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FOREWORD

The TRICARE program is defined in section 1072 of title 10, United States Code as the managed health care program established by the Department of Defense (DoD).  DoD Directive 5136.12, the TRICARE Charter, further expands on the definition and identifies the roles and responsibilities of the Director, TRICARE Management Activity (TMA), and the Acquisition Management and Support Directorate.  The Director, TMA, is the Assistant Secretary of Defense for Health Affairs or his/her designee.
This Acquisition Planning Guide (APG) conforms to the DoD Directive.  That is, in accordance with paragraph 6.2.9 of the DoD Directive, the Director, TMA, has the authority to contract for managed care support, dental support, other health programs, claims processing services, studies and research support, supplies, equipment, and other services necessary to carry out the TRICARE program and support the Military Health System. For TMA acquisition programs, the Milestone Decision Authority and/or the Component Acquisition Executive may assign Program Managers to exercise oversight and perform the acquisition planning responsibilities and duties outlined in this guide. 
Acquisition planning is required by statute as implemented by the Federal Acquisition Regulation (FAR) 7.1, “Acquisition Plans,” Defense Federal Acquisition Regulation Supplement (DFARS) 207.1, “Acquisition Plans,” and DFARS Procedures, Guidance and Information (PGI) 207.1, “Acquisition Plans.”  This APG incorporates Federal and Departmental requirements along with TMA policies and procedures necessary to assist the acquisition team in developing a comprehensive and complete Acquisition Plan (AP).  The APG does not repeat Federal and Departmental requirements in all instances; members of the acquisition planning team and AP approving/concurring authorities should refer to the FAR and DFARS, as well as other applicable directives and TMA policies and procedures, for additional guidance on acquisition planning and AP development.  
Appendix A contains an AP Template that identifies AP requirements and includes references to the authority for each requirement.  In the event of conflict between the guidance and direction of this APG and the provisions of the FAR, DFARS or other applicable Federal regulations, the FAR, DFARS or other applicable Federal regulations take precedence.
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APPENDIX A: Acquisition Plan Template
CHAPTER 1

INTRODUCTION

1.0
Acquisition Planning

Acquisition planning is required by statute (10 U.S.C. 2305 (a)(1)(A)(ii)) and implemented through Federal Acquisition Regulation (FAR), Part 7, “Acquisition Planning.”  Federal Agencies are required to perform acquisition planning and conduct market research in accordance with FAR, Part 10.  These requirements:

a. Promote the acquisition of commercial items to the maximum extent practicable; and,

b. Provide full and open competition, or, when full and open competition is not required or possible, competition to the maximum extent practicable.

Acquisition planning is the process by which the efforts of all personnel responsible for an acquisition are coordinated and integrated through a comprehensive plan for fulfilling the agency’s needs in a timely manner and at a reasonable cost.  While the requirement for a written Acquisition Plan (AP) may vary, acquisition planning is required to some extent for all acquisitions.

Acquisition planning should begin as soon as a need is identified, and well in advance of the fiscal year in which contract award or order placement is anticipated.  Acquisition planning will involve a variety of functional personnel, but is ultimately the responsibility of the Program or Project Manager (PM).  

1.1
Procurement Integrity

Personnel involved in acquisition planning are subject to the requirements of the Procurement Integrity Act (41 U.S.C. 423). This Act, and other similar statutes and regulations, imposes stringent requirements related to safeguarding source selection information and compliance with other procurement integrity issues. Violation of these requirements could result in civil and/or criminal penalties. Every member of the acquisition team shall become familiar with the prohibitions and certification requirements of the Act and similar statutes and regulations pertaining to the specific acquisition. All personnel involved in the acquisition process are responsible for maintaining the integrity of the procurement. Participants in TRICARE Management Activity (TMA) acquisitions including acquisition planning and source selection will be required to complete Non-Disclosure Agreements. Any questions and/or issues regarding procurement integrity policy and regulations must be directed to the Contracting Officer (CO) assigned to the acquisition. 
1.2 
Overview of Acquisition Plan Guide  

As set forth in FAR Subpart 7.1, “Acquisition Plans,” the AP is a formal document that addresses the technical, business, management and other considerations impacting an acquisition.  In addition, the AP identifies key program/project milestones.  The AP serves as the project roadmap to accomplish activities throughout the entire acquisition process.
This guide summarizes FAR and DFARS guidance, as well as Department of Defense (DoD) manuals, directives and instructions for use by TMA requiring activities in preparing APs for anticipated acquisitions under the purview of the TMA Head of the Contracting Activity (HCA). The HCA is the Director, Acquisition Management and Support (AM&S), TMA, Office of the Assistance Secretary of Defense/Health Affairs (ASD(HA)). 

An AP Template is provided in Appendix A. The template is only a starting point and must be tailored to address specific acquisition needs.

1.3
Requirements for an Acquisition Plan  

In accordance with DFARS 207.103(d)(i), a written AP must be prepared for: 

a. Acquisitions for development, as defined in FAR 35.001, when the total cost of all contracts for the acquisition program is estimated at $10 million or more;

b. Acquisition for production or services when the total cost of all contracts for the acquisition program is estimated at $50 million or more for all years or $25 million or more in any fiscal year; and 

c. Any other acquisition considered appropriate by the department or agency.

In accordance with DFARS 207.103(d)(ii), “written plans are not required in acquisitions for a final buy out or one-time buy.”  The terms "final buy out" and "one-time buy" refer to a single contract that covers all known present and future requirements.” However, this exception does not apply to multiyear contracts or contracts with options or phases. The use of non-TMA contracting activities, Federal Supply Schedules or Government-Wide Acquisition Contracts does not eliminate the need to write APs.  
Recent changes to FAR Sections 7.102, 16.301-2, and 16.301-3 created new AP requirements for cost reimbursement contracts.  Regardless of dollar value, a written AP must be developed whenever a cost reimbursement contract type is used.  The Head of Agency must ensure that these APs are approved at least one level above the CO.  AM&S is actively pursuing clarification and possible delegation of approval authority from the TMA Head of Agency (Director, Defense Procurement and Acquisition Policy (DPAP)) to ensure AP approval authorities are commensurate with the dollar value and complexity of acquisitions.  AM&S will provide direction to the TMA acquisition workforce and will revise this guide accordingly when additional information is available. 
1.4
Contents of an AP  

The requirements for preparing a written AP are found at FAR 7.105, “Contents of Written Acquisition Plans,” and DFARS 207.105, “Contents of Written Acquisition Plans.”  Recommended and required content are also included in Appendix A, Acquisition Plan Template and Instructions.
1.5
Combined Acquisition and Source Selection Plan 

The written AP may be combined with the Source Selection Plan (SSP).  The combined Acquisition/Source Selection Plan (A/SSP) shall address all requirements of the FAR, DFARS, DFARS Procedures, Guidance and Information (PGI), and TMA Policy documents for both the AP and the SSP. TMA personnel should contact the CO when considering the development of a combined A/SSP. 
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CHAPTER 2

ACQUISITION PLAN DEVELOPMENT

2.0
General
The specific content of each AP will vary depending on the nature, circumstances, and phase of the acquisition. In general, the plan must address all the technical, business, management, and other significant considerations that will control the acquisition.
2.1
Responsibilities and Coordination

All personnel engaged in the management of the acquisition process are essential to the comprehensive acquisition planning and preparation necessary to achieve acquisition or program objectives.  An approved AP represents a formal agreement between all stakeholders in the acquisition process as to how the PM will execute the program.  These personnel should be made cognizant of their responsibilities and actively participate in the development and preparation of the AP.  Acquisition planning meetings are strongly encouraged in order to facilitate and coordinate planning efforts, minimize AP development time and improve acquisition outcomes.
The PM is responsible for convening acquisition planning meetings with representatives from logistics, technical, fiscal, security, contracting, legal, small business, and other areas, as appropriate, to prepare and/or to revise APs.  Multi-disciplinary input is critical and the PM is responsible for ensuring the plan is properly coordinated. This coordination should include all personnel who have or will have a role in the development, management, or administration of the acquisition. 

The CO shall ensure that acquisition planning is completed in accordance with the FAR, DFARS, PGI, and TMA policy. 
2.2
Preparation
The content of an AP should be relevant and concise.  The AP Template identifies the source of each AP requirement (e.g., FAR or DFARS) using italicized text.  In some instances, the required content is supplemented with additional information TMA has decided should be addressed in the AP.  It is important to note that not every section of the AP Template will apply to every acquisition, and there may be instances where the appropriate content for a section is ‘Not Applicable.’ 

The AP should reference any approved documents (e.g., mission need statements, initial capability documents, budgetary and cost estimates, Justifications and Approvals (J&A)) related to the acquisition.  Use charts and tables whenever possible for the illustration of details instead of narrative text, lengthy explanations or descriptions, and should be labeled appropriately to allow for clear identification and reference.
2.3
Identification and Numbering 

Each AP, and any associated revisions, will be numbered in a consistent manner as prescribed and managed by the Contract Policy and Pricing Branch (CP&PB). To request an AP number or revision number, the PM shall contact CP&PB at (303) 676-3453.  

The AP shall retain the original number throughout the life of the acquisition.  Revisions will be numbered and identified along with the original AP number, for example, “AP No.: 0001, Rev A,” to ensure proper tracking to the original AP while also clearly distinguishing subsequent revisions.  
2.4
Markings 

APs should be prepared as unclassified documents and marked “For Official Use Only” and “Source Selection Information – See FAR 2.101 and 3.104” in the header and footer of each page.  In addition, the first page of the AP should be marked with the appropriate distribution statement provided in the AP Template. 

2.5
AP Approval  

Prior to routing the AP for signatures, a Board of Review (BOR) is required by TMA policy. The CO will schedule and facilitate AP review and will collaborate with the PM to resolve any BOR recommendations.  Following resolution of the recommendations, the PM and CO will route the AP for concurrence and approval signatures.   

The Agency Head (also known as “Head of Agency”) is responsible for approving all acquisition plans.  The Agency Head for TMA is the Director, DPAP.  Prior to the approval signature of the Head of Agency, the PM will sign the AP and obtain the concurrence of the HCA, the CO, the Competition Advocate, the Director of Small Business Programs, the appropriate contracting office chief (Contract Operations Division Aurora, Contract Operations Division Falls Church, or the Uniformed Services University of the Health Sciences Contracting Directorate, the Chief Functional Officer (if applicable), and the Program Executive Officer (if applicable). 

Any APs transmitted to DPAP shall be routed through the Office of the ASD(HA).  If the Under Secretary of Defense for Personnel and Readiness (USD(P&R)) is the Milestone Decision Authority or the Services Decision Authority, the package must be coordinated through Office of the ASD(HA) and USD (P&R) before it is forwarded to DPAP. 
2.6
Retention in the Contract File

After approval of the AP, the CO shall retain the original signed document in the contract file.  
CHAPTER 3

REVISIONS TO THE ACQUISITION PLAN

3.0
General  
It is the PM’s responsibility to perform a periodic or annual review of the AP to ensure the plan reflects current information, and if it does not, to revise it as appropriate.  If significant program changes occur, the revised AP must be approved by the Agency Head. AP revisions coincide with major program events (e.g., major or significant changes in scope, effect, functionality, milestones, and/or funding/financing of the requirement).  Other examples of when revisions are necessary include: 

a. The PM is unable to meet a condition attached to a conditionally approved AP.

b. The PM is unable to execute the competition plan set forth in the approved AP. 

c. There is a substantial quantity increase and the program was previously approved on the basis of a single/sole source acquisition.

d. There is a significant change in the services to be provided or the manner in which the services are to be provided.

e. The Source Selection Authority proposes to change the source selection plan in a manner that would reduce the number of potential competitors or adversely affect small business participation.

3.1
Method of Revision

Commensurate with the extent of changes, AP revisions may be prepared as a memorandum, as revised pages to the initial AP, or as a completely revised AP.  Regardless of the method of revision, all changes from the previously approved document should be specifically identified and explained.

If the AP revision is a result of significant program changes, it should be prepared as a completely revised plan in the recommended format of this guide.  The PM shall contact the CP&PB to request an AP Revision number if a completely revised plan is necessary.  Minor program changes may not necessitate a revised AP.  If they do, either a memorandum or revised pages may be used to track necessary changes.  If revised pages are used, they should be dated at the top and the changed text should be marked to enable easy identification.

3.2 
Signatures and Approval

AP revisions based on significant program changes must be coordinated through original authorities, up to and including the Agency Head.
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