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WELCOME!

We Are Big Business

Our track record 

With our military units tracing their roots to pre-Revolutionary times, you might say that we are America’s oldest company.  And if you look at us in business terms, many would say we are not only America’s largest company, but its busiest and most successful. 

There is no other company in the world that can take a group of new employees, from a wide variety of backgrounds, and in less than three months make them part of a cohesive, organized and productive work team. They will be well trained, highly motivated and very fit. They will treat others with dignity and respect, and will willingly obey their leaders. 

5.1 million strong 

We are the nation’s largest employer, with 1.4 million men and women on active duty, 672,000 civilians and another 1.28 million volunteers serving in the Guard and Reserve. We also support 1.8 million retirees and families that are receiving benefits. 

Our global infrastructure 

Whether on land or at sea, no other company can match our size. Our employees are located at about 600 fixed facilities and more than 40,000 properties amounting to 18 million acres of land. These include 250 major installations. We operate some 250,000 vehicles, from trucks to tanks, maintain a fleet of over 15,000 aircraft and more than 1,000 oceangoing vessels from aircraft carriers to landing craft. We also operate 550

public utility systems. 

Worldwide presence 

Today we have employees located in more than 130 countries; some 247,000 troops and civilians are overseas both afloat and ashore. We operate in every time zone and in every climate. 

As a Comparison 

	Company
	Budget/Revenue*
	Employees*
	Bases/Plants*

	DoD
	$270 billion
	2,043,000
	588

	ExxonMob
	165 billion
	123,000
	117

	Ford 
	163 billion
	345,000
	183

	GM
	144 billion
	388,000
	358

	GE
	112 billion
	340,000
	350


*1999 Fortune 500 & corporate data

Commands and Locations

As stated in the previous section, the Army has many facilities at numerous locations throughout the world.  Below is a map of the United States showing the location of some of the facilities. 
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Listed below are the commands where trainee positions may be available.  Please click on the command’s name, and it will provide a short description of the command.

3rd Army
AMC
AMCOM
CECOM
COE
DSS-W
EUSA
FORSCOM
INSCOM
MDW
MEDCOM
MTMC
NGB
OSC
RMAC
SBCCOM
SMDC
STRICOM
TACOM
TRADOC
USAMRMC
USAEUR
USARPAC
The History of the Army

Since its birth on 14 June 1775-over a year before the Declaration of Independence-the United States Army has played a vital role in the growth and development of the American nation. It won the new Republic's independence in an arduous eight-year struggle against Great Britain, at times providing the lone symbol of nationhood around which patriots could rally. During the Civil War it preserved the Union through four years of bitter conflict that turned brother against brother. It has repeatedly defended the United States against external threats, from the "second war of independence" with Great Britain in 1812 through the crusades that finally rid the world of the specters of Nazi totalitarianism, Japanese imperialism, and world communism. The defense of the nation has always been the Army's primary mission but, as this pamphlet shows, not its only one. From the beginning the Army has also been involved with internal improvements, natural disaster relief, economic assistance, domestic order, and a host of other contingencies. Although these missions may not have always been those it would have chosen for itself, our Army has drawn great satisfaction from knowing that when the nation was in need, it answered the call. 
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(Taken from an excerpt at http://www.army.mil/cmh-pg/books/225/for.htm)

  Army’s Vision

The Army is People.

The Army is not tanks or helicopters. The Army is quality soldiers, veterans, civilians and our families.

· Soldering is, and always will be, an "Affair of the Heart".

· We do two things every day in The Army:  we train soldiers and we grow leaders.

· The Army is a values based institution.

· The Army is an employer of choice.

· We must inspire leaders for change.

(Taken from an excerpt at http://www.army.mil/armyvision/default.htm)
Army’s Organizational Structure
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(Taken from an excerpt at http://www.defenselink.mil/pubs/dod101/largest.html)
Back to the Table of Contents
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The Army’s Management Training Program is a means of placing qualified individuals into a structured 36-month training program, which is designed to meet projected management needs.  Acquisition trainees fall under Federal Career Program 14, 1102 series. Trainees come on board either through the Outstanding Scholar program or a similar local trainee program.  Trainees enter federal service as full time employees earning a competitive salary and are eligible for all benefits offered to the Federal workforce.  


Trainees are appointed at the GS-7 level and are then non-competitively promoted approximately every year until they reach their target grades. The target grade is the level that should be reached by the end of the training program and varies by location from GS-11 to GS-12. Opportunities to compete for advancement beyond the target level will be available during your federal career.  

Generally, the base to which you are initially assigned will be the base that you are permanently assigned to upon completion of your program. However, with base closures, workload realignments, and downsizing, a permanent slot may NOT be available for you at that base. If it is not possible to place you at your assigned base, we would revert back to your Mobility Agreement and attempt to place you elsewhere within the same Major Command (MAJCOM.) You would be asked to identify other selected sites, and then be notified when a permanent slot is identified for you. If you are required to move and are unable to or refuse to do so, you may be separated from Government service.
Trainees are provided with an incredible opportunity to further their professional careers within an educational environment. Specialized training in the program is accomplished in four ways:

· Formal Instruction consists of the courses mandated by the Department of Defense for all acquisition personnel.  These courses provide the trainee with a solid background in the current methods, processes and regulations involved in the acquisition career field. 

· On-the-Job Training is accomplished as trainees are placed with a “home team” and a Contracting Officer.  Trainees will receive an experienced trainer who will act as a teacher and a resource for information.  This segment of the training is crucial because it familiarizes the trainee with the daily duties and responsibilities of a Contract Specialist and prepares them for integration into the workforce.  The trainee will also experience “OJT” during rotations through other teams throughout the organization.

· Rotational Cross Training introduces the trainee to various areas of the Contracting Organization.  As the trainee rotates through branches within the organization, he or she will experience first hand the vital role that these areas play in accomplishing the mission of the organization.  Trainees may also elect to rotate through one of the requiring activities that the center supports (our customers).  All rotations provide a wonderful opportunity for networking and meeting people! 

· Informal In-House Training will also be arranged for trainees.  These sessions will be conducted in a relaxed setting with the trainee class as a group.  These classes are intended to provide basic information on the principles and processes of contracting and will alleviate some of the confusion that comes with learning a new field.


Incoming trainees must be college graduates with a minimum 3.45 GPA on a 4.0 scale and have at least 24 business credits.  The Army maintains these high standards because it wants highly motivated, goal-oriented, professional individuals who are prepared for a challenging career. Successful completion of the management-training program leads to a full performance Federal acquisition career, with the potential to move into mid or higher level management positions.

Role of the Trainee Career Coordinator


Your initial contact with your new organization regarding your upcoming entry into the “Contracting and Acquisition” management-training program is through the Trainee Career Coordinator (TCC). The TCC fulfills a vital role upon your acceptance into the Management Trainee Program by facilitating your civilian education and development.  The supportive relationship systematically blends progressive, sequential work assignments and training for development from entry grade level GS-07 to the target grade GS-12.  


During the first few weeks in the program, your TCC will provide an introduction into the work environment by providing the following assistance:

· Assign a sponsor to guide you on the first day through the personnel and security in processing.  You will receive a permanent badge to enter the Contracting Organization and your sponsor will provide a tour of your command and a chance to meet with co-workers.

· Provide background to understand the major command and major subordinate levels of the Army. 

· Provide hardcopy of guidebooks and tools currently used in the Contracting Organization for instruction and reference.  

· Secure a nameplate for your desk pod.

· Orchestrate your introduction to the Activity Career Planning Manager (ACPM) and the Director and Deputy Directors of the Contracting Organization.

· Coordinate your training with the buying division to which you have been assigned, your stationed home team and your trainer.

· Process your applications for interactive use of electronic mail and telephone identification code.  TCC will assist with application for VISA account for use when on temporary duty assignments.
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In order for you to understand the professional competencies needed, the TCC will provide a roadmap for your three years in the program.  This is achieved by the proper combination of training and experience as presented in the Army Civilian Training, Education and Development System (ACTEDS).  This system is applied to your Individual Development Plan (IDP), which is reviewed periodically with your immediate supervisor and revised accordingly.  Your TCC will mentor your understanding of this rating process by dissemination of pertinent career development information.  Besides offering guidance for performance appraisal ratings, the TCC will plan and assist in scheduling courses in Contracting and Acquisition.  The TCC will interface with all training points of contact to determine availability of spaces for the mandatory courses to enhance your skills and abilities.  


The TCC continually provides advice and support on contracting and acquisition career management by periodic meetings with trainees.  Such bimonthly meetings give you a chance to share knowledge and experience with fellow trainees.  At some of these meetings, the TCC will invite guest speakers to provide briefings and overviews on subjects related to acquisition policy, procedures and supplementary information.  You are requested to attend and to actively participate in all meetings.

The Army’s vision is for quality, which is supported by your organization. The Contracting Organization has tailored a Management Program through the ACPM and 

TCC to reflect this vision for quality.  Remember that the Trainee Career Coordinator’s goal is to maintain the integrity of the program and to strengthen the professional and leadership abilities of the civilian trainee workforce.

TCC List

A list of the Trainee Career Coordinators is provided below.  Please feel free to contact your point of contact with any questions or concerns. 

	COMMAND
	TRAINEE COORDINATOR
	PHONE AND FAX
	HQ LOCATION

	3rd US Army (ARCENT)
	COL John C. Jeong                                             

 E-mail: jeongj@arcent.army.mil
	(404) 464-4889                                 DSN:  367-4889                               FAX:  (404) 464-4896
	Fort McPherson, GA

	AMC
	Malinda Richmond                                                     Email:  Mrichmond@alexandria-emh1.army.mil
	(703) 617-9236                                DSN:  767-9236                               FAX:  703-617-3530
	Alexandria, VA  

	AMCOM
	Patricia P. "Trish"  Golden                                         Email:  Trish.Golden@redstone.army.mil
	(256) 876-1093                              DSN:  746-1093                                FAX:  256-842-7361
	Redstone Arsenal, AL

	CECOM
	Dolores Griffith                                                          Email:  Dolores.Griffith@mail1.monmouth.army.mil
	(732)427-1503                DSN:  987-1503             DSN FAX:  992-6020
	Fort Monmouth, NJ

	COE
	Bunnatine Greenhouse                                       Email:  bunnatine.h.greenhouse@usace.army.mil
	(202) 761-8642                                    DSN:  763-8642                                 FAX:  (202) 761-4752
	Washington, DC  

	DSS-W
	Cathy Contreras                                               Email:    Contrerascl@hqda.army.mil
	(703) 693-0345                                 DSN:  223-0345                               DSN FAX:  224-6981
	Washington, DC

	EUSA
	Robert Rivera                                                    Email:  Riveraro@usfk.korea.army.mil
	(011) 822-7914-7092                          DSN:  315-724-7092                          FAX DSN:  315-724-6881
	Korea

	FORSCOMM
	Clyde Thomas                                                   Email:  thomasw@forscom.army.mil
	(404) 464-6372                                DSN:  367-6372                               FAX DSN:  367-6247
	Fort McPherson, GA

	INSCOM
	Jan Shadowens                                                    E-mail: jlshado@vulcan.belvoir.army.mil
	(703) 706-2709                               DSN:  235-2709                               FAX:  (703) 806-1172
	Fort Belvoir, VA

	MDW
	Alice Williams                                                   Email:  Alice_M_Williams@belvoir.army.mil
	(703) 806-4592                                 DSN:  656-4592                                  DSN FAX:  703-806-0066
	Fort Leslie J. McNair, DC  

	MEDCOM
	Linda H. Smith                                                  Email:  Linda.Smith2@cen.amedd.army.mil
	(210) 221-3298                                DSN:  471-3298                               DSN FAX:  471-4082
	Fort Sam Houston, TX

	MTMC
	Francis A. Giordano                                                E-mail: Giordanof@mtmc.army.mil
	(703) 428-2016              

DSN:  328-2016                                FAX:  (703) 428-3364
	Alexandria, VA  

	NGB
	Adrianne C. Kirkland                                         Email:  Adrianne.Kirkland@ngb.ang.af.mil
	(703) 607-1003                                  DSN:  327-1003                                  DSN FAX:  327-1174
	Arlington, VA  

	OSC
	Leslee LaMere                                                   Email:  Lamerel@osc.army.mil
	(309) 782-3469                    DSN:  793-3469             

DSN FAX:  793-6828
	Rock Island, IL  

	RMAC
	Thomas Ficklin                                                          Email:  Thomas.Ficklin@apgea.army.mil
	(410) 278-0828                              DSN:  298-0828                                DSN FAX:  298-0902
	Aberdeen Proving Ground,MD  

	SBCCOM
	
	
	Aberdeen Proving Ground,MD  

	SMDC
	Garfield Boon                                                       E-mail:  garfield.boon@smdc.army.mil
	(205) 256-955-4167                           DSN:  645-4167                                 FAX DSN:  645-2193
	Huntsville, AL  

	STRICOM
	Denise Manross                                                  email:  manrossd@stricom.army.mil
	(407) 380-4350                   DSN:  960-4350               DSN FAX:  
	Orlando, FL

	TACOM
	Aleta Brooks                                                     Email:  brooksa@tacom.army.mil
	(810) 574-8133                                     DSN:  786-8133                             COM FAX:  810-574-7048
	Warren, MI

	TRADOC
	Linda Padgett                                                   Email:  Padgettl@monroe.army.mil
	(757) 788-2621              DSN:  680-2621           

COM FAX:  757-788-5021
	Fort Monroe, VA  

	USAMRMC
	Michael Stitely                                                     Email: mike.stitely@det.amedd.army.mil
	(301) 619-2110                                DSN:  343-2110                                FAX:  (301) 619-2091
	Fort Detrick, MD

	USAREUR
	Rima Zimmerman                                                Email:  Zimmr@hq.usacce.army.mil
	011-49-621-487-3237  DSN:  375-3237              

DSN FAX:  375-7890
	Gemany

	USARPAC
	Richard O. Young                                                 E-mail:  youngr@shafter.army.mil
	(808) 438-2386                                  DSN:  (315) 438-2386                         FAX DSN:  (315) 438-2234
	Fort Shafter, HI  

	USARSO
	Debbie Curbelo                                                    Email:  Curbelod@usarso.army.mil
	(787) 707-3323 x246                         DSN:  740-3323 x246                        DSN FAX:  740-3968
	Fort Buchanan, PR  


Before You Arrive

Prior to your scheduled start date, you will receive a “welcome letter” which will identify your sponsor and will specify a time and place for you to meet on your first day.  

