED policies and assist
subordinate commands in coordinating plans, setting objectives,
recommending priorities, and developing procedures to meet the
healthcare needs of Navy and Marine Corps personnel, their family
members, and other authorized beneficiaries.

a. Provide and coordinate information, guidance, and contingency
taskings to MTFs within NME’s AOR.

b. Provide appropriate consultation and assistance as requested.

¢. Initiate, facilitate or sustain situational/technical training
for mission support as needed.

d. Provide support for performance improvement by training and/or
assisting in the development of new plans and evaluating ongoing
programs. Coordinate the findings with other BUMED performance
focused activities and disseminate the best clinical and business
practices.

e. Facilitate implementation of recommended corrective action(s)
from inspection reports (e.g., JCAHO, IG, etc.), compliance with
directives, and evaluation of mission accomplighment.

f. Provide Facility Planning Liaison support and serve as a source
of advice and assistance to responsible line commanders, commanding
officers (CO), and officers in charge by programming for budget
requirements, coordinating design with contractors, managing elements
of the construction process, assisting the facility with equipment
requirements, and support requirements for Budget Submitting Office
(BSO) 18 military construction (MILCON) projects. Provide advice and
assistance for non-BSO 18 projects.

g. Support facility management efforts by coordinating and
programming the special projects program, assisting with environment
of care requirements, and coordinating and assisting with public works
management programs.

h. Program, allocate, and monitor funds execution; review and
consolidate budget requirements; and monitor financial and other
performance metrics.

Enclosure (1)
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i. Support and assess operational practices; provide assistance in
operational readiness issues; execute BUMED situational taskings
within AOR; and act as a coordinating agent/liaison for BSO 18 with
Offices of the Lead Agent, Responsible Line Commander(s), and their
respective service components.

j. Assist in the review and standardization of best business and
clinical practices advising field commands on the critical components
of entry level data integrity, potential business opportunities,
proposed changes in operations and business case methodology studies.

k. Facilitate sharing of information through interpretation of

policy, coordination of actions with other commands, and creation and
enhancement of effective lines of communication.

1. Analyze and review manpower reguirements.
3. Tasks

a. COMMANDER, NAVY MEDICINE EAST AND SPECIAL ASSISTANTS

(1) Commander (00). The Commander is accountable for the
economic, efficient, and effective accomplishment of the mission and
functions assigned to NME.

(2) Chief of staff (CcOS) (09). The COS will be in charge of
the day-to-day operation of NME. She/he is charged with the
responsive support of all activities in the assigned area. Deputies
and special assistants will report directly to the COS.

(3) Assistant Chief of Staff (ACOS) (09A). The ACOS will act
as the Chief of Staff in his/her absence in all matters except fitness
reports. The ACOS is responsible for the formulation and
implementation of policies pertinent to the morale, welfare, job

satisfaction, discipline, utilization, and training for headquarters
staff.

(4) Board of Directors. Commanding Officers (CO), selected by
the Commander, who provide advise and perspective to the Commander and
the COS on issues affecting the AOR.

{(5) Command Master Chief (00CMC). Provides input to the
Commander on all enlisted matters.

(6) Staff Judge Advocate (00J). The principal legal advisor
to the Commander on medico-legal strategies, fiscal law, military
justice and discipline for NME. Provides advice on subpoenas,
litigation, expert testimony, Freedom of Information Act (FOIA),

Privacy Act (PA) and Health Insurance Portability and Accountability
Act (HIPAR).
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(7) Pastoral Care (00G@). Serves as the principal advisor to
the Commander on religious matters and issues pertaining to the
spiritual health of personnel in NME’s AOR.

(8) Comptroller (M8). Acts as special assistant to the
Commander on all financial matters. Provides funds administration for
all echelon 4 activities.

(9) Medical Inspector General Hotline Coordinator (00IG). O©On
behalf of Commander, conducts investigations and organizational
assessments of and consultation for NME’'s AOR.

(10) Communications Director (00P). The principal advisor to
the Commander on internal and external communication requirements for
NME’s AOR. Responds to public and media inquiries to include requests
for information from DOD and congressional representatives. Provides
public and legislative affairs guidance to NME.

(11) Regional Information Systems Officer (00I). Principal
advisor to Commander on matters pertaining to the Military Health
System (MHS) Information/Information Technology (IM/IT) strategic
initiatives and the resulting impact on the business practices of NME.

b. DEPUTY CHIEF OF STAFF (DCOS) FOR HUMAN RESOURCES (M1).
Develops, analyzes and coordinates the Total Force Manpower Program
for NME and oversees command administrative support.

(1) ADMINISTRATIVE SUPPORT DEPARTMENT (M1A). Provides
administrative assistance and administrative programs support
essential to the direction and operation of the command in the areas
of civilian and military personnel management, procurement,
information technology support, inventory, mail and correspondence
management, ITEMPO, training, and other administrative functions.

(2) MANPOWER DEPARTMENT (M1B) .

(a) Assists in planning, analyzing, and monitoring of
manpower assets for MTFs within the AOR.

(b) Interprets and analyzes manpower directives to ensure
compliance and consistency.

(c¢) Provides consultation and professional guidance to
subordinate commands on various manpower reports and systems, such as
the Activity Manpower Document (AMD), Total Force Manpower Management
System (TFMMS), Total Force Authorizations and Reguirements System
(TFARS), Manpower Management Change Application (TMMCA), Activity
Manpower and Personnel Processing System (AMPPS), Standard Personnel
Management System (SPMS) and Defense Medical Human Resources System
internet (DMHRSi) .
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(d) Acts as liaison between BUMED, other commands and
higher authority for execution of manpower requests and system
problems resolutions.

(e) Conducts site surveys and site wvisits, as needed.

(f) Implements and manages the Commercial Activities (CA)
Program.

(3) OPERATIONAL READINESS DEPARTMENT (M1C).

(a) Provides oversight, guidance and direction to AOR’s
POMI Departments.

(b) Assists sourcing commands within the AOR with filling
platform assignments to the maximum extent possible, identifying and
managing shortfalls for deployments.

(¢) Conducts assist visits, as required.

(d) Serves as liaison between BUMED, MTFs, and various
line commands for the execution of the Health Services Augmentation
Program (HSAP) deployments and training. Coordinates training dates,
MTF participation, message traffic, and logistical issues associated
with HSAP training. Conducts readiness reviews of sourcing commands
to verify HSAP readiness and overall program conformity.

(e) Reviews, validates, determines sourcing, and tasks as
appropriate all military temporary support requests within the AOR.

(f) Manages the day to day operations of contingency,
Emergency Preparedness, Anti-Terrorism and Force Protection (AT/FP)
and Security programs. Periodically reviews and ensures conformity
with all current policies and procedures.

c. DEPUTY CHIEF OF STAFF (DCOS) FOR OPERATIONS (M3). Assists
BUMED, Echelon 4 commanders, operational forces, and medical units, as
requested, in clarifying and supporting compliance with professional
standards, guidelines, and program requirements for the delivery of
health care.

(1) HEALTHCARE OPERATIONS DEPARTMENT (M3A)

(a) Addresses clinical issues of interest, such as the
Smallpox and Anthrax prevention program. Provides health risk
assessment and guidance for internatiocnal travel in conjunction with
the command Safety Officer. Provides clinical correlated information
on any topic, as requested.
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(b) Serves as a consultant on JCAHO issues. Builds and
maintains an accreditation and Patient Safety Consultant Network.
Develops enterprise-wide Population Health metrics. Works in
partnership to train and monitor AOR MTFs in this endeavor.

(c) Serve as the Primary POC for issues involving AOR
dental issues, and evaluates workload and performance data.

(d) Serves as the Primary POC for pharmacy issues in the
AOR. Conducts data analysis and makes recommendations. Assists BUMED
in the development of monitoring tools regarding pharmacy costs and
usage.

(2) TRICARE OPERATIONS DEPARTMENT (M3B)

(a) Coordinates issues, taskers, and information between
BUMED, TMA, TRICARE Regional Office (TRO), Multi Service Market
Managers (MSMO), NME, and MTFs within NME’s AOR.

(b) Represents NME on BUMED Task Teams established to
develop enterprise-wide solutions to issues related to the Next
Generation of TRICARE Contracts and operational issues that result

from the execution of contracts. The focus is on being an advocate
for the MTFs and ensuring timely, accurate information is communicated
consistently among the affected agencies. Specific areas of concern

include, but are not limited to: Resource Sharing, External and
Internal, Clinical Support Agreement Program (CSAP), Referral
Management, National Appointing Contract, Marketing and Education,
Pharmacy Contracts - Mail Order and Retail, Utilization Management,
Local Support Contract Requirements, Interface between MTFs and the
Health Services and Support Contractors, Multi-Service Market
Management Office integration (Tidewater and NCA), Report Development
for effective management of processes incorporating principles of
Revised Financing and TRICARE Program Management, MTF/Contractor MOUs
for execution of TRICARE Contract, Revised Financing Program policies
and processes as they impact MTF Operations - Specific attention to
processes for data access in support of costs attributed to MTFs,
Supplemental Health Care Program (SHCP) policies and processes as they
impact MTF Operations.

(3) QUALITY MANAGEMENT DEPARTMENT (M3C)

(a) Reviews and evaluates data for the programs
identified below. Provides analysis and briefings to BUMED DCOS for
Resource Management, BUMED DCOS for Operations, NME Executive Steering
Committee members, and the COs within NME’s AOR. Identifies issues
and recommends corrective actions to the responsible party.

(b) Provides input to BUMED regarding policy and program
changes. Assists commands regarding all matters relative to the
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Patient Administration function include the benefits, patient
categories, and medical record processing.

(c¢) Provides input to the BUMED Program Manager regarding
policy and procedures relative to the BUMED and TMA Data Quality
Management and Control Program. Provides guidance and direction to
commands regarding the execution of the DQMC Program. Evaluates
commands with established performance metrics to determine Best
Practices and/or noncompliant programs.

(d) Provides input to the BUMED Program Manager regarding
policy and procedures relative to reporting Medical Expense
Performance Report System (MEPRS) data via the Expense Assignment
System (EAS) IV. Evaluates costs and performance data ensuring
reporting guidelines are met.

(4) BUSINESS OPERATIONS DEPARTMENT (M3D)

(a) Evaluates MTF workload, performance data, and
catchment-area health care needs; analyzes and interprets trends;
identifies problems, researches issues and other factors that impede
optimal health care delivery; and performs special reviews of health
services operations.

(b) Serves as integral members in the BUMED Business
Planning process: Tool development, teaching and facilitating, MTF
assistance in developing plans, plan review, and monitoring of
initiatives.

{(c) Providesg input to the policies and procedures to
ensure data quality in the clinic level businesses process relative to
capturing data in the Composite Health Care System, EAS IV, and the
accounting system. Assists commands with all issues in the clinical
business process: data flow; data entry; medical record coding; labor
reporting; workload capture.

(d) Prepares, briefs and provides analysis for the AOR
MTF Monthly Performance Indicator Review: Enrollment, Network
Expenses, Utilization of Services, Pharmacy, Worklocad and Provider
Productivity. Serves as members of multidisciplinary teams to
coordinate business case analysis and VA/DoD Sharing Agreement reviews
within the AOR. Undertakes special projects/individual requests for
data from MTFs, other directives within the NME, and follow-up
requests. Monitors DHP Metrics monthly via the M2.

(5) FACILITIES MANAGEMENT DEPARTMENT (M3E)

{(a) Provide support and direction for construction, to
include planning, programming, design, development of collateral
equipment requirements and budgets, construction execution, and
transition planning. Provide guidance, technical assistance, and
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training in developing and updating basic facilities requirements,
maintenance programs, special projects, environmental compliance,
NAVOSH and Hazardous Material Management programs, and other programs
related to plant property and environment of care. Assist supported
activities with on-site medical construction detachments when
authorized.

(b) Support facility planning and medical construction in
BOS 18 by providing the following:

1. Biomedical Equipment technical review of medical
equipment specifications; and evaluating new and emerging technologies
in consultation with Specialty Leaders.

2. Nursing consultative services for clinical-
specific equipment and department design reviews; evaluation of
clinical practice trends and medical technology changes that impact on
facility design and function.

3. Specific project IM/IT support, including network
design, security, and implementation planning.

d. DEPUTY CHIEF OF STAFF (DCOS) FOR RESOURCE MANAGEMENT (M8).
Provide resource planning, analyzing, and monitoring for MTFs within
the AOR.

(1) ASSISTANT DEPUTY CHIEF OF STAFF (ADCOS) FOR RESOURCE
MANAGEMENT/DEPUTY COMPTROLLER (M8A). Assists the DCOS for Resource
Management in the performance of her/his duties. Acts in the absence
of the DCOS RM/Comptroller.

(2) BUDGET DEPARTMENT (M8B)

(a) Assist with budget formulation and Program Objective
Memorandum/Program Review.

(b) Assist in the allocation of funding and development of
allocation methodology, and conduct funding status reviews.

(c) Provide technical assistance and coordinate training
in resource management (including but not limited to FASTDATA, STARS-
FL, SMART and SLDCADA) for activities within the AOR.

(d) Prepare financial reports depicting execution versus
annual plan, current financial position, and funds availability for
AOR.

(e) Perform focused reviews and site visits in all areas
of financial management.
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(f) Monitors the execution of command programs based on
official expenditures for command and field activities. Notifies
BUMED when necessary of any potential financial execution problems.
Initiates corrective action.

(g) Serves as the Agency Program Coordinator, Level 3
government-wide commercial purchase card and Citi-Direct government
travel card. Responsible for redistribution of funds and initiates
corrective action as required.

(h) Assists in technical analysis of business plan,
venture capital initiatives, VA-DoD Sharing Agreements, etc.

(i) Coordination and oversight of the Management Control
Review Program at the MTFs.

(j) Disseminates and follows-up on policy guidance
published by BUMED and higher authority. Monitors compliance by field
activities.

(k) Coordinates troubleshooting financial system problems
experienced by activities within NME AOR.

(3) ACCOUNTING DEPARTMENT (M8C). Provide accounting support
and monitoring of centralized contingency operations funding,
including travel order management, reimbursable issuance, and
management and order routing.

(4) UNIFORM BUSINESS OFFICE (UBO) PROGRAM (MS8D). Provide
technical oversight of the functions of the UBO including, but not
limited to, Medical Service accounts, Third Party Collections, Medical
Affirmative claims and inter-agency billing throughout the facilities
under the cognizance of HSO Norfolk. Represents BUMED at TMA meetings
when requested.

(5) MEMORANDUM OF UNDERSTANDING (MOU)/INTERSERVICE SUPPORT
AGREEMENTS (ISSA) OFFICE (M8E). Reviews MOUs and ISSAs between MTFs
and other agencies. Provides in-depth technical advice and recommends
approval/disapproval of renewal agreements.
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STANDARD BILLET SEQUENCE CODES

(BSC), OFFICE CODES, ORGANIZATIONAL

(ORG) CODES AND MANPOWER HEADER TITLES
BSC OFFICE ORG CODE MANPOWER HEADER TITLE
CODE
00100 COMMAND SUITE
00105 | 00 00F0000005 | COMMANDER
00120 | 09 OOF0000010 | CHIEF OF STAFF
00125 | 09A 00F0000015 | ASSISTANT CHIEF OF STAFF
00130 | 098 00F0000020 | SECRETARY (OA)
09000 | M1 01FS000000 | HUMAN RESOURCES DIRECTORATE
09010 | M1 01F9000005 | DEPUTY CHIEF OF STAFF/DIR HS/PGM/HCA
M1A ADMIN SUPPORT DEPARTMENT
09045 | M1Al 01F9AS0005 | IT SPECIALIST
09050 | M1A2 01F9AS0010 | IT SPECIALIST
09055 | M1A3 01F9AS0015 | SUPPORT SERVICES ASSISTANT
09060 | M1A4 01FSAS0020 | MANAGEMENT ASSISTANT (OA)
09065 | M1AS 01FSAS0025 | OFFICE AUTOMATION CLERK
M1B MANPOWER DEPARTMENT
02015 | M1B 01FSMD0OO0O5 | MANAGEMENT ANALYST
09070 | M1B1 01F9MD0010 | MANAGEMENT ANALYST
09025 | M1B2 01FSMDO0015 | MANAGEMENT ANALYST
M1C OPERATIONAL READINESS DEPARTMENT
09030 | M1C 01F9YP0005 | POMI OFFICER/HCA
09035 | M1C1 01F9YP0010 | HOSPITAL CORPSMAN/POMI
09040 | M1C2 01F9YPQ015 | DENTAL ADMIN TECH/POMI
02020 | M1C3 01F9YP0020 | HOSPITAL CORPSMAN/RLO
30000 | M3 16G8000000 | OPERATIONS DIRECTORATE
30010 | M3 16G8000005 | DEPUTY CHIEF OF STAFF/DIR HS/PGM
M3A HEALTHCARE OPERATIONS DEPARTMENT
32010 | M3Al 16G8MC0005 | MEDICAL DEPARTMENT STAFF/PHYSICIAN
32015 | M3A2 16G8MC0010 | PHARMACIST
M3B TRICARE OPERATIONS DEPARTMENT
32020 | M3B 16G8TA0005 | HEALTH SYSTEM ANALYST
32030 | M3B1 16G8TA0010 | MANAGEMENT ANALYST
32025 | M3B2 16G8TA001S5 | MEDICAL DEPARTMENT STAFF/REFERRAL MANAGER
M3C QUALITY MANAGEMENT DEPARTMENT
32035 | M3C 16G8QMO005 | MANAGEMENT ANALYST
32040 | M3C1 16G8QM0010 | PATIENT ADMIN OFFICER/HCA
32045 | M3C2 16G8QM0015 | MANAGEMENT ANALYST
32050 | M3C3 16G8QM0020 | MEDICAL CODER
32060 | M3C4 16G8QMO0025 | HIPAA COMPLIANCE COORDINATOR
M3D BUSINESS OPERATIONS DEPARTMENT
32065 | M3D 16G8BO0005 | HEALTH SYSTEMS SPECIALIST
32067 | M3D1 16G8B0O0010 | MEDICAL DEPARTMENT STAFF/PRODUCTIVITY
ANALYST
32075 | M3D2 16G8BO0015 | HEALTH SYSTEMS ANALYST
32080 | M3D3 16G8BO0020 | HEALTH SYSTEMS ANALYST
40000 | M3E FACILITIES MANAGEMENT DEPARTMENT
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40010 | M3E 16G8PW0005 | SUPERVISORY PROGRAM ANALYST/DEPT HEAD
40025 | M3El1 16G8PW0010 | MEDFAC LIAISON/HCA/HFPPO
40030 | M3E2 16G8PW0015 | MEDFAC LIAISON/HCA/HFPPO
40015 | M3E3 16G8PW0020 | PROGRAM ANALYST
40035 | M3E4 16G8PW0025 | PROGRAM ANALYST
40040 | M3E5 16G8PW0030 | BIOMEDICAL ENGINEERING TECHNICIAN
40045 | M3E6 16G8PW0035 | IM/IT CONSULTANT
40050 | M3E7 16G8PW0040 | PROCUREMENT TECHNICIAN
40060 | M3ES8 16G8PW0045 | SUPPLY TECHNICIAN
40020 | M3E9 16G8PW0050 | FAC DESIGN/HS DEPT HEAD
10000 | M8 08F8000000 | RESOURCE MANAGEMENT DIRECTORATE
10010 | M8 08F8000005 | DEPUTY CHIEF OF STAFF/COMPTROLLER
10020 | M8A 08F8000010 | ASSISTANT DCOS/DEPUTY COMPTROLLER/HCA
M8B BUDGET DEPARTMENT
10025 | M8B1 08F8RB0005 | FISCAL OFFICER/HCA
10030 | M8B2 08F8RB0010 | LEAD BUDGET ANALYST
10035 | M8B3 08F8RBO0O15 | BUDGET ANALYST
10040 | M8BR4 08F8RB0020 | BUDGET ANALYST
10045 | M8B5 08F8RB0025 | BUDGET ANALYST
M8C ACCOUNTING DEPARTMENT
10060 | M8C1 08F8RAQ0005 | FINANCIAL ANALYST
10065 | M8C2 08F8RA0010 | ACCOUNTING TECHNICIAN/PAYROLL
10080 | M8C3 08F8RA0015 | MANAGEMENT ASSISTANT (OA)/TRAVEL
COORDINATOR
M8D UNIFORM BUSINESS OFFICE (UBO) PROGRAM
OFFICE
10070 | M8D1 08F8RA0020 | UBO PROGRAM MANAGER
M8E MOU/MOA/ISSA OFFICE
10050 | M8E1 08F8RA0025 | MANAGEMENT ANALYST






