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The Army’s Management Development Program (MDP) 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 their federal career.  

Generally, the base to which the trainee is initially assigned will be the base that he/she is permanently assigned to upon completion of the program. However, with base closures, workload realignments, and downsizing, a permanent slot may NOT be available for the initially assigned base. If it is not possible to place the person at the assigned base, we would revert back to the signed Mobility Agreement and attempt to place the individual elsewhere within the same Major Command (MACOM).  The trainee would be asked to identify other selected sites, and then be notified when a permanent slot is identified for him/her.  If the person is required to move and is unable to or refuses to do so, that individual 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.
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· Rotational Cross Training introduces the Trainee to various areas of the Contracting Organization.  As the trainee rotates through different areas 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.


There are two types of announcements under which to apply:  the first being Outstanding Scholar and the second under OPM.  The Outstanding scholar requires a 3.45 GPA (or the top 10% of the graduating class) and 24 business credits for direct hire.  The OPM vacancy announcement has 156 questions, which must be answered and requires a 2.95 GPA and 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.
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Roles and Responsibilities

The Role of the Career Coordinator (CC)


A trainee’s initial contact with an organization regarding his/her entry into the Management Training Program is through the Career Coordinator (CC). The CC fulfills a vital role in a trainee’s acceptance into the Management Development Program by facilitating the individual’s 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-11/12.  


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

· Assign a sponsor to guide a trainee on the first day through the personnel and security in-processing.  The CC will make sure the trainee receives a proper identification to enter the Contracting Organization; a tour of the command; and a chance to meet 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 the desk pod.

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

· Coordinate training with the buying division to which the trainee has been assigned, stationed home team and trainer.

· Process applications for interactive use of electronic mail and telephone identification code.  The CC will assist with application for the Government credit card account for use when on temporary duty assignments.

The CC will provide a roadmap for the 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 an Individual Development Plan (IDP), which is reviewed periodically with the trainee’s immediate supervisor and revised accordingly.   Besides offering guidance for performance appraisal ratings, the CC will plan and assist in scheduling courses in Contracting and Acquisition.  The CC will interface with all training points of contact to determine availability of spaces for the mandatory courses.  

Back to table of contents

The CC continually provides advice and support on contracting and acquisition career management by periodic meetings with Trainees.  Bimonthly meetings provide a chance to share knowledge and experience amongst fellow Trainees.  At some of these meetings, the CC will invite guest speakers to provide briefings and overviews on subjects related to acquisition policy, procedures and supplementary information.  

The Army’s vision is for quality, which is supported by the CC.  Remember that the 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.

The Role of the Trainee


The Trainee will be responsible for the following:

· Be active participant in the management of their career.
· Embrace the Code of Ethics for Government Service (DoD 5500.7-R). 

· Know, understand and embrace your Command's vision, mission and core values.

· Ask for direction when uncertain.

· Meet performance standards.

· Be proactive and a team participant – actively participates and assist team members in completing work assignments.

· Share knowledge with co-workers and other interns gained through schooling, unique projects and rotational assignments.

· Complete required training in relation to the program standards

The Role of the MDP Manager

The Army’s vision is for quality, which is supported by the MDP Manager.  The goal is to maintain the integrity of the program and to strengthen the professional and leadership abilities of the civilian Trainee workforce.  The Manager will have an active and fundamental role implementing, guiding, growing and managing the program.

The manager should be a proactive, innovative, flexible, and resourceful.  S/he will also be responsible for the following:

· Coordinate rotations for trainees

· DCMA

· Greening

· Collaborate with a number of people and organizations:

· M&RA; 

· NC CPOC; 

Back to table of contents
· local commands and installations; 

· the Career Coordinators (CCs); 

· Trainees; and 

· various other individuals both within and outside the Army.

· Conduct site visits.

· Recruit 

· Market the program

· Maintain data records:  

· Number of man-hours allotted

· Number of trainees on board

· Number of vacancies

· Where the vacancies are located

· Names and location of trainees


The Manager will have various individuals assisting with the management of the program, such as the Career Coordinator (CC).

Contracting Business Managers

Acquisition is the process by which the Army determines needs, conducts research necessary to define alternative solutions, develops and tests those solutions, selects the best solution, and finally produces the materiel that is used to equip our military forces.  Contracting, or procurement as it is often called, is a major function of the Army acquisition process.  Contracting bridges the gap between Army requirements (the soldier and combat and materiel developers) and the supplier of materiel or services to satisfy those requirements.

Contracting business managers of the new millennium are recognized as professionals with broad acquisition knowledge, outstanding business and management acumen, and demonstrated expertise in developing and applying effective business solutions to accomplish the spectrum of acquisition missions.  This new breed is mission focused, customer oriented and forward thinking.  They are innovative and proactive “doers” who eschew the limitations of stovepipe processes and think and act in terms of “mission accomplishment” and “product or service fulfillment”.

Contracting business managers understand their customers’ missions and business processes, providing them with effective business solutions to accomplish missions and achieve goals and objectives.  They are full partners in the totality of acquisition life cycle management, advising and assisting customers to effectively plan and project needs, define requirements, and develop sound acquisition strategies and advocacy approaches that support prudent decision-making.  They also advise in the development of requirements documentation that will support the negotiation of best value business arrangements meeting the goals of both customer and supplier.

Back to table of contents
In addition, Contracting business managers partner with suppliers to better understand their products and processes and the dynamics of their business sector and overall market.  They are cognizant of current and projected economic conditions and defense requirements and the impact of each on industry.  They are knowledgeable of their suppliers operating cycles and the key drivers of investment and internal operations decision-making, using this knowledge to manage risk and develop and negotiate mutually beneficial business arrangements.

Contracting professionals strive to continuously enhance their awareness, knowledge competencies, and capabilities through learning and experience.  They use, capture, and share knowledge to the overall benefit of their organization and the Army.   They are invaluable members of the professional acquisition team that ensures American soldiers receive the right equipment and support, at the right time, to ensure they can perform and accomplish their missions.

Back to table of contents
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PRIOR TO TRAINEE ENTRY OF DUTY (EOD)

The Career Coordinator (CC) has several responsibilities prior to a Trainee’s EOD, as laid out by this chapter.

Sponsor

The CC will identify and assign a sponsor for each new employee.  This should be accomplished several weeks in advance to the trainee’s entry on duty date.  The sponsor program was developed to ensure that, on the first day of employment, the trainee feels welcome.  The sponsor will meet the individual the morning of the first day and will spend the day taking the trainee through the various steps of processing into the organization. The sponsor is a volunteer Contracting employee who is interested in making the trainee’s initial experience a pleasant one. While many sponsors continue communication with their trainee, their main concern is to help the Trainee through the first day and to alleviate the anxiety that is associated with beginning new employment.  

Welcome Letter

The CC should mail or otherwise provide a “welcome letter” to the new employee, which will identify the sponsor and will specify a time and place for the Trainee to meet on the first day.  The welcome letter will provide the sponsor’s telephone number as well as the name and number of the CC.  The welcome letter issued by Dolores Griffith, the CC at CECOM, is provided below as a sample:

Ms. Lesley A. Smith

123 Blueberry Court

Town, New Jersey 08753

Dear Lesley,

        On behalf of all our employees, I would like to take this opportunity to welcome you to the U.S. Army Communications-Electronics Command (CECOM) Acquisition Center.  We are pleased that you have decided to join our organization.

       In preparation for your arrival, we have appointed Kim Jones as your sponsor to assist you with your orientation to the CECOM/Fort Monmouth, NJ area.  Kim will contact you shortly.  If you have questions of any nature prior to your arrival, please do not hesitate to contact her at (732) 555-1428.   The Personnel office will contact you in regards to the time you are to report on 27 August 2001 to in-process.  Upon completion of your in-processing please report to building 1208 East, on Ritko Avenue located off Avenue of Memories.  Your sponsor will be there to greet you and escort you throughout the day.

       Our Career Coordinator, Ms. Dolores Griffith, will provide you with a full orientation on CECOM, the Acquisition Center and the Career Trainee Program.  Ms. Griffith may be reached at (732) 427-1503.  We recognize the anxieties that can be associated with new employment.  We want your arrival and transition to be a smooth and pleasant one and are here to provide you with any needed assistance.

       Let me, again, extend to you a very warm and heartfelt welcome to the CECOM Acquisition Center.  I sincerely wish you the best as you embark upon your new career in Contracting and Acquisition here at CECOM.  It is our hope that you will find the Trainee Program to be interesting, challenging and rewarding.  I look forward to meeting you upon your arrival.


Sincerely,


Michael R. Kelemen


Acting Director, CECOM 


   





Acquisition Center
      
Relocation Package

Both the CC and the sponsor will be happy to assist those new employees who must physically relocate.  Upon request, the CC will arrange to have a relocation package from the command’s housing office mailed to the trainee.  The sponsor can also provide the classified section of the local newspaper.  

Welcome Package

A package providing information about the command and surrounding area may be quite beneficial.  Especially providing local maps, restaurant listings, shopping areas and recreational activities.  You may also wish to provide the Trainee with a copy of the CP-14 Army Management Development Program Handbook.  This should be prepared for the Trainee prior to their arrival.  It can be mailed out or given to them on their first day.

Duty Location

The CC is responsible to make sure that each Trainee has a desk, computer, phone, team, supervisor, and trainer ready and waiting for the Trainee.  

Clearance Waiver


The CC is required to prepare and submit a clearance wavier.  CECOM’s example is below:

Back to table of contents
MEMORANDUM  FOR  Personnel Security Team, ATTN: AMSEL-MI-CI-P 

SUBJECT:   Waiver for Hire Under Emergency Conditions    EOD:  30 July 2001

 1.  Under the provisions of paragraph 3-204, AR 380-67, dated 9 September 1988, the following request is submitted.

2.  APPLICANT DATA:  Name:    


       SSN:     

3.  POSITION DATA:


TDA paragraph and line number:   

Job title and Grade:  Contract Specialist   GS-1102


Position sensitivity:  Non-critical 


Duties:  As a Career Trainee in the CECOM Acquisition Center, the individual receives continuing formal classroom and on-the-job training.  A specific training plan outlines the knowledge, skills, and abilities that Trainees must acquire to perform their target-level duties in their program successfully.  In learning their duties the Trainee assists the senior contract specialist.

4.  JUSTIFICATION:  Trainees are recruited through the Outstanding Scholar program.  CECOM must compete with industry and other government agencies who have authority to hire outstanding scholars immediately (on the spot).  Most applicants interested in the Trainee program would be lost to other sources if they are required to wait 90 days or longer until their national agency check (NAC) investigation is completed.  Quality Trainees such as the individuals recently hired are critical to the growth of the Acquisition Center.  

5.  “Access to classified information will not be granted until completion of the investigation and clearance is granted.”

6.    CECOM  Bottom Line:  THE SOLDIER.








KATHLEEN T. WALK








Deputy Career Program Manager








CECOM  Acquisition Center 

First Day

The sponsor will escort the Trainee through the first day’s activities.  Please make sure that all agencies, for example personnel and badging, are aware and available to the in process.  Please make sure the Trainee is informed to bring the prior documentation with them on their first day:
· Driver’s license




And

· Birth certificate or Passport

Schedule Orientation

The first week for the Trainee should be set aside as an orientation period.  All briefings, tours, and introductions should be scheduled prior to the Trainee’s first day.  
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The Trainee’s duty location, team and trainer should be notified and prepared.

