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SUBJECT: ACQUISITION CAREER DEVELOPMENT PROGRAM

1. OBJECTIVES.

a.  To set forth requirements and responsibilities for the Department of Energy (DOE)
Acquisition Career Development (ACD) Program, which implements Office of Federal
Procurement Policy (OFPP) requirements, Federal Acquisition Regulation (FAR)
requirements, Federal Acquisition Reform Act (FARA) requirements, and the career
development objectives of Executive Order (E.O.) 12931.

b.  To establish training and certification requirements for the acquisition workforce,
thereby establishing the common foundation of knowledge, tools, and capabilities
necessary to fulfill the needs and expectations of the DOE community for a highly
skilled acquisition workforce.

c.  To establish a means for providing continuity of effective acquisition management and
support of our customers.

d.  To define the Acquisition Workforce to include program management, property
management, and financial assistance, in addition to contracting and purchasing,
consistent with the statutory intent of Public Law 93-400. This Order is the
overarching directive governing training and career development for the newly defined
Acquisition Workforce.

e. To convey the following acquisition training modules:

. Attachment 1, Basic Acquisition Career Development Program Module;
. Attachment 2, Property Management Program Module (Reserved);

. Attachment 3, Financial Assistance Program Module;

. Attachment 4, Program Management Program Module (Reserved)

. Attachment 5, Masters Program Module (Reserved); and

. Attachment 6, Top XX Program Module (Reserved).

2.  BACKGROUND. On May 4, 1998, DOE implemented the Acquisition Career Development
(ACD) Program via Acquisition Letter (AL) 98-06. The AL established specific training to
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achieve certification a the leve required by the position. The AL and the ACD Program applied
to GS-1102s and GS-1105s, and those with sgnificant acquisition responsibilities. The
requirements of the AL areincorporated into this Order. No significant changes to the ACD
Program, as articulated in the AL, have been made.

CANCELLATION. ThisOrder cancels and supercedes Acquisition Letter 98-06.

APPLICABILITY.

a

C.

DOE Elements. The requirements of this Order gpply to the DOE Acquigtion Workforce
asdefined in 1d above.

Contractors. The requirements of this Order do not apply to DOE contractors.

Exdusons. Waiversto certification requirements set forth in this Order must be obtained in
accordance with the applicable program module.

REQUIREMENTS.

a

The qudification requirements set forth in FARA, if gpplicable, must be gpplied as indicated
in the appropriate program module. See Attachments 1 through 4.

The *core curriculum” must contain the following e ements:

(1) specific accredited courses, which must be passed before employees are eigible for
higher-levd certification;

(2) completion of core coursesin alogical sequence, so that the gppropriate level of
knowledge is available for performance a a particular level, and so that later courses
can build on the knowledge gained in earlier offerings.

DOE core courses required for certification at each level areindicated in the appropriate
program module. See Attachments 1 through 4.

Priority for training spaces must be given to employees in the following order:
(1) employesesin postionsfor which thetraining is required by law;
(2) employeesin pogtions for which the training is established as mandatory by this

Order and who need the training to qudify for the position they currently occupy (i.e.,
personnel who are training for a new assgnment should have priority within this

group);
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(3) employeeswho need the training to become eligible for the next-higher career level
and who have completed mandatory training for the positions they currently occupy;

(4) employeesfor whom the training requirement has been established as
“degred/dective’; and

(5) employeeswho are not required to attend the course.

To maintain currency of knowledge and skills, individuas in the acquisition workforce who
have satisfied the mandatory training requirements shall obtain at least 80 hours of
continuing education or training every 2 years.

A specific certification standard path must be established for each position, including
education, training, and experience standards, which the incumbent must meet for that
career levd (i.e, Levd I, 11, or [11).

All acquisition workforce members must meet dl requirements for certification at their
current level before being assigned to pogitions requiring the next higher levd of
certification. For example, an employee a the GS-7 leve (Leved | position under the Basic
ACD Program) cannot be promoted to GS-9, aLevd |l postion, without having
completed the certification requirements for Level 1.

If apotentia assignee to a vacant pogition in the next-higher level has not met the
requirements for certification a the next-higher level, the head of the contracting activity has
18 months to quaify him or her to meet the requirements or justify awaiver from this
requirement. For example, aGS-7 (Leve 1) promoted to GS-9 (Leve 1) has 18 months
to complete dl Level 11 requirements.

Anindividud certified at aparticular level retains that certification regardiess of any new
requirements made effective theresfter, unless Congress enacts a statutory requirement for
anew education or training sandard and designates it as “continuing education and
traning.” Individuas must complete arequirement of this kind within 36 months. Failure to
complete new requirements, or to judtify awaiver, will result in loss of certification.

Requedts for waivers to the certification requirements must be in writing and must describe
how disapprova would affect the contracting activity and the course of action being taken
to rectify the Stuation. All requests for waivers must be sent to the career manager
identified in the appropriate program module.

All acquigtion workforce career employees must have an individua development plan
(IDP) that includes, but is nat limited to, the following:
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short-term (1-year) and long-term career goals and objectives,
courses scheduled,

rotational, on-the-job training, details, and mentoring assgnments;,
other professonda development; and

refresher training.

6. RESPONSIBILITIES.

a

Senior Procurement Executive. Responsible for ensuring that each member of the

Acquisition Workforce is certified to the career level appropriate to the grade they occupy
or to their responghilities, in accordance with this Order.

Career Managers. The career manager for each functiond areaisidentified in the

gppropriate program module. The career manager for each functiona area hasthe
following responsibilities for hisher functiond areax

@
)
3
(4)

Q)

establishes acquigition career development palicy;

adminigters the acquidtion career development program;

manages development of the acquigition career development core curriculum;
identifies critica acquidtion-related duties and tasks in which, at a minimum,
acquisition career employees must be competent to perform at full performance grade

leves

grants or denies any waiversto the certification requirements on a case-by-case
basis.

Heads of Contracting Activities.

@
@)

3

(4)

Identify training needs and provide funding for training.

Create plansfor individua acquisition personnel development consistent with site and
program mission-strategic needs.

Ensure members of the acquigition workforce develop and implement IDPsin
accordance with this Order and DOE O 360.1.

Facilitate rotationa assgnments.
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(5) Ensure that holders of purchase cards receive initid and refresher training on their
authorities and respongbilities sufficient to protect the interests of the government.

(6) Budget for and set aside gppropriate funds for required training of acquistion workforce
members.

(7 Provide funding on a per-student basis for mandatory courses, in accordance with the
Interagency agreement with the training sources gpproved by the appropriate career
development manager.

Functiona Area Directors.

D Conduct an initid structured andlysis of future acquisition skills needed to support
planned or emerging program needs.

2 Periodically assess current and projected workforce skillsto ensure that a strategic skills
imba ance does not occur; identify any skill gaps and plan development Strategies
accordingly to ensure the latest acquisition policies, gpproaches, and techniques are not
overlooked.

Individual Acquistion Professonals. Prepare and periodicaly update IDPs with the assistance
and counsdl of supervisors.