The sponsor program was developed to ensure that, on your first day of employment, you feel welcome.  Your sponsor will meet you the morning of your first day and will 

spend the day taking you through the various steps of processing into the organization. Your sponsor is a volunteer Contracting employee who is interested in making your initial experience a pleasant one. While many sponsors continue communication with their trainee, their main concern is to help you through the first day and to alleviate the anxiety that is associated with beginning new employment.  Your welcome letter will provide your sponsor’s telephone number as well as the name and number of the Trainee Career Coordinator (TCC).  Please DO NOT HESITATE to contact either of them with any questions or problems you may encounter!


Both the TCC and the sponsor will be happy to assist those trainees who must physically relocate.  Upon request, the TCC will arrange to have a relocation package from your command’s housing office mailed to you.  Your sponsor can also provide the classified section of the local newspaper.  Traditionally, there are a number of townships within commuting distance and it is important to select the area that best meets your needs.  We understand that this can be a difficult decision and are here to help in anyway that we can. 

What to Expect Your First Week

[image: image51.png]




On the morning of your first day, you will meet your sponsor at a prearranged time and place.  If other trainees are entering on the same day, you will assemble as a group and have a chance to meet one another.  Your sponsor will then accompany you to the Personnel and Training office where the first step of the day is to complete personnel forms.  Please have your driver’s license and birth certificate or passport with you.  After your forms are completed you will take the Oath of Office to the United States of America. The Oath is as follows (no need to memorize):

I WILL SUPPORT AND DEFEND THE CONSTITUTION OF THE UNITED STATES AGAINST ALL ENEMIES, FOREIGN AND DOMESTIC; THAT I WILL BEAR TRUE FAITH AND ALLEGIANCE TO THE SAME; THAT I TAKE THIS OBLIGATION FREELY, WITHOUT ANY MENTAL RESERVATION OR PURPOSE OF EVASION; AND THAT I WILL WELL AND FAITHFULLY DISCHARGE THE DUTIES OF THE OFFICE ON WHICH I AM ABOUT TO ENTER.  SO HELP ME GOD.


After personnel issues are completed, your sponsor will escort you to the Provost Marshal’s office where you will have a photo badge and identification card made.  Finger printing will also be conducted at this location.  By this time, you will be ready for a break.  Your sponsor will take you to lunch at a local restaurant and other trainees will be invited if circumstances permit.  The luncheon presents a nice opportunity for you to chat with your sponsor and exchange information.  After lunch, your sponsor will provide a tour of your command and the Contracting Organization, where you will meet some of your new co-workers.  Please feel free to ask your sponsor any questions you may have. If they are unable to answer them, they will direct you to the person or department that can best answer them for you.


Incoming trainees will receive a thorough orientation beginning on the morning of day two.  Also on the second day, you will be introduced to your “home team” and your Contracting Officer.  Becoming acclimated to a new home and a new career is a challenge, and it is certainly understandable that a new trainee may feel overwhelmed at this point.  Rest assured that your Contracting Organization is delighted to have you here and will help to make your entry as smooth as possible.

Back to the Table of Contents
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FORMAL TRAINING


Formal classroom instruction is a substantial component of a trainee’s training.  The purpose of this training is to provide contracting personnel with a solid background in the current methods, processes and regulations involved in the acquisition career field.  The knowledge gained from these classes will help to prepare you for the challenges that you will encounter during the “hands-on” phase of your trainee program, as well as your entire career as a Contract Specialist.  Formal training requirements for all Department of Defense (DOD) contracting personnel are delineated in DOD Directive 5000.52-M, “Career Development Program for Acquisition Personnel”. 
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The following classes are mandatory during the three year CECOM CP-14 Career Trainee Program:

CON 101:  Fundamentals of Contracting




CON 104:  Fundamentals of Contract Pricing


CON 202:  Intermediate Contracting


CON 204:  Intermediate Contract Pricing
CON 210:  Government Contract Law


ACQ 101:  Fundamentals of Systems Acquisition Mgt
ACQ 201A:  Intermediate Systems Acquisition Mgt
ACQ 201B:  Intermediate Systems Acquisition Mgt
BCF 205:  Contractor Finance for Acquisition Managers
PQM 212: Market Research
GRT 201:  Grants Management
AODC:  Action Officer Development Course
ILDC:  Trainee Leadership Development Course



Many of these courses are provided by the Defense Acquisition University (DAU), which coordinates training for all DOD acquisition personnel.  Although these courses may be offered at a variety of locations, the Army Logistics Management College (ALMC) in Fort Lee, VA and Wright-Patterson AFB in Dayton, OH are the most common sites for Army personnel.  If there are a sufficient number of students to permit, classes may be offered on-site at your local organization.  When a trainee is required to attend a class elsewhere, the travel costs are fully covered and the individual will 

receive a per diem for daily expenses.  The last two courses listed above are offered through the “Catalog of Army Civilian Training, Education, and Professional Development Opportunities.”  Every effort is made to provide the Trainee Leadership Development Course on-site; however, travel to this class may be necessary.  The Action Officer Development Course is completed via correspondence.  


Provided on the following pages are descriptions of the mandatory courses.  Information excerpted from the Defense Acquisition University (DAU) Home Page may be accessed at http://www.dau.mil.  The “Catalog of Army Civilian Training, Education, and Professional Development Opportunities” is available at http://cpol.army.mil (click on “Training and Career Development”). 

CON 101:  Fundamentals of Contracting

Course Description:   Basics of Contracting is a survey course encompassing the entire contracting process from receipt of a purchase request through contract completion, including close-out with emphasis on Commercial Contracting. Students are introduced to the organization and utilization of the Federal Acquisition Regulation (FAR) and the DOD Supplement to the FAR (DFARS), as well as ethics and basic contract law. Application of the information is reinforced through a series of practical exercises that emphasize commercial practices and simplified acquisition procedures. 

Course Objectives:

· Analyze contracting requirements. 

· Plan competition and source selection. 

· Draft contract solicitations. 

· Evaluate quotes and offers. 

· Award contracts. 

· Plan contract administration. 

· Monitor contract quality and administer payments. 

· Modify, terminate and close out contracts. 

Who Should Attend:  The course is designed for students new to the contracting workforce, either entry-level personnel or crossovers from other career fields. 

Length of Class:  19 day(s) 

CON 104:  Fundamentals of Contract Pricing

Description:
  Contract Pricing is designed to provide entry-level contracting personnel with a solid foundation for the practice of price analysis, cost analysis, and negotiation techniques. It is required for Level I certification. This course provides essential fundamentals for the study and practice of price, cost and proposal analysis. It also provides a discussion and demonstration of applicable estimating techniques used to support these analyses. Topics include a review of the contracting environment, use and importance of market research, sources of data for cost and price analysis, application of price-related factors in the determination of reasonableness, methods for analyzing direct and indirect costs, methods for performing profit analysis, ethics in contract pricing, and a selection of current pricing topics. Various case scenarios and an actual cost analysis are used to illustrate and integrate the various concepts and techniques covered in the course. Individual and group negotiation workshops address the fundamentals of the negotiation process, including essential techniques, strategies, and tactics. 

Course Objectives:

· Understand the general environment of contract pricing. 

· Determine the sources and means of acquiring data for cost and price analysis. 

· Analyze direct and indirect costs. 

· Perform a profit analysis, including the appropriate use and application of requirements relative to cost of money. 

· Integrate and apply the various concepts and methods learned to a real-time cost analysis in the form of an integrating exercise. Apply selected techniques of cost of money and profit analysis. 

· Apply the essential techniques, strategies, and tactics of the negotiation process, individually, and in small groups. 

Who Should Attend:  Civilians, GS-5 and above, officers, 01 and above and enlisted, E4 and above, working in base, post, camp or station level positions.

Recommended:  It is strongly recommended that students have a basic knowledge of algebra. Students should also bring a hand-held calculator.

Length of Class:  14 day(s)

Prerequisite:   CON 101

CON 202:  Intermediate Contracting

Description:  Intermediate Contracting presents experienced, intermediate-level contracting personnel with an intensive examination of the life cycle phases of contracting, including the pre-award phase of contracting (acquisition planning, solicitation, evaluation and award), and post award contract administration, plus contracting problem analysis and resolution. Case studies, along with group and individual exercises, expose students to contracting problems, and challenge students to apply ethical principles, statutes, regulations, and sound business judgment toward the resolution of contracting problems. Major course topics include acquisition planning, contracting methods with an emphasis on formal source selection and noncommercial acquisitions, and contract administration including contract surveillance and quality assurance, financial management, terminations, and disputes resolution.

Course Objectives:

· Perform acquisition planning to include the analysis of market research and requirements documents and consideration of recurring requirements, Government property, competition, contract type, and contract financing. 

· Develop a formal source selection plan. 

· Prepare a written formal source selection Request for Proposal for a noncommercial acquisition to include instructions for oral presentations. 

· Analyze and evaluate price related and non-price related factors to include performance risk assessment. 

· Determine the necessity for discussions, and where necessary, establish competitive range, conduct discussions and process a request for final proposal revisions. 

· Prepare an award decision for a competitive negotiated acquisition, conduct debriefings, and take steps to mitigate and/or resolve protests. 

· Construct an administration plan and conduct a post-award orientation. 

· Implement contract changes via contract modification, and perform Government Property administration. 

· Perform contract price or fee adjustments and process various contract payments. 

· Perform contract surveillance and quality assurance functions prescribed by the contract to include problem resolution through the application of contract remedies. 

· Determine when termination actions are appropriate. 

· Analyze and apply the various procedures for resolving disputes and claims. 

Recommended:  Two and one half years of contracting experience after completing CON 101 is strongly recommended. 

Pre-course Material:  Each student is required to prepare an in-depth written case study on some aspect of contracting (pre-award or post-award) prior to attending the course. Potential students will be provided with general information and grading criteria for the required case study. The written report, with support documentation, is collected on the first day of class. Students may be required to present their case studies to the class and to field questions from fellow students.

Length of Class:  19 day(s)

Prerequisite:  CON 104 

CON 210:  Government Contract Law
Description:  Government Contract Law provides an understanding of the impact of Government Contract Law on daily decision-making in acquisition. It introduces basic legal principles and sources of contract law as they apply to the Government's acquisition of supplies and services, as well as construction services. Court cases and administrative decisions (General Accounting Office, Boards of Contract Appeals) are discussed with emphasis on how the law affects the Government/contractor interface and how to avoid legal disputes and maintain ethical business relationships.

Course Objectives:

· Discriminate between statutory, regulatory, and ethical restrictions applicable to government contracts. 

· Analyze and determine the manner in which the various pieces of federal legislation and judicial and administrative decisions impact the formation of government contracts. 

· Compare and contrast the different procedures and remedies available to an adversely affected bidder or offeror in the forums available in which to protest a government acquisition. 

· Given different types and forms of property, summarize the government's rights in such property and the remedies available to both the government and the contractor resulting from the improper use of such property. 

· Distinguish those situations in which the government has properly and improperly obligated federal monies. 

· Identify actionable fraud and summarize possible options for remedying such conduct. 

· Given different types of contracts, identify and select the government's rights with respect to delivery, and/or any express or implied warranties, and make a determination about when acceptance takes place. 

· Given various situations in which a contractor has performed additional work not required by the original contract, (1) differentiate those situations in which the contractor is entitled to an equitable adjustment from those in which the contractor is not, and (2) if so entitled, determine the elements of the equitable adjustment. 

· Provided the facts underlying a pending dispute, propose the probable course of the litigation, to include the nature of government employees participation in such litigation. 

· Determine the availability of and the circumstances necessary to terminate a government contract, given different factual situations. 

Who Should Attend:  Intermediate level personnel who have some experience with Government contracting and are responsible for contract formation or management. 

Recommended:  CON 202 is strongly recommended.

Length of Class:  10 day(s)

Prerequisites:  CON 101 and CON 104
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CON 204:  Intermediate Contract Pricing

Description:  Intermediate Contract Pricing both reinforces pricing skills taught in CON 104 and develops skills in price analysis, advanced pre-award pricing decisions (modifications) and general contract pricing issues. The Course Terminal Objective is for students to recognize pricing issues and develop pre-negotiation objectives so that a fair and reasonable price position is supported in contract actions. The course is designed as a Group work focused, interactive student-to-student learning environment. Application of course material is developed through four scenarios covering supplies, services, systems and construction. Quantitative skills are interwoven with contracting topics and applied in these typical acquisition situations. Each group develops a portion of a scenario and leads the class in discussing the relevant pricing issues. Students are encouraged to share their experience and expertise in their group effort, and to help others develop these skills. 

Course Objectives:

· Understand and apply regression analysis techniques in contract pricing situations. 

· Develop pre-negotiation positions on proposed indirect cost rates. 

· Develop skills in estimating cost-to-complete. 

· Estimate work difference using Improvement Curve Analysis. 

· Apply work measurement factors to establish labor hour estimates. 

· Using net Present Value Analysis, determine the best procurement alternative. 

· Describe how a price index number is determined and apply to project a new rate. 

· Identify the elements of and calculate values required to use incentive type contracts. 

· Given a statement of work change, determine the contract price adjustment. 

· Using Market Research and the Contracting Officer's commerciality decision, determine the required cost data. 

· Recognize issues and factors to consider in making a Lease versus Purchase decision. 

· Understand defective pricing, cost realism analysis, contract types and pricing terminations for convenience and default. 

Who Should Attend:  This course is designed for personnel who already possess their Level I contracting certification and are working on their Level II certification.

Pre-course Material:  A welcome packet mailed approximately 30 days prior to attendance outlines course objectives, purpose, and competencies, as well as introductory reading material and sample problems relevant to the course.

Length of Class:  10 day(s)

Prerequisite:   CON 104
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ACQ 101:  Fundamentals of Systems Acquisition Management

Description:  This course provides an overview of the DOD systems acquisition process, including the basics of systems acquisition management and the life cycle of a defense system from inception to disposal.  The course covers all phases of acquisition including concept exploration, development, production, fielding and deployment using examples and case studies from DOD acquisition organizations, DOD resource allocation processes, contemporary issues in acquisition, and details of the phases of system development. Discussions are conducted on requirements generation, DOD 5000 Series, procedures, documentation, and current issues. The course concludes with an acquisition strategy workshop that integrates all the course material. This course provides a broad overview of the DOD systems acquisition process, including the basics of system acquisition management and the life cycle of a Defense system from inception to disposal. The course covers all phases of acquisition including, concept exploration, development, production, fielding and deployment. It introduces the requirements generation and resource allocation processes, the DOD 5000 documents governing the Defense acquisition process, and current issues in systems acquisition management. Designed for individuals who have little or no experience in DOD acquisition management, ACQ 101 has proven very useful to personnel in headquarters, program management, and functional or support offices. Upon course completion, students should have a basic understanding and general knowledge of the Defense systems acquisition process; its diverse, interrelated, and changing nature in different disciplines; and its regulations and governing structure.

Course Objectives:

· Recognize the diverse, interrelated and changing nature in the different disciplines of Defense systems acquisition management. 

· Recognize the fundamental precepts and bases of Defense systems acquisition management. 

· Recognize the regulations and governing structures of Defense systems acquisition management. 

Who Should Attend:  ACQ 101 is targeted for military officers, O-1 through O-3, and DOD civilians, GS-5 through GS-9.

Notes:  This is a non-resident, self-paced course available through the Internet. Students must pass the final examination within 60 calendar days of registration.

Length of Class:  60 day(s)

ACQ 201A:  Intermediate Systems Acquisition Management 

Description: This course provides journeymen students from the DAWIA functional career paths a comprehensive and integrated view of the DOD systems acquisition management, technical, and business processes. They become acquainted with the specialized terminology, concerns, policies, and roles of the primary acquisition participants. Students develop into practitioners, better prepared to cooperate in a multifunctional, synergistic environment. They are ready to accept the empowerment necessary to implement the concepts of integrated product and process development while working. 

Course Objectives:

· Understand the specialized terminology, concerns, policies, and roles of the primary acquisition participants. 

· Cooperate in a multifunctional, synergistic environment. 

· Accept empowerment necessary to implement the concept of integrated product and process development. 

Who Should Attend:  This course is designed for students who are Level I certified acquisition management journeymen with significant experience in a particular career field. The target student has 2-4 years of acquisition experience. Course attendees are civilians, GS-9 and above; military officers, O-3 and above; and industry equivalents. 

Prerequisites:  ACQ 101.  For contracting personnel, the prerequisites are ACQ 101 (within one year of assignment to a major defense acquisition program) or Contracting Level II certified. This course is assignment-specific for only contracting personnel. This course is REQUIRED at Level III for all contracting personnel assigned to a major program, or who devote at least 50% of their time to a major acquisition program.

Notes:  This is a non-resident, self-paced course available through the Internet.  Students must pass the final examination within 60 calendar days of registration.

Length of Class:  60 day(s)

ACQ 201B:  Intermediate Systems Acquisition Management

Description:  This course provides journeymen students from the DAWIA functional career paths a comprehensive and integrated view of the DOD systems acquisition management, technical, and business processes. They become acquainted with the specialized terminology, concerns, policies, and roles of the primary acquisition participants. Students develop into practitioners, better prepared to cooperate in a multifunctional, synergistic environment. They are ready to accept the empowerment necessary to implement the concepts of integrated product and process development while working 

Course Objectives:

· Understand the specialized terminology, concerns, policies, and roles of the primary acquisition participants. 

· Cooperate in a multifunctional, synergistic environment. 

· Accept empowerment necessary to implement the concept of integrated product and process development. 

Who Should Attend:  This course is designed for students who are Level I certified acquisition management journeymen with significant experience in a particular career field. The target student has 2-4 years of acquisition experience. Course attendees are civilians, GS-9 and above; military officers, O-3 and above; and industry equivalents. 

Prerequisites:  ACQ201A and ACQ 101.  For contracting personnel, the prerequisites are ACQ 101 (within one year of assignment to a major defense acquisition program) or Contracting Level II certified. This course is assignment-specific for only contracting personnel. This course is REQUIRED at Level III for all contracting personnel assigned to a major program, or who devote at least 50% of their time to a major acquisition program.

Length of Class:  5 day(s)

BCF 205:  Contractor Finance For Acquisition Management

Description:   Designed for government personnel who deal directly with contractors or contractor information/data, the Contractor Finance for Acquisition Managers course provides students with a better understanding of their contractors. Course content includes most of the elements found in courses similar to the "Finance for Non-Financial Managers Course," sponsored by the American Management Association. The BCF 205 course concentrates on the government contracting industry and includes the special financial regulations the government requires in the Federal Acquisition Regulation and the Cost Accounting Standards. 

Course Objectives:

· Recognize financial management issues 

· Learn the vocabulary and concepts necessary to discuss these issues with the Defense contractor community. 

Who Should Attend:  This is an assignment-specific course, for military officers, 0-3 and above, and DOD civilians, GS-9 and above. Anyone involved in the systems acquisition process who interfaces with contractors or deals with contractor financial data will gain substantial benefit from course attendance. 

Length of Class:  5 day(s)

PQM 212:  Market Research

Description:  The Market Research course provides a definition of market research, explains its practical value, and discusses the government mandate to conduct market research. The course also addresses the differences between market surveillance and market investigation, and provides guidance on how to determine the membership of a market research team and what the general role of each member should be. Sources of market data and the development of survey questionnaires are explored. Techniques for the evaluation and documentation of market information are discussed. The course addresses the spectrum of acquisitions from items to systems (paper clips to battleships), including services. Instructional methods used include videotapes, lecture, class discussion, and class exercises using case studies of recent market investigations.

Course Objectives:

· Plan and conduct market surveillance within a commodity or technical area. 

· Plan and conduct a market investigation for a specific acquisition requirement. 

Who Should Attend:  This is an assignment-specific course. It is designed for acquisition personnel involved in:  developing acquisition requirements; conducting trade-off evaluations with users; or determining the commerciality of supplies or services.

Recommended:  ACQ 101

Length of Class:  2 day(s)

GRT 201:  Grants Management

Description:  Grants and Agreements Management provides the foundational knowledge required to begin service as a Grants Officer. All Grants Officers are also expected to work with their organizations to continually expand their knowledge and experience. Grants and Agreements Management (GRT 201) is designed to provide the Grants Officer with the information needed to resolve relevant assistance issues by applying knowledge, discretion, and judgment.

Course Objectives:

· Determine if the appropriate authority has been delegated to sign assistance instruments. 

· Select an appropriate assistance instrument or contract. 

· Determine the statutory authority for the assistance instrument. 

· Understand the laws and regulations affecting assistance in DOD. 

Who Should Attend:  This course is designed for personnel who will be substantially involved in pre-award and post-award assistance processes. Participants will generally be Grants Specialists and DOD personnel identified by their organizations as being in a career path to become Grants Officers.

Recommended:  Level I (Contracting) courses.

Notes:

Note 1: This course is not intended for personnel in the National Guard Bureau (NGB). DAU is working on a variant of this course, customized for the NGB.

Note 2: GRT 201 does not address Other Transactions (OTs) used for acquisition (Sec. 845 OTs). The course provides a brief overview only of OTs and Technology Investment Agreements (TIAs) used for research.

Note 3: Pre-work is required for this course. Go to http://www.dau.mil 

Length of Class:  3.5 day(s) 

AODC:  Action Officer Development Course

 

ACPERS COURSE NUMBER: 12AOC 

ARMY CORRESPONDENCE COURSE NUMBER: ST7000

LOCATION: N/A - Correspondence Course

 

ELIGIBILITY REQUIREMENTS:  While this course is mandatory for trainees, it is available to all military and civilian employees.  There are no prerequisites. All civilian and military action officers wishing to enhance their action officer skills are encouraged to enroll. 

OTHER REQUIREMENTS:  The AODC requires progressive involvement of the supervisor who must enter into an agreement with the student to provide opportunities for the student to demonstrate proficiency in the ten staff areas listed in the course description below. The supervisor must certify the student’s proficiency in these areas before credit is given for course completion.

 

PURPOSE:  The AODC is a non-resident (correspondence) course that prepares individuals for the requirements of staff work with training similar to that offered to military who attend the Combined Arms and Services Staff School (CAS3). 

 

DESCRIPTION/ OBJECTIVES:  An action officer is a staff member with subject matter expertise who "works actions" on behalf of senior staff officers or commanders. The term "action officer" does not refer to a duty position. This course describes "staff work" as generally practiced Army-wide. The AODC offers instruction in organization and management; conducting completed staff work; managing time and priorities; conducting meetings and interviews; solving problems and making decisions; communications; writing to the Army Standard; coordinating; conducting briefings; and ethics. The course provides time saving tips, writing formats, and an appendix of informal staff language, simpler words and phrases.

LENGTH:  24 Correspondence Course Hours

ILDC:   Intern Leadership Development Course
ACPERS COURSE CODE: 2ILD

TYPE: Classroom training taught by instructors from the Center for Army Leadership, Civilian Leadership Training Division.

 

LOCATION: Regional sites

PURPOSE:  To provide trainees with an understanding of the structure of the US Army, the Army’s leadership competencies and a familiarization with their emerging role as tomorrow’s leaders.

DESCRIPTION/ OBJECTIVES:  ILDC teaches trainees about: the US Army organization and the trainee’s role in it; their personal learning style and how it supports the Army’s leadership competencies of communication, team development, and decision making and professional ethics; team building and group dynamics; leadership styles that provide purpose, direction and motivation and when to use the appropriate style; individual values and how they affect decisions and professional ethics.
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ON-THE-JOB TRAINING

Contract Specialists perform a variety of functions including contract negotiation, contract administration, contract termination, cost/price analysis and procurement analysis.  The role of a Contract Specialist is often that of a coordinator - to bring together the expertise of research and development, cost and price analysis, manufacturing and production, and quality control to determine which contractor should receive a contract award.  The overall goal of a Contract Specialist is to ensure that the needs of the requiring activity are fulfilled in the fastest, most cost-efficient manner.


Each trainee will be assigned to a “home team”, which will remain consistent throughout the three-year program. Within the home team, the trainee will have a desk, a computer and all other tools necessary to perform their job.  The Contracting Officer (KO) on the home team will function as the trainee’s first line supervisor and will complete the trainee’s performance appraisals.  Each trainee will also receive an experienced “trainer”, who will be a coworker on the home team.  This person will assist the trainee in learning the actual duties and responsibilities of a Contract Specialist and will be available as a resource for information and help.  The scope and objectives of “OJT” as a Contract Specialist are vast, but will include the following:

· Organization and maintenance of contract files

· Utilization of Federal Acquisition Regulation (FAR) and Department of Defense Federal Acquisition Regulation (DFARS) and Army Federal Acquisition Regulation (AFARS)

· Application of competition requirements and use of Justification & Approval for Other Than Full and Open Competition

· Use of Simplified Acquisition Procedures (SAP)

· Use of commercial acquisition procedures

· Preparation of solicitations for Invitation for Bids (IFBs) and Requests for Proposals (RFPs), to include selection of appropriate clauses

· Evaluation of bids and proposals including technical evaluation and cost analysis

· Procedures for source selection (determining which contractor will win the contract)

· Negotiation techniques and procedures

· Preparation of contractual document

· Procedures and processes of contract administration

· Procedures for contract closeout

Rotational Assignments
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The home team concept is intended to provide the trainee with a degree of stability and comfort within Contracting Organization.  This will be the place with the familiar faces and the desk where you can leave your belongings.  However, the disadvantage of a home team is that most areas tend to specialize in one particular acquisition arena and thus the training on that team would be limited.  Therefore, in order to afford the trainee the opportunity to receive a broad range of acquisition experiences, the trainee will rotate through several other teams as well within the buying divisions. This will ensure that all trainees receive comparable training and will better prepare the trainee for a productive career.  The on-the-job rotations will include areas that specialize in the following:

· Commercial Off-the-Shelf Contracting involves the acquisition of products- such as items, materials, components, subsystems, or systems- that are regularly used for other-than -Government purposes and are sold or traded to the general public at prices based on established catalog or market prices.

· OMNIBUS Support Services Contracting is a consolidation of all support service contracts.  From these contracts, delivery orders are issued as requirements arise.  This is an excellent rotation for trainees because you will learn about both service contracting and the procedures for issuing delivery orders, which is a common acquisition tool.  This is a busy area that processes many actions, and with the quick turnover of delivery orders, you will be able to see something from start to finish.

· Best Value Source Selection is a method of evaluating and comparing factors in addition to cost or price in making major contract source selections.  This process permits the government greater flexibility to use sound business judgment in weighing non-cost factors against cost in selecting which contractor proposal best meets the government’s needs.

· Research and Development (R&D) contracts utilize scientific study and experimentation for the design, development, testing, and evaluation of a potential new product or service for the purpose of meeting specific government performance requirements or objectives. 

· Contract Administration is performed during the time from contract award until closeout of the contract and includes tasks such as monitoring contractor progress, testing, inspection and acceptance, and processing payment documentation.  Changes, problems, and disagreements may also arise after contract award and require resolution, often through contract modifications.  On a major program, contract administration can become a full time job.  The variety of situations and challenges that ensue make this an important phase of acquisition for trainees to experience. 


If the trainee’s home team encompasses one of the above areas, that rotation would be eliminated for that trainee.  The length of these rotations will be flexible, but should approximate two (2) to four (4) weeks.  The disadvantage with this system is that trainees will be required to adjust to a number of new situations and new people.  However, the training and experience gained will offer long lasting benefits. 


Upon graduation, the trainee may remain with his/her home team or receive a new assignment.

Rotational Cross Training


Rotational cross training assignments enhance a trainee’s career development in several ways.  The most obvious benefit is that rotations afford the trainee a unique chance to work in divisions that perform mission support functions within the Contracting Organization. Trainees may even spend a period of time with the customers that we support.  Learning through “hands-on” training is a practical and meaningful method to gain an appreciation for the contribution of the many elements involved in the overall goal of the Contracting Organization.  Rotations also help the trainee to better understand how their role as a Contract Specialist fits in with the entire acquisition process.  Finally, and perhaps most importantly, rotations are invaluable networking opportunities.  The relationships developed will be of great assistance time and time again.  Knowing the best point of contact for a challenging problem is half the battle!  

Typically, a trainee will begin rotations in the mid to latter portion of the first year, although this may vary depending upon the size of the trainee class.   Cross training rotations are divided into four categories, which are explained further on the following pages.  

Rotation Through Base Support



Base Support fulfills the purchasing needs for all of the local organizations from office furniture and computers to hospital supplies and road paving.  Because the majority of these buys are not complex in nature, this is an excellent place for a trainee to “get their feet wet” and start learning about the acquisition process.  Ideally, a trainee will begin this rotation in the second or third week of employment.

The following topics will be addressed during the rotation:

** Solicitation Procedures

** Purchase Orders

** Delivery Orders

** Credit Card Purchases

** Various Other Contract Forms

** Department of Public Works (DPW), Construction Contracting

** Basic Purchase Agreements (BPAs)

** Contract Structure (File Documentation)

** FAR, DFARS Provisions and Clauses

** Standard Procurement System (SPS)

** Contract Administration

** Contract closeout Procedures

** Role of Base Operations 

** Role of Contract Specialist / Purchasing Agent 

The trainee will accomplish the following objectives in relation to the preceding topics:

· Become familiar with basic acquisition terminology, fundamental processes and procedures

· Acclimate to the Contracting Organization culture by handling simplified contracting actions on an introductory level

· Recognize the role of Base Operations 

· Interact with government customers and supplying contractors throughout the solicitation, award and administration periods

· Become familiar with Credit Card purchasing procedures

· Understand the basic structure and function of Basic Purchase Agreements (BPAs)

· Gain a cursory understanding of Construction Contracting through the Department of Public Works (DPW)

· Complete procurement actions from “cradle to grave” (from initial requirement solicitation to contract close-out) involving the following: solicitation; provisions and clause selection; document generation in SPS utilizing various solicitation and contract forms; proper file documentation; continuous administration and final close-out

Length:  2-3 Weeks

Rotations Through Support Divisions

Although these divisions within the Contracting Organization do not directly award or administer contractual matters (with the exception of the Base Support Branch), they serve an important supporting role in our mission. 


In addition to the Base Support rotation described on the preceding page, career trainees shall complete three branch rotations within these divisions during the three-year trainee program:  

1.
Source Selection/ Performance Risk Assessment Group 

During this rotation, the trainee will observe, assist, and act as a Cost/Pricing Analyst who reviews and performs Price/Cost analyses, as well as peripheral activities, for diverse types of acquisitions in support of Defense Systems. 

The trainee will accomplish the following objectives for the function described above:

· Complete accurate, timely, well-documented, Price/Cost analyses, utilizing various computer applications.

· Ensure that Price/Cost analysis reports contain sufficient rationale for the development of a Government objective, including a completed Contract Facilities Capital Cost of Money (DD Form 1861) and a Weighted Guidelines (DD Form 1547) to determine appropriate profit objective, and an in-depth justification of the Government’s position.

· Understand the procedure and the purpose of reviewing and incorporating a DCAA audit and a Technical Evaluation into a bid/proposal analysis.

· Define the roles and responsibilities of the Cost/Pricing Branch, DCAA, Technical Departments, and the Contracting Officer in all phases of the acquisition process, including the development of a Government position in order to conduct contract negotiations.

· Delineate the objectives and procedures of a price analysis in comparison to a cost analysis.

· Understand the Cost/Price Factor Chairperson’s role in the Best Value Source Selection Process

· Offer insight and suggestions on improving current policies and procedures.

Length:  20 Days

2.
Process Engineering/ Operational Analysis

The following topics will be addressed during the rotation:

** Automated Procurement System  (APS) Project

** Infrastructure

** Best Value Contracting

** Closeout Reporting

** Operational Analyses/Queries

** Congressional Awards 

** DD Form 350s

** Cycle Time/ Staff Meetings

The trainee will accomplish the following objectives in relation to the preceding topics:

· Recognize the Process Engineering/ Operational Analysis role in the acquisition process; designing, instituting, maintaining, and monitoring the systems/databases that collect data/information, including the profiles of contracting actions

· Understand to what degree data from documentation, including DD Form 350s, M204, closeouts, and best values are collected and utilized in reports 

· Realize the implications and repercussions of reporting inaccurate or false data including the amount of manpower required to correct inaccuracies

· To understand the reasons that a DD Form 350 as well as AMSEL-AC Forms 5086 and 5455 are completed and the procedures that the Contracting Organization must follow to submit them to the Department of the Army (DA)

· Become familiar with Congressional reports and the method in which they are submitted  

· Identify why the Contracting Organization needs to report these statistics, who they are reported to, and what guidelines must be met in reporting

· Observe and offer insight on current policies /procedures

· Gain exposure to the various information that is available in databases such as APS

· Meet each analyst within the branch and become familiar with their duties and the system(s) they are responsible for troubleshooting 

· Become familiar with the method of calculation that is used in determining the Contract Specialist's and the Contracting Officer’s performance in terms of cycle time and Procurement Administrative Lead Time (PALT)

· Understand and prepare for the projected system changes that will potentially occur in the next 12-24 months

Length:  10 Days

3.
Acquisition Support/ Compliance

The following topics will be addressed during the rotation:

**  Policy Acquisition Letters (PALs)

**  Policy Alerts (PAs)

** Compliance Reviews

The trainee will accomplish the following objectives:

· Recognize the Acquisition Support/Compliance Branch role in the acquisition cycle and understand the support that it provides to the Contract Specialists 

· Meet each analyst within the branch and become familiar with their duties

· Observe and offer insight on current policies and procedures

· Understand the procedures by which Policy Alerts (PAs) and Policy Acquisition Letters (PALs) are formulated and distributed throughout the Contracting Organization

· Become familiar with solicitation and contract review procedures

· Understand and actively participate with Acquisition Document Reviews

· Participate in current compliance reviews

Length:  5 Days

Rotations Through Customer “Shop”

The Contracting Organization supports three principal customer groups that identify our acquisition requirements:

Research, Development, and Engineering (RD&E) Center:  purchases services/ products in the earliest stage of the development cycle and conducts basic and applied 

research in advanced technologies for use by the warfighter.

Program Executive Offices (PEOs) and Program Management Offices (PMOs):  use state-of-the-art technology to develop and field communication and electronic systems to support specific battlefield needs.

Logistics and Readiness Center (LRC):  supports communications and electronic systems deployed by the PEOs and PMOs and transitioned to the LRC for logistics support.
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Although it is not mandatory, career trainees are strongly encouraged to participate in a rotation to one of these “requiring activities”.  The rotation may be arranged with the assistance of the trainee’s home team Contracting Officer and must be approved by the Career Trainee Coordinator.  Upon completion of this rotation, the trainee will have first hand experience assisting with the critical functions of the customer shop.


Objectives of this rotation include, but are not limited to:

· Describe in detail the steps that determine the activity’s budget and the allocation of funds to programs

· Acquire an appreciation of the needs of the requiring activity

· Understand the structure, work distribution and responsibilities of each division within the activity as well as the duties of the individual employees

· Participate in the creation of Statements of Work, Justifications and Approvals for Other than Full and Open Competition, contract changes and any other actions pertaining to acquisition issues

· Learn the process by which a soldier’s need is transposed into a purchase requirement

· Define the elements of Integrated Logistics Support (ILS) and describe the duties of an ILS manager

· Attend and actively participate in meetings within the activity

Length:  20 Days (Flexible)

Rotation Through DCMA 

Need to complete this section

Greening Opportunity


This assignment provides participants an opportunity to gain first-hand experience of how the Army operates in a field environment.  The two-day program is conducted at the National Training Center (NTC), in Fort Irwin, California.  The program is designed to introduce the participant to Army field operations. The orientation includes Command and Opposing (enemy) Force (OPFOR) briefings, tour of the Operations Center, Instrumentation orientation, and ride with the OPFOR to a training engagement.
Informal In-House Training


Informal training sessions will be conducted in a relaxed classroom-like setting with all of the trainees as a group.  The purpose of this training is to provide all trainees with uniform information on the principles and processes of contracting.  This information can then be applied as the trainee progresses through on-the-job training.  In-house training can be separated into three broad categories: 1) orientation sessions which will be conducted within the first two weeks after beginning the program; 2) instructional sessions which will be scheduled throughout the two year program; and 3) lecture series which will also be spread throughout the program.

Orientation Sessions

The orientation sessions are aimed to provide basic information about the Contracting Organization and the field of contracting to help alleviate the “totally lost” feeling that is typical with new employment.  Orientation briefings will be scheduled as morning sessions during the first two weeks of employment (if all trainees have not yet arrived, it may be postponed by two weeks).  Briefings will be presented by a number of experienced employees who will make every effort to ease your acclimation into the community.


A sample of orientation topics is provided below:

· Welcome from the Director and/or Deputy Director(s) of Contracting Organization

· Welcome from Career Trainee Coordinator

· Miscellaneous personnel issues such as work hours and appropriate work attire

· Overview of benefits

· Structure of the Army and where your organization fits in

· Organizational structure within the Contracting Organization

· Military ranks and protocol

· Definition of commonly used acronyms

· Use of office e-mail 

· Summary of the Government regulations that are used - FAR, DFARs, AFARs

· Explanation of the methods of solicitation for government requirements

· Definition and format of a government contract

· Explanation of the competition requirements and the allowable exceptions

· Explanation of the programs that are used to track workload (Model 204)

· Definition of acquisition cycle time

New trainees may rest assured that feeling overwhelmed at this point is absolutely normal!  By the end of your first month, you will look back and be amazed at what you have already learned.

Instructional Sessions


Like orientation, the instructional sessions will provide training on the “nuts and bolts” of contracting.  These lectures will be more detailed than the information presented during orientation and will be provided at appropriate intervals throughout the three-year program.  The Career Trainee Coordinator will schedule instructional sessions.

Instructional session topics include training on the following:

· Standard Procurement System (SPS)
· Procurement Work Directive (PWD)

· Invitation for Bids (IFBs)

· Requests for Proposals (RFPs)
· SADBU

· Packaging Requirements Office

· Competition Advocate’s Office

· Completion of DD Form 350
· Army Knowledge Center

· Automated Procurement System  (APS) Project

· Business Opportunities Page (BOP) Project

· Best Value Contracting

· Closeout Reporting

· Operational Analyses/Queries

· Congressional Awards

· Organizational Strategic Plan Participation

· Organizational Marketing Strategies

Lecture Series





Lecture Series presentations will focus on topics to enhance career growth. To supplement your on-the-job training, volunteer speakers, who are experts in their respective fields, will present a series of informational lectures to the trainees.  After the presentation, trainees are encouraged to ask questions and share their experiences on the topic in order to facilitate discussions and exchange lessons that have been learned through work experiences.  

Past lecture series have been quite successful, as speakers have briefed the trainees on the most relevant and current topics affecting our acquisition community.  Speakers distribute handouts at every briefing; these handouts are excellent reference materials that the trainee can utilize when he/she has a job that involves the topic.    

The lecture series is an evolving process.  As you become more familiar with the Contracting Organization and the types of work for which you will be responsible, you may suggest topics to the Career Trainee Coordinator for which you need additional information.  If there is a bona-fide need for more information on the topic, an informational lecture will surely be established.

Back to the Table of Contents
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PROFESSIONAL 

DEVELOPMENT

Participation in the CP-14 Career Trainee Program is an excellent springboard for your career as a Contract Specialist.  While an trainee, your training and professional development experiences will be largely predetermined based upon the requirements of the program.  However, it is important for trainees to understand the professional development tools and programs available in order to focus on future career progression.  Always keep the following question in mind  - “where would I like to be in five years and what do I need to accomplish to get there?”

ACTEDS


The Army Civilian Training, Education, and Development System (ACTEDS) is a system that ensures planned development of the civilian workforce through a blending of progressive and sequential work assignments, formal training, and self-development.  ACTEDS plans are developed for specific occupations through a process which uses job analysis techniques to identify required competencies at the five major stages of career progression:  Trainee, Specialist, Supervisor, Manager, and Executive.  A Master Training Plan (MTP) exists for each stage and illustrates the proper blend of formal training, work assignments and self-development needed to reach the desired competencies of each level.  


The TCC will provide a Master Trainee Training Plan (MITP) to each incoming trainee during orientation. 


As a civilian member of the contracting community, you play a role in building the future Army by performing effectively in the job you hold today as well as preparing for where you want to be tomorrow.  ACTEDS is the tool to help you get there.

DAWIA

[image: image57.png]




The Defense Acquisition Workforce Improvement Act (DAWIA), enacted as part of the Fiscal Year 1991 Defense Authorization Act, focuses on the systematic professionalization of the Army Acquisition and Technology Workforce (A&TWF).  DAWIA addresses the specific requirements for work assignments, experience, education, and training in order to enhance the A&TWF's technical competencies and leadership skills.  These activities for acquisition workforce personnel are part of the Army's mission and can be referred to as “Career Development as a Mission”.  Simply, Career Development as a Mission means organizations are expected to plan for and release AAW personnel for mandatory and other training, education, and development opportunities which will enable these workers to better accomplish the Army’s mission.


As a result of DAWIA, members of the AAW must obtain a professional certification in the acquisition career field.  Requirements for this certification are described in the following section.

SECTION 808

Changes in education requirements for personnel in the contracting career field were mandated by Section 808 of the Floyd D. Spence National Defense Authorization Act for Fiscal Year 2001, Public Law 106-398.  The requirements apply only to new military and civilian entrants as of October 1, 2000.

Section 808 amended 10. U.S.C. 1724 to established a new minimum qualification requirement for all new entrants into the GS-1102 occupational series or similar military occupational specialty (for military personnel), and for contracting officers with authority to award or administer contracts above the simplified acquisition threshold.  To qualify for one of these positions, an individual must have completed a baccalaureate degree and at least 24 semester credit hours (or the equivalent) of study from an accredited institution of higher education in any of the following disciplines:  accounting, business finance, law, contracts, purchasing, economics, industrial management, marketing, quantitative methods, and organization and management.

Certification Requirements
The following checklist provides a description of the education, experience, and training necessary to meet the current DAWIA certification requirements for non-supervisory personnel up to the GS-12 level.  The Under Secretary of Defense for Acquisition and Technology [USD(A&T)] has approved this checklist for the acquisition workforce under the authority of DOD Directive 5000.52, “Defense Acquisition Education, Training and Career Development Program.”  DOD components are responsible for ensuring that workforce personnel are trained to qualify for their current assignments, to prepare them for more responsible jobs, and to cross-train them for assignments in other acquisition fields. 

CONTRACTING - LEVEL 1   (GS-5 through GS-7)

     
EDUCATION:
Baccalaureate degree w/24 Business Credits

Graduate studies in Business Administration (Desired)

     
EXPERIENCE: 
One year of contracting experience 

TRAINING: 

CON 101 Fundamentals of Contracting 

          



CON 104 Fundamentals of Contract Pricing  

CONTRACTING - LEVEL 2    (GS-9 through GS-12)

 
EDUCATION: 
Baccalaureate degree w/24 Business Credits





Graduate studies in Business Administration (Desired)

     
EXPERIENCE: 
Two years contracting experience 

            
An additional two years of contracting experience (Desired)  


TRAINING:   

CON 202 Intermediate Contracting  

               


CON 204 Intermediate Contract Pricing 

                           

CON 210 Government Contract Law 

* Trainees must complete all Contracting Level 2 requirements no later than six months after graduation from the program.  The formal training courses listed above are thoroughly described in Chapter 3 of this handbook.

Acquisition Career Record Brief (ACRB)

The ACRB is a "paper" display of personal and position acquisition data for all Army civilians in the Army Acquisition & Technology Workforce (A&TWF) to include all Army Acquisition Corps (AAC) members. The ACRB is also available to certain individuals which may have requested their inclusion into the Army DACM database because of their extensive experience and training in acquisition disciplines; these records will only display the information provided by the individual and will not be considered as an official record.

https://rda.rdaisa.army.mil/cappmis
(For a sample CP-14 Trainee ACRB, please refer to Appendix A)

Individual Development Plan

For civilians, the Individual Development Plan (IDP) is the vehicle used to plan for and achieve the systematic approach to career development prescribed by ACTEDS and DAWIA.  IDPs are written blueprints used to enhance current performance and 

prepare the employee for performance at higher levels.  They supplement annual career appraisals by recommending training, education, or other developmental activities to prepare an employee for progressively responsible assignments.  Although trainees are exempt from the mandatory five-year IDP (stipulated by DOD 5000.52-M, Acquisition Career Development Program, November 1995), they shall follow the IDP that is developed in accordance with the guidelines contained in the ACTEDS Master Trainee Training Plan (MITP).  The trainee IDP, which is disseminated during the trainee’s first week by the Career Trainee Coordinator, covers the entire traineeship and addresses the formal and on-the-job training the trainee will receive during the course of the two years. 


Trainees should continue to improve their knowledge and abilities through training and self-development.  They are expected to participate fully in the training, education, and career development activities outlined in their IDPs.  

https://rda.rdaisa.army.mil/cappmis
(For a sample CP-14 Trainee IDP, please refer to Appendix B)

Graduate Studies

Contracting trainees are required to complete 24 business credits of a Masters program, reimbursable by the government, in order to non-competitively graduate the trainee program at the GS-12 level.  Students may enroll in part-time programs immediately upon commencing the trainee program and can continue evening classes until all 24 business credits are achieved.  After the program, a graduated trainee can continue to pursue a Master’s Degree.

Master programs can be achieved through various vehicles.  Local universities offer night and weekend options.  In addition, online programs are becoming popular.  There is also a Navy Post Graduate School.

For individuals who wish to continue working towards a Master’s degree after completing the trainee program, have several different options.  One option is they can apply for the “University of Choice” program; a long-term study program in which they are enrolled as full-time students for one year while still receiving full pay.  These opportunities demonstrate the value that the Army places on continuing education.  Further information is provided in the Management Training Program Standard Operating Procedure (SOP)

TAPES


Career Trainees are covered under the senior system of the Total Army Performance Evaluation System (TAPES).  Your immediate supervisor (Contracting Officer) will initiate your TAPES forms, which will clearly state your performance objectives as a GS-7 for the next year.  A counseling session with your supervisor is conducted at the beginning of the rating period to ensure that you understand the objectives and the manner in which your performance will be evaluated.  Trainees will be rated after a six-month period beginning on or after the entrance on duty (EOD) date.  This first rating is a “special” rating and will be used as input toward your annual rating.  One year after EOD, you will receive your first annual rating as a GS-7.


For the next rating period, you will be placed on TAPES with GS-9 objectives.  This rating period will consist of a midpoint counseling session (which is not rated) and an annual rating.  After graduation from the trainee program, you will be phased into the Army wide cyclical rating schedule, which is 01 November to 31 October.

Back to the Table of Contents
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EMPLOYEE COMPENSATION

AND BENEFITS
Federal Employees Health Benefits (FEHB) Program


Federal employees enjoy the widest selection of health plans in the country.  Plan choices vary from managed fee-for-service (FFS) plans and plans offering a point of service (POS) product, to health maintenance organizations (HMO).  In deciding which plan to choose, the following should be considered: a family’s medical needs, the cost of each plan, and the type of health benefit plan (FFS, POS, HMO) preferred.


One of the features of FEHB is that the Government usually pays 75% of the total cost of the plan premium.  The employee’s share is automatically withheld from his or her paycheck.  There is no waiting period, medical examination or restriction because of age or physical condition.  It is possible to choose coverage for just yourself, or for you, your spouse and/or for unmarried dependent children under age 22.  Enrollment becomes effective on the first day of the first pay period after receipt of the completed Standard Form 2809 (Health Benefits Registration Form) at the Civilian Personnel Administration Center.  Each year during “Open Season” Government employees have the opportunity to enroll, change plans or change options.


The FEHB Program offers continued coverage for you and/or your family under the following circumstances: retirement, divorce, employee death, move, transfer, and leave without pay.

Life Insurance


All permanent Federal employees are eligible to enroll in a Group Life Insurance Plan.  Basic life insurance coverage equals the amount of your annual salary (rounded to the next thousand) plus $2,000.  Extra benefits (more insurance coverage) may also be available if you meet the eligibility requirements.  The cost of the insurance is shared between the employee and the Government.  The employee’s share, which is nominal, is automatically withheld from his or her paycheck.  Upon entry into Federal Service, all employees are provided with an information pamphlet explaining enrollment procedures and benefit entitlements.

Retirement (FERS)


The Federal Government offers a retirement program for new employees that helps provide financial security for you and your family.  You have the opportunity to participate in the Federal Employees Retirement System (FERS).  This is one of the most important benefit programs you receive as a Federal employee.  The Federal Employees Retirement System is the new Federal retirement system that is responsive to the changing times and Federal work force (employees hired before December 31, 1983 are covered under the Civil Service Retirement System).  Many of its features are “portable” so that if you leave Federal employment, you may still qualify for the benefits.


The Federal Employees Retirement System is flexible; you will be able to choose what is best for your individual situation.  And, the Federal Employees Retirement System enables you to take an active role in securing your future.


FERS is a three-tiered retirement plan.  The three components are:

· Social Security Benefits

· Basic Benefit Plan

· Thrift Savings Plan

You pay full Social Security taxes and a small contribution to the Basic Benefit Plan.  In addition, your agency puts an amount equal to 1% of your basic pay each pay period into your Thrift Savings Plan account.  You are able to make tax-deferred contributions to the Plan and a portion is matched by the Government.  The above components of FERS work together to give you a strong financial foundation for your retirement years.


Social Security Benefits.  For the purpose of FERS, the term “Social Security” means benefit payments provided to workers and their dependents who qualify as beneficiaries under the Old-Age, Survivors, and Disability Insurance (OASDI) programs of the Social Security Act.  OASDI replaces a portion of earnings lost as a result of retirement, disability, or death.  It is designed to provide benefits that replace a greater percentage of earnings of lower-paid workers than for higher-paid workers.  As an employee with FERS coverage, you have OASDI coverage.  You are also covered under Social Security’s Medicare Hospital Insurance program.  This pays a portion of hospital expenses incurred while you are receiving Social Security disability benefits or retirement benefits at age 65 or older.  Social Security OASDI programs provide:

· Monthly benefits if you are retired and have reached at least age 62, and monthly benefits during your retirement for your spouse and dependents if they are eligible

· Monthly benefits if you become disabled and benefits for your spouse and dependents if they are eligible during your disability

· Monthly benefits for your eligible survivors, and

· A lump sum benefit upon your death

Most of the cost of Social Security is paid for through payroll taxes.  Each year you pay a percentage of your salary up to a specified earnings amount called the maximum taxable wage base.  The Federal Government, as your employer, pays an equal amount.  The percentage you pay for OASDI coverage is 6.20% of your earnings up to the maximum taxable wage base.


Basic Benefit Plan.  To be vested, i.e. eligible to receive your retirement benefits from the Basic Benefit Plan, even if you leave Federal Service before retiring, you must have at least 5 years of creditable civilian service.  The “Benefit Formula” used to calculate your retirement benefit is based on your “high-3-average pay.”  This is figured by averaging your highest basic pay over any 3 consecutive years of creditable service.  More in depth information on this subject can be obtained by contacting the Civilian Personnel Administration Center.


Thrift Savings Plan.  The TSP is a tax-deferred retirement savings and investment plan that offers you the same type of savings and tax benefits that many private corporations offer their employees under 401(k) plans.  By participating in the TSP, you have the opportunity to save part of your income for retirement and reduce your current taxes, Public Law 106-361, which provides for immediate participation in the TSP for newly hired (and rehired) employees covered by FERS or CSRS.  However, this provision applies only to employee contributions; agency contributions remain on the current open season waiting period schedule. There are three types of contributions that may be made to the TSP account:

· Agency automatic 1% contributions

· Employee contributions

· Agency matching contributions


Agency Automatic (1%) Contributions.  Your agency will set up a TSP account for you and will automatically contribute an amount equal to 1% of your basic pay each pay period.  These contributions are not taken out of your salary and are made whether or not you contribute your own money.


Employee Contributions.  You may make your own contributions by payroll deductions.  The money you contribute is taken out of your pay before Federal and, in almost all cases, State income taxes are calculated.  You may contribute up to 11% of the basic pay you earn each pay period up to the Internal Revenue Service Limit ($9,500 for 1997). Effective January 2002 and each following year, the contribution limits will increase by one percent until January 2006, at which time the limit will be eliminated completely.  The IRS annual deferral limit ($10,500 for 2001) remains in effect.   


Agency Matching Contributions.  If you make employee contributions, your agency will make matching contributions to your TSP account according to the following:

	Your Contribution
	Agency Match

	First 3% of Basic Pay
	$1.00 for each $1.00 you contribute

	Next 2% of Basic Pay
	$0.50 for each $1.00 you contribute

	Next 5% of Basic Pay
	0


Your agency’s contributions are not taken out of your salary.  When you separate from Federal service, you must meet the TSP vesting requirement to be entitled to, or vested in, your agency automatic (1%) contributions and associated earnings.  This vesting requirement is 3 years of civilian service.


At present, there are three types of TSP Investment Funds into which you may invest any percentage of future contributions to your account.  You can also transfer any portions of your existing account balance among the three Funds.  These funds differ in the rate of return and amount of risk involved.  They are the Government Securities Investment (G) Fund, the Common Stock Index Investment (C) Fund, Small Capitalization Stock Index Investment (S) Fund and the International Stock Index Investment (I) Fund and the Fixed Income Index Investment (F) Fund.  A thorough TSP manual is available through the Civilian Personnel Office or website www.tsp.gov.

Pay Scale

Federal Pay Scale 

GENERAL SCALE WITHOUT ANY LOCALITY

Effective January 2001 

	GS
	1
	2
	  3
	4
	   5
	   6
	   7
	   8
	  9
	10

	1
	14,244
	14,719
	15,193
	15,664
	16,139
	16,418
	16,884
	17,356
	17,375
	17,819

	2
	16,015
	16,395
	16,926
	17,375
	17,571
	18,088
	18,605
	19,122
	19,639
	20,156

	3
	17,474
	18,056
	18,638
	19,220
	19,802
	20,384
	20,966
	21,548
	22,130
	22,712

	4
	19,616
	20,270
	20,924
	21,578
	22,232
	22,886
	23,540
	24,194
	24,848
	25,502

	5
	21,947
	22,679
	23,411
	24,143
	24,875
	25,607
	26,339
	27,071
	27,803
	28,535

	6
	24,463
	25,278
	26,093
	26,908
	27,723
	28,538
	29,353
	30,168
	30,983
	31,798

	7
	27,185
	28,091
	28,997
	29,903
	30,809
	31,715
	32,621
	33,527
	34,433
	35,339

	8
	30,107
	31,111
	32,115
	33,119
	34,123
	35,127
	36,131
	37,135
	38,139
	39,143

	9
	33,254
	34,362
	35,470
	36,578
	37,686
	38,794
	39,902
	41,010
	42,118
	43,226

	10
	36,621
	37,842
	39,063
	40,284
	41,505
	42,726
	43,947
	45,168
	46,389
	47,610

	11
	40,236
	41,577
	42,918
	44,259
	45,600
	46,941
	48,282
	49,623
	50,964
	52,305

	12
	48,223
	49,830
	51,437
	53,044
	54,651
	56,258
	57,865
	59,472
	61,079
	62,686

	13
	57,345
	59,257
	61,169
	63,081
	64,993
	66,905
	68,817
	70,729
	72,641
	74,553

	14
	67,765
	70,024
	72,283
	74,542
	76,801
	79,060
	81,319
	83,578
	85,837
	88,096

	15
	79,710
	82,367
	85,024
	87,681
	90,338
	92,995
	95,652
	98,309
	100,966
	103,623


For a complete listing of all Geographic locations and allowances, please visit:  http://www.opm.gov/oca/payrates/index.htm

All Contracting Career Trainees will receive full pay during the three-year training program.  Trainees will begin at the GS-07 level.  At the end of the first year, the trainee will automatically progress to the GS-09 level, provided that performance is satisfactory. Then again, at the end of the second year, the trainee will automatically progress to the GS-11 level, provided that performance is satisfactory.  Upon graduation from the program and completion of the Master's Degree, the trainee will be promoted to the GS-12 level.  Promotions thereafter will be made on a competitive basis as positions are available. 


Federal employees are paid every other Thursday, with twenty-six (26) pay periods in the year.  The preferred method for disbursing employee wages is via electronic funds transfer directly into the employee’s bank account.  Incoming trainees will receive the appropriate forms to initiate this process.  New employees receive their first pay disbursement approximately four (4) weeks after their starting date.  (“Pay day” always occurs on the second Thursday of the pay period, and the new pay period will start the following Sunday. The money received on any given “pay day” is that which was earned in the preceding pay period.)

Leave Entitlements

Annual Leave

Federal employees earn annual leave hours for each pay period worked.  The amount of annual leave hours earned for each pay period is based upon the number of years that the employee has worked for the Federal Government: 

	  Years of 

Employment 
	Leave Hours Earned 

     Per Pay Period
	 Annual Accumulation

 (For 26 Pay Periods)

	Less Than 3
	4
	13 Days

	3 Through 14
	6
	20 Days

	15 and Over
	8
	26 Days


Always request annual leave from your supervisor as far in advance as possible so he or she can effectively plan the workload.  Supervisors will normally grant annual leave but keep in mind that it is requested, not demanded (with the exception of emergencies).  Employees may “carry over” a maximum of 240 accumulated annual leave hours from one calendar year into the next.   Any annual leave hours in excess of 240 must be used by the end of December or they will be forfeited (hence the term “use or lose”). 

[image: image10.wmf]
Sick Leave

All Federal employees earn four (4) hours of sick leave per pay period or 13 days per year, regardless of the number of years of service.  Sick leave may be used for illness, or for medical, dental or optical treatment or examination.  It may also be used for pregnancy, childbirth, and any activities related to the adoption of a child.  As a result of the Family Friendly Leave Act, employees may even use sick leave (on a limited basis) to care for ill family members or to attend the funeral of a family member.


Sick leave for routine medical or dental treatment should be scheduled in advance.  For unexpected events, such as illness, the employee should notify their supervisor no later than two hours after the beginning of the workday.   A medical certificate that is signed and dated by the attending physician must support absence in excess of three working days due to illness.


There is no limit on the amount of sick leave which employees may accumulate and “carry over” from one calendar year into the next.

Alternate Work Schedule

Employees within the Contracting Organization have the option to work a compressed schedule in which the basic work requirement is scheduled for nine (9) rather than ten (10) days during the biweekly pay period.  With this alternate work schedule (AWS), the employee will work eight (8) days that consist of nine (9) hour shifts and one (1) day that consists of an eight (8) hour shift.  Thus the 80-hour work requirement for the pay period is fulfilled and the employee is entitled to one (1) day off.  Employees are usually granted their choice of which day they wish to have as the “AWS day off”, and this day remains the same for each pay period (such as the last Friday or the first Monday of the pay period).


While attending formal training, employees must convert back to the normal schedule for that entire pay period.  Therefore, although trainees are not excluded from the AWS option, this schedule is difficult to maintain due to the substantial amount of formal training involved in the trainee program. 

Paid Government Holidays

The following ten days are observed as paid Federal holidays:

First Day of January................................................................New Year’s Day

Third Monday in January..............................Dr. Martin Luther King’s Birthday

Third Monday in February.............................................Washington’s Birthday

Last Monday in May..................................................................Memorial Day

Fourth Day of July...............................................................Independence Day

First Monday in September..............................................................Labor Day

Second Monday in October.......................................................Columbus Day

Eleventh Day of November..........................................................Veterans Day

Fourth Thursday in November..............................................Thanksgiving Day

Twenty-fifth Day of December.................................................Christmas Day

Student Loan Repayments

The head of an agency MAY establish a program under which the agency may agree to repay (by direct payments on behalf of the employee) any student loan previously taken out by such employee.  This program is established under Section 5379, Title 5, of the United States Code (U.S.C.) for an employee of the Department of Defense appointed to an acquisition position.  

A student loan means: (1) a loan made, insured, or guaranteed under part B of title IV of the Higher Education Act of 1965; (2) a loan made under part E of title IV of the Higher Education Act of 1965; and (3) a health education assistance loan made or insured under part C [1] of title VII of Public Health Service Act or under part B of title VIII of such Act. 
Payments under this section shall be made subject to such terms, limitations, or conditions as may be mutually agreed to by the agency and employee concerned, except that the amount paid by an agency under this section may not exceed - 

(A) $6,000 for any employee in any calendar year; or 

(B) a total of $40,000 in the case of any employee. 

An employee selected to receive benefits under this section must agree in writing, before receiving any such benefit, that the employee will - 

(A) remain in the service of the agency for a period specified in the agreement (not less than 3 years), unless involuntarily separated; and 

(B) if separated involuntarily on account of misconduct, or 
voluntarily, before the end of the period specified in the 
agreement, repay to the Government the amount of any benefits 
received by such employee from that agency under this section.

Further details are provided on the Legal Information Institute’s website at: http://www.lii.warwick.ac.uk/uscode/5/ch53.html.
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ACQUISITION CAREER

RECORD BRIEF 
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INDIVIDUAL DEVELOPMENT

PLAN

Back to the Table of Contents 

[image: image14.jpg]INDIVIDUAL DEVELOPMENT PLAN (IDP)

Name Jane Smith

Title CONTRACT SPECIALIST

Pay Plan / Grade-Rank GS 09

Series/AOC 1102

Command US Army Communications-Electronics Command
Personnel Office ARMY COMM ELECT CMD, FORT MONMOUTH. NJ
Organization USA HQ COMM ELCT COM

Acquisition Position Number

CAREER FIELD / CERTIFICATION REQUIREMENT

Current Career Field Contracting

Cert Level Required 2

CERTIFICATIONS ACHIEVED

Career Field Code Career Field Cert Level
C Contracting 2
C Contracting 1

Continuous Learning Policy/Points

Continuous Learning Policy Is applicable to AAW members who are certified at the level
required by their current position. Once an AAW member 1s certified at the level required
by their position, the individual must accumulate 80 points every two vears. If a date
appears in the "Continuous Learning Start/End Cyclc" box, then this policy applies to
you. For detailed information on policy and procedures. please refer to IDP user manual.

Continuous Learning

Continuous Learning Cycle Total CL Points | ~ . n.iod
Accumulated:
Start Date: 10/20/2000 | End Date: 10/20/2002 0

DEVELOPMENTAL OBJECTIVES

Career Field Code Career Field Name Cert Level
K Business, Cost Estimating, and Fmancial Mgt. 1
L Acquisition Logistics |
C Contracting 2
From Date To Date Last Updated

07/20/1998 07/19/2000 121172000





[image: image15.jpg]Short Term Objectives: (1 - 3 Years)

To successfully complete the CECOM CP-14 Intern Program.

Long Term Objectives: (3 - 5 Years)

To achieve Level III Certification in CP-14. To achieve a Master's Degree.

AETE PROGRAMS

COLLEGE DEGREE EDUCATION

Do you plan to apply to the Army Acquisition Tuition Assistance Program (ATAP) to fund the
education identified on this form?

YES
NO

Are you currently participating in the Army Acquisition Tuition Assistance Program (ATAFP)?

Degree: MASTERS

Title: BUSINESS, ADMIN & MGT, GEN
Provider: MONMOUTH UNIV

Objective: To Obtamn an MBA

Prgjected CL 30

Points:

Status: ENROLLED

Projected/Start: 09/06/2000

Projected Finish: 1273172002

INDIVIDUAL COLLEGE COURSES

Provider MONMOUTH UNIVERSITY
Projected Start 09/11/2000
Projected Fimish 12/18/2000
Status COMPLETED
CEU: 0.0
Activity:
Category: EDUCATION
Title: MANAGERIAL ACCOUNTING
Objective: TO OBTAIN MASTERS DEGREE
POC:

MANAGERIAL ACCOUNTING : Modified / Approval Pending
Provider MONMOUTH UNIVERSITY
Projected Start 01/01/2001





[image: image16.jpg]Projected Finish

05/25/2001

Status PLANNED

CELU: 0.0

Activity:

Category: EDUCATION B
Title: BUSINESS FINANCE
Objective: TO OBTAIN MEBA

POC:

BUSINESS FINANCE : Training Approved by the Supervisor

DAU ACQUISITION TRAINING

DAU Course ID: LOG 101

Course Title: LOG 101-ACQ LOG FUNDMTL-ALMC

Projected Start: 10/02/2000

Projected Finish: 09/28/2001

Status: PLANNED

SAID Course ID: 41JR1

Class Type: W

Projected CL 24

Points: B

CEU: 2.4

Provider:

Obiective: TO OBTAIN LEVEL I CERTIFICATION IN CAREER FIELD
jective: ACQUISITION LOGISTICS.

POC Location

Information:

LOG 101 : Training Approved by the Supervisor

DAU Course ID: GRT 201

Course Title: Grants Management
Projected Start: 04/30/2001

Projected Finish: 05/18/2001

Status: PLANNED

SAID Course ID: 410Q1A

Class Type: R

Pr(_)jected CL 99

Points:

CEU: 9.9

Provider: Army Logistics Management College (ALMC)
Objective:

POC Location

Information:

GRT 201 : Training Approved by the Supervisor

DAU Course ID:

PQM 212

Course Title:

Market Research





[image: image17.jpg]Projected Start:

0572172001

Projected Finish: 05/25/2001
Status: PLANNED
SAID Course ID: 41BU7
Class Type: 6]
Projected CL
Poir{ts: 32
CEU: 32
Provider:
Objective:
POC Laocation
Information:

PQM 212 : Training Approved by the Supervisor

DAU Course 1D:

BCF_205

Course Title:

Contract Finance for Acquisition Managers

Projected Start:

10/15/2001

Projected Finish: 11/15/2001
Status: PLANNED
SAID Course ID: 41Q1B
Class Type:
Projected CL 65
Points:
CEU: 6.5
Provider: TBA
Objective:
POC Location
Information:
BCF 205 : Training Approved by the Supervisor
DAU Course ID: ACQ 201
Course Title: ACQ 201-INTRMD SYSTEMS ACQ
Projected Start: 01/01/2002
Projected Finish: 01/14/2002
Status: PLANNED
SAID Course 1D: 41JHA
Class Type:
Projected
PO?I{:S: cL 94
CEU: 9.4
Provider: TBA
Objective: To obtain certification level I in Acquisition Jogistics.
POC Location
Information:

ACQ 201 : Training Approved by the Supervisor

DAU Course ID:

CON 301

Course Title:





[image: image18.jpg]Projected Start:

04/01/2002

Projected Finish: 04/30/2002
Status: PLANNED
SAID Course 1D: 41PGC
Class Type:
Projected CL

; 30
Points:
CEU: 3.0
Provider: TBA

L TO OBTAIN LEVEL II1 CERTIFICATION.
Objective:

POC Location
Information:

N 301 : Training Approved by the Supervisor

FUNCTIONAL / TECHNICAL

LEADERSHIP TRAINING

OTHER TRAINING

EXPERIENTIAL / DEVELOPMENTAL TRAINING

PROFESSIONAL ACTIVITIES

Activities Code:

CERO3

Title:

CERTIFIED ASSOCIATE CONTRACTS MGR

Organization:

Objective: TO PASS CACM EXAM
Projected CL 10

Points:

Status: PLANNED

Projected Start: 08/01/2002

Projected Finish: 09/01/2002

CEU: 0.0

Category:

PROFESSIONAL ACTIVITIES





[image: image19.jpg]Activity: JPROFESSIONAL EXAM
CERO3 : Training Approved by the Supervisor

I c}ertify that I will support thertrrainin'g. education, and de\'elitr)pmrcin?as zrgreed upon b\ theﬂempﬂ))"eeiii '
and myself as outlined in this IDP.

Mr. John Supervisor (03062001

Supervisor Signature, Title, and Date

SUPERVISOR REVIEW COMPLETED 03/06/2001

1 have been counseled regarding m\ career goals and training, education, and de\'elopmcnlte;F

activities needed to achieve these goals. Only goals I can realistically be expected to achieve during the
developmental period are included.

Ms. Jane Smith

Employee Signature and Date
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USEFUL WEBSITES

	Website
	Address

	Personnel/Administrative
	

	Army Benefits Center-Civilian
	http://www.abc.army.mil/

	Army Civilian Personnel Online
	http://www.cpol.army.mil/

	Depart of Defense Employee/Member Self Service
	http://emss.dfas.mil/emss.htm

	Salaries and Wages
	http://www.opm.gov/oca/payrates/index.htm

	
	

	Education/Training
	

	ACMO - Northeast
	http://www.monmouth.army.mil/cecom/ac/train/aac.html

	ACMO - Southern
	http://southernregion.redstone.army.mil/southernregion/

	ACTEDS Training catalogue
	http://www.cpol.army.mil/

	Army Acquisition Corps Homepage
	http://dacm.rdaisa.army.mil/

	ATTRS Internet Training Application System
	https://www.atrrs.army.mil/channels/aitas/

	Career Acq Personnel & Position Mgmt Info System
	https://rda.rdaisa.army.mil/cappmis/

	CP-14 contracting Traineeship
	http://dacm.rdaisa.army.mil/cp-14/index.htm

	DAU class roster
	http://www.sarda.army.mil/rdaisa/atrrs/aaedau.htm

	Defense Acquisition University Homepage
	http://www.dau.mil/

	IDP and ACRB
	https://rda.rdaisa.army.mil/cappmis/idp/idpprod/login.cfm

	Navy Post Graduate School
	http://www.nps.navy.mil/

	
	

	Acquisition References
	

	Acronym Finder Website
	http://www.acronymfinder.com/

	Army Federal Acquisition Regulations (AFARS)
	http://acqnet.sarda.army.mil/library/zpafar.htm

	Defense Acquisition Deskbook (DAD)
	http://web1.deskbook.osd.mil/default.asp?

	Defense Federal Acquisition Regulations (DFARS)
	http://www.acq.osd.mil/dp/dars/dfars.html

	Federal Acquisition Regulations (FAR)
	http://farsite.hill.af.mil/

	Glossary of Acquisition Terms
	http://hydra.gsa.gov/staff/v/guides/gp12_98.pdf

	Glossary of Defense Acquisition Acronyms and Terms 
	http://www.dsmc.dsm.mil/pubs/glossary/preface.htm

	
	

	Acquisition Resources
	

	Acquisition Business Website
	http://acquisition.army.mil/

	Acquisition Website
	http://www.acq.osd.mil/

	Army Acquisition Website
	http://acqnet.sarda.army.mil/

	CAGE Code Search
	http://www.dlis.dla.mil/CAGESearch/

	Central Contractor Registration (CCR)
	http://www.ccr2000.com/

	Back to the Table of Contents
	

	Commerce Business Daily (CBD)
	http://cbdnet.gpo.gov/index.html

	DCMA Alerts
	http://alerts.dcmdw.dcma.mil/support/

	Defense Acquisition Reform
	http://www.acq.osd.mil/ar/ar.htm

	Defense Contract Audit Agency (DCAA)
	http://www.dcaa.mil/

	Defense Contract Management Agency (DCMA)
	http://www.dcma.mil/

	Defense Finance and Accounting Service
	http://www.dfas.mil/

	Department of Defense Official Website
	http://www.defenselink.mil/

	Excluded Party List
	http://www.arnet.gov/epls/

	FED Law - Acquisition, Contracting, Procurement
	http://www.legal.gsa.gov/legal25.htm

	Interactive Business Opportunities Webpage
	https://abop.monmouth.army.mil/

	NAICS Association
	http://www.naics.com/

	Size Standards
	http://www.sba.gov/size/section04b.htm

	Small Business Association (SBA)
	http://www.sba.gov/

	Thomas Register of American Manufacturers
	http://www.thomasregister.com/index.html

	
	

	Army & Command Websites
	

	Army Homepage
	http://www.army.mil/

	Army Headquarters
	http://www.hqda.army.mil/

	Army Portal
	http://www.us.army.mil/

	
	

	Army Materiel Command (AMC)
	http://www.amc.army.mil/

	Army Forces Command (FORSOMM)
	http://www.forscom.army.mil/

	Aviation and Missile Command (AMCOM)
	http://www.redstone.army.mil

	Communications-Electronics Command (CECOM)
	http://www.monmouth.army.mil/Cecom

	EUSA
	http://www.korea.army.mil/eusa/usacck

	Intelligence and Security Command (INSCOM)
	http://www.vulcan.belvoir.army.mil

	Medical Command (MEDCOM)
	http://www.armymedicine.army.mil/armymed/default2.htm

	Medical Command (MEDCOM)
	https://hcaa.medcom.amedd.army.mil

	Military District of Washington (MDW)
	http://www.mdw.army.mil

	Soldier Biological and Chemical Command (SBCCOM)
	http://www.sbccom.army.mil

	Tank and Automotive Command (TACOM)
	http://www.tacom.army.mil/tardec/nac/

	Training and Doctrine Command (TRADOC)
	http://www.tradoc.army.mil

	USAREUR
	http://www.hq.usacce.army.mil
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TRAINING MATRIX - Checklist

YEAR 1:

Formal Classroom Training:

· CON 101 – Fundamentals of Contracting

· ACQ 101 – Fundamentals of Systems Acquisition

· CON 104 – Fundamentals of Contract Pricing

· ILDC – Trainee Leadership Development Course

Formal Education:

· Graduate Course - _______________________

· Graduate Course - _______________________

· Graduate Course - _______________________

YEAR 2:

Formal Classroom Training:

· CON 202 – Intermediate Contracting

· ACQ 201A – Intermediate Systems Acquisition

· ACQ 201B – Intermediate Systems Acquisition

· CON 204 – Intermediate Contract Pricing

· CON 210 – Government Contract Law

· AODC – Action Officer Development Course

Formal Education:

· Graduate Course - _______________________

· Graduate Course - _______________________

· Graduate Course - _______________________

YEAR 3:

Formal Classroom Training:

· PQM 212 – Market Research

· GRT 201 – Grants Management

· BCF 205 – Contractor Finance for Acquisition Managers

Back to the Table of Contents
Formal Education:

· Graduate Course - _______________________

· Graduate Course - _______________________

· Graduate Course - _______________________

Rotation:

· Requiring Activity

· Defense Contract Management Agency (DCMA)

· Greening

YEARS 1 THROUGH 3:

On The Job Training: 

· Small Purchase/Simplified Acquisition

· Sealed Bidding

· GSA

· Commercial Contracting

· Credit Card Program

· Information Technology

· Best Value

· Source Selection

· Negotiations

Technical Seminars:

· Standard Procurement System (SPS)

· Procurement Work Directive (PWD

· Invitation for Bids (IFBs)

· Requests for Proposals (RFPs)

· SADBU

· Packaging Requirements Office

· Competition Advocate’s Office

· Completion of DD Form 350

· Army Knowledge Center

· Automated Procurement System (APS) Project

· Business Opportunities Page (BOP) Project

· Best Value Contracting

· Closeout Reporting

· Operational Analyses/Queries

· Congressional Awards

· Organizational Strategic Plan Participation

· Organizational Marketing Strategies


*Also refer to ACTEDs Master Intern Training Plan
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MASTER INTERN TRAINING PLAN (MITP)

CP-14 - APPENDIX K OF ACTEDs  
Master Intern Training Plan (MITP)
for Contracting and Acquisition 
 

1.  General. 

This appendix presents a training plan for Army employees in the Contracting and Acquisition (CP-14) intern program. Career interns who successfully complete the program will be eligible for non-competitive promotion to GS-11. A limited number of interns hired as Presidential Management Interns (PMIs) or Defense Acquisition Scholarship Program (DASP) are eligible for non-competitive promotion to GS-12 positions. For regulatory guidance common to the management of all Department of the Army intern programs, see AR 690-950, Chapter 3. [Regulatory guidance for AMC Interns is contained in AMC-P 690-950-14.] 

2. Structure of the Training Program. 

Annex 1 to this Appendix describes the Contracting Skill Sets necessary for successful completion of the intern program. The MITP must be used in conjunction with the Master Training Plan (Appendix J) and the underlying competencies in Appendix G obtained through formal DAU training through Level II. 

3. Intern Intake. 

The MITP supports non-competitive promotion to a target position at the GS-11 level. Training plans for OJT may vary according to the entry qualifications of each intern. This training plan allows the following two types of entry. 

a. Interns qualifying for entry as GS-1102, at the GS-7 level will normally be trained under a two-year program. 

b. Interns hired as Presidential Management Interns or DASP interns participate in a two year program with an entry level of GS-9 and a target grade of GS-12. 

4. Program Flexibility. 

The program may be adjusted to meet the needs of the intern and conditions at the training site. Flexibility is permitted in the program as follows: 

a. When learning objectives are met in less than the required time, the remaining time is spent in related productive assignments. 

b. To be sure the intern masters each training segment, the time in that segment may be extended. When the time segment is extended, time in other training segments can be reduced if mastery is ensured. 

c. Major changes in the Master Intern Training Plan should be coordinated with the ACPM. Changes to the MITP for PMI or DASP interns must be forwarded to the FCR for approval. 

5. Learning Objectives. 

Specific learning objectives exist for each stage of training and development. These are described in the training plan. The intern attains these objectives through demonstration of a convincing level of knowledge and skill in the area as judged by the first-line supervisor or instructor for the area of training. 

6. Scope of Training. 

After being trained, the Contracting and Acquisition intern will be able to perform contracting functions related to development and execution of government contracts, using all procurement methods. This ability will result from formal training and participation in OJT covering all aspects of contracting and acquisition management set forth in Annex 1. 

7. Learning Objectives for On-The-Job Training (OJT). 

Upon completion of the intern program, the contracting and acquisition intern will be able to perform as a journeyman in either of the job series listed below. Further, the intern will be able to: 

a. In the General Business and Industry Series (GS-1101). 

(1) Administer, supervise, or perform any combination of work characteristic of two or more 1100 series where no one type of work is controlling and where the combination is not specifically included in another series, or 

(2) Perform other work properly classified in this group for which no other series has been provided. 

b. In the Contract and Procurement Series (GS-1102). 

(1) Conduct Procurement Planning and Market Research 

(a) Determining needs and initiating an acquisition
(b) Defining a requirement
(c) Determining the extent of competition
(d) Planning source selection
(e) Selecting payment and financing terms 

(2) Perform Contract Formation duties 

(a) Soliciting offers or quotes
(b) Evaluating bids
(c) Evaluating and discussing quotes or proposals
(d) Awarding a contract

(3) Conduct Contracting Administration 

(a) Contract initiation
(b) Quality assurance and subcontract management
(c) Payment and accounting
(d) Modifications
(e) Special terms and conditions
(f) Disputes, closeout, and termination 

(4) Develop, plan or implement procurement programs, policies, and procedures on a staff or operational level. 
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Command Information  

	Command Information
3rd US Army (ARCENT)
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	Command Overview:
	 

	Trainee Coordinator:
	COL John C. Jeong
Phone: 404-464-4889
DSN: 367-4889
FAX: 404-464-4896
E-Mail: jeongj@arcent.army.mil

	Local Newspapers:
	

	Trainee Handbook:
	

	Points of Interest:
	

	
	


	Command Information
Army Materiel Command (AMC)
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	Command Overview: 
	The U.S. Army Materiel Command (AMC) is the Army's premier provider of materiel readiness-technology, acquisition, materiel development, logistics power projection and sustainment-to the total force across the spectrum of joint military operations. Simply stated, if a soldier shoots it, drives it, flies it, wears it, or eats it, AMC provides it.

	Regional Recruiter:
	 

	Trainee Coordinator:
	Ms. Emily Clarke
Phone: 703-617-9404
DSN: 767-9404   FAX: 703-617-3530
E-mail: eclarke@hqamc.army.mil

	Local Newspapers:
	Washington Post 

	Points of Interest:
	Washington DC 

	
	http://www.amc.army.mil


	Command Information
Aviation and Missile Command (AMCOM)
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	Command Overview: 
	USA Aviation and Missile Command (AMCOM) is the command responsible for the development, acquisition, fielding, and sustainment of aviation and missile systems -- united with program managers, industry, and partners -- to guarantee the readiness of the Army's technologically superior systems on the battlefield. 

	Regional Recruiter:
	 

	Trainee Coordinator:
	Patricia P."Trish" Golden
Phone: 256-876-1093   DSN: 746-1093   FAX: 256-842-7361
E-mail: trish.golden@redstone.army.mil

	Local Newspapers:
	 

	Points of Interest:
	SpaceCenter

	
	http://www.redstone.army.mil


	Command Information 
Communications-Electronics Command (CECOM)
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	Command Overview: 
	Communications-Electronics Command (CECOM) is responsible for the global support of the communications and electronics equipment the American soldier uses today, as well as what they will need tomorrow. Our equipment is part of every weapon system. It can be found throughout the world aircraft, tanks, and missiles and in the hands of the individual soldier. The CECOM organization manages the life cycle of a system from its original concept to its disposal from the Army invention.

	Trainee Coordinator:
	Ms. Dolores Griffith
Phone: 732-427-1503     DSN: 987-1503     FAX: 732-532-6020
E-mail: delores.griffith@mail1.monmouth.army.mil 

	Local Newspapers:
	Asbury Press, Star Ledger

	Visitor's Guide: 
	http://www.monmouth.army.mil/cecom/ac/train/aac.html

	Points of Interest:
	"Jersey Shore", Atlantic City, Philadelphia, NYC

	
	http://www.monmouth.army.mil


	Command Information
Army Corps of Engineers (COE)
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	Command Overview: 
	The U.S. Army Corps of Engineers provides quality, responsive engineering services to the nation including: Planning, designing, building, and operating water resources and other civil work projects (environmental protection, disaster response, etc.); designing and managing the construction of the military facilities for the Army and Air Force; and, providing design and construction management support for other defense and federal agencies.

	Trainee Coordinator:
	Ms. Bunnatine Greenhouse
Phone: 202-761-8642  DSN: 763-8642  FAX: 202-761-4752
E-mail: bunnatine.h.greenhouse@usace.army.mil

	Local Newspapers:
	Washington Post, Washington Times

	Visitor's Guide: 
	

	Points of Interest:
	Washington DC 

	
	http://www.usace.army.mil


	Command Information
Defense Supply Service - Washington (DSS-W)
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	Command Overview: 
	The Defense Supply Service - Washington (DSS-W) provides contracting and logistics support to all defense customers to help them achieve their missions.

	Trainee Coordinator:
	Ms. Cathy Contreras
Phone: 703-693-0345    DSN: 223-0345    FAX: 703-693-6981
E-mail: contrerascl@hqda.army.mil

	Local Newspapers:
	Washington Post, Washington Times

	Visitor's Guide: 
	

	Points of Interest:
	Washington DC 

	
	http://dssw.army.pentagon.mil/dssw/index.html


	Command Information
Eighth United States Army (EUSA)

	[image: image30.jpg]





	Command Overview: 
	The United States Army Contracting Command Korea proudly serves the United States Forces Korea and the Eighth United States Army, providing the soldiers, sailors, airmen, and marines with the tools they need to get the job done. Our Mission: Provide contracting support to all United States forces in Korea; Provide technical assistance and training for customers; and provide centralized control over all United States procurement operations in the ROK during contingency.

	Trainee Coordinator:
	Mr. Robert Rivera
Phone: (011)-49-621-487-3237    DSN: 375-724-7092   FAX DSN: 375-7890
E-mail: riveraro@usfk.korea.army.mil

	Local Newspapers:
	 

	Visitor's Guide: 
	

	Points of Interest:
	 

	
	http://www.korea.army.mil/eusa/usacck


	Command Information
US Army Forces Command (FORSCOM)
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	Command Overview: 
	U.S. Army Forces Command is the Army Component of U.S. Joint Forces Command and the Army's largest major command. FORSCOM provides military support to civil authorities, domestic counter drug support, and commands Joint Task Force Six. It provides domestic disaster and emergency response assistance and supports Joint Forces Command's joint integration and joint experimentation missions. FORSCOM trains, mobilizes, and deploys ready land forces in support of operations worldwide. We are stewards of Army resources, caring for soldiers, civilians, retirees and families, and for the high-quality installations from which we project and support the force. 

	Trainee Coordinator:
	Mr. Clyde Thomas   E-mail: thomasw@forscom.army.mil
Phone: 404-464-6372    DSN: 367-6372     FAX: 404-464-6247

	Local Newspapers:
	Atlanta Journal-Constitution

	Visitor's Guide: 
	http://www.atlanta.com/flash/index 

	Points of Interest:
	Professional sports (Baseball, Football, Hockey, Basketball), Woodruff Arts Center, Zoo Atlanta, Stone Mountain, Martin Luther King, Jr. Memorial, President Jimmy Carter Library, Underground Atlanta, World of Coke, NASCAR Racing, Georgia Tech, Georgia State University, Cyclorama

	
	http://www.forscom.army.mil


	Command Information
US Army Intelligence and Security Command (INSCOM)

	[image: image32.jpg]




	Command Overview: 
	The U.S. Army Intelligence and Security Command, a major Army command, conducts dominant intelligence, security and information operations for military commanders and national decision makers. Charged with providing the warfighter the seamless intelligence needed to understand the battlefield and to focus and leverage combat power, INSCOM collects intelligence information in all intelligence disciplines. INSCOM also conducts a wide range of production activities, ranging from intelligence preparation of the battlefield to situation development, SIGINTanalysis, imagery exploitation, and science and technology intelligence production. INSCOM also has major responsibilities in the areas of counterintelligence and force protection, electronic warfare and information warfare, and support to force modernization and training. 

	Trainee Coordinator:
	Ms. Jan Shadowens     E-mail: jlshado@vulcan.belvoir.army.mil
Phone: 703-706-2709     DSN: 235-2709     FAX: 703-706-1172

	Local Newspapers:
	 

	Visitor's Guide: 
	

	Points of Interest:
	 

	
	http://www.vulcan.belvoir.army.mil


	Command Information
US Army Military District of Washington (MDW)
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	Command Overview: 
	 

	Trainee Coordinator:
	Ms. Alice Williams
Phone: 703-806-4592  DSN: 656-4592  FAX: 703-806-0066
E-mail: alice_m_williams@belvoir.army.mil

	Local Newspapers:
	 

	Visitor's Guide: 
	

	Points of Interest:
	 

	
	http://www.mdw.army.mil


	Command Information
US Army Medical Command (MEDCOM)
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	Command Overview: 
	The U.S. Army Medical Department includes the Army's fixed hospitals and dental facilities; preventive health, medical research, development and training institutions; and a veterinary command that provides food inspection and animal care services for the entire Department of Defense.

	Trainee Coordinator:
	Ms. Linda H. Smith      E-mail: linda.smith2@cen.amedd.army.mil
Phone: 210-221-3298    DSN: 471-3298    FAX: 210-221-4082

	Local Newspapers:
	 

	Visitor's Guide: 
	

	Points of Interest:
	 

	
	http://armymedicine.army.mil/armymed/default2.htm and
http://hcaa.medcom.amedd.army.mil


	Command Information
Military Traffic Management Command (MTMC)
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	Command Overview: 
	Military Traffic Management Command provides the Department of Defense worldwide single port management, transportation and traffic management services; deployment planning and engineering; and 21st century technologies.

	Trainee Coordinator:
	Francis A. Giordano    E-mail: giordanof@mtmc.army.mil
Phone: 703-428-2016    DSN: 328-2016    FAX: 703-428-3364

	Local Newspapers:
	 

	Visitor's Guide: 
	

	Points of Interest:
	 

	
	http://mtmc.army.mil 


	Command Information
National Guard Bureau (NGB)
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	Command Overview: 
	Today's National Guard remains a dual state-Federal force. In 1903, important national defense legislation increased the role of the National Guard as a Reserve force for the U.S. Army. In World War I, the National Guard made up 40% of the U.S. combat divisions in France; in World War II, National Guard units were among the first to deploy overseas and the first to fight. Following World War II, National Guard aviation units, some of them dating back to World War I, became the Air National Guard, the nation's newest Reserve component. Today's National Guard continues its historic dual mission, providing to the states units trained and equipped to protect life and property, while providing to the nation units trained, equipped and ready to defend the United States and its interests, all over the globe.

	Trainee Coordinator:
	Ms. Adrianne C. Kirkland  E-mail: adrianne.kirkland@ngb.ang.af.mil
Phone: 703-607-1003    DSN: 327-1003    FAX: 703-607-1174

	Local Newspapers:
	 

	Visitor's Guide: 
	

	Points of Interest:
	 

	
	http://www.ngb.dtic.mil 


	Command Information
Operation Support Command (OSC)
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	Command Overview: 
	The Operation Support Command (OSC) mission is to posture AMC to lead the Revolution in Military Logistics. OSC provides a synchronized face to the warfighter, exercising centralized command and control over AMC's forward logistics support elements. As the Single Manager for Conventional Ammunition, OSC is the Defense Department's agent for buying, making, maintaining, storing and transporting conventional ammunition for all military services.

	Trainee Coordinator:
	Ms. Leslee LaMere
Phone: 309-782-3469   DSN: 793-3469   FAX: 309-782-6828
E-mail: lamerel@osc.army.mil

	Local Newspapers:
	 

	Visitor's Guide: 
	

	Points of Interest:
	Chicago, River Gambling

	
	http://www.ioc.army.mil/home


	Command Information - RMAC
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	Command Overview: 
	

	Trainee Coordinator:
	Mr. Thomas Ficklin
Phone: 410-278-0828    DSN: 298-0828    FAX: 410-278-0902
E-mail: thomas.ficklin@apgea.army.mil

	Local Newspapers:
	

	Visitor's Guide: 
	

	Points of Interest:
	

	
	http://sbccom.army.mil 


	Command Information
US Army Soldier and Biological Chemical Command (SBCCOM)
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	Command Overview: 
	The U.S. Army Soldier and Biological Chemical Command provides support in three main areas of defense: research, development and acquisition; emergency weapons storage, remediation and demilitarization. From the blackboard to the battlefield, SBCCOM provides defense capabilities by fostering partnerships with communitie, industry and other government agencies in developing and implementing soldier, chemical, and biological defense systems to ensure maximum protection for the United States.

	Trainee Coordinator:
	M
Phone: 
E-mail: 

	Local Newspapers:
	 

	Visitor's Guide: 
	

	Points of Interest:
	 

	
	http://www.sbccom.army.mil


	Command Information
US Army Space and Missile Defense Command (SMDC)
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	Command Overview: 
	The U.S. Army Space and Missile Defense Command, a MACOM, serves as the Army's proponent for Space and National Missile Defense, and as the Army integrator for Theater Missile Defense. The command ensures that Army warfighters have access to space assets and products to win decisively with minimum casualties - and effective missile defense to protect our nation as well as our deployed forces and those of our friends and allies.

	Trainee Coordinator:
	Mr. Garfield Boon
Phone: 256-955-4167   DSN: 645-4167   FAX: 256-955-2193
E-mail: garfield.boon@smdc.army.mil

	Local Newspapers:
	 

	Visitor's Guide: 
	

	Points of Interest:
	 

	
	http://www.smdc.army.mil


	Command Information
US Army Simulation, Training & Instrumentation Command (STRICOM)
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	Command Overview: 
	The US Army Simulation, Training & Instrumentation Command is an efficient, relevant, and responsive organization that is the leading provider of simulation solutions for warfighting experimentation, testing, training - and related future operational battlespace needs.

	Trainee Coordinator:
	Ms. Denise Manross
Phone: 703-617-9236    DSN: 960-4350    FAX: TBD
E-mail: manrossd@stricom.army.mil

	Local Newspapers:
	 

	Visitor's Guide: 
	

	Points of Interest:
	 

	
	http://www.stricom.army.mil


	Command Information
US Army Tank and Automotive Command (TACOM)
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	Command Overview: 
	U.S. Army Tank and Automotive Command (TACOM) is the command responsible for the development, acquisition and logistics support of the Army's tanks, mobility equipment, and armament related to Army and other Defense Department's standard armament. TACOM provides the engineering and parts management for these systems.

	Trainee Coordinator:
	Ms. Aleta Brooks
Phone: 801-574-8133    DSN: 786-8133    FAX: 810-574-7048
E-mail: brooksa@tacom.army.mil

	Local Newspapers:
	The Detroit News, The Detroit Free Press

	Visitor's Guide: 
	

	Points of Interest:
	Professional Sports teams, Symphony Orchestra, Institure of the Arts, Casinos

	
	http://www.tacom.army.mil


	Command Information
US Army Training & Doctrine Command (TRADOC)
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	Command Overview: 
	Training & Doctrine Command (TRADOC) prepares the Army for Decisive Victory in the Full Range of Required Joint and Coalition Operations Through: Accessing and Training the Army's Soldiers and Leaders and Providing Disciplined Combined Arms Training Environments for Units; Balanced Development of Concepts, Requirements, and Products in Doctrine, Training, Leadership, Organizations, Materiel, and Soldiers; Providing Readiness Infrastructure for Training and Projecting Army Forces; Building a Command Environment that Promotes Safe, Values-Based, and Disciplined Operations

	Trainee Coordinator:
	Ms. Linda Padgett
Phone: 757-788-2621    DSN: 680-2621    FAX: 757-788-5021
E-mail: padgettl@monroe.army.mil

	Local Newspapers:
	 

	Visitor's Guide: 
	

	Points of Interest:
	 

	
	http://www.tradoc.army.mil


	Command Information
United States Army Medical Research and Materiel Command (USAMRMC)
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	Command Overview: 
	The U.S. Army Medical Research Acquisition Activity (USAMRAA) is the contracting element of the U.S. Army Medical Research and Materiel Command (USAMRMC) and provides support to the Command headquarters and its worldwide network of laboratories. USAMRAA also supports the Fort Detrick Garrison and its military tenant activities, Army-wide projects sponsored by the Army Surgeon General, and numerous Congressionally mandated programs. USAMRAA was awarded ISO 9002: 1994 certification on June 9, 2000.

	Trainee Coordinator:
	Mr. Micheal Stitely
Phone: 301-619-2110    DSN: 343-2110    FAX: 301-619-2091
E-mail: mike.stitely@det.amedd.army.mil

	Local Newspapers:
	 

	Visitor's Guide: 
	

	Points of Interest:
	 

	
	http://www-usamraa.army.mil 


	Command Information
United States Army, Europe (USAREUR)
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	Command Overview: 
	USACCE is a full-service professional organization dedicated to supporting the US Army in Europe, which has the task to execute a multi-faceted, multinational, and functionally varied mission, involving peackeeping, nation building; and recently, operational involvement in the conflict in the former Yugoslavia. USACCE has contracting offices in central Europe, Belgium and Italy to support more than 182,000 soldiers, DA civilians and family members. Joint Contracting Centers (JCCs) have been established to support deployed forces in Bosnia (Operation Joint Forge) and Kosovo (Operation Joint Guardian).

	Trainee Coordinator:
	Ms. Rima Zimmerman
Phone: 011-49-621-487-3237   DSN: 375-3237   DSN FAX: 375-7890
E-mail: zimmr@hq.usacce.army.mil

	Local Newspapers:
	 

	Visitor's Guide: 
	

	Points of Interest:
	 

	
	http://www.hq.usacce.army.mil 


	Command Information
United States Army, Pacific (USARPAC)
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	Command Overview: 
	Provides USCINCPAC Trained and Ready Forces in Support of Security Operations, From Engagement to Warfighting, to Promote Regional Stability, and Ensure Successful Crisis Response or Decisive Victory. Mission Essential Tasks (METL): Provide and Deploy Trained and Ready active/Reserve Component Army Forces; Conduct Theater Army Engagement Activities; Provide Military Support to Civil Authority (Domestic and Foreign, as Directed); Sustain Theater Army Forces; Provide Force Protection; Gain and Maintain Information Superiority; Execute Reception, Staging, Onward Movement and Integration (RSOI); Support Chemical Demilitarization 

	Trainee Coordinator:
	Mr. Richard O. Young
Phone: 808-438-2386    DSN: 315-438-2386   FAX DSN: 315-438-2234
E-mail: youngr@shafter.army.mil

	Local Newspapers:
	 

	Visitor's Guide: 
	

	Points of Interest:
	 

	
	


	Command Information
US Army South (USARSO)
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	Command Overview: 
	     U.S. Army South (USARSO) is a Major Army Command with a 12 million square mile Area of Responsibility (AOR) that includes Central America, South America, and the Caribbean. USARSO is the Army component of the United States Southern Command (SOUTHCOM), and to better understand the USARSO mission, it must first be placed in perspective of the SOUTHCOM mission. The SOUTHCOM mission is to shape the environment within our AOR by conducting military to military engagement and counterdrug activities throughout the theater to promote democracy, stability, and collective approaches to threats to regional security.  USARSO exercises command and control of the Army portion of SOUTHCOM operations. With its headquarters located at Fort Buchanan, Puerto Rico, USARSO is strategically located in the heart of the Caribbean.  With contracting offices in Puerto Rico, Miami, and Honduras, USARSO provides quality contracting service in support of the soldier.

	Trainee Coordinator:
	Ms. Debbie Curbelo      E-mail: curbelod@usarso.army.mil
Phone: 787-707-3323 ext. 246    DSN: 740-3323 ext. 246
DSN FAX: 740-3968

	Local Newspapers:
	El Nuevo Dia
The San Juan Star

	Visitor's Guide: 
	http://escape.topuertorico.com/
http://welcome.topuertorico.org/ 

	Points of Interest:
	Old San Juan; San Juan Cathedral; El Morro; The Caparra Ruins; El Yunque and the Caribbean National Forest; Arecibo Observatory; Luquillo Beach; Ponce Museum of Art; Tibes Indian Ceremonial Center; Serralles Castle; Fajardo Lighthouse; Culebra National Wildlife Refuge 

	
	http://www.usarso.army.mil 
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