The orientation sessions are aimed to provide basic information about the Contracting Organization and the field of contracting to help alleviate the “totally overwhelming” feeling that is typical with new employment.  It is suggested that Orientation briefings 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.


A sample of orientation topics is provided below:

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

· Welcome from Career 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 (e.g., Model 204)

· Definition of acquisition cycle time

· Overview of e-commerce/e-business tools

· Discussion of career management topics (IDP/ACRB, MITP, opportunities, etc)

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 CC will schedule instructional sessions.

Instructional session topics include, but not limited to, training on the following:

· Standard Procurement System (SPS)
· Purchase Requests

· Invitation for Bids (IFBs)

· Requests for Proposals (RFPs)
· Small and Disadvantaged Business Utilization (SADBU) Program

· Packaging Requirements Office

Back to table of contents
· Competition Advocate’s Office

· Completion of DD Form 350
· Army Knowledge Center

· Automated Procurement System  (APS) Project 

· Best Value Contracting

· Closeout Reporting

· Operational Analyses/Queries

· Congressional Awards

· Organizational Strategic Plan Participation

· Organizational Marketing Strategies

Checklist

· Sponsor for Trainee

· Available

· Called new Trainee

· Welcome letter

· Prepared

· Written

· Mailed

· Relocation package

· Prepared

· Mailed

· Welcome package

· Prepared

· Mailed

· Duty location

· Desk

· Computer

· Phone

· Team, Trainer. Supervisor

· First Day

· Agencies aware/available

· Agencies have documentation

· Sponsor

· Trainee notified of required documentation

· Orientation preparation

· Speaker’s 

· Team, Supervisor & Trainer

· Instructional Sessions

Back to table of contents
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FIRST YEAR OF PROGRAM

First Day

On the morning of the first day, the sponsor will meet the Trainee at a prearranged time and place.  If other new employees are entering on the same day, everyone will assemble as a group and have a chance to meet one another.  The sponsor will then accompany the Trainee to the Personnel and Training office where the first step of the day is to complete personnel forms.  New employees must have his/her driver’s license and birth certificate or passport with them.  After the forms are completed the trainee will take the Oath of Office to the United States of America.

After personnel issues are completed, the sponsor will escort the individual to the Provost Marshal’s office where a photo badge and identification card will be made.  Finger printing will also be conducted at this location.

After lunch, the sponsor will provide a tour of the command and the Contracting Organization, where you will meet some of the Trainee’s new co-workers.

Orientation

As described in Chapter 3, an orientation should be scheduled during the first two weeks of the Trainee’s entry on duty date.

Training Plan Agreement


The Trainee and his/her supervisor will be required to review  and sign the Training Plan Agreement, as provided in Appendix E of this manual.  The agreement sets forth the training plan for the DA ACTEDS intern.  The Training Plan Agreement is also signed by the Activity Career Program Manager (ACPM).
Back to table of contents
Duty Station

The Trainee is to be introduced to his/her supervisor, team and trainer.  A desk, computer and phone should be prepared and in working condition.

IDP and Standards

The Trainee’s supervisor should provide a copy of the standards and responsibilities expected of the new employee.  The individual must sign the documents and process them for supervisor and reviewer signature.  The duties should be explained in detail and carefully as what is expected of the Trainee in a meeting with the supervisor. 

The CC will be responsible that an IDP is established for each new employee as soon as possible.  The ACRB must be created first, prior to the automated IDP.  ACTEDS requires completion within 30 days of the entry on duty date.  The IDP should reflect all classes and training required for the three years.  The Trainee will be responsible to continuously update the IDP.  The CC will review and disapprove/approve all classes and training on the IDP, not the supervisor.  A sample IDP can be found in ACTEDS.


The Master Intern Training Plan (MITP) should also be provided to the new employee.  As the items are completed the trainee will be responsible to get his/her supervisor’s signature.

Acquisition Career Record Brief (ACRB)


Each trainee will also have an Acquisition Career Record Brief (ACRB).

The ACRB is a ”snapshot” of the individual’s education, training and acquisition assignment history. The ACRB is also available to certain individuals which may have requested their inclusion into the Army Director Acquisition Career Management (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.  A sample ACRB can be found in ACTEDS.

Master Intern Training Plan (MITP)


The Master Intern Training Plan can be found in ACTEDS, under Appendix K

 Back to table of contents
Annex 1 and 2.  The MITP provides a list of Skill Sets that each trainee will be 

responsible to acquire.  A training record template will be provided by the Career Coordinator and as each portion of the training is completed the appropriate supervisor should complete the documentation section of the training record.  A copy of the MITP should be maintained as documentation to support TAPES and promotions.  Additionally, an updated copy of the MITP training record will forwarded annually to the Management Development Program Manager at DA headquarters by the Career Coordinator.

Formal Training

The following classes are to be completed during the first year of the program.

CON 101:  
Fundamentals of Contracting

CON 104:  
Fundamentals of Contract Pricing

ACQ 101:
Fundamentals of Systems Acquisition Mgt

ILDC:

Intern Leadership Development Course

The Coordinator will be responsible for schedule the classes.  It will be the trainee’s responsibility to complete any other efforts associated with the classes.  Any DD Form1556’s and travel orders must be prepared and approved.

Formal Education


Organizations through out DA offer various training programs.  The CC should advise the Trainees as to whether or not the organization will allow and/or pay for formal education while the Trainee is in the three-year program.  In addition, if the command will fund classes, a description of what costs will and will not be covered.  For example, the cost of tuition and books will be covered, but any parking permit, application fees, GMATs or other miscellaneous costs will be the Trainee’s responsibility.


If the Trainee will be attending formal education classes at local colleges/universities, the Trainee will be responsible for locating, applying and registering for classes/programs.  A DD Form 1556 will be required and the classes need to be listed and approved on the IDP.   


A list of local colleges/universities should be provided by the CC.  Co-workers and other trainees are also good sources.  The MDP Trainee Handbook has options listed.


If the organization does not fund formal education classes, there are several funding sources/options for which to apply.  For example the ATAP, CPD, and/or AETE programs.  Information is provided in Appendix of this manual.

Back to table of contents
On the Job Training, Rotations, and Instructional Sessions

Experience in various technical areas can be obtained by instructional sessions, rotations or performing a task.  Each Trainee will be required to experience cross-rotational training and on the job training in various areas.  Scheduling of instructional sessions should be conducted by the CC, but on the job training can be initiated by Trainees, supervisors, and team leaders.  The following technical training is recommended to be completed during the first year of the Trainee program:

· Small Purchase/Simplified Acquisition

· Government Credit Card Program

· Commercial Contracting

· Sealed Bidding

· Information Technology

· GSA

· Standard Procurement System/PADDs

· Procurement Work Directive

· Invitation for Bids (IFBs)

· SADBU Program

· Packaging Requirements Office

· Competition Advocate’s Office

· Completion of DD Form 350

· Army Knowledge Center

Evaluation

Each Trainee will have a 6 month special evaluation and a year evaluation.  The trainee will need to write his/her significant accomplishments and contributions against the training standards and requirements.  The accomplishments shall be provided to the supervisor for review.  The supervisor will be required to process the evaluation accordingly.  The CC must have the completed evaluation within 30 days of the 6 month anniversary date and year anniversary date.

Certification


The following criteria are for Level I certification in contracting.

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

Back to table of contents     


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  

Checklist

· Orientation

· IDP completed

· Formal Training

· CON 101

· CON 104

· ACQ 101

· ILDC

· Master’s Degree Courses

· On the job training/rotations

· Small Purchase/Simplified Acquisition

· Government Credit Card Program

· Commercial Contracting

· Sealed Bidding

· Information Technology

· GSA

· Standard Procurement System

· Purchase Requests

· Invitation for Bids (IFBs)

· SADBU Program

· Packaging Requirements Office

· Competition Advocate’s Office

· Completion of DD Form 350

· 6 Month Review

· 1 Year Review

Back to table of contents
SECOND YEAR OF PROGRAM
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IDP and Standards

The Trainee’s supervisor should provide a copy of the standards and responsibilities expected of the individual as a GS 9.  The Trainee must sign the documents and process them for supervisor signature.  The duties should be explained in detail and carefully as what is expected of the Trainee in a meeting with the supervisor.

The IDP should reflect all classes and training required for the three years.  The Trainee will be responsible to continuously update the IDP.   The CC will review and disapprove/approve all classes and training on the IDP, not the supervisor.  A sample IDP can be found in ACTEDs.


The Master Intern Training Plan (MITP) should also be reviewed by the supervisor and team leader to track the progress of the trainee.  The Trainee will be responsible to get his/her supervisor’s signature when each training has been accomplished.

ACRB

The trainee will need to update his/her ACRB to include all classes, training, and certifications accomplished during the first year of the program.  Instructions on how to have the ACRB updated are provided below:

· For Corrections/Updates (other than certification):

1. Print out a copy of your ACRB from https://rda.rdaisa.army.mil/cappmis/index.html.
2. With a pen, cross out the data to be corrected and clearly print the correct data.  If necessary, please use a sheet of paper.  Please use the date format MM/DD/YYYY.
Back to table of contents
3. After you have read and understand the "false statement" clause, sign the lower left block of the ACRB to certify that the information is correct.  Back up documentation such as certificates are not necessary.  

4. Forward the ACRB to the Acquisition Career Management Office (ACMO).  
· For CERTIFICATION: 
1. Complete the above steps to make any changes/updates to the information currently on the ACRB.

2. In Section X of the ACRB, fill in the career field and certification level you are seeking.

3. If you are an 1102 seeking a certification in a career field other than contracting or if you are not an 1102 seeking certification in contracting, attach a resume.

4. Attach a copy of your transcript.  An official copy is not required.

5. Have your supervisor sign and date under your signature.  

6. Forward the signed ACRB and attached information to the Professional Development Team.  The Professional Development Team will process the ACRB and forward to the ACMO.

Helpful hints regarding the different sections of the ACRB can be found at https://rda.rdaisa.army.mil/cappmis/acrb_ins/#dacm.

Formal Training

The following classes are to be completed during the second year of the program.

CON 202:  
Intermediate Contracting

CON 204:  
Intermediate Contract Pricing

CON 210:  
Government Contract Law

ACQ 201:
Intermediate Systems Acquisition Mgt.

AODC:
Action Officer Development Course

The CC will be responsible for scheduling the classes.  It will be the trainee’s responsibility to complete any other efforts associated with the classes.  Any DD Form 1556’s and travel orders must be prepared and approved.
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Formal Education


Same information as provided in Chapter , under Formal Education.

On the Job Training, Rotations, and Instructional Sessions

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.  


It is the Career Coordinators responsibility to organize the rotations.  Several suggestions follow.

Rotation Through Base Support



Some locations have a separate areas that provide Base Support.  If a Trainee is not assigned to work in base level support, which fulfills the purchasing needs for all of the local organizations from office furniture and computers to hospital supplies and road paving, then a rotation or on the job training is needed.  This may be an excellent place for a trainee to “get their feet wet”, since some of the buys are not complex in nature, and the trainee can start learning about the acquisition process.  

The following topics will be addressed during the rotation:

** Solicitation Procedures

** Purchase Orders

** Delivery Orders

** Credit Card Purchases

** Various Other Contract Forms
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** 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 

In relation to the preceding topics, the trainee will accomplish the following objectives:

· 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

Suggested Length:  2-3 Weeks

Rotations Through Support Divisions

At locations, there may be a number of divisions within the Contracting Organization that do not directly award or administer contractual matters--they serve an important supporting role in our mission. 