1. REFERENCES.

a

OFPP Policy Letter 92-3, dated 6-24-92, establishes policies and a Governmentwide standard
for skill-based training for the Federal acquisition workforce. The OFPP policy letter dso
establishes a set of contracting competencies and requires contracting professionas to complete
course work and related on-the-job training to attain an appropriate level of kill in each contract

management duty.

FAR 1.603-1 links the selection and gppointment of contracting officers to OFPP standards that
require skill-based training for contracting and purchasing duties.

Public Law 104-106, enacted in 1996, amended the OFPP Act (Section 4307) and expanded
OFPP respong bility to include establishing education, training, and experience requirements for
civilian agencies, comparable to those established for Department of Defense (DoD) in 1991 by
the Defense Acquisition Workforce Improvement Act (DAWIA).

Public Law 104-106, the Clinger-Cohen Act of 1996, known as the Federd Acquisition Reform
Act (FAR), established anew Section 37 of the OFPP Act and strengthened the statutory
responghility of the Director of OFPP.
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OFPP Policy Letter 97-01, “Procurement System Educetion, Training, and Experience
Requirements for Acquisition Personnel,” issued 9-12-97, implements Public Law 104-106.

The Nationa Performance Review directed the Federd Government to establish awell-trained,
professond, procurement workforce to keep pace with the demands of an increasingly complex
procurement process.

E.O. 12931, “Federa Procurement Reform,” underscores the Administration’ s gpproach to
procurement management and requires agencies to establish career education programs for
procurement professionas.

CONTACT. Questions concerning this Order should be addressed to the gppropriate career manager
for each functiona area.

DEFINITIONS.

a

b.

Accredited Courses. Courses approved by DOE as providing a specific body of knowledge.

Acquistion The planning, design, development, testing, contracting, production, logigtics
support, and disposa of systems, equipment, facilities, supplies, or servicesthat are intended for
usein, or support of, DOE missions.

Acguisition Experience. Experience gained while assgned to an acquisition postion. Also
includes cooperative education and other developmenta assgnments. Includes experiencein
DOE acquisition positions and in comparable positions outside of DOE.

Acguistion Pogtions. Postionsin the acquisition system with duties thet fal in an acquisition
category. These pogtions are located both in Headquarters and field organizations.

Acquigtion Pogtion Categories. Functiond subsets of acquisition positions. These subset
positions include purchasing, contracting, financial assistance, property, and program
managemern.

Acquisition Workforce. Personnd comprising the acquisition system. The acquisition workforce
includes permanent employees who occupy acquisition positions, including contracting,
purchasing, financia assstance, property management, and program management.

Career Development. The professond development of employee potentid by integrating the
capabilities, needs, interests, and aptitudes of employees in acquisition positions,
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through a planned, organized, and systematic method of training and development designed
to meet organizationd objectives. Career development is accomplished through a
combination of work assgnments, job rotation, training, education, and self-development
programs.

Career Levels. Categories of education, training, and experience standards that provide a
framework for potential progresson in acareer field. The three career levelsare (1) Entry,
(1) Intermediate, and (111) Advanced or Senior.

Career Manager. Theindividua delegated responshility for the day-to-day organizationa
management of the career development program for acquisition related aress; that is,
procurement, program management, property management, and financia assstance.

Career Path. The range of opportunities at each career level and the optimum route for
vertical and horizonta progresson in a career fied.

Certification The process through which DOE determines that an individua meets
mandatory education, training, and experience standards established for a career leve
(Levesl, I, and I11) in the acquistion fied.

Certification Program. A structured program of education, training, and experience that
provides aframework for ataning career levels commensurate with positionsin the
acquidtion fied.

Continuing Education Education and/or training for the purpose of improving or
maintaining skills, or to learn new skills. This can take the form of professona association
meetings or seminars.

Core Courses. A DOE-agpproved course taught by an approved training provider,

required as part of the core curriculum.

Core Curriculum. A DOE-gpproved course of study comprised of specifically identified

courses required to attain a specific career level.

Defense Acguisition Universty (DAU). A consortium of DOD education and training

ingtitutions and organizations providing DOE-prescribed acquigtion courses for
catification.

Elective courses. Coursesthat cover functiona-specific initiatives or that provide morein-

depth coverage than is offered in the core course. Electives are not required for
progression to the next highest career levdl.
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r.  Equivalent Course. A course that has been determined by the appropriate career
manager, DOE/HQ, to contain the level of knowledge that would enable individuals
who take the course to perform as if they had completed the comparable, designated,
mandatory course.

s.  Fulfillment. The process by which acquisition workforce members may satisfy
mandatory training requirements based on previous experience, education, and/or
alternative training successfully completed and documented based on course
competency standards and procedure.

t. Functional area. Segments of the acquisition process responsible for a specific area of
expertise, such as program management, property management, and financial
assistance.

u.  Functional Area Director. The Headquarters Office director of one of the acquisition-
related functions. These positions would be Director, Office of Management Systems
for procurement; Director, Office of Field Integration for program management;
Director, Office of Contract and Resource Management, for property management,
and Director, Office of Procurement and Assistance Policy, for financial assistance.

v. Individual Development Plan (IDP). Document used to plan an employee’s
education, training, and experience needs. It should specify developmental needs as
well as those required in support of the career field position. Developing the plan is a
joint effort of the employee, supervisor, and possibly other knowledgeable persons in
the training and/or acquisition fields.

w. Mandatory DOE Acquisition Course. An approved course of study that meets DOE’s
acquisition education and training requirement for a career level.

X.  Senior Procurement Executive. The Agency senior official appointed under the
“Office of Federal Procurement Policy Act,” who is responsible for managing the
direction of the organization’s procurement system, including implementation of
unique procurement policies, regulations, and standards. In DOE, this is the Director,
Office of Procurement and Assistance Management.

BY ORDER OF THE SECRETARY OF ENERGY:

DAVID M. KLAUS
DIRECTOR OF MANAGEMENT AND
ADMINISTRATION
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DEPARTMENT OF ENERGY
BASIC ACQUISITION CAREER DEVELOPMENT PROGRAM MODULE

1. BACKGROUND. On June 24, 1992, the Office of Federa Procurement Policy (OFPP) issued
Policy Letter 92-3 to establish policies and a Governmentwide standard for skill-based training
for the Federd acquisition workforce. The OFPP policy letter established a set of contracting
competencies that required contracting professonas to complete course work and related on-
the-job training to atain an gppropriate level of Kkill in each contract management duty. The
policy letter wasimplemented as a change to Federd Acquisition Regulation (FAR) 1.603-1,
linking the selection and appointment of contracting officers to OFPP standards for skill-based
training in performing contracting and purchasing duties.

Public Law (P.L.) 93-400, enacted in 1995, amended the OFPP Act (Section 4307) and
expanded OFPP s respongbility to include establishing education, training, and experience
requirements for civilian agencies comparable to those established in 1991 for the Department of
Defense (DOD) by the Defense Acquisition Workforce Improvement Act (DAWIA). On
September 12, 1997, OFPP issued Policy Letter 97-01 titled, “Procurement System Education,
Training, and Experience Requirements for Acquisition Personnd,” which implemented P.L. 93-
400.

Additional impetus for acquisition career development was provided by the Nationa
Performance Review, which directed the Federal Government to establish awell-trained,
professonal, procurement workforce that would keep pace with the demands of an increasingly
complex procurement process. Moreover, President Clinton signed Executive Order (E.O.)
12931, “Federd Procurement Reform,” in which he underscored the Adminigtration’ s approach
to managing procurement and required agencies to establish career education programs for
procurement professonds.

Accordingly, the Department of Energy (DOE) issued DOE O 361.1, ACQUISITION
CAREER DEVELOPMENT PROGRAM, to implement the OFPP and FAR requirements,
Federd Acquigtion Reform Act (FARA) requirements, and the career devel opment objectives of
E.O. 12931. The ACD Program’s new performance expectations should increase acquisition
personnd efficiency and effectiveness on the job, and potentidly enhance their opportunitiesin the
job market. This attachment provides supplementary information and guiddines for DOE
acquisition personnd to plan their career development to become more competitive for higher-
level acquigition positions both insde and outsde DOE.

2.  CONTRACTING SERIES QUALIFICATION STANDARDS. FARA gavetothe
Adminigrator, Office of Federa Procurement Policy, the responsibility for establishing
qualification requirements for acquisition workforce positionsin non-DOE agencies. The new
qudification standards are comparable to those dready established for DOD positionsin 1990 by
the DAWIA. See Appendix A for acomplete list of standards.
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Beginning January 1, 2000, dl GS-1102 employees who have continuoudy encumbered GS-
1102 positions since January 1, 1998, or earlier, will be consdered to have met the “ new”
standard for positions they occupy on January 1, 2000. Employees who occupy GS-1102
pogitions at Grades 5 through 12 will be considered to have met the new basic requirements for
other GS-1102 positions up to and including those classfied at GS-12. Thisincludes positions at
other agencies and promotions up through Grade 12. Employees who occupy GS-1102
positions a Grades 13, 14, and 15 will aso be considered to have met the new standard for
other GS-1102 positions at their same grade, including positions a other agencies. However,
they will have to meet the new basic requirements to qudify for promotion to a higher grade,
beginning January 1, 2000. In addition, al employees must meet specidized experience
requirements when seeking another position.

3. ROLESAND RESPONSIBILITIES. Overdl responshility for the contracting and purchasing
career development module rests with the DOE Senior Procurement Executive, while day-to-day
organizational management has been delegated to the Director, Office of Management Systems
(OMYS), Headquarters, who serves as the Department’ s “ Procurement Career Manager.”

Individud procurement professionals are ultimately responsible for their own career progresson
and development, in conjunction with supervisory career guidance and opportunities presented
for career growth. In planning their careers, individuas should pursue the training and growth
opportunities offered them. They should dso consider requesting increasingly difficult and
chdlenging assgnments, entering mentoring relationships, becoming involved with professond
societies, seeking education and training outside the DOE/ACD curriculum, and taking other
courses offered by DOE.

4, ACQUISITION CERTIFICATION PROGRAM. Three proficiency levdls—Levels|, I, and
[1l—have been established covering training, experience, and education requirements. The three
levels are outlined below.

Certification Levelsfor Contracting (1102) and Purchasing (1105) Personnel
1102 Series Certification Levels Grade
Levd | - Entry GS-05 thru 07
Leve Il - Intermediate GS-09 thru 12
Level 11l - Advanced GS-13 and above
1105 Series Certification Levels Grade
Leve | - Entry GS-05
Leve Il - Intermediate GS-06 thru 08
Leve 11l - Advanced GS-09 and above
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The following guiddines describe what is expected of contracting and procurement personne at
each career level, within the parameters of the qudification standards. See Appendix A for a
complete ligt of qudification sandards.

a.  Levd | - Entry. Entry-leve training standards are designed to establish fundamental
qudifications and expertisein an individud’ s job series or career fidd. Development at the
entry level lays the foundation for career progression and prepares quaified and motivated
personnd for postions of increasing responghility.

At the entry leve, trainees should be exposed to fundamental procurement procedures and
the roles of various support functions, such as pricing, property administration, quality
assurance, etc. In addition to participation in education and training courses, it is extremely
beneficid to rotate new trainees through structured, on-the-job assgnments among a
varigty of functiond offices.

b. Levell - Intermediate. The intermediate levdl emphasizes specidization. Deveopment
continues, including on-the-job rotationa assgnments, but the length of time an individua
gpends in each position generdly increases. While specidization is emphasized at the
beginning of thislevd, the individua should later begin to broaden higher background and
gan more generd expertise in the overdl process of hisher career fidd. Development of
the generdist normally involves establishing a good foundation of experiencein the
employee s primary specidty, followed by latera movement to ardated specidty, to
broaden the employee’ s overdl expertise and vaue to the procuring organization and
custome.

c. Levd lll - Advanced. By thetime anindividua reaches the senior levels of acquisition, he
or she must have completed dl the mandatory training and education requirements (or
equivaents) leading up to that level, and should have advanced through a career pattern
that has imparted in-depth knowledge in higher functiond areas and breadth of knowledge
across the entire acquiSition process.

Advanced acquisition education and training become imperative for amore globa
perspective. The lower-level standards and courses form the basis for the next
progressively higher levels of acquisition career development, and the requirements are
cumulative.

5.  CORE AND DESIRED/ELECTIVE CAREER PATH CURRICULUM. The structured
gpproach to training as articulated in the ACD Program dlows employees to demonstrate
comprehension and ability to apply course knowledge and skills to analyze and resolve on-the-
job performance issues indicating the desired level of praficiency.
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In addition, to provide the DOE acquisition community with a knowledge base of the highest
qudity and to provide the student with not only the requisite skills and knowledge but so with
the widest range of procurement thinking, approaches, and practices, the following DOE core
courses are necessary at each of the career levels.

Leve | (Entry) Core Courses

CON 101 Fundamentals of Contracting
. CON 104 Contract Pricing

Leve Il (Intermediate) Core Courses

. CON 210 Government Contract Law
. CON 202 Intermediate Contracting
. CON 204 Intermediate Contract Pricing

Leve 111 (Advanced) Core Courses

. CON 301 Executive Contracting
. CON 333 Management for Contracting Supervisors

The Basic ACD Program is comprised of core (required) and desired/elective courses. Core
courses are developed by the Defense Acquisition University (DAU), and are available through
an Interagency Training Support Agreement with the DAU’s Navd Center for Acquigtion
Training. DAU has been chosen as the Acquisition Career Development training source, so that
DOE course texts, training materids, instructor certifications, and training experiences are
congstent with the acquisition career development programs of the Department of Defense,
NASA, and an increasing number of other civilian agencies.

In addition, DOE has identified some desired/dective courses that cover procurement initiatives
or specific areas of procurement requiring more in-depth coverage than is offered in the core
courses. Courses listed as “dedred/eective’ are designed to improve the qudifications of the
acquisition workforce and in many cases lead to accomplishing mandatory standards at a higher
leve.

Completion of desred/eective coursesis not required to progress to the next-higher career leve.
Individuas should choose whether to take desired/dective courses based on their specific
interests, needs, and work assignments.

Alternate Education and Training Methods. Although it is highly recommended that students
attend the DOE/ACD core course offerings (and desired/dective courses, if needed) whenever
possible, the following education and training programs and courses may be subgtituted:
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. certain academic courses offered by ingtitutions of higher education that are approved by
DAU as equivaent to the mandatory education and training courses and

. accredited academic degree or certificate programs offered by ingtitutions of higher
education that are approved by the Procurement Career Manager as equivalents to those
mandatory courses offered by DAU.

Information regarding aternate education and training methods can be found a www.acg.osd.mil/dawy.

6. PROGRAM CERTIFICATION REQUIREMENTS.

a  Subdituting Education for Experience. In determining if an employee has the requisite
experience for acquistion pogtions at Leve |11, up to 12 months of time spent pursuing a
program of academic training or education in acquisition may be counted toward fulfilling
the EXPERIENCE standards for acquisition positions, for the purposes of certification.

b. Comparability of DOE and DOD Certification Programs. It isimportant to note thet the
DOE Certification Program does not automaticaly correate to the DOD Certification
Program. Because DOE initidly used parameters different from those used by DOD (eg.,
10 years prior experience) to determine course grandfathering and/or equivaency, the two
agencies have no reciproca agreement to accept each other’ s certifications.

Each Agency’s*“ cetifications’ are currently limited to the Agency itsdf; for example, a
Levd Il certification a NASA or DOE will not automaticaly result in aLevd 111
certification outside that Agency. In reaching decisons as to the appropriate career level
for anindividua, eech Agency will review the individua employee' s education, training
profile, and experience, and may or may not reach the same conclusions as other agencies
asto the use of experience or dternative coursesin lieu of core courses.

7. CAREER PATHS. Normd pathways for career progression include both vertica and latera
movement. Laera movement within and between career fiddsis highly encouraged, primarily a
the intermediate leve, to broaden the experience base of the individua. This can be done through
rotational assgnments. Multi-speciaty experience for most upper-level positionsis desirable and
is particularly important for those who gtrive for senior-level and other key acquisition positions.
To obtain this experience, the individua should drive to get work assgnments and training in
more than one of the functiond areas of acquidtion.

In addition to multi-specidty experience, a mixture of operationd and staff experience will
drengthen an individua’ s competitive position when seeking high-level positionsin acquisition
career fields. Operations and Field Offices are encouraged to provide multi-specidty experience
through structured programs necessary for career progression to the most senior acquisition

positions.
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ills Currency/Continuing Acquisition Education/Successon Planning. DOE must provide
for the present by ensuring that the existing workforce has the training and experience
needed, both to remain current in a dynamic acquisition profession and to prepare for
leadership rolesin the future.

Accordingly, heads of contracting activities (HCAS) should ensure that existing acquisition
gaff and managers receive “refresher” training as needed to comply with DOE O 361.X
and to keep current on emerging acquigition requirements, policies, issues, and techniques.
Thismay include, but is not limited to, DOE-sponsored training and management/executive
seminars, special jobs and/or professiona association-related projects, and/or participation
in seminars'workshops, or other appropriate developmenta assgnments.

The training and experience needs of exigting acquisition staff and managers should be
determined, and individua development plans should reflect “currency” training and
assgnments, aswell as career development. In addition, astherole of the acquisition
professiona evolves, DOE procurement directors and their staffs need to provide the
drategic business advice and consultation needed to support their customers, including
increasing their knowledge in the acquisition of commodities and services not previoudy
required. There aso needs to be a periodic, forward-looking assessment of loca
workforce demographics, skills, and capabilities to ensure that the procurement
organization is prepared for the future. (See Section 8, Strategic Skills Assessments, and
Section 9, Individud Development Plans)

Mandatory Training Completion by Fulfillment. Fulfillment of mandatory training generaly
occurs in one of three ways.

. an employeeisa acareer level above the level a which the training is mandatory;

. an employee has been a the full performance leve of acareer field for a subgtantia
period of time and is performing a a more-than-satisfactory leve;

. an employee has recaived training equivaent to that required by the core curriculum.

If, given one of these Stuations, the Director of Procurement at the contracting activity and
the employee believe that the employee does not need to attend the mandatory course, the
HCA mugt petition the Procurement Career Manager, OMSHQ, in writing for course
completion by fulfillment, detailing the rationae for the request. If the DOE Procurement
Career Manager concurs, the cognizant director of procurement will be so notified.

8. STRATEGIC SKILLSASSESSMENT. Managers and employees must grow to keep pace

with the Department’ s aggressive pursuit of reengineering and redesign, its evolving misson

needs, and its ever-changing budgets and staff resources. |If the skills and capabilities of the DOE
workforce do not match the acquisition needs of DOE customers, the Department’ s mission may
be jeopardized.
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10.

Therefore, as part of the ACD Program, each procurement director is required to conduct an
initid structured andysis of future acquisition skills that will be needed to support planned or
emerging program needs. Againg this forecast, the procurement director should assess current
and projected workforce skills to identify any gaps that need to befilled. In this assessment, the
need for acquisition professionalsto “keep current” in the latest acquisition policies, gpproaches,
and techniques should not be overlooked. (See Section 7a above, “ Skills Currency/Continuing
Acquistion Education/Successon Planning.”) This strategic skill assessment will be conducted
periodicaly to ensure currency of skills vis-avis misson needs.

INDIVIDUAL DEVELOPMENT PLANS. A necessary component of any comprehensive
career development program is an inditutiondized process of individuaized career development
training. 1DPs should be updated periodicdly to ensure accuracy and currency. The following
voluntary activities should be consdered in formulating a comprehensive IDP.

a.  Rotationd Assgnments. Rotationad assgnments are a valuable source of experience and
opportunity for growth. They dlow employees to demondtrate their ability to gpply course
knowledge and skills through on-the-job performance, indicating that they have achieved
the desired leve of proficiency. In addition, rotational assgnments promote positive team
rel ationships through cross-training and exposure to skillsin other disciplines, in that way
enhancing employees gppreciation of how the various functions contribute to the
acquisition process.

b. Mentoring. Mentoring isastructured, but informal, agreement between two individuas
outsde the norma employee/supervisory relaionship, wherein the “ mentor” provides
assstance to the participant (protege) in hishher career development planning process.
Mentoring can provide vauable coaching and feedback regarding career plans and choices.

c. Professond Associations. Membership in professond associations alows the acquisition
professiona to keep abreast of current topics and trends important to job performance, and
can provide opportunities for an exchange of knowledge, experiences, information, and
ideas on avariety of issues. Professona associations can aso provide the acquisition
professiona with sources of conferences, seminars, workshops, video-telecasts, printed
literature, research, databases, training, and other vauable career-devel opment information
and opportunities. In addition, professiona associations enable employees to meet others
who have smilar interests and careers, and facilitates networking opportunities.

