Process Level: TMA Requiring Activity
Process: Prepare Investment Certification Package (ICP)
	Inputs


	Registration in Defense Health Program Systems Inventory Reporting Tool (DHP-SIRT)
Investment Business Case
Financial Overview

Security, Privacy, and Regulatory Compliance

Enterprise Architecture

Transition Planning

	Outputs


	Contents of the certification package depend upon the type of certification review (Tier 1-3, or Tier 4).  Please see the MHS DBT Investment Review User Manual for specific requirements.  This guide is available on the MHS DBT website at http://www.ha.osd.mil/dbt.

	Respons-ibilities


	Program Managers (PMs) / Task Managers (TMs) must follow the procedures outlined within the Military Health System (MHS) Defense Business Transformation (DBT) User Manual.  This guide is available on the MHS DBT website at http://www.ha.osd.mil/dbt.
The Office of the Chief Information Officer Portfolio Management Directorate at 703-681-8729 provides personal assistance to navigate through the DBT certification process, to answer questions, to consolidate comments from subject matter expert (SME) review, to assist with moving the investment package through the process, and to generally help individuals focus their activities on preparing a proper investment package.  Please visit the MHS DBT website for more information.

	Time Lines


	Time varies depending on complexity of the requirement and requiring activity workload.  Note: Timelines are provided as general planning guidelines.  Consult your supportingTMA Acquisition Management and Support (AM&S) Contract Operations Division-Falls Church (COD-FC) Acquisition Manager (AM) for their estimate of time required in specific situations.

	Issues


	Certification by the MHS pre-certification authority or by the Defense Business System Management Committee (DBSMC) is required before obligating money towards any Defense business system modernization, regardless of dollar amount.  Modernizations valued at less than $1 million must be certified at the MHS level before obligating funding.  Modernizations valued at more than $1 million must be certified by the DBSMC.

For more information or guidance on whether a particular acquisition is in support of a Defense business system, please visit the MHS DBT website (http://www.ha.osd.mil/dbt) .


Process Level: MHS Defense Business Transformation Office
Process: Review / Certify Investment Certification Package (ICP)
	Inputs


	Investment Certification Package (ICP)



	Outputs


	If approved, an MHS Pre-Certification Letter (with pre-certification conditions, as appropriate), and, if required, a Defense Business System Modernization Certification Letter (with certification conditions, as appropriate).



	Respons-ibilities


	From the time an ICP is submitted, the Defense Business Transformation office will coordinate the process and communicate current status back to the investment owner via standard e-mail communications (e.g., acknowledgement of package receipt, consolidated comments, notification of certification).
The Owner/ICP Sponsor should be prepared to respond to inquiries from DBT, Investment Review Boards (IRBs), and the Defense Business Systems Management Committee (DBSMC).


	Time Lines


	Time varies from 30 to 70 days, depending on complexity, priority of the requirement, and the Office of the Chief Information Officer Portfolio Management Directorate workload.



	Issues


	For additional information, please visit the MHS DBT website at http://www.ha.osd.mil/dbt.



Process Level: TMA Requiring Activity

Process: Prepare Acquisition (PRW) Package
	Inputs
	Requirement and resources

	Outputs


	Statement of Objectives (SOO)/ Performance Work Statement (PWS)/Task Order; Independent Government Cost Estimate (IGCE); PRW (for approval); Evaluation Plan; Evaluation Tools; (and if applicable) Sole Source Justification or List of Recommended Vendors; and other supporting documentation as necessary, (see http://tricare.mil/tma/ams/downloads/DocumentationChecklist.xls)  

TMA Deputy Director approval is required for PRW packages for contracts/ orders in excess of $10,000,000, including option periods.  (After the initial TMA Deputy Director approval, requests to exercise subsequent options will not require separate approval.  Requests for contract modifications will also not require separate approval as long as the scope of the requirement does not change.  Nor will separate approval be required in cases where the TMA requiring activity requests that an option be exercised under a currently existing contract.)

TMA Deputy Director approval is also required for PRW packages for funds transfers for any given requirement with an expected/projected annual cost in excess of $10,000,000, including fee.  (Normally Deputy Director level approval of the underlying support agreement will signify approval of associated funds transfers and a separate Deputy Director approval will not be required, so long as the fund transfers are consistent with the underlying support agreement and do not exceed the scope (in cost or type of service) of the agreement. 

	Respons-ibilities


	PMs/TMs identify the need for supplies, equipment or services to support their programs and determine the strategies for meeting those needs.
When the decision is to contract, they prepare and submit the PRW package.
PMs/TMs sign the SOO/PWS/Task Order and the IGCE.
Seek advice of TMA functional experts (AM&S COD-FC, FOD, OGC, etc. as necessary).  AM&S COD-FC Acquisition Managers are routinely consulted prior to forwarding the PRW package to the PEO/Functional Chief.  Advance coordination with AM&S COD-FC is encouraged.

	Time Lines


	Time varies depending on complexity, priority of the requirement and PEO/PM requirements

	Issues


	All PRWs for Organizational Conflict of Interest (OCI) Category 3 requirements (or any other OCI Category procurements containing IT related requirements), will be routed through, and released by, the TMA Defense Business Transformation (DBT) Pre-Certification Authority indicating they have met all Defense Business System Modernization requirements.  This DBT release will be documented by attaching to the PRW a completed and signed Requirement Review and Release for Acquisition Under the Defense Business Transformation Program form.


Process Level: MHS Defense Business Transformation (DBT) Office
Process: Review to Insure Actions Meet DBT Requirements

	Inputs


	SOO/PWS/Task Order; IGCE, PRW, and other supporting documentation as necessary.



	Outputs


	Signed Requirement Review and Release for Acquisition Under the Defense Business Transformation Program (Enclosure 6 of the TMA Policy for the Acquisition of Non-Purchased Care Support), indicating that the acquisition meets all Defense Business System Modernization requirements.  


	Respons-ibilities


	The TMA Pre-Certification Authority signs the Requirement Review and Release for Acquisition form.



	Time Lines


	Normally 3 days depending on complexity, priority of the requirement, and the Office of the Chief Information Officer Portfolio Management Directorate workload.

	Issues


	All PRWs for Organizational Conflict of Interest (OCI) Category 3 requirements (or any other OCI Category procurements containing IT related requirements), will be routed through, and released by, the TMA Defense Business Transformation (DBT) Pre-Certification Authority indicating they have met all Defense Business System Modernization requirements.  This must be done prior to signing and forwarding the PRW to the TMA Procurement Support office.  This DBT release will be documented by attaching to the PRW a completed and signed Requirement Review and Release for Acquisition Under the Defense Business Transformation Program form.

For additional information, please visit the MHS DBT website at http://www.ha.osd.mil/dbt.



Process Level: TMA Functional Chiefs/Designated Individual 
Process: Sign and Approve as a Valid Requirement
	Inputs


	SOO/PWS/Task Order; IGCE; PRW (for approval); (and if applicable) Sole Source Justification or List of Recommended Vendors

	Outputs


	PRW signed by appropriate TMA Chief/Designated Individual.  

	Respons-ibilities


	All non-purchased care acquisition actions reviewed and approved as valid requirements by the appropriate TMA Functional Chief/Designee

Seek advice of TMA functional experts (AM&S COD-FC, FOD, OGC, etc. as necessary)

	Time Lines


	In accordance with policy and timeline established within each TMA office

	Issues


	The term TMA Functional Chief applies to supervisors designated to fill a Senior Executive Service (SES) level position.  TMA Functional Chiefs may designate one individual with the official capacity to act on their behalf when they are absent from the office (leave/temporary duty-TDY).  These designations must be in writing with copies provided to and kept on file within the TMA Financial Operations Division and Procurement Support office.  



Process Level:  TMA Acquisition Management and Support (AM&S) Contract Operations Division-Falls Church (COD-FC)
Process: Review and Identify Best Contracting Methodology
	Inputs


	SOO/PWS/Task Order; IGCE; PRW signed by the appropriate TMA Functional Chief/Designee; (and if applicable) Sole Source Justification or List of Recommended Vendors

	Outputs


	Recommended contract methodology

	Respons-ibilities


	AM&S COD-FC reviews the PRW package to include the following:
Desired contract type

Available contracting vehicles

Level of competition 

Organizational Conflict of Interest (OCI)
Documentation

Adherence to TMA policy and procedures

AM&S COD-FC consults with the responsible Contracting Officer on acquisition approach.

	Time Lines


	Not to exceed three working days.

	Issues


	The contracting approach is subject to approval by the responsible Contracting Officer, taking into consideration the need/requirement of the TMA Requiring Activity.  Any change to the original requested contracting approach will be coordinated with the Requiring Activity.  “Clock” starts upon receipt of a complete PRW package with properly signed PRW.  Packages received after 2PM will be considered to have been delivered the following day.



Process Level: AM&S COD-FC
Process: Populate / Update AM&S COD-FC Contract Management Information Database (CMID)
	Inputs


	SOO/PWS/Task Order; IGCE; PRW signed by Director; Contract Methodology; (and if applicable) Sole Source Justification or List of Recommended Vendors

	Outputs


	Populated data fields in CMID database; Action Summary Sheet

	Respons-ibilities


	Maintain audit trail and official files

	Time Lines


	Not to exceed 1 working day


	Issues


	


Process Level: TMA Office of the General Counsel (OGC)
Process: Review to Insure Actions are Legally Supportable
	Inputs


	SOO/PWS/Task Order; IGCE; PRW signed by the appropriate TMA Functional Chief/Designee; Contract Methodology; (and if applicable) Sole Source Justification or List of Recommended Vendors

	Outputs


	Written Legal Opinion 

	Respons-ibilities


	OGC provides legal advice to TMA managers and to the TMA Requiring Activities.

	Time Lines


	Not to exceed five working days 

	Issues


	The TMA Office of General Counsel (OGC) shall review contracts or funds transfers that exceed $10M or when special circumstances arise.  Special circumstances include actions involving unusual requirements or unprecedented situations where legal issues have not been addressed.  The TMA OGC needs to be advised of any legal matters or other concerns that may arise as a result of a contract or funds transfer, since such matters could result in liability to TMA.


Process Level: AM&S COD-FC
Process: Endorse/Comment on Contracting Approach
	Inputs


	SOO/PWS/Task Order; IGCE; PRW signed by the appropriate TMA Functional Chief/Designee; Contract Methodology; (and if applicable) Sole Source Justification or List of Recommended Vendors; (OGC recommendation to continue processing)

	Outputs


	Concur with contracting approach. (AM signature on PRW) or provide comments as appropriate.

	Respons-ibilities


	Validate successful accomplishment of risk management process.  In cases where TMA Deputy Director review is required, AM&S COD-FC adds comments to the PRW review form and sends the PRW package to the TMA front office.

	Time Lines


	Not to exceed two working days

	Issues


	TMA Deputy Director approval is required for PRW packages for contracts/orders in excess of $10,000,000 (including option periods), or funds transfers for any given requirement with an expected/projected annual cost in excess of $10,000,000, including fee.  


Process Level: TMA Deputy Director
Process: Review PRW Package
	Inputs


	SOO/PWS/Task Order; IGCE; PRW signed by the appropriate TMA Functional Chief/Designee; Contract Methodology; (and if applicable) Sole Source Justification or List of Recommended Vendors; (if applicable - OGC recommendation to continue processing), proposed funding information, PRW review form, AM&S COD-FC Endorsement (AM signature on PRW).  Completed PRW review form with proposed funding information. 



	Outputs


	Signed PRW Review Form indicating approval or disapproval of PRW package.

	Respons-ibilities


	TMA Deputy Director approval is required for PRW packages for contracts/orders in excess of $10,000,000, including option periods.

(After the initial TMA Deputy Director approval, requests to exercise subsequent options will not require separate approval.  Requests for contract modifications will also not require separate approval as long as the scope of the requirement does not change.  Nor will separate approval be required in cases where the TMA requiring activity requests that an option be exercised under a currently existing contract.)

TMA Deputy Director approval is also required for PRW packages for funds transfers for any given requirement with an expected/projected annual cost in excess of $10,000,000, including fee.  (Normally Deputy Director level approval of the underlying support agreement will signify approval of associated funds transfers and a separate Deputy Director approval will not be required, so long as the fund transfers are consistent with the underlying support agreement and do not exceed the scope (in cost or type of service) of the agreement. 

	Time Lines


	Not to exceed four working days

	Issues


	When the TMA Deputy Director is unavailable to approve these actions, he/she will designate a TMA official to be the alternate approval authority.  This designation is only in effect when the Deputy Director is absent from the office and the action is so urgent and compelling that it requires immediate attention.


Process Level: AM&S COD-FC
Process: Prepare Package for Budget Processing
	Inputs


	SOO/PWS/Task Order; IGCE; PRW signed by the appropriate TMA Functional Chief/Designee; Contract Methodology; (and if applicable) Sole Source Justification or List of Recommended Vendors; (if applicable - OGC recommendation to continue processing), proposed funding information, PRW review form and Deputy Director Approval (if applicable). 

	Outputs


	Entry of prerequisite data into electronic purchase systems such as Purchase Request-Web (PR-Web), etc.

	Respons-ibilities


	Validate that the package has either been approved by the TMA Deputy Director, or is exempt from review.  

	Time Lines


	Not to exceed two working days

	Issues


	


Process Level: TMA Financial Operations Division
Process: Execute Fund Certification
	Inputs


	SOO/PWS/Task Order; IGCE; PRW signed by the appropriate TMA Functional Chief/Designee; Contract Methodology; (and if applicable) Sole Source Justification or List of Recommended Vendors; (OGC recommendation to continue processing), Deputy Director Approval (if applicable).

	Outputs


	Executed fund certification.

	Respons-ibilities


	Receive and log action.  Maintain audit trail and official accounting file.  Certify that the required amount and type of money is available for each contract action.  This is done either on line or using a funding document, depending on the Contracting Office or Supplying Activity.  Ensure the fund certification is forwarded to the supporting Contracting Office, or in the case of funds transfers, to the Supplying Activity.  Notify AM&S COD-FC when funds are certified.

	Time Lines


	Not to exceed two working days 

	Issues


	


Process Level: AM&S COD-FC
Process: Prepare E-Package and E-Mail
	Inputs


	SOO/PWS/Task Order; IGCE; PRW signed by the appropriate TMA Functional Chief/Designee; Contract Methodology; (and if applicable) Sole Source Justification or List of Recommended Vendors; (if applicable - OGC recommendation to continue processing), proposed funding information, PRW review form, Deputy Director Approval (if applicable), and notification of fund certification. 

	Outputs


	E-Package and E-Mail.

	Respons-ibilities


	Assemble required documentation in hard copy and electronic form.

Send documentation (electronic and hard copy) to supporting contracting office.  

	Time Lines


	Not to exceed two working days

	Issues


	This step only applies to contracting actions.


Process Level: Contracting Office
Process: Receive, Review, and Log PRW package
	Inputs


	SOO/PWS/Task Order; IGCE; (and if applicable) Sole Source Justification or List of Recommended Vendors; DD Form 448 or DD Form 1262

	Outputs


	

	Respons-ibilities


	Only a warranted Contracting Officer has the authority to enter into a contract on behalf of the Government.

Maintain an audit trail of acquisition actions

Ensure that the requirements of pertinent law, regulations, etc., have been met

Request and consider the advice of specialists in audit, law, engineering, and other fields as appropriate

All requests for additional information will come through AM&S COD-FC

	Time Lines


	Usually requires two working days

	Issues


	This step only applies to contracting actions.


Process Level: Contracting Office
Process: Release Request for Proposal (RFP) or Request  for Quote (RFQ)
	Inputs


	SOO/PWS/Task Order; IGCE; (and if applicable) Sole Source Justification or List of Recommended Vendors; DD Form 448 or DD Form 1262

	Outputs


	Orders submitted under General Services Administration (GSA) Federal Supply Schedules require a Request for Quote (RFQ); other orders require a Request for Proposal (RFP).

	Respons-ibilities


	Ensure that the requirements of pertinent law, regulations, etc., have been met



	Time Lines


	Usually requires one day.  (The deadline for offerors submission of proposals is set by the Contracting office and the corresponding length of the proposal development period varies with the complexity of the procurement and the Government’s needs.)

	Issues


	This step only applies to contracting actions.


Process Level: Contracting Office
Process: Receive Proposal(s)
	Inputs


	Proposal(s)

	Outputs


	Evaluation tools

	Respons-ibilities


	Separate cost and technical data

Maintain confidentiality of proprietary data

Brief evaluation team on evaluation process and team member’s legal responsibilities

	Time Lines


	Usually requires one day 

	Issues


	This step only applies to contracting actions.


Process Level: Contracting Officer, TMA Requiring Activity, AM&S COD-FC and OGC as Appropriate
Process: Assess OCI Risk Mitigation Plan(s)
	Inputs


	SOO/PWS/Task Order; IGCE; DD Form 448 or DD Form 1262; Proposal(s); Risk Mitigation Plan(s)

	Outputs


	Completed OCI Risk Mitigation Assessment

	Respons-ibilities


	The Contracting Officer, TMA Requiring Activity, AM&S COD-FC and OGC review and comment on Offeror’s OCI risk as appropriate.  The Contracting Officer determines if any potential OCI risk has been adequately addressed. 

	Time Lines


	Time varies depending upon the complexity and scope of the OCI issue.

	Issues


	This step only applies to contracting actions, but may be required for funds transfers under support agreements, in cases where the Supplying Activity must issue a contract to provide support to TMA.


Process Level: AM&S COD-FC
Process: Coordinate TMA Proposal Evaluation
	Inputs


	SOO/PWS/Task Order; IGCE; DD Form 448 or DD Form 1262; Proposal(s); 

	Outputs


	Proposals and Proposal Evaluation Tools

	Respons-ibilities


	Coordinate TMA proposal evaluation and provide administrative assistance when required.

	Time Lines


	Coordination regarding the preparation of evaluation tools begins prior to receipt of proposals.  Coordination should be complete not later than one day after proposals are received in AM&S COD-FC.



	Issues


	This step only applies to contracting actions.


Process Level: Contracting Officer
Process: Monitor Proposal Evaluation
	Inputs


	SOO/PWS/Task Order; IGCE; DD Form 448 or DD Form 1262; Proposal(s); Evaluation Tools

	Outputs


	Guidance regarding proposal evaluation

	Respons-ibilities


	Lead and monitor all aspects of the evaluation

Prepare price/cost analysis

Ensure that the requirements of pertinent law, regulations, etc., have been met

Ensure that contractors receive impartial, fair and equitable treatment

Obtain necessary contractor clarification

	Time Lines


	

	Issues


	This step only applies to contracting actions.


Process Level: TMA Requiring Activity
Process: Evaluate Proposal
	Inputs


	SOO/PWS/Task Order; IGCE; DD Form 448 or DD Form 1262; Proposal(s); Evaluation Tools

	Outputs


	Price/Cost Analysis; Completed and Signed Proposal Evaluation Forms; Technical Risks and Benefits of Each Proposal; Evaluation Recommendation

	Respons-ibilities


	Review and document findings of technical proposal PRIOR to review of price/cost proposal.

Recommend areas for contractor clarification



	Time Lines


	Not to exceed ten working days (subject to the complexity of the procurement and the number of offerors)

	Issues


	This step only applies to contracting actions.  Price/Cost Analysis is only done by qualified personnel under the direction of the responsible Contracting Officer.


Process Level: AM&S COD-FC
Process: Review Evaluation Package
	Inputs


	SOO/PWS/Task Order; IGCE; DD Form 448 or DD Form 1262; Proposal(s); Evaluation Package

	Outputs


	Complete proposal evaluation package

	Respons-ibilities


	Review proposal evaluation package for content, clarity and completeness.

	Time Lines


	Not to exceed two working days (subject to the complexity of the procurement and the number of offerors)

	Issues


	This step only applies to contracting actions.  


Process Level: Contracting Officer
Process: Review Evaluation Recommendation
	Inputs


	Completed and Signed Proposal Evaluation Forms; Technical Risks and Benefits of Each Proposal

	Outputs


	Contract award decision.

	Respons-ibilities


	Ensure that the requirements of pertinent law, regulations, etc., have been met

Ensure that contractors receive impartial, fair and equitable treatment



	Time Lines


	Not to exceed two working days

	Issues


	This step only applies to contracting actions.


Process Level: Contracting Office
Process: Issue Award
	Inputs


	SOO/PWS/Task Order; IGCE; DD Form 448 or DD Form 1262; Proposal(s)

	Outputs


	Contract 

	Respons-ibilities


	Ensure that the requirements of pertinent law, regulations, etc., have been met

Ensure that contractors receive impartial, fair and equitable treatment



	Time Lines


	Usually requires 1 – 4 days, depending on the need for legal review at the contracting office

	Issues


	This step only applies to contracting actions.
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