If an organization has any of the following divisions, or other mission support groups, it is highly recommended a trainee is rotated or otherwise exposed to these areas.  Example groups are as follows: 
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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.

Suggested 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
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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

Suggested 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
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· Become familiar with solicitation and contract review procedures

· Understand and actively participate with Acquisition Document Reviews

· Participate in current compliance reviews

Suggested Length:  5 Days

Checklist

· IDP

· CON 201

· CON 210

· CON 204

· AODC

· Best Value

· Source Selection

· Negotiations

· Army Knowledge Center

· Automated Procurement System (APS)

· Business Opportunities Page (BOP)

· Best Value Contracting 

· Rotational Assignments

Back to table of contents
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THIRD YEAR OF PROGRAM

IDP and Standards

The Trainee’s supervisor should provide a copy of the standards and responsibilities expected of the individual as a GS 11.  The Trainee must sign the documents and process them for supervisor signature.  The duties should be explained in detail and carefully as what is expected of the Trainee in a meeting with the supervisor.

The IDP should reflect all classes and training required for the three years.  The trainee will be responsible to continuously update the IDP.  The CC will review and disapprove/approve all classes and training on the IDP, not the supervisor.  A sample IDP is attached as Appendix A.


The Master Intern Training Plan (MITP) should also be reviewed by the supervisor and team leader to track the progress of the trainee.  The Trainee will be responsible to get his/her supervisor’s signature when each training has been accomplished.

ACRB

The Trainee will need to update his/her ACRB to include all classes, training, and certifications accomplished during the second year of the program.  The instructions on how to have the ACRB updated are provided in Chapter 5, under ACRB.  

Formal Training

The following classes are to be completed during the third year of the Trainee program.

BCF 205:
Contractor Finance for Acquisition Managers

PQM 212:
Market Research

GRT 201:
Grants Management
Back to table of contents
The Coordinator will be responsible for scheduling the classes.  It will be the Trainee’s responsibility to complete any other efforts associated with the classes.  Any DD Form1556’s and travel orders must be prepared and approved.

The below listed courses are required for level III certification.  If an individual’s time permits and is approved by the CC, a Trainee should attend the classes.   Please note that level III certification requires 4 years of acquisition experience.

CON 301:
Executive Contracting

CON 333:
Management for Contracting Supervisors

Formal Education


Same information as provided in Chapter  , under Formal Education.

On the Job Training, Rotations, and Instructional Sessions

Each Trainee will be required to experience cross-rotational training and on the job training in various areas.  The following technical training is recommended to be completed during the third year of the Trainee program:

· Organizational Strategic Plan Participation

· Organizational Marketing Strategies

· Customer Shop

· Defense Contract Management Agency (DCMA) Rotation

· Greening Opportunity

Customer Rotation


If the Trainee has access and locates a rotation he/she desires, he/she should bring the rotation to the CC’s attention.  The trainee, supervisor and team leader are responsible for trying to locate and establish a rotation.

Although it is not mandatory, trainees are strongly encouraged to participate in a rotation to one of their customer shops.  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.
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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

Suggested Length:  20 Days

DCMA Rotation

The DA Trainee Program Manager will help the Career Coordinators organize the DCMA rotation.  Trainees will be rotated to a local DCMA field office for a 3-6 month period.  No travel pay will be provided by DA or the command.  This rotation will occur during the trainee’s third year.  

A pilot program will be conducted May 2002 until August 2002 at two locations:  Warren, Michigan and Alexandria, Virginia.  The pilot program will consist of a swap- a DCMA employee and an Army employee.  Based on comments and recommendations from the pilot program, objectives and training goals will be established for the future DCMA rotation.
Greening Opportunity

This assignment provides participants an opportunity to gain first-hand experience of how the Army operates in a field environment.  There are currently two programs:  Greening, National Training Center and SBCCOM Greening.  

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 
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OPFOR to a training engagement.  No PT test, physical, or uniforms are required.  Groups of 8-10 individuals are needed, containing at least one GS-15 level person.
Operational Experience assignment at JRTC, Fort Polk, Louisiana, is offered to Army Acquisition & Technology Workforce (A&TWF) members, assigned to an acquisition position and meeting position requirements. This assignment provides participants an opportunity to gain first-hand experience of what goes on during the planning and execution of mass tactical ground operations. Some of the events individuals will observe/participate in may include: manifesting and preparing for deployment at Company and Battalion level, tactical and weapons training at the unit level, and redeployment operations. This program is designed to familiarize participants with the primary facets of Army Tactical Operations. 

Orientation visits are arranged for groups ranging in size from 1-6 individuals. Interested personnel may apply either as a group or as an individual. Groups that apply must include the names and required information for each member of the group in the application. Individuals who apply who are not part of a group will be assigned and/or formed into a group.  No PT test or physical are required.  Uniforms (BDUs) are purchased on the economy and reimbursed by ACMO.

Evaluation

Each Trainee will only require an annual evaluation in accordance with the Total Army Performance Evaluation System (TAPES).  The trainee will need to write his/her significant accomplishments and contributions against the training standards and requirements.  The accomplishments shall be provided to the supervisor for review.  The supervisor will be required to process the evaluation accordingly.  The CC must have the completed evaluation within 30 days of the year anniversary date.

Certification

After the third year of the program, although the Trainee will still be level II certified, he/she should be looking ahead to obtaining level III certification.  Below provides the details to obtain level III certification:

CONTRACTING - LEVEL 3    (GS-12 and above)

 
EDUCATION: 
Baccalaureate degree w/24 Business Credits





Graduate studies in Business Administration(Desired)

Back to table of contents
     
EXPERIENCE: 
Four years contracting experience 

            
An additional two years of contracting experience (Desired)  


TRAINING:   

CON 301 

               


CON 333 

Checklist

· IDP

· CON 301

· CON 333

· BCF 205

· PQM 212

· GRT 201

· Organizational Strategic Plan Participation

· Organizational Marketing Strategies

· Requiring Activity Rotation

· DCMA Rotation

Back to table of contents
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GRADUATION AND POST TRAINEE PROGRAM

Graduation


It is recommended that the CC hold a meeting with just the graduating/graduated Trainees to discuss Resumix, promotions, eligibility, Army Civilian Career Evaluation System (ACCES), professional development, future training, etc.


The graduated Trainee will receive a certificate stating he/she has successfully completed the program.  The Contracting Career Program office will provide the certificate.  


Upon graduation the trainee may be moved to another location within the organization.  This is intended to broaden the individual’s experiences.  The decision can be made by the command or the supervisor.


The graduated Trainees should begin establishing a career path and various goals for the next five years.  The goals should be established in the individual’s IDP.  It is also recommended that the Trainee sits down and discusses goals with his/her supervisor.


The CC is no longer directly responsible for the individual’s career, but may be an important advisor in the future.  It is ultimately the individual’s responsibility to manage their own career.

Certification

After the third year of the program, although the trainee will still be level II certified, he/she should be looking ahead to obtaining level III certification.  Below provides the details to obtain level III certification:

CONTRACTING - LEVEL III    (GS-12 and above)

 
EDUCATION: 
Baccalaureate degree w/24 Business Credits





Graduate studies in Business Administration(Desired)

Back to table of contents
     
EXPERIENCE: 
Four years contracting experience 

            
An additional two years of contracting experience (Desired)  


TRAINING:   

CON 301 

               


CON 333 


Other certifications can also be obtained by taking several courses in related fields.   Cross certification is encouraged and highly recommended.  DAU provides a concise description of education, experience and training required to meet the standards for certification in all acquisition career fields.  The information is at http://www.dau.mil/career/appc.htm.

Below provides the certification requirements for four of the career fields

ACQUISITION LOGISTICS - LEVEL 1 

EDUCATION:
(Desired) Baccalaureate degree in technical, 

scientific, or managerial field 

EXPERIENCE: 
One year of acquisition experience 

TRAINING: 

ACQ 101 Fundamentals of Systems Acquisition Mgmt 

LOG 101 Acquisition Logistics Fundamentals 

A graduate will have the education and experience requirements, as well as ACQ 101.  The only additional requirement would be LOG 101 which is an online course.

BUSINESS, COST ESTIMATING AND FINANCIAL MGT - LEVEL 1 & 2
EDUCATION: 
(Desired) Baccalaureate degree 

EXPERIENCE: 
Two years of acquisition experience in business, cost 

estimating, or financial management 

TRAINING: 
ACQ 101 Fundamentals of System Acquisition Mgt] 
BCF 101 Fundamentals of Cost Analysis 
BCF 102 Fundamentals of Earned Value Mgt 
BCF 103 Fundamentals of Business Financial Mgt 

Back to table of contents
A graduate will have the education and experience requirements, as well as ACQ 101.  The only additional requirements would be BCF 101, 102, and 103.  For Level I certification, only two of the three BCF courses need to be completed.

MANUFACTURING, PRODUCTION, & QUALITY ASSURANCE - LEVEL 1 

EDUCATION: 
None mandatory 

EXPERIENCE: 
One year of acquisition experience in engineering, 

manufacturing, production, or quality assurance 

(Desired) At least four weeks (cumulative) rotational 

assignments at a contractor and/or Government 

industrial facility to include experience in quality, \
manufacturing, engineering, and contracting 

TRAINING: 

ACQ 101 Fundamentals of Systems Acquisition Mgt 

PQM 101 Production and Quality Mgt Fundamentals 
         

A graduate will have the education and experience requirements, as well as ACQ 101.  The only additional requirement would be PQM 101.

PROGRAM MANAGEMENT - LEVEL  1 & 2 

EDUCATION: 
(Desired) Baccalaureate degree preferably with a major in engineering, systems management, business administration, or a related field

(Desired) Master's degree preferably with a major in engineering, systems management, business administration, or a related field 

EXPERIENCE: 
Two years of acquisition experience, at least one year of which must be in program management 

(Desired) An additional two years of acquisition experience, preferably in a systems program office or similar organization 

TRAINING: 

ACQ 201 Intermediate Systems Acquisition 
 



(Desired) One DAU level 200 course in another 

functional area 

(Desired) Intermediate level management and leadership training 
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A graduate will have the education, experience, and training requirements.

PROGRAM MANAGEMENT - LEVEL  3 

EDUCATION:
(Desired) Have ONE of: 

At least 24 semester credit hours from among: accounting, business finance, law, contracts, purchasing, economics, industrial management, marketing, quantitative methods, organization, and management 

At least 24 semester credit hours in the individual's career field and 12 semester credit hours in the disciplines listed above 

Pass DANTES or CLEP equivalency exams for the above 

(Desired) Master's degree in engineering, systems acquisition management, business administration, or a related field 

EXPERIENCE: 
Four years of acquisition experience, of which at least two years must have been in a program office or similar organization (dedicated matrix support to a PM or PEO, DCMC program integrator, or Supervisor of Shipbuilding) 

(Desired) Two additional years of acquisition experience 

TRAINING: 

PMT 302 Advanced Program Management
 

A graduate will have the education and experience requirements, as well as the prerequisite (ACQ 201).  The only classes required to take is PMT 302.