PROMOTIONS AND CONTRACTING OFFICER WARRANTS. Contracting and

procurement personnd must clearly understand that any future promotion or issuance of a
contracting officer’ s warrant will be contingent upon the successful completion of the DOE/ACD
core courses within their gppropriate levels. Any requested exceptions to this policy must be
submitted in writing by the HCA to the Procurement Career Manager, OMS/HQ, for approval
by the DOE Procurement Executive.
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11. RELATION TO OTHER ACQUISITION WORKFORCE PROGRAMS. The DOE ACD is
directed primarily at the career contracting employee; however, other members of the DOE
acquisition workforce require acquigtion training. For example, the Department’ s extensive
purchase card program has resulted in limited procurement authority being delegated to a number
of individuds outside the contracting series. The Department’ s current Contracting Officer
Warrant Program (DOE O 541.1) provides extensive coverage on the training and educational
requirements for those delegated procurement authority, including purchase card holders.

Forma classroom and on-line training resources are currently available for training purchase card
holders. Smilarly, forma acquisition training focused on and appropriate to their needs and
respongbilitiesis available for contracting officer representatives (CORs). To comply with DOE
Order 541.1, APPOINTMENT OF CONTRACTING OFFICERS AND CONTRACTING
OFFICERS REPRESENTATIVES, CORs are required to receive aminimum of 24 hours of
formal training in basic government procurement or contract adminigtration, or to have had at
least 1 year of experience asa COR at a Federal Agency.
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APPENDIX A
QUALIFICATION STANDARDSFOR
CONTRACT SPECIALISTSAND PURCHASING AGENTS

1. QUALIFICATION STANDARD FOR CONTRACT SPECIALIST (GS-1102).*

a  Badsc Requirements (GS-5 through GS-12).

(1) Participant must have completed a 4-year course of sudy leading to a
bachelor' s degree with amgjor in any fied.

OR
(2) Paticipant must have-

. a least 24 semester hoursin any combination of the following fidds:
accounting, business, finance, law, contracts, purchasing, economics, industria
management, marketing, quantitative methods, or organization and
management; or

. apassing score on an examination or examinations considered by the Director,
Office of Personnd Management, to demonstrate skills, knowledge, or abilities
comparable to those of an individua who has completed at least 24 semester
hours (or the equivdent) of study in any of the above academic disciplines, plus
appropriate experience or additional education.

Applicants who meet the criteria for Superior Academic Achievement qudify for
positions a the GS-7 level. The following table shows the amounts of education
and/or experience required to qualify for positions GS-7 through GS-12 covered by
this standard.

Grade Education OR Specialized Experience

GS7 1 full academic year of graduate education or law 1 year equivalent to at least GS-5
school or superior academic achievement

GS9 2 full academic years of progressively higher-level | 1year equivalent to at least GS-7
graduate education, master’s or equivalent
graduate degree, LL.B., or J.D.

Gs11 3 full academic years of progressively higher-level | 1 year equivalent to at least GS-9
graduate education or Ph.D. or equivalent

GS12and Not Applicable At least 1 year in next-lower grade

above

Equivdent combinations of education and experience are qudifying for dl grade
levels for which both education and experience are acceptable.

L Effective 1/1/98
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Graduate Education. To qualify for GS-1102 positions on the basis of graduate education,
graduate education in one or a combination of the following fieldsis required: accounting,
business, finance, law, contracts, purchasing, economics, industria management, marketing,
quantitative methods, or organization and management.

NOTE: For postions at GS-7 through GS-12, applicants who qualify based on experience
must possess at least 1 year of speciaized experience at or equivaent to work at the next
lower leve that provided the knowledge, kills, and abilities to perform successfully the
work of the pogition, in addition to meeting the basic requirements in Paragraphs 1a(1) or
(2), above.

Basic Requirements (GS-13 and higher). Participants must complete al mandatory training
prescribed by the head of the Agency before advancing to GS-13 or higher-level
contracting positions, including at least 4 years experience in contracting or related
positions. At least 1 year of that experience must have been speciaized experience at or
equivaent to the next lower leve of the position, which provided the knowledge, kills, and
abilities to perform successfully the work of the postion.

AND

Participants must have completed a 4-year course of study leading to a bachelor’ s degree,
which included or was supplemented by at least 24 semester hours in any combination of
the following fields. accounting, business, finance, law, contracts, purchasing, economics,
indugtria management; OR the senior procurement executive of the Agency mugt certify
that the applicant possesses sgnificant potentid for advancement to levels of greater
respongbility and authority, based on demongtrated andyticd and decison-making
cgpatiilities, job performance, and qualifying experience. Any gpplicant certified under this
provison must either meet the requirements of Paragraph afor GS-5 through 12 positions
Or receive a passing score on an examination or examinations considered by the Director,
Office of Personnd Management, to demondirate skills, knowledge, or abilities comparable
to that of an individua who has completed &t least 24 semester hours (or the equivaent) of
study in any of the academic disciplines listed above.

(1) Specid Inservice Placement Provison. Employees currently in GS-1102 positions,
and persons hired into GS-1102 positions by January 1, 1998, will be considered to
have met minimum qudlification requirements for other GS-1102 positions until
January 1, 2000; thet is, those GS-1102 employees will not have to meet the new
educationd requirements imposed by this sandard and will continue to qudify for
other GS-1102 positions, including positions a a higher grade and in another Agency,
by meseting specidized experience requirements. This 2-year specid in-service
placement provision provides a reasonable opportunity for current GS-1102
employees to acquire the educational background specified in the new standard.
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Beginning January 1, 2000, dl GS-1102 employees who have continuoudy
encumbered GS-1102 positions since January 1, 1998, or earlier, will be considered
to have met the “new” standard for positions they occupy on January 1, 2000.
Employees who occupy GS-1102 positions at Grades 5 through 12 will be
considered to have met the new basic requirements for other GS-1102 positions up
to and including those dlassified at G-12. Thisincludes positions a other agencies
and promotions up through Grade 12. Employees who occupy GS-1102 positions at
Grades 13, 14, and 15 will also be considered to have met the new standard for
other GS-1102 positions at their same grade, including positions at other agencies.
However, they will have to meet the new basic requirements to qudify for promotion
to ahigher grade, beginning January 1, 2000. In addition, al employees must meet
specidized experience requirements when seeking another position.

Waiver Authority. The DOE Senior Procurement Executive may waive one of the
two sets of education requirements set forth above for applicants for positions at
Grade GS-13 and above. A request for Procurement Executive waiver shal be
submitted in writing with a certification by the HCA that the gpplicant has sgnificant
potentia for advancement to levels of greater responghility based on demongtrated
andytica and decison-making capabilities, job performance, and qudifying
experience. It isexpected that this waiver authority will be used only in rare and
unusua circumstances, such as when no other qudified candidates are readily
avalable.

NOTE: OFPP has not indicated any provison for waiversfor
applicants for positions at Grade GS-12 and below.

2. QUALIFICATION STANDARD FOR PURCHASING AGENT (GS-1105).

a

Basic Reguirements (GS-05). Sdlection into the 1105 seriesis based on demonstrated or

potentid abilitiesin the field.

Basc Requirements (GS-07). Progression to a GS-07 purchasing position requires

completion of al mandatory training prescribed by the head of the Agency under Section
37 of the Office of Federd Procurement Policy Act, including 1 year of specidized
experience equivaent to a least the next lower grade levd.

Basic Requirements (GS-09 and above). Progression to GS-09 purchasing positions

requires completion of al mandatory training prescribed by the head of the Agency under
Section 37 of the Office of Federad Procurement Policy Act, including 1 year specidized
experience equivaent to at least the next lower grade level.
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APPENDIX B
LEVEL I, 11, AND Il MANDATORY AND DESIRED/ELECTIVE COURSES
DESCRIPTION OF COURSES

The following courses are sponsored by the DOE Acquisition Career Development (ACD) Program.
Each course is designated either “C” for core (mandatory) or “D/E” for “desred/dective’ (refresher or
continued development). Any course prerequisites are aso noted aong with a mandatory (“M”) or
desired (“D”) designation.

Level I: (Entry) Courses
Contract Specialist GS-05/07

Contracting Fundamentals - (Basic Procurement) (C) isagenerd survey coursein contracting
bascsfor personne just entering or those with up to 3 years of practica experiencein the fidd of
contracting. It covers the broad range of contracting procedures prescribed by the Federal Acquistion
Regulaions (FAR); the Department of Energy Acquisition Regulations and Procurement Guidebook;
gpplicable statutes; ethics; policies, and other pertinent authorities that govern contracting operations.
(20 class days)

Contracting Pricing - (Cost and Price Analysis) (C) is designed for entry-level contracting
personnel. This course provides the foundation for the study and practice of cost and price andysis.
Topicsinclude areview of various types of contracts, sources of data for cost and price anaysis,
methods of andlyzing direct and indirect costs, methods for performing profit analyss, ethicsin contract
pricing, and a selection of current pricing topics. Individual and group negotiation workshops address
fundamental's of the negotiation process, including essentia techniques, drategies, and tactics. An
actud cost andydisis used to illugtrate various concepts and methods covered in the course.

NOTE: Basc dgebraskills are required for successful completion of this course. Personnel accepted
for this course will receive a math review book and are encouraged to complete that review prior to
attending the course. (14 class days)

Level I1: (Intermediate) Courses
Contract Specialist, GS-09 through 12

Government Contract Law (C) providesinformation about the effect of Government contract law on
dally decison making in acquigtion. It introduces basic legd principles and sources of contract law as
they apply to the Government’ s acquisition of supplies, services, and construction. Court cases and
adminigtrative decisons (Government Accounting Office, Boards of Contract Appedls) are discussed,
emphasizing the law’ s effect on Government/contractor relationships and ethics, and how to avoid and
handle legd disputes. This courseis designed for intermediate-level personnd who have some
experience with Government contracting and are responsible for contract formation or managemen.
(10 class days)
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| ntermediate Contract Pricing (C) reinforces pricing skills taught in Contracting Pricing and
develops skills in performing more advanced pricing duties. The course concentrates on quantitetive
methods for cost and price analys's, advanced pre-award pricing decisions, post-award pricing
decisgons, and generd contracting pricing issues. Students recelve MS DOS public domain software to
use in the quantitative methods section of ingruction. Students will develop skillsin pricing leases,
developing pre-negotiation positions on proposed indirect rates with emphasis on depreciation, and
andyzing the cogt redlism of best and find offers. Students will aso be ingtructed in how to develop
generad and adminigtrative costs, individua research and devel opment codts, bid and proposa costs,
and costs associated with fringe benefits, environmenta pools, and uncompensated overtime. Students
will dso develop skillsin estimating cost-to-complete, pricing equitable adjustments (with exercises
related to claims and contract modifications), adjusting and gpplying indirect cost rates (which features
an exercisein “quick closeout”), and defective pricing. Students will be required to develop a case
study on a contract pricing problem based on their prior contracting experience. These problems
provide a bass for classroom presentations and Situations anays's corresponding to relevant contract
pricing topics, aswell asfor applying ethical principles and developing gppropriate solutions. (10 class
days) (Prerequisite: Contracting Pricing)

| ntermediate Contracting (C) concentrates on management functions of al phases of contracting.
Emphasisis placed on problem analyss and resolution, two mgor management functions. Itis
anticipated that knowledge acquired through previous courses and on-the-job training will be applied
throughout this course. Case studies and practica exercises offer ample opportunity to apply
knowledge and past experience in andyzing problems and formulating decisons. In addition,
discussons of dternative solutions, and the identification and evauation of relevant facts, help students
develop depth-of-knowledge in the complex areas of contracting. This course is specificaly designed
for intermediate-level personne in the contracting series. Pre-award contracting concentrates on
management functions and contracting problem analysis and resolution. Case studies and classroom
activitiesin the pre-award phase help students use ethica principles and develop decision-making skills
relevant to the management of awide variety of Government acquisitions. (19 class days)

| ncentive Contracting (D/E) is acomprehensive course that addresses the full spectrum of contract
types ranging from firm-fixed-price to cost-plus-fixed-fee with a particular emphasis on award-fee and
incentive contracts. Through discusson and individua and group exercises, the course addresses
Government policy; selection and negotiation of contract type; and description, gpplication, and
limitations of dl variations of fixed-price, cost rembursement, and incentive contracts. This course will
aso address indefinite-delivery, time and materids, and cost sharing contracts.

Upon completing the course, the participant will be able to recognize the mgor eements of a fixed-
price-incentive (FPI) structure and to graph the shareratio line. Skillsto define the mgor eements of a
cost-plus-incentive-fee (CPIF) structure and to calculate amounts of incentive fee for multiple incentives
will be acquired. The mgor dements of cost-plus-award-fee (CPAF) contracts will be discussed and
arecommended award fee amount will be computed. Mgor topicsinclude contract types, FPl and
CPIF contracts, multiple incentive contracts, CPAF contracts, and administrative issues. (4.5 class

days)
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Performance-Based Contracting (PBC) (D/E) isaspecidized course focusing on the acquisition of
routine, recurring services. Performance-Based Contracting is designed to give both technicd and
contracting personne a general knowledge of the basic principles of PBC. The course covers writing a
PBC gatement of work, developing incentive contract structures (both positive and negative),
developing a PBC quality assurance plan, and monitoring contractor performance. The course dso
describes the roles of the survelllance team and the quality assurance plan. Students develop a
performance requirements summary stating the standard performance with the Quality Assurance Plan
and maximum defect rates. Different methods of surveillance and ingtructions on how to decide which
method to use are dso reviewed. (4.5 class days)

Performance-Based Contracting for Non-Routine Supplies and Services (D/E) coversthe
essentia elements of performance-based contracting as they pertain to non-routine supplies and
sarvices (e.g., research and development efforts), the differences between PBC for routine services and
non-routine services, and the development of performance-based work statements. The course so
discusses problems in developing the project surveillance plan and its importance. Contractor
performance and the differences between oversght surveillance and surveillance by insght, and the
juxtaposition of these two philosophies as they relate to PBC policy disseminated by the Office of
Federal Procurement Policy, are dso addressed. Methods of incentive contracting and the importance
of multiple incentive contracts within the context of PBC are mgor course considerations. This course
is recommended for al contracting personnd, project/program managers, and contracting officer’s
technical representatives (4.5 class days).

Level I11: (Advanced) Courses
Contract Specialist GS-13 and above

Executive Contracting (CON 301) (C) isaunique forum for senior contracting personnd to examine
awide range of acquisition issues. Through guest speaker lectures, discussons, workshops, and a
Capitol Hill vigt to observe Congressond activities, this course provides an intensive, executive-level
view of current issues and eventsin acquisition, and in particular, contracting. Topicsinclude
contracting policy (FAR Council, Office of Procurement Policy); current, actual, and proposed
changes, changing technologies, externd forces (the Smal Business Adminigration, the Generd
Accounting Office, and legidative statutes); and work environment (contracting innovations, change,
ethics, etc.). Upon completing the course, participants will be able to discuss current, actud, and
projected DOE contracting and contract management issues, and they will be able to identify and
discuss the effect of recently established or proposed policies, regulations, directives, or studies on
present acquisition and contracting policies. They will o gain an awvareness of how legidation and
procurement policy makers operate and work with issues, problems, and the community at large.
Participants will network with other contracting personnd on various gpproaches as a means of
understanding and, if appropriate, implementing, ideas presented in the course. (5 class days)

M anagement for Contracting Supervisors (CON 333) (C) spans management and leadership
theory and practices applicable to awide range of Stuations ranging from complex pre- and post-
award procurement scenarios and detailed management cases, to the legal and ethical andysis of
current acquisition practices. Thisinteractive workshop is designed for supervisors, managers, and
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other senior procurement personnel. 1t uses case studies, criticd incidents, smal group interaction, and
self-assessments to andyze and discuss government procurement management issues to sharpen skills
in assessment and interpretation of the variables that affect contract performance and mission
accomplishment. Participants are encouraged to apply and share their experiences and expertise. The
case scenarios are supplemented and reinforced through guest lecturers, pand discussions, management
leadership self-assessments, and issues brought to class by the students.  Participants apply thelr
expertise within the case scenarios and supplementary activities to expand their knowledge of
supervisory and management techniques and gpproaches to meeting mission requirements. (5 class

days)

Source Evaluation Board (SEB) (D/E) provides a comprehensive overview of the SEB process
employed in mgor procurements (>$50 million). Sessions are structured to expose participants to the
entire SEB process using the FAR and DOE FAR Supplement procedures. The course will provide
information about the SEB process and tool s/techniques associated with the activity. The process
includes roles and organizations, contents of statements of work, schedules, evauation factors (Section
L and Section M), scoring, briefing the source sdlection officid, and writing the selection statement.
Although the process focuses on awarding under the new procedures with initial proposals, how to
conduct discussons and compile best and fina offeror evauation results will be reviewed. Debriefing
the successful and unsuccessful offerors will be discussed.

Recommended experience/education:  enrollment in this courseis limited to mid- and senior-level
technical, procurement, or resources personnel expected to perform SEB-related duties in the next 12
to 18 months. (4.5 class days)

Level | and Il Coursesfor GS-1105 Series

Level I: (Entry) Courses
Purchasing Agent GS-05

Simplified Acgquisition Fundamentals (C) teaches acquisition personnd to use smplified acquisition
procedures (SAPs) to accomplish acquisitions below the smplified acquisition threshold (SAT).
Participants will learn to locate and apply policies, procedures, and guidance contained in the Federd
Acquisition Regulaion (FAR). The course emphasizes the importance of customer satisfaction, market
research, performance-based specifications, buying commercid items, best-value source selection, and
adminigration of contracts for commercid itemswhen using SAPs.

Level Il: (Intermediate) Courses
Purchasing Agent GS-07 through 08

Prerequisite: Smplified Acquistion Fundamentas
| ntermediate Simplified Acquisition Procedures (C) provides current or potential smplified

acquisition contracting officers with the skills necessary to provide guidance and direction about the
more complex actions under the amplified acquisition threshold (SAT). Participants use an integrated
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case study to assess and make decisions on amore complex smplified acquisition. The course
provides practica experience in procurement planning, customer satisfaction, market research,
performance-based specifications, buying commercia items, best-vaue source sdlection, and innovative
problem solving skills. (2 weeks)

Level 111 (Advanced) Courses
Purchasing Agent GS-09 and higher

[No courses identified to date for thislevel]
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PROPERTY MANAGEMENT PROGRAM MODULE
(RESERVED)
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FINANCIAL ASSISTANCE PROGRAM MODULE

1. BACKGROUND. The Office of Federa Procurement Policy (OFPP) issued Policy Letter
92-3, “Procurement Professionalism Program Policy—Training for Contracting Personnd,”
dated 6-24-92, to establish Government-wide policies and standards for skill-based training for
the Federa acquisition workforce. The OFPP policy letter established a set of contracting
competencies and required contracting professionas to complete course work and related on-
the-job training in order to attain an gppropriate level of skill in each contract management duty.
The policy letter was implemented as a change to Federa Acquisition Regulation (FAR) 1.603-
1, linking the selection and appointment of contracting officers to OFPP s standards for skill-
based training in performing contracting and purchasing duties. In addition, Public Law (P.L.)
104-106, enacted in 1996, amended the OFPP Act (by adding section 37) and expanded
OFPP sresponghility to include establishing education, training, and experience requirements
for civilian agencies comparable to those established in 1991 for the Department of Defense.
On 9-12-97, OFPP issued Policy Letter 97-01, “Procurement System Education, Training,
and Experience Requirements for Acquisition Personnel,” which implemented P.L. 104-106.

In addition, the Nationa Performance Review directed the Federal Government to etablish a
well-trained, professiona, acquisition workforce that would keep pace with the demands
placed upon it by an increasingly complex procurement process. Moreover, in 1994, Presdent
Clinton signed Executive Order (E.O.) 12931, “Federa Procurement Reform,” in which he
underscored the Administration’ s gpproach to managing procurement and required agencies to
establish career education programs for procurement professionals.

These developments led to the current GS-1102 career standards and career devel opment
training curriculum and certification program. Within the Department of Energy (DOE),
contract specidigts often award and administer financid assstance instrumentsin addition to
acquisition contracts, however, the Federal standards do not address financid assistance
careers or offer atraining curriculum. To ensure that its contract specidist workforceisas
qudified in the award and adminidration of financid assstance asthey are in acquisition, DOE
offersits employees training resources. The application of OFPP s policy letter concepts to
financid assistance respongbilitieswill improve the effectiveness and efficiency of DOE’s
contract workforce. Implementation of a DOE financia assistance training and career
development certification program will help in meeting the career development objectives of
E.O. 12931. The new performance expectations will ensure an effective and efficient
workforce, enhance their future opportunitiesin the job market, and ensure that the specidized
training needed in thisareais avalable. This program provides the information and guiddinesto
plan career development programs for procurement professionds performing financia
assstance duties to enable them to become more competitive for higher-level positionsin
acquigtion-related fields.

2. ROLES AND RESPONSIBILITIES. Eachindividud performing financid assstance work,
working in conjunction with his or her supervisor’s career guidance and the opportunities
presented for career growth, is ultimately respongble for hisor her career progression and
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development in DOE. However, overdl responsibility for DOE/financia assistance career
development (FACD) implementation rests with the DOE Procurement Executive. Day-to-day
organizationa management has been delegated to the Director, Office of Procurement and
Assigtance Palicy, who will serve as the Department’ s Financid Assistance Career Manager.
This office is responsible for FACD policy, adminigtration of the program, design and content of
the recommended curriculum, identification of the critica financia assstance related duties, and
tasks in which, a aminimum, employees in the financia assstance career path must be
competent to perform at full performance grade levels.

In planning their careers, individuas should pursue the training and growth opportunities offered
them and request increasingly difficult and challenging assgnments, enter amentoring
relationship, become involved with professond societies, and seek education and training
outside the DOE/FACD curriculum and other DOE course offerings.

3. FINANCIAL ASSISTANCE QUALIFICATION STANDARDS. The DOE financid
assistance community is composed of GS-1102 contract specidists, and those qudification
gandards are rdevant but not fully sufficient for performing financid assstance duties.
Appendix A to Attachment 1 of DOE O 361.1 contains those standards. Contract specidists
performing financia assstance in addition to, or in place of, acquigtion duties must aso meet
the certification requirements established by this program no later than 2 years from the
effective date of this change to the Order.

4. FINANCIAL ASSISTANCE CERTIFICATION PROGRAM. Financid assistance award
and adminigtration in DOE is performed by contract specidists. The DOE/FACD is built upon
the skills acquired by the contract specidigts in the performance of their acquisition duties and
the training provided by the DOE GS-1102 Acquisition Career Development Program. Thisis
possible because of the smilar skillsrequired for acquisition and financid assstance. These
skillsinclude planning, preparing solicitation documents, proposal andys's, cost andlys's,
negotiation, selection of award instrument type, financing performance, audits, preparing award
documents, debriefing, administration, monitoring, terminations, and close out.

Certification is the process through which the Financia Assstance Career Manager determines
that an individua meets the requirements (educetion, training, and experience) established for a
career levd in thefinancid assstance career fidd. Contracting activities are expected to ensure
that contract specidigtsinvolved in the award and adminidration of financid assstance atain
the training necessary for certification. Contract specidists who perform financia assstance
work on an occasiona basis are not required to pursue this supplementa training. Contracting
officer’ s warrants which include financial assstance will require the successful completion of the
DOE/FACD courses. See DOE O 541.1A, APPOINTMENT OF CONTRACTING
OFFICERS AND CONTRACTING OFFICER REPRESENTATIVES.
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5.

CAREER PATH CURRICULUM. The DOE/FACD Program will provide employeesthe
opportunity to analyze and resolve on-the-job performance issues and methods or techniques
to determine their level of proficiency. The DOE/FACD Program curriculum is designed to
provide students with the necessary financid assistance skills and with experiencein awide
range of thinking, approaches, and practices. The required DOE courses are listed below.
Detailed course descriptions are provided in Appendix A.

. Federd Financid Assistance
. Cost Principles OMB Circulars A-21, A-87, A-122 and FAR 31.2
. Federd Funds Management

CAREER PATHS. Norma pathways for career progression include both vertical and latera
movement. Latera movement within and between career fidds is highly encouraged, primarily
a the intermediate level, to broaden the experience base of theindividuad. This can be done
through rotationd assgnments. Multi-speciaty experience is desirable for most upper-level
positions and is particularly important for those who strive for senior level and other key
positions. To obtain this experience, individuas should seek work assgnments and training in
more than one functional area.

In addition to multi-specidty experience, a mixture of operationd and staff experience will
grengthen an individud’ s competitive position when seeking high-level positionsin acquigtion
career fidds. Operations and field offices are encouraged to provide multi-specidty experience
through structured programs necessary for career progression to the most senior positions.

TRAINING REQUIREMENTS.

a ills Currency/Continuing Financia Ass stance Education/Successon Planning. DOE
must ensure that the existing workforce has the training and experience needed to
remain current in a dynamic financia assstance profession and to prepare for
leadership rolesin the future.

Accordingly, HCAs should ensure that exigting staff and managers receive refresher
training as needed to comply with DOE O 361.1 and keep current on emerging
requirements, policies, issues, and techniques. This may include, but is not limited to,
DOE-sponsored training and management/executive seminars, specia job or
professiona association-related projects or participation in seminars’'workshops, or
other gppropriate developmenta assgnments. To remain current in financiad assstance
knowledge and skills, contract specidists and contracting officers should obtain 80
hours of continuing educeation or training every 2 years. If employees perform amix of
acquigtion and financid assistance respongibilities, continuing education should include
both functional areas. These requirements should be viewed as a complement to the
acquisition requirements and therefore need not exceed 80 hours every 2 years.
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Supervisors should evauate the training and experience needs of staff and managers
performing financid assstance work; individua development plans should reflect both
“currency” training and assgnments and career development. In addition, asthe role of
the individuals performing financia assstance work evolves, DOE Procurement
Directors and their affs need to provide the Strategic business advice and consultation
needed to support their customers, including increasing their knowledge in the financid
assstance arena of services not previoudy required. A periodic, forward-looking
assessment of loca workforce demographics, skills, and capabilities is needed to
ensure that the Procurement organization is prepared for the future. (See paragraph 7,
Strategic Skills and Assessments, and paragraph 8, Individua Development Plans.)

b. Training Completion by Fulfillment. If an employee believes he or she has acquired the
knowledge provided by a mandatory financia assstance training course through
experience, or other courses, he or she may petition the Financial Assstance Career
Manager, Office of Procurement and Assistance Policy, for credit for the course. If the
request is gpproved, course attendance will not be required and fulfillment will
represent credit for that training. Fulfillment generaly occurs when a participant has
attained the full performance leve for an extended period of time at a satisfactory level
of performance. If the Director of Procurement at the contracting activity believes
attendance a arequired course is unnecessary, the HCA may submit awritten request
for fulfillment of the requirement and detailing the rationde for the request to the Senior
Procurement Executive,

STRATEGIC SKILLS ASSESSMENT. Managers and employees must grow to keep pace
with DOE'’ s aggressive pursuit of reengineering and redesign, its evolving mission needs, and its
ever-changing budgets and staff resources. If the skills and capabilities of our workforce do not
match the needs of our customers, the Department’ s mission may be jeopardized.

As part of the DOE/FACD Program, each HCA isrequired to conduct an initid structured
andysis of future financid assstance kills that will be needed to support planned or emerging
program needs. Againg this forecast, the HCA should assess current and projected workforce
skillsto identify any gaps that will need to befilled. In this assessment, the need for acquigition
professionals to keep current in the latest acquisition policies, gpproaches, and techniques
should not be overlooked. (See paragraph 7a, Skills Currency/Continuing Acquisition
Education/ Successon Planning.) This strategic skill assessment will be conducted periodicaly
to ensure currency of skillsto meet misson needs.

INDIVIDