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	DST is providing administrative, acquisition, and financial management/budget support to the DoD CoE Psychological Health/Traumatic Brain Injury (PH/TBI) Program Office. This includes front office administrative support, contract development and processing support, procurement management assistance, financial tracking, program budget support, and other internal support functions required to cultivate the internal management and infrastructure needed to stand-up a new TRICARE Management Activity (TMA) Program office.  
Administrative Support
We staff the PH/TBI Program Office reception desk to ensure that guests, inquiries in person, or enquiries via phone or email are responded to immediately with a qualified and knowledgeable response, and that all visitors entering and exiting the office sign in (sign out) using the Program Office visitor log.
We schedule and plan meetings among PH/TBI Program Office staff and between outside organizations using MS Office Outlook. We perform real-time modification to on-line calendars/schedules, and communicate with local and remote-site participants via telephone and email, as well as in person.  Where schedule changes occur within four (4) hours of the scheduled meeting time, DST staff directly contact each participant (by phone and email) to ensure that the meeting change notification is received.  

DST personnel coordinate with PH/TBI Program Office government staff to plan and schedule travel.  This includes coordinating and tracking bookings with DoD Travel agencies, airlines, rental car agencies, and hotels.  We also support the coordination of travel vouchers following completion of travel.

DST also initiates training plans and coordinates with PH/TBI Program Office staff to schedule training for PH/TBI Program Office personnel.  This include coordinating with the appropriate Government offices and training organizations, and resolving any issues that may arise.  We are responsible for coordinating not only the training event, but also for ensuring that training records are maintained.  
We establish and maintain both electronic and hard-copy files of PH/TBI Program Office correspondence, policies, procedures, and other administrative office documentation in accordance with DoD Directive 5015.2 “DoD Records Management Program”, and ensure that documents are stored in the files within 3 business days of receipt and that documents are retrieved within 30 minutes of request.  Documentation is maintained in accordance with the National Archives and Records Administration (NARA) guidelines and as the Government directs.  Tools used include Live Links, Microsoft Office, Adobe Acrobat, and other document retrieval systems.
We coordinate with PH/TBI Program Office staff to ensure availability of supplies and consumables necessary for all office operations including tracking levels of supplies, batching orders to minimize the workload on the ordering staff, arranging for orders to meet special needs, and coordinating with staff to identify peak requirements.  We also prepare supply lists and submit them to the Government for execution. We coordinate office equipment maintenance and repairs for PH/TBI Program Office equipment, and are the point of contact (POC) for all repair requests.
Procurement Support
We provide procurement/contracting expertise to identify, understand, analyze, articulate and ensure compliance with acquisition/contracting regulations, guidelines, policies, processes, and procedures as defined by Federal, DoD, MHS, and TMA leadership. We provide subject matter expertise with requirements of the Federal Acquisition Regulation (FAR) and Department of Defense Federal Acquisition Regulation Supplement (DFARS). Support includes, but is not limited to, the following:

1. Drafting complex Statements of Work (SOWs) and Statements of Objectives (SOOs), including Performance Work Statements (PWS) and Performance-Based SOWs (PBSOWs). 

2. Drafting Purchase Requests and monitoring their status throughout the TMA procurement process

3. Drafting special clauses and provisions to address TMA, DCoE PH/TBI, or unique program situations
4. Confirming OCI category designation,

5. Drafting sole source justifications,

6. Drafting solicitations and requests for quotes,

7. Articulating strategies for DCoE PH/TBI procurements and related acquisition plans,

8. Drafting cost estimates,

9. Drafting source selection plans and evaluation workbooks, and

10. Facilitating Award Fee determination deliberations.

11. Communicating and interacting with the TMA Procurement Support Office (TPS) and TMA Acquisition Management & Support Office. 
We also develop, prepare, generate, review and track procurement/acquisition documentation required to support PH/TBI Program Office OCI Category 2 and Category 3 requirements in accordance with DoD, TMA and the Federal Acquisition Regulations. We maintain the program office contract files and ensure the proper documents are distributed to or received from TPS, AM&S, or the assigned preferred contracting activity.  Documentation includes, contractual awards and modifications (subject to OCI restrictions), solicitations and amendments, acquisition plans, source selection plans, SOWs, justification & approval documents, determination and findings, purchase request worksheets, source selection evaluation documents, and post-award deliverables. We maintain well-organized files for each distinct procurement/contract which are accessible to the DCoE PH/TBI staff upon request. 

Budget Support
We assist TMA in planning, justifying, and managing budgets.  This includes coordinating with relevant TMA offices and leading the development of budget documentation including:

1. OMB Exhibit 300s and other supporting documentation for the Budget Estimate Submission and President’s Budget

2. Program Objective Memorandums (POMs)

3. Program Change Proposals (PCPs)

4. Budget Change Proposals

We assist DCoE PH/TBI staff in management and tracking of specific budgets and budget initiatives across various fiscal years, including management of budget plans and budget authority. We also coordinate with DCoE PH/TBI staff to respond to changing management issues and priorities. Where such issues arise, we conduct analyses to project impacts of proposed actions and to reflect actual or projected changes in program funding. We also assist in the preparation and support the PH/TBI Program Office fiscal year expenditures and prepare out year budget models based on the organizations guidance. Our budget personnel coordinate and interact with the TMA Programming, Planning, Budget, and Execution (PPBE) office to ensure the PH/TBI budget submissions are completed in accordance with TMA policies.  

Financial Support
We are tracking fund execution, including commitments, obligations, unobligated balances, and expenditures to ensure that accounting records reflect correct information. We also conduct required tri-annual review of unliquidated obligations. We prepare the year-end financial statements for the TMA Chief Financial Officer’s approval.  We also coordinate with requiring activities and assist in the preparation of funding documents including:

1. Procurement Request Worksheets (PRWs), 

2. Status of Funds Reports,

3. Military Interdepartmental Purchase Requests (MIPRs)

We maintain financial tracking data for all programs, as required, and provide the personnel to coordinate and interact with the TMA Financial Operations Directorate (FOD) to monitor and ensure proper spending of the funds assigned to DCoE PH/TBI accounts.  We also input and update, as appropriate, detailed financial forecasts of planning funding execution into the Interfaced Budget Execution Account Management System (I-BEAMS) and other Government designated financial management systems. We assist in the preparation of necessary spreadsheets and appropriate documentation to support direct financial data calls as required. 

Cost Estimation Support
We assist in the generation of cost estimates for developing financial planning models and/or for acquisition planning purposes. As such, our cost estimation support works closely with procurement support to ensure the estimates developed are completed and submitted in accordance with TMA policies and procedures. We develop cost estimates of various complexities, ranging from rough order of magnitude to detailed life-cycle costs for DCoE PH/TBI systems, to include research and development costs, investment costs, operating and support costs, and disposal costs if applicable.  We identify the most appropriate data elements and recommended sources for executing the cost analysis, and acquire data from approved sources.  We develop a cost element structure appropriate to the system or program being analyzed.  We also maintain the software and files necessary to accomplish cost analysis, consistent with standard accounting practices and DoD cost estimating procedures.