Professional Development

The Contracting Career Program Office is part of the Office of the Deputy Assistant Secretary of the Army (Procurement).  This office manages the Army Contracting and Acquisition Career Program (CP-14), which provide a comprehensive career management framework for over 5000 contracting and acquisition professionals.  The program is fully outlined in the Army Civilian Training, Education and Development Systems (ACTEDS) Plan.
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Experience
Developmental assignments and significant short-term training opportunities are intended to give employees an experiential look at how the Army performs their mission and functions at headquarters and various Field locations other than their own home station.  For example, HQDA cross-training assignments employ an exchange of individuals normally involved in Contracting to outside organizations such as the Judge Advocate/litigation Center, The Director for Information Systems for Command, Control, Communication and Computers (DISC4), and the Deputy Chief of Staff for Logistics

The Competitive Professional Development (CPD) Program elements consist of education, development, and training opportunities open to CP-14 careerists. There are 7 program elements: University Training (Full-Time, and Specific Part-Time); Long-Term Training/Fellowships; Developmental Assignments; Cross-Training; Acquisition Reform Training; Short-Term Executive Training; and Executive and Management Education.  General administrative information applicable to all CPD programs is provided in paragraph 9 of this appendix; special requirements regarding eligibility, application, utilization, etc., are included in the discussion of the program to which they apply.  This appendix must be used in conjunction with the ASA(M&RA) "Catalog of Army Civilian Training, Education and Professional Development Opportunities" (available on the internet at http://www.cpol.army.mil/) to access comprehensive administrative information and requirements. 

Self-Development 

Continuous learning emphasizes professional development throughout your career and supports the continuous learning standard of 80 continuous learning points (CLPs) every two years. 

Defense Leadership and Management Program (DLAMP).  DLAMP complements the progressive and sequential civilian leadership process and provides the framework for developing future civilian leaders with a DoD-wide capability.  The program is open to career civilian employees who occupy permanent GS/GM-13/14/15 (or equivalent level) positions.  Specific nomination procedures will be forthcoming with the Army's formal program announcement.

Competitive Development Group (CDG): The CDG is a competitive program that offers high potential Corps Eligible (CE) and Army Acquisition Corps civilian personnel, who are GS12/13 or demonstration broadband converted equivalent, expanded training, leadership and other career development opportunities.  Upon selection to this program, members are removed from their position of record and reassigned to a new CDG position.  It is designed to develop civilian acquisition leaders for the Army of the 21st century.  Members of the CDG program receive priority access to cross-functional training and advanced leadership and management courses.  CDG program graduates are accessed into the Army Acquisition Corps (AAC) upon the completion of the three-
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year program or upon selection to a Critical Acquisition Position (CAP), whichever comes first. http://dacm.sarda.army.mil/careerdevelopment/index.html (Section 5, Competitive Development Group)

Other Opportunities include self development and professional development through HQDA developmental assignments, membership in professional associations, research, and professional reading.

Back to table of contents
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Contract Specialist GS-1102-07 (Intern)

Contract Specialist GS-1102-09 (Intern)

Contract Specialist GS-1102-11 (Intern)
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Position Description

PD#: 








Replaces PD#: All
Shred: Varies

CONTRACT SPECIALIST

GS-1102-07 (Intern)

Installation:  Varies






Major Command: Varies 

Region:  Varies 

Citation 1: 

PD Library PD: 

COREDOC PD: 

Classified By: 

Classification Date: 

FLSA: 
NonExempt 

Drug Test Required: 


CIPMS PD: No

Career Program: 14 

Financial Disclosure Required: No 
Acquisition Position: Yes

Requires Access to

Functional Code: 

Firearms: No 



Interdisciplinary: Yes

Competitive Area: Varies 
Position Sensitivity: Varies 

Target Grade/FPL: 11/12

Competitive Level: 

Emergency Essential:  Varies

Career Ladder PD: Yes

INTRODUCTION:

Serves as a trainee in the initial phase of the Contracting and Acquisition Management Development Program (Career Program – 14).  Performs duties characteristic of the specific occupational series for 1102 accomplishing a variety of developmental duties in support of the overall work of the organization.  Assignments are selected to broaden skills and provide practical experience, as prescribed in the Master Intern Training Plan, for progressively more complex assignments.

The specific duties assigned to this position will vary, depending upon the organization’s acquisition mission and on the developmental needs of the individual employee.

NOTE:

This position is developmental in nature, leading to the target grade of GS-11 with a full performance level of GS-12.  Upon meeting regulatory and performance requirements, employee may be promoted non-competitively through the intervening grades of GS-09 and GS-11.

MAJOR DUTIES:

____% ACQUISITION PLANNING
Strives to develop partnerships with customers and industries to produce business arrangements that fulfill the Government’s needs and supports the capability of industry.  Learns to serve as the focal point for business analysis and advice, providing business solutions for achieving the mission/program goals throughout the acquisition life cycle.
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· Acquires and demonstrates knowledge of acquisition regulations relative to methods, procedures, principles, theories, and techniques utilized in the acquisition of supplies, services and construction.

· Researches and studies provisions of regulations, directives, policies and procedures applicable to acquisition that is relative to specific topics under consideration.

· Assists in developing individual acquisition requirements, evaluation criteria, and solicitation documents.

· Assists in preparing supporting documents such as Determinations and Findings (D&Fs), Justifications and Approvals (J&As), reporting requirements, evaluation criteria, and solicitation documents.

· Partners with customers and industry to produce business arrangements that fulfill the Government’s needs and supports the capability of industry while identifying alternative opportunities with associated risk.

____% REQUIREMENTS EXECUTION

Learns to perform technical analyses for proposed acquisitions and such duties as reviewing aspects of proposed acquisition plans for compliance with laws, regulations, standards, specifications, or other requirements.

· Determines which sourcing tool is applicable to obtain materials and services (i.e. micro-purchase, Governmentwide purchase card, Small Business Innovative Research Program (SBIR), Simplified Acquisition Procedures, Sealed Bidding, and Contracting by Negotiation).

· Correctly applies the principles, procedures and practices required to execute the full range of electronic contracting techniques to include the use of Electronic Funds Transfer (EFT), the Internet/World Wide Web, and the automated contracting system.

· Interprets and applies the Government’s policy relating to acquisition from small business (including class set-asides) and exhibits skill in acquiring supplies and services through the Small Business Administration’s 8(a) program.

· Develops an understanding of Market Research as an important tool and is able to apply these requirements for processing commercial contracts under Part 12 of the Federal Acquisition Regulation (FAR) and its supplements.

· Identifies the principles and procedures for use in executing various contractual instruments and tools to include, but not limited to, Blanket Purchase Agreements (BPAs), Basic Ordering Agreements (BOAs), Indefinite Delivery Indefinite Quantity (IDIQ), Grants, Cooperative Agreements, Other Transactions, Reverse Auctioning, Business Opportunity Pages, and Oral Solicitations.

· Applies the principles of Best Value Contracting when assisting in applying procedures related to negotiations, oral proposals/presentations, source selection, debriefings, and past performance.

· Develops an understanding of the policies and procedures relating to the contract pricing function, is able to conduct price and cost analysis, and prepare determinations of price reasonableness and price negotiation memorandums.

____% POST AWARD FUNCTIONS

Acquires and demonstrates knowledge of contract management.

· Assists in performing contract administration functions to include, but not limited to, issuance of non-complex modifications, inspection of Contracting Officer’s Representative’s records/files, unliquidated obligations (ULOs) and closeout reports.

· Assists in reviewing contracts, work directives, and other ordering instruments to extract schedules of deliverable items and services and maintaining records of performance and delivery against these schedules.

· Assists in determining why deliveries are delinquent, resolving delinquencies, and documenting the contract file.
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· Assists in obtaining/developing proper and sufficient documentation, such as contract completion statements for contract files prior to close out.

· Assists in processing claims and resolving disputes.

____% ORGANIZATIONAL INTERACTION/WORKING RELATIONSHIPS

Establishes and maintains a range of personal contacts, including representatives of Army organizations, other DoD agencies, contractors, potential contractors, and the public.  Assists in briefing presentations, reports, meetings or hearings.

· Contributes to organizational effectiveness by providing recommendations based on knowledge gained through schooling, unique projects, and on-the-job training/rotational assignments.

· Exhibits customer focused approach in accomplishing work assignments.

· Assists in coordinating acquisition milestones with the Procuring Contracting Officer (PCO) and customers.

· Actively participates with team members in completing work assignments.

· Assists Administering Contracting Officer (ACO)/Contract Administrators with various post-award actions which may involve legal advisors, customers, and contractors.

Performs other duties as assigned.

Note: The intern must complete all training and educational requirements (inclusive of Level I Certification) before promotion to GS-09. 

FACTOR 1.  KNOWLEDGE REQUIRED BY THE POSITION    

LEVEL 1-6 
950 POINTS

Knowledge of the principles, concepts, and methodology of the contracting profession that has been supplemented by skills gained through job experience and formal training in accordance with the requirements of the career program to permit independent performance of recurring assignments.

This knowledge may also be supplemented by expanded professional or administrative knowledge gained through relevant graduate study or experience, which has provided skill in carrying out assignments, operations, and procedures that are significantly more difficult and complex than elementary assignments performed by entry-level positions.

Competencies, which this position will foster and ultimately require at full performance level:  Financial (i.e., understanding company financial reports), Contracting, Negotiation, Increased usage of e-business solutions, Decision-making, Customer Support, Market Analysis (i.e., understanding market trends, competition, pricing, and policies), Strategic Planning, Risk Management, Conflict Management, Communication Skills, Innovative Thinking, Ideas for Progress Improvements, Creativity, Business Acumen, Managing Change, Customer relations and Supply Chain Management.

FACTOR 2.  SUPERVISORY CONTROLS



LEVEL 2-2
125 POINTS
For new assignments, works under close direction of the supervisor/team leader or higher graded employee.  Work is assigned with specific and detailed instructions indicating what is required, timeframes, method and approach, and desired results.  For recurring assignments, the employee performs work independently in accordance with policies, procedures, precedents, and previous instructions received on developmental assignments.  For all assignments, the employee uses judgment to recognize and refer situations not covered by instructions. Work is reviewed in progress and upon completion for technical accuracy and adherence to instructions.
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Supervisory controls are gradually relaxed as the employee gains experience and approaches the next level of performance in the training program.

FACTOR 3.  GUIDELINES





LEVEL 3-2 
125 POINTS

The employee refers to applicable guidelines such as specific regulations, policies, directives, instructions, manuals, texts, established contract clauses, contracting precedents and other related information. With more advanced assignments, the employee is required to exercise a greater level of judgment in selecting techniques among several alternatives. Minor deviations to standard processes, procedures and instructions may be made. Situations requiring major deviations are referred to the supervisor.

FACTOR 4.  COMPLEXITY





LEVEL 4-3
150 POINTS

The work typically includes varied duties that require different and unrelated processes and methods, such as assignments that represent different phases of the contracting process, different methods of acquisition or contract types, or different end-items and services to be acquired.
The decision regarding what needs to be done depends upon the substantive analysis of the subject, phase, or issue involved in each assignment, and the chosen course of action may have to be selected from many alternatives.

The work involves conditions and elements that must be identified and analyzed to discern interrelationships.  For example, the employee considers the availability of funds, the appropriateness of discounts, transportation or other charges that would affect total contract price, or the previous performance of suppliers.

FACTOR 5.  SCOPE AND EFFECT




LEVEL 5-2
75 POINTS
The work involves the execution of specific rules, regulations, or procedures and typically comprises a complete segment of an assignment or project of broader scope.  The purpose of the work is to perform routine or recurring contracting or contract administration functions, such as reviewing acquisition documents for completeness, processing acquisitions involving standard specifications, gathering and analyzing data for use by higher graded specialists, or writing portions of solicitations, contracts, and supporting documentation. 

The work product or service affects the accuracy, reliability, or acceptability of further processes or services, such as the quality and timeliness of contracts awarded or administered by others.

FACTOR 6.  PERSONAL CONTACTS




LEVEL 6-2    25 POINTS

The personal contacts are primarily within the immediate organization or with Army/DoD personnel. Additionally, contacts are with a variety of contractors, manufacturers, small business owners, and representatives from other federal agencies.  People contacted generally are engaged in different functions, missions, and kinds of work, e.g., representatives from various levels within the agency, such as installation organizations/major command, or Small Business Administration representatives. 

FACTOR 7.  PURPOSE OF CONTACTS



LEVEL 7-1
20 POINTS

Contacts are generally for the purpose of obtaining and exchanging factual information related to performance of developmental planning assignments. Individuals and other agency representatives contacted are usually pursuing mutual goals and are generally cooperative.
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FACTOR 8.  PHYSICAL DEMANDS




LEVEL 8-1
5 POINTS

The work is primarily sedentary. There may be some walking, standing, bending and carrying light items and may involve travel to other locations.

FACTOR 9.  WORK ENVIRONMENT




LEVEL 9-1
5 POINTS

The work is performed in an office setting involving everyday risks or discomforts that require normal safety precaution deemed necessary.

Total:  1480 Points, GS-07 Range, 1355 - 1600

Back to table of contents
Position Description

PD#: 








Replaces PD#: All
Shred: Varies

CONTRACT SPECIALIST

GS-1102-09 (Intern)

Installation:  Varies






Major Command: Varies 

Region:  Varies 

Citation 1: 

PD Library PD: 

COREDOC PD: 

Classified By: 

Classification Date: 

FLSA: 
NonExempt 

Drug Test Required: 


CIPMS PD: No

Career Program: 14 

Financial Disclosure Required: No 
Acquisition Position: Yes

Requires Access to

Functional Code: 

Firearms: No 



Interdisciplinary: Yes

Competitive Area: Varies 
Position Sensitivity: Varies 

Target Grade/FPL: 11/12

Competitive Level: 

Emergency Essential:  Varies

Career Ladder PD: Yes

INTRODUCTION:

Serves as a Contract Specialist in an intermediate phase of the Contracting and Acquisition Management Development Program (Career Program – 14).  Performs duties characteristic of the specific occupational series for 1102 accomplishing a variety of recurring duties independently in support of the overall work of the organization.  Assignments are selected to broaden skills and provide practical experience, such as varied assignments that will enable the incumbent to advance to GS-11.  Serves as the customer/commander’s acquisition business advisor, providing innovative and forward thinking business solutions to develop acquisition strategies, while providing timely and responsive support to meet the mission’s needs and requirements.  The specific duties assigned to this position will vary, depending upon the occupation in which the incumbent was hired and on the developmental needs of the individual employee.

NOTE:  This position is developmental in nature, leading to the target grade of GS-11 with a full performance level of GS-12.  Upon meeting regulatory and performance requirements, employee may be promoted non-competitively to the intervening grade of GS-11.

MAJOR DUTIES: 

1. ____% ACQUISITION PLANNING
Plans technical and analytical acquisition work.  Serves as the focal point for business analysis and advice, providing business solutions for achieving the mission/program goals throughout the acquisition life cycle.
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· Acquires and demonstrates knowledge of acquisition regulations relative to methods, procedures, principles, theories, and techniques utilized in the acquisition of supplies, services and construction.

· Researches and studies provisions of regulations, directives, policies and procedures applicable to  acquisition that is relative to specific topics under consideration.
· Develops individual acquisition requirements, evaluation criteria, and solicitation documents.

· Prepares supporting documents such as Determinations and Findings (D&Fs), Justifications and Approvals (J&As), reporting requirements, evaluation criteria, and solicitation documents.

· Partners with customers and industry to produce business arrangements that fulfill the Government’s needs and supports the capability of industry while identifying alternative opportunities with associated risk.

2. ____% REQUIREMENTS EXECUTION
Performs technical analyses for proposed acquisitions.  Performs assigned portions involving such duties as reviewing aspects of proposed acquisition plans for compliance with laws, regulations, standards, specifications, or other requirements.

· Determines which sourcing tool is applicable to obtain materials and services (i.e., micropurchases, Governmentwide commercial purchase card, Small Business Innovative Research Program (SBIR), Simplified Acquisition Procedures, Sealed Bidding, and Contracting by Negotiation).

· Correctly applies the principles, procedures, and practices required to execute the full range of electronic contracting techniques to include the use of Electronic Funds Transfer (EFT), the Internet/World Wide Web, and the automated contracting system.

· Interprets and applies the Government’s policy relating to acquisition from small business (including class set-asides) and exhibits skill in acquiring supplies and services through the Small Business Administration’s 8(a) program.

· Applies principles of Market Research as an important tool and is able to apply these requirements for processing commercial contracts under Part 12 of the Federal Acquisition Regulation and its supplements.

· Identifies the principles and procedures for use in executing various contractual instruments and tools to include, but not limited to, Blanket Purchase Agreements (BPAs), Basic Ordering Agreements (BOAs), Indefinite Delivery/Indefinite Quantity (IDIQ), Grants, Cooperative Agreements, Other Transactions, Reverse Auctioning, Business Opportunity Pages, and Oral Solicitations.

· Applies the principles of Best Value Contracting when utilizing procedures related to negotiations, oral proposals/presentations, source selection, debriefings, and past performance.

· Applies policies and procedures relating to the contract pricing function to conduct cost and price analysis.  In addition, prepares determinations of price reasonableness and price negotiation memorandums.

3. ____% POST AWARD FUNCTIONS
Acquires and demonstrates knowledge of contract management.

· Performs contract administration functions to include issuance of modifications, unliquidated obligations (ULOs), and closeout reports.

· Reviews contracts, work directives, and other ordering instruments to extract schedules of deliverable items and services and maintains records of performance or delivery against these schedules.

· Determines why deliveries are delinquent, resolves delinquencies and documents the contract file.

· Obtains/develops proper and sufficient documentation, such as contract completion statement, for contract files prior to close out.

· Assists in processing claims and resolving disputes.

· Utilizes the automated past performance information system to rate and record contractor’s performance.
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4. ____%  ORGANIZATIONAL INTERACTION/WORKING RELATIONSHIPS

Establishes and maintains a range of personal contacts, including representatives of Army organizations, other DoD agencies, contractors, potential contractors, and the public.  Presents briefings or reports, conducts meetings or hearings, and offers information on behalf of the Army.

· Contributes to organizational effectiveness by providing recommendations based on knowledge gained through schooling, unique projects, and on-the-job training/rotational assignments.

· Exhibits a customer-focused approach in accomplishing work assignments.

· Coordinates acquisition milestones with the Procuring Contracting Officer (PCO) and customers.

· Actively participates with team members in completing work assignments.

· Assists Administering Contracting Officer (ACO)/Contract Administrators with various post-award actions which may involve legal advisors, customers, and contractors.

Performs other duties as assigned.

Note: The intern must complete all training and educational requirements (inclusive of Level II Certification) before promotion to GS-11. 

FACTOR 1.  KNOWLEDGE REQUIRED BY THE POSITION

LEVEL 1 – 6
950 POINTS

Knowledge of the principles, concepts, and methodology of the profession that has been supplemented by skills gained through job experience and formal training in accordance with the requirements of the career program to permit independent performance of a variety of recurring contracting assignments.  Many assignments involve well-precedented contract types, such as firm fixed price contracts for products and services that have extensive history, and simple cost-reimbursement contracts that contain standardized clauses.  However, for developmental purposes the employee is also assigned more complex contracts on a regular basis.

Knowledge of Federal, departmental or agency, and local contract laws, regulations and procedures applicable to the acquisition to include program objectives and technical terminology.  This knowledge is applied in the performance of staff and operational acquisition assignments such as making technical recommendations, recommending corrective action, or identifying alternatives among established acquisition procedures and techniques.

Knowledge of commercial and industrial business practices to include market conditions in order to evaluate proposed acquisitions or assess post-award actions.

This knowledge may also be supplemented by expanded professional or administrative knowledge gained through relevant graduate study or experience, which has provided skill in carrying out assignments.

Competencies, which this position will foster and ultimately require at full performance level:

Financial (i.e. how to understand company financial reports), Contracting, Negotiation, Increased usage of e-business solutions, Decision Making, Customer Support, Market Analysis (i.e. understanding market trends, competition, pricing, policies etc.), Strategic Planning, Risk Management, Conflict Management, Communication Skills, Innovative thinking, Ideas for Process improvements, Creativity, Business Acumen, Managing Change, Customer Relations and Supply Chain Management.

FACTOR 2.  SUPERVISORY CONTROLS



LEVEL 2-3 
275 POINTS



The supervisor assigns work by defining objectives, priorities, deadlines, and indicates any special considerations or unusual requirements.  For actions which do not have clear precedent, the assignment is given with an explanation of policies and procedures to be followed, or the supervisor provides direction through a comprehensive discussion of the work to be performed.
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The employee is responsible for planning and carrying out recurring assignments and for exercising judgment in the selection of supporting data, and contracting techniques to be followed within established procedures and in line with established precedent. The employee recognizes technical problems, such as inadequate justification or deviations from normal procedure, and confers with the supervisor or higher-grade specialist to resolve them after searching precedents to develop a recommended solution.

Completed work is usually presented in the form of a recommendation for action, such as a recommendation for approval of an acquisition plan.  Completed work is reviewed prior to signature or prior to submission to higher authority to ensure that appropriate procedures have been considered, that all necessary information has been gathered, and to assure soundness of analysis, good business judgment, compliance with acquisition procedures, and adequacy of results.  The methods used in arriving at the end results are not usually reviewed in detail.

FACTOR 3.  GUIDELINES





LEVEL
3-3
275 POINTS

Guidelines include Federal acquisition laws, agency and local acquisition regulations, and Comptroller General and other legal precedents.  The guidelines typically cannot be applied directly and require interpretation to determine the extent of relevance to particular acquisitions.  The employee exercises judgment and initiative to identify those aspects of regulations which apply to the particular acquisition, develops justification for adopting an acquisition strategy and tailors provisions to meet special requirements.

The incumbent refers to applicable guidelines such as specific regulations, policies, directives, instructions, manuals, texts and other related information.  With more advanced assignments, the incumbent is required to exercise a greater level of judgment in selecting techniques among several alternatives.  Minor deviation to standard processes, procedures, and instructions may be made.  Situations requiring major deviations are referred to the supervisor.

FACTOR 4.  COMPLEXITY





LEVEL
4-4
225 POINTS

Through planned rotational assignments, the employee performs work that covers all phases of the acquisition process which requires inherent knowledge of the Federal Acquisition Regulation and its supplements to include contracting mediums, market research and negotiations.  Although many assignments are conventional in nature, at least 25% of the employee’s time is devoted to developmental assignments with the following complexities:

-- Use of various types of contracts and methods of acquisition, both precedented and more

   complex.

-- Inclusion of special provisions (e.g., Government furnished property, quality assurance, or

   socioeconomic considerations).

-- Limited competition because of urgency, quantity, or technical data.

-- Lack of prior acquisition experience due to obsolesce of previous items or changes in the 

   logistics support plan.

-- Application of various socioeconomic policies including handicapped industries, small 

   business, small and disadvantaged business, and labor surplus area consideration.

-- Decisions based on in-depth analysis of alternative and unique characteristics of the  

   acquisition, and the chosen course of action may have to be selected from many alternatives.

-- Decisions made by the employee involve the interpretation of a large amount of technical data 

   provided by various technical specialists, and the interpretations of regulatory information  

   concerning special contractual provisions and socio-economic programs.

-- The work involves conditions and elements that must be identified and analyzed to discern 

   interrelationships.
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FACTOR 5.  SCOPE AND EFFECT




LEVEL
5-3
150 POINTS

The purpose of the work is to perform selected staff or operating-level acquisition assignments to include analysis of acquisition strategies for various commodities and technical services.  The employee analyzes specific issues, identifies recurring problems, analyzes regulatory changes, and develops draft implementing procedures, and provides information to contract specialists and management.  The work involves the execution of specific rules, regulations, or procedures and typically comprises a complete segment of an established assignment or a portion of a broader team project.

The work affects the quality of contracting work performed by other specialists and the legal and regulatory sufficiency of the investigated cases.  The employee’s work products or advice affects the accuracy, reliability, or acceptability of further processes or services.

FACTOR 6.  PERSONAL CONTACTS




LEVEL
6-2
25 POINTS

The personal contacts are with a variety of contractors, manufacturers, suppliers, distributors, salesmen, small business owners, legal advisors, and representatives of other federal agencies.  People contacted generally are engaged in different functions, missions, and kinds of work, e.g., representatives from various levels within the agency, such as headquarters, major command, major subordinate commands,  operating offices at the immediate installation, or Small Business Administration representatives.

FACTOR 7.  PURPOSE OF CONTACTS



LEVEL
7-2
50 POINTS

The employee requires skills to reach consensus with contractors, contracting officers, specialists, representatives of other offices such as competition advocates, Small Business Administration representatives and legal advisors.  Contacts with management officials requires skill in explaining recommendations.  Contacts with co-workers, in response to requests for guidance on contractual problems, involve cooperative efforts toward achieving mutual goals.  Additionally, employee must be skillful in approaching individuals or groups for negotiation purposes to obtain desired effect.

FACTOR 8.  PHYSICAL DEMANDS




LEVEL
8-1
5 POINTS

The work is primarily sedentary. There may be some walking, standing, bending and carrying light items and may involve travel to other locations.

FACTOR 9.  WORK ENVIRONMENT




LEVEL
9-1
5 POINTS

The work is performed in an office setting involving everyday risks or discomforts that require normal safety precaution deemed necessary.

TOTAL POINTS: 1960 -- GS-09 Range, 1855-2100
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CONTRACT SPECIALIST

GS-1102-11 (Intern)

Installation:  Varies






Major Command: Varies 

Region:  Varies 

Citation 1: 

PD Library PD: 

COREDOC PD: 

Classified By: 

Classification Date: 

FLSA: 
NonExempt 

Drug Test Required: 


CIPMS PD: No

Career Program: 14 

Financial Disclosure Required: No 
Acquisition Position: Yes

Requires Access to

Functional Code: 

Firearms: No 



Interdisciplinary: Yes

Competitive Area: Varies 
Position Sensitivity: Varies 

Target Grade/FPL: 11/12

Competitive Level: 

Emergency Essential:  Varies

Career Ladder PD: Yes

INTRODUCTION:

Serves as a Contract Specialist in the final phase of the Contracting and Acquisition Management Development Program (Career Program – 14).  Performs duties characteristic of the specific occupational series for 1102, accomplishing a variety of duties independently in support of the overall work of the organization.  Assignments are selected to broaden skills and provide practical experience, such as complex assignments that will enable the incumbent to advance to GS-12.  Serves as the customer/commander’s acquisition business advisor providing innovative and forward thinking business solutions to develop acquisition strategies, while providing timely and responsive support to meet the mission’s needs and requirements.  The specific duties assigned to this position will vary, depending upon the occupation in which the incumbent was hired and on the developmental needs of the individual employee.  

NOTE:  This position is developmental in nature, leading to the target grade of GS-11 with a full performance level of GS-12.  Upon meeting regulatory and performance requirements, incumbent may be promoted non-competitively to the full performance level of GS-12.

MAJOR DUTIES:

1.  ____ % ACQUISITION PLANNING.
Plans technical and analytical acquisition work.  Serves as the focal point for business analysis and advice; business solutions, and alternative opportunities with associated risk, for achieving the mission/program goals throughout life cycle.

· Acquires and demonstrates knowledge of acquisition regulations relative to methods, procedures, principles, theories, and techniques utilized in the acquisition of supplies, services and construction.
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· Researches and studies provisions of regulations, directives, policies and procedures applicable to acquisition that is relative to specific topics under consideration. 

· Develops individual acquisition requirements, evaluation criteria, and solicitation documents.

· Prepares supporting documents such as Determinations and Findings (D&Fs), Justifications and Approvals (J&As), reporting requirements, evaluation criteria, and solicitation documents.

· Partners with customers and industry to produce business arrangements that fulfill the Government’s needs and supports the capability of industry while identifying alternative opportunities with associated risk. 

2.  ____ % REQUIREMENTS EXECUTION.

Performs difficult technical analyses for proposed acquisitions.  For large projects, performs assigned portions involving such duties as reviewing aspects of proposed procurement plans for compliance with laws, regulations, standards, specifications, or other requirements.  For smaller or less complex acquisition projects, performs a complete study and recommends appropriate contracting or business-based actions.

· Determines which sourcing tool is applicable to obtain materials and services (i.e. micro purchases, Governmentwide purchase card, Small Business Innovative Research Program SBIR's, Simplified Acquisition Procedures, Sealed Bidding, and Contracting by Negotiation).

· Correctly applies the principles, procedures, and practices required to execute the full range of electronic contracting techniques to include the use of Electronic Funds Transfer (EFT), the Internet/World Wide Web, and the automated contracting system. 

· Interprets and applies the government's policy relating to acquisition from small business (including class set-asides) and exhibits skill in procuring supplies and services through the Small Business Administration’s 8(a) program.

· Applies principals of Market Research as an important tool and is able to apply these requirements for processing commercial contracts under Part 12 of the Federal Acquisition Regulation and its supplements. 

· Identifies the principles and procedures for use in executing various contract instruments and tools to include, but not limited to, Blanket Purchase Agreements (BPAs), Basic Ordering Agreements (BOAs), Indefinite Delivery Indefinite Quantity (IDIQ), Grants, Cooperative Agreements, Other Transactions, Reverse Auctioning, Business Opportunity Pages, and Oral Solicitations. 

· Applies the principles of Best Value Contracting when utilizing procedures related to negotiations, oral proposals/presentations, source selection, debriefings, and past performance. 

· Applies policies and procedures relating to the contract pricing function to conduct price and cost analysis. In addition, prepares determination of price reasonableness and price negotiation memorandums. 

3. ____ % POST AWARD FUNCTIONS

Acquires and demonstrates knowledge of contract management.

· Performs contract administration functions to include issuance of modifications, unliquidated obligations (ULOs), and closeout reports.

· Reviews contracts, work directives, and other ordering instruments to extract schedules of deliverable items and services and maintains records of performance and delivery against these schedules.

· Determines why deliveries are delinquent, resolves delinquencies, and documents the contract file.

· Obtains/develops proper and sufficient documentation, such as contract completion statement, for contract files prior to close out.

· Processes claims and resolves disputes.

· Utilizes the automated past performance information system to rate and record contractor’s performance.
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4. ____ % ORGANIZATIONAL INTERACTION/WORKING RELATIONSHIPS

Establishes and maintains a wide range of personal contacts, including representatives of Army organizations, other DOD agencies, contractors, potential contractors, and the public.  Presents briefings or reports, conducts meetings or hearings, and offers information on behalf of the Army.  Uses negotiation skills to persuade others to adopt the appropriate business solution or to comply with procurement laws, policies, or regulations.

· Contributes to organizational effectiveness by providing recommendations based on knowledge gained through schooling, unique projects, and on-the-job training/rotational assignments. 

· Exhibits customer focused approach in accomplishing work assignments. 

· Coordinates acquisition milestones with the Procuring Contracting Officer (PCO) and customers. 

· Actively participates with team members in completing work assignments.

· Coordinates with Administering Contracting Officers (ACO) on various post-award actions which may involve legal advisors, customers, and contractors.

Performs other duties as assigned.

Note: The intern must complete all training and educational requirements before promotion to the next level. 

FACTOR 1.  KNOWLEDGE REQUIRED BY THE POSITION    

Level
1-7
1250 Points

Knowledge of the principles, concepts, and methodology of the profession that has been supplemented by skills gained through job experience and formal training in accordance with the requirements of the career program to permit independent performance of a wide range of contracting assignments.  Assignments include a variety of contract types, contract clauses, and preaward or postaward issues that must be investigated or analyzed.

Knowledge of Federal, departmental or agency, and local acquisition laws, regulations and procedures applicable to the acquisition to include program objectives and technical terminology.  This knowledge is applied in the performance of staff and operational contracting assignments, such as in making recommendations to prevent legal or regulatory violations, recommending corrective action, or identifying alternatives to ineffective past practices.

Knowledge of commercial and industrial business practices to include market conditions in order to evaluate proposed acquisitions or assess post-award actions.

Knowledge of the procurement process and technical data process, sufficient application to small and disadvantaged business opportunities, including reviewing procurement requirements to determine small business set-asides, applicability of appropriate provisions, and initiation of class set-asides.

This knowledge may also be supplemented by expanded professional or administrative knowledge gained through relevant graduate study or experience, which has provided skill in carrying out assignments, operations, and procedures that are significantly more difficult and complex than assignments performed by entry-level positions.

Competencies, which this position will foster and ultimately require at full performance level:

Financial (i.e. how to understand company financial reports), Contracting, Negotiation, Increased usage of e-business solutions, Decision Making, Customer Support, Market Analysis (i.e. understanding market trends, competition, pricing, policies etc.), Strategic Planning, Risk Management, Conflict Management, Communication Skills, Innovative thinking, Ideas for Process improvements, Creativity, Business Acumen, Managing Change, Customer Relations and Supply Chain Management.
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FACTOR 2.  SUPERVISORY CONTROLS



Level 2-3 
275 Points
The supervisor assigns work by defining objectives, priorities, deadlines, and indicates any special considerations or unusual requirements.  For actions which do not have clear precedent, the assignment is given with an explanation of policies and procedures to be followed, or the supervisor provides direction through a comprehensive discussion of the work to be performed.
The employee is responsible for planning and carrying out recurring assignments and for exercising judgment in the selection of supporting data, and contracting techniques to be followed within established procedures and in line with established precedent. The employee recognizes technical problems, such as inadequate justification or deviations from normal procedure, and confers with the supervisor or higher grade specialist to resolve them after searching precedents to develop a recommended solution.

Completed work is usually presented in the form of a recommendation for action, such as a recommendation for approval of acquisition plan. Completed work is reviewed prior to signature or prior to submission to higher authority to ensure that appropriate procedures have been considered, that all necessary information has been gathered, and to assure soundness of analysis, good business judgment, compliance with acquisition procedures, and adequacy of results. The methods used in arriving at the end results are not usually reviewed in detail.

FACTOR 3.  GUIDELINES





Level
3-3
275 Points

Guidelines include Federal acquisition laws, agency and local acquisition regulations, and Comptroller General and other legal precedents.  The guidelines typically cannot be applied directly and require interpretation to determine the extent of relevance to particular acquisitions.  The employee exercises judgment and initiative to identify those aspects of regulations which apply to the particular acquisition, develops justification for adopting an acquisition strategy and tailors provisions to meet special requirements.

The employee refers to applicable guidelines such as specific regulations, policies, directives, instructions, manuals, texts and other related information.  With more advanced assignments, the incumbent is required to exercise a greater level of judgment in selecting techniques among several alternatives.  Minor deviation to standard processes, procedures, and instructions may be made.  Situations requiring major deviations are referred to the supervisor.

FACTOR 4.  COMPLEXITY





LEVEL
4-4
225 POINTS

Through planned rotational assignments, the employee performs work that covers all phases of the acquisition process, which requires inherent knowledge of the Federal Acquisition Regulation and its supplements, to include contracting mediums, market research and negotiations. Some of the complexities are:

-- Use of various types of contracts and methods of acquisition, both precedented and more

   complex.

-- Inclusion of special provisions (e.g., Government furnished property, quality assurance, or

   socioeconomic considerations).

-- Limited competition because of urgency, quantity, or technical data.

-- Lack of prior acquisition experience due to obsolesce of previous items or changes in the

   logistics support plan.

-- Application of various socioeconomic policies including handicapped industries, small business,

   small and disadvantaged business, and labor surplus area consideration.

-- Decisions based on in-depth analysis of alternative and unique characteristics of the

   acquisition, and the chosen course of action may have to be selected from many alternatives.

-- Decisions made by the employee involve the interpretation of a large amount of technical data 
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   provided by various technical specialists, and the interpretations of regulatory information

   concerning special contractual provisions and socio-economic programs.

--The work involves conditions and elements that must be identified and analyzed to discern 

   interrelationships.

FACTOR 5.  SCOPE AND EFFECT




Level
5-3
150 Points

The purpose of the work is to perform selected staff acquisition assignments. Incumbent investigates the acquisition strategy to be used in acquisition of commodities, services and construction.  The employee analyzes specific issues, identifies recurring problems, analyzes regulatory changes, and develops draft implementing procedures, and provides information to contract specialists and management.  The work involves the execution of specific rules, regulations, or procedures and typically comprises a complete segment of an established assignment or a portion of a broader team project.

The work affects the quality of acquisition work performed by other specialists and the legal and regulatory sufficiency of the investigated cases. The employee’s work products or advice affects the accuracy, reliability, or acceptability of further processes or services.

FACTOR 6.  PERSONAL CONTACTS




Level
6-3
60 Points

Personal contacts include a variety of Army or other defense acquisition officials, contractors, manufacturer's representatives, suppliers, distributors, salespeople, legal advisors, and representatives of other federal agencies.  Contacts with Army personnel occur at varying levels (e.g., installation, major command, major subordinate command, and headquarters, as required.  Contacts and negotiations take place in a moderately unstructured situation in which the purpose and extent of each contact is usually different. 

FACTOR 7.  PURPOSE OF CONTACTS



Level
7-3
120 Points

The employee requires skills to influence, motivate, or persuade contracting officers, specialists, representatives of other offices, such as competition advocates, Small Business Administration representatives, and legal advisors to accept acquisition plans and comply with developed strategy. Contacts with management officials require skill in justifying recommended deviations from regulations or gaining acceptance of revised procedures and innovative techniques. Contacts with co-workers, in response to requests for guidance on contractual problems, involve cooperative efforts toward achieving mutual goals.  Additionally, employee must be skillful in approaching individuals or groups for negotiation purposes to obtain desired effect.

FACTOR 8.  PHYSICAL DEMANDS




LEVEL
8-1
5 POINTS
The work is primarily sedentary. There may be some walking, standing, bending and carrying light items and may involve travel to other locations.

FACTOR 9.  WORK ENVIRONMENT




LEVEL
9-1
5 POINTS

The work is performed in an office setting involving everyday risks or discomforts that require normal safety precaution deemed necessary.

TOTAL POINTS: 2365 -- GS-11 Range, 2355-2750
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TRAINING PLAN AGREEMENT

CONTRACTING AND ACQUISITION

CAREER INTERN PROGRAM FOR

CONTRACT SPECIALIST GS-1102-07/09/11
1.  NAME OF INTERN:  _____________________

2.  ENTRY POSITION:  GS-07________________
3.  TARGET POSITION:  GS-11 or GS-12_______

4.  LENGTH OF PLAN:  36 Months_____________
5.  PURPOSE:  This document sets forth the training plan for the DA ACTEDS intern stated above.

6.  REFERENCE:  

    a.  CP-14 ACTEDS Intern Plan, dated _____________.  The following appendices are attached for ease of reference, but are not all inclusive of the CP-14 career development program.  

        (1)  Appendix G, Competencies - GS-1102 (Attachment 1)

        (2)  Appendix J, Master Training Plan, GS-1102 (Attachment 2)

        (3)  Appendix K (Including Annex 1 and Annex 2), Master Intern Training Plan and Training Record Template (Attachment 3).  Template has been individualized for pertinent intern.

        (4)  Individual Development Plan Form (Attachment 4).  Developed and approved by the Activity Career Program Manager (ACPM) for the pertinent intern.

    b.  DA Employment and Mobility Agreement for ACTEDS Interns, attachment 5.        

7.  DISCUSSION:
    a.  MASTER INTERN TRAINING PLAN (MITP).

        (1)  The MITP at attachment 3 is a comprehensive plan, which outlines the core competencies interns should possess by the time they reach their target grade.  The duration and scope of the on-the-job training (OJT) may have been tailored to meet the organization's requirements; however, the intern will receive exposure and training in the required skill sets.

        (2)  The intern is required to take the mandatory Defense Acquisition University (DAU) courses required for certification at Level I and II, and Headquarters, Department of the Army (HQDA) Priority 1 courses for Interns identified in Appendix K.  The template at attachment 3 will be used to document training competencies and completion of OJT/rotational assignments.
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        (3)  Basic knowledge of and familiarity with the acquisition and contracting competencies identified in attachment 1 will be obtained in DAU courses, then reinforced through OJT.

    b.  INTERN'S INDIVIDUAL DEVELOPMENT PLAN (IDP).

        (1)  An IDP has been developed jointly by the intern's supervisor, activity career program manager (ACPM), and the intern.  It considers the expertise and knowledge the individual has already acquired prior to being hired as an intern.  

        (2)  The IDP includes:  (1) orientation to government service for new government employees. (2)  orientation to the mission and functions of the organization…, etc.

8.  RESPONSIBILITIES:
    a.  Activity Career Program Manager (ACPM).

        (1)  Monitor the management, training, and the performance of interns.         

        (2)  Monitor the selection of interns in terms of qualifications and high potential to successfully complete the training program.

         (3)  Approve individual training plans for interns. (???)

        (4)  Approve performance standards for interns, and act as approving officials on intern's appraisals.

    b.  Supervisor.

        (1)  Develop IDP for intern using the MITP as a guide.  Include applicable supplements, as applicable.

        (2)  Develop intern performance standards.

        (3)  Assign OJT training as prescribed in the IDP.  Nominate intern for formal training and ensure that intern attend the training.

        (4)  Evaluate intern performance, counsel intern on the quality of their performance on career appraisals and semi-annual evaluations.

        (5)  Consult with ACPMs and recommend action to the CPAC if an intern is not progressing satisfactorily.

    c.  Intern.

        (1)  Participate fully in the activities and assignments prescribed in their IDP, and strive for a high level of work performance.

        (2)  Comply with the terms of the intern employment and mobility agreement.    

9.  EVALUATIONS:
    a.  The supervisor will prepare semi-annual evaluations.  This will be accomplished concurrently with the Total Army Performance Evaluation System (TAPES) evaluation.

    b.  The ACPM will review and approve the intern evaluation and provide additional comments as appropriate.

    c.  Comments by the intern concerning training received will be included in the evaluation.

    d.  A copy of the completed evaluation will be forwarded to the Directorate for Acquisition, MACOM Career Program Manager, ATBO-A, Fort Monroe, VA  23651.

10.  COORDINATION AND CONCURRENCE:
_____________________________________

________________

Intern (Signature)




Date

_____________________________________

________________

Supervisor (Signature)




Date

_____________________________________

________________

Activity Career Program Manager (Signature)

Date

_______________________________________

________________

etc.

11.  CERTIFICATION OF COMPLETION STATEMENT:
    "I certify that __________________________________ has accomplished the objectives listed in her Individual Development Plan and is qualified and technically proficient to perform at the target level position."

_______________________________________

__________________

Activity Career Program Manager


Date

(The certification of completion should be attached to the promotion SF 52)

Back to table of contents

Formal education

opportunities


[image: image10.wmf]APPENDIX

D

D


ARMY ACQUISITION TUITION ASSISTANCE PROGRAM ATAP

1.  APPLICABILITY:  The ATAP is available for civilian Army Acquisition and Technology Workforce (A&TWF) members who wish to complete and undergraduate degree or fulfill the business hour requirement.  ATAP may be used to complete either 24 semester credit hours (or equivalent) from among the following disciplines:  accounting, business finance, law, contracts, quantitative methods, and organization management; or 24 semester credit hours (or equivalent) in the member’s career field and 12 semester hours in the disciplines cited above.  ATAP is also available for civilian Army Acquisition Corps (AAC), Corps Eligible (CE) members, level III certified, interested in pursuing graduate study in a business, scientific, or technical specialty, as cited in Public Law 101-510, National Defense Authorization Act for fiscal Year 1991, “Title XII Defense Acquisition Workforce Improvement Act,” November 5, 1990 and outlined in DoD Directive 5000.52M.  ATAP is not authorized for education beyond the master’s degree level.  ATAP funding may only be used for study at accredited colleges or universities within the member’s local commuting area.  Classes outside the local commuting area must be approved by the Deputy Director, Acquisition Career Management (DDACM).  Classes will be taken during non-duty hours, unless the participant’s organization approves class attendance during duty hours.

2.  PROCESS:  Individual may apply through a competitive board selection.  The Acquisition Career Management Office (ACMO) organizes, announces, and conducts the ATAP selection boards three times per year (February, June and October).

	APPLICATION DUE DATE
	BOARD DATE
	SCHOOL START

	31 December
	February
	April/May

	30 April
	June
	August/September

	31 August
	October
	January


The ATAP application can be downloaded from the acquisition home page at 

http://dacm.rdaisa.army.mil/Policy/atap/atapapplication.pdf
Individuals must ensure supervisor is aware of his or her application to ATAP.  To be considered for ATAP selection, all courses must be documented on the applicant’s Individual Development Plan (IDP) and approved by his or her supervisor.
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The application and supporting documented should be submitted to the National Capital Region Support Office (NCR CSO) by the application due date that corresponds to the ATAP Selection Board date for which application will be considered.  Submit applications and supporting documentation as outlined in ATAP announcements and information on the DACM Web site:  http://dacm.rdaisa.army.mil.  A separate application must be provided for each opportunity (e.g., 12-24 semester hours of business, bachelor’s degree, or master’s degree).

The ATAP Selection Board reviews applications against a predefined set of criteria, as outlined in the Memorandum of Instruction, and compiles a Relative Standing List (RSL) for review and approval by the Deputy Director, Acquisition Career Management (DDACM).  Upon approval of the RSL, the DDACM, the NCR CSO prepares and sends notification of acceptance to selectees.  Notification is also sent to applicants who were not selected.

At least 30 days prior to the start of the course, participants must provide a DD Form 1556 to the NCR CSO with blocks 1 through 26 and blocks 32 through 34 completed.  The participant must sign the payback agreement on the back of the DD Form 1556.  Book costs and lab fees (if appropriate), up to the limit outlined in the ATAP Policy, may be included on a DD Form 1556 (provided the bookstore accepts it as a form of payment).  If the bookstore does not accept DD Form 1556 or if the required books are not available through the college bookstore, book reimbursement is authorized using an SF 1034 (Public Voucher for Purchases and Services Other Than Personal), which must be submitted with a copy of the purchase receipt.  SF 1034 submissions must also include and Electronic Fund Transfer (EFT) form and a voided check.  
3.  PROGRAM REQUIREMENTS:

(a) The ATAP program will support the following educational pursuits:  12-24 semester hours of business required for AAC or CE membership; an undergraduate degree for the workforce; or an undergraduate or graduate degree for those workforce members that are either AAC or CE (Level III) members.  All degrees should follow the disciplines that underpin the functions of the AAC.  Changes to the approved course of study must be coordinated with the NCR CSO prior to funding approval for the new course.

4.  FINANCIAL MANAGEMENT:  

(a) 
Funding for a master’s degree or business hours at the master’s level is limited to $1,700 per course.  Business hours at the master’s level will adhere to these funding limits.  Funding required above this limit is the responsibility of the ATAP participant.  

(b)
Funding for a bachelor’s degree is limited to $1,000 per course.  The maximum amount allowed per fiscal year is $5,000.  Business hours at the bachelor’s level will adhere to these funding limits.  Funding required above this limit is the responsibility of the ATAP participant.  

Back to table of contents
(c)
Funding for books is limited to $100 per course.  Funding required above this limit is the responsibility of the ATAP participant.  Book costs and lab fees (if appropriate) may be included on DD Form 1556.  Lab fees and technology fees required for course completion will be considered as part of the cost of the course. 

(d)
Registration fees, parking costs, travel expenses, entrance exams (e.g., SAT, GMAT, GRE), and all other expenses not listed in paragraph 3(a) are not funded by ATAP.  These expenses are the responsibility of the ATAP participant.

ACQUISITION EDUCATION, TRAINING AND EXPERIENCE (AETE)


The AETE board meets biannually, January and August, to consider eligible Army Acquisition Workforce members for various education, training and experience opportunities.  To review the official announcement go to:  http://dacm.rdaisa.army.mil.

1. Required Documents:

· A copy of the Acquisition Civilian Record Brief (ACRB) is required for civilians and the Officer Record Brief (ORB) is required for military personnel.  To update your ACRB or your ORB prior to that date, contact Acquisition Career Manager (http://dacm.rdaisa.army.mil).  The ACRB and ORB must be signed.

· Recent copy of a resume or ACRB assignment history.

· Copies of the last six performance appraisals and supporting standards or OERs.  

· For civilian applicants only, a Senior Rater Potential Evaluation (SRPE) completed within the past year.  Go to http://dacm.rdaisa.army.mil.

· An Individual Development Plan (IDP).  The electronic signature on the IDP must match the signature on the DD Form 1556.  “Signed For” signatures on the DD Form 1556 will not be accepted.  When required, the IDP is used in place of the Post Utilization Plan to document the objectives of a course and the benefits to be derived from the course.  The automated IDP is located at:  https://rda.rdaisa.army.mil/cappmis/idp/idpprod/login.cfm.

· Training Request (DD1556).  The individual attending the training must complete a DD Form 1556.  The attendee should complete all items 1 through 32, excluding blocks 27, 29 and 30, which will be completed by the AAESA Resource Management Division.  Section 26 is not used.  The Acquisition Career Management Office (ACMO) will complete sections 33 and 34.  A completed copy of the DD 1556 will be provided to the student upon selection for training.  

· A Post Utilization Plan is no longer used.  Please see IDP instructions.

· Applications for Master of Science/Industry Work-Study (MS/IWS) must also include a one to two page resume, which will be used for coordination with Industry for Internship.

· Additional requirements as stipulated in the AETE Catalog for the training, experience or educational opportunity applied for.
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2.  Funding for Participants.


(a)
The Army Acquisition Executive Support Agency (AAESA), Resource Management Division, will provide central resource support for participants; see table below.  This office will pay tuition costs directly to the schools and certify student travel orders.

	CATEGORY
	TUITION
	BACKFILL SALARY
	OTHER

	Long-Term Training (LTT)
	Yes
	No
	TDY under JTR Graduate program; registration fee

	Part-time Training
	Yes
	No
	TDY under JTR

	Seminars
	Yes
	No
	TDY under JTR

	Mandatory Training
	Yes (DoD funded)
	No
	TDY under JTR

	Tuition Assistance
	Yes
	No
	Lab Fees/Books


3.  Travel Orders (DD 1610).  The AAESA Resource Management Division will provide funds for travel.  A Request and Authorization for TDY Travel of DoD Personnel (DD 1610) must be completed by the individual traveling.  The traveler should complete items 1 through 17 on the DD 1610 and provide to the same address as the application was provided.  Blocks 18-22 will be completed by AAESA Resource Management and finalized TDY order will be provided at the same time as the completed DD Form 1556.  AAESA Resource Management Division will have blocks 18 through 22 completed and returned to the traveler via FAX.

4.  Authorized Expenses.  Authorized expenses are determined by several factors including the training location in relation to the work site.  Specific regulatory requirements are contained in Volume 2 of the JTR.  


(a)
For training within the commuting area, the participant may be authorized reimbursement for mileage, based on the current mileage rate, for the miles that the distance from residence to the school exceeds the distance from residence to the place of work unless otherwise indicated.  This includes necessary parking fees and tolls.


(b)
For training outside the commuting area, the participant is authorized one trip to and from the training site.  In addition, the LTT participant is authorized per diem at the rate of 55 percent of the established rate at the training location.  Reimbursement for local travel while on per diem is not authorized.  

5.  Electronic Access:  The complete catalog resides on the World Wide Web at: http://dacm.rdaisa.army.mil./
6.  Team Applicants are required to submit one packet per group.  The application will provide a by-name list of all attendees, their position titles and grades, and a copy of each member’s ACRB, and written justification (on a plain sheet of paper) outlining benefits the team will derive from this opportunity.  The entire packet will provide the information required to evaluate and rate this application.
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7.  How To Apply:


(a)
Mail applications to the following address:



US Total Army Personnel Command



ATTN:  TAPC-OPB-B (AETE Board/Cathy Johnston)



Room 7S33



200 Stovall Street



Alexandria, VA  22332

Complete applications will be accepted by mail, express mail services, or hand delivery and must be received by _______.  Fax copies are not acceptable.  Applications submitted through the Government mail system will not be accepted.

Questions pertaining to these opportunities or your packet should be directed to your Acquisition Career Manager.

CAREER DEVELOPMENT PLAN (CPD)

1. Overview. 

The Competitive Professional Development (CPD) Program elements consist of education, development, and training opportunities open to CP-14 careerists. There are 7 program elements: University Training (Full-Time, and Specific Part-Time); Long-Term Training/Fellowships; Developmental Assignments; Cross-Training; Acquisition Reform Training; Short-Term Executive Training; and Executive and Management Education. This appendix must be used in conjunction with the ASA(M&RA) "Catalog of Army Civilian Training, Education and Professional Development Opportunities" (available on the internet at http://cpol.army.mil/) to access comprehensive administrative information and requirements. 

2. University Training. 

a. Tuition assistance for university training will not duplicate that offered by the Army Tuition Assistance Program (ATAP). Tuition assistance will be primarily for careerists who are not eligible for ATAP. The primary use of tuition assistance will be for careerists not in the AAC to pursue a graduate degree in a business-related field. Individuals who apply for ATAP, but are not supported in their request due to funding restraints, may also apply to pursue a baccalaureate degree in business or government, e.g., public administration or public policy, in order to meet the 24 semester hour requirements under DAWIA. The purpose of the CP-14 tuition assistance under the auspices of University Training is to insure careerists maintain currency in the contracting and business disciplines, and meet academic standards that are "Desired" (see Master Training Plan Appendix J). The following table provides a matrix summarizing educational opportunities available to CP-14 personnel through ATAP and/or the CP-14 CPD Program. 
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	ARMY TUITION ASSISTANCE PROGRAM (ATAP) 
	COMPETITIVE PROFESSIONAL DEVELOPMENT (CPD)

TUITION ASSISTANCE 

	Education Level
	Who Is Eligible 
	Education Level 
	Who Is Eligible 

	Master’s Degree 
	Civilian AAC and Corps Eligible (CE) 
	Master’s Degree in business 
	CP-14 careerist not in AAC or CE 

	Bachelor’s Degree 
	Civilian AAW and AAC 
	Bachelor’s Degree in business 
	CP-14 careerist for whom ATAP funding is unavailable 

	24 semester hours in career field 
	Civilian AAW and AAC 
	  
	  

	24 semester hours in business 
	Civilian AAW and AAC 
	24 semester hours in business 
	CP-14 careerist for whom ATAP funding is unavailable 

	12 semester hours in business 
	Civilian AAW and AAC 
	  
	  


b. Course study must be from an accredited institution in any of the following disciplines: accounting, business finance, law, contracts, purchasing, economics, industrial management, marketing, quantitative methods, and organization and management, as prescribed in 10 U.S.C. 1724. All training requests must be forwarded through functional channels to the Office of the Deputy Assistant Secretary of the Army (Procurement), Contracting Career Program Office (SARD-PM) for approval by the FCR. 

(1) Full-Time University Training. The training must:

(a) be a continuous full-time program;

(b) be in excess of 120 working days; 
(c) consist of a full-time course load of a minimum of 12 undergraduate semester hours or 9 graduate semester hours (or equivalent quarter hours) in 12 consecutive months. 

(2) Specific Part-Time University Training. The training may consist of day, evening, or weekends at a rate of less than 12 semester (or equivalent quarter) hours. 
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(3) Specific Short-Term Training. This may consist of short-term training at universities that will benefit the employee and Army Contracting, and is not included in paragraphs 7 and 8 below. Training will be forwarded through the PARC for approval by the FCR. 

c. University Eligibility Requirements. Employees must be GS-11 and above, have career status, and be in a permanent competitive appointment (exceptional GS-9, non-intern, journeymen employees will be considered on a case-by-case basis and selection will be based on the need for training and the utilization plan). 

d. Cost Sharing of Non-Government Training (University). Backfill salary dollars for individuals in the university training program will not be provided. Expenses are limited to books, tuition and supplies. Applications for university training must also include a letter of acceptance from the university. The applicants must specify on their academic plan whether they are applying for full or part-time study. 

e. University Training Program Dates. Applicants are requested to plan for a one-semester lead-time due to administrative processing and funds transfer. 

f. Location of University Training. Applications will be considered only for an accredited college/university of choice within the applicants commuting area. While in training, the selectee's command/ activity/laboratory will continue paying all costs for salary and personal benefits. 

g. Request for Central Resource Support. Authorized expenses for travel, per diem, tuition, and books will be covered by the CPD Program in accordance with the Joint Travel Regulation (JTR) and as discussed in the Catalog of Civilian Training, Education and Professional Development Opportunities published by ASA(M&RA). 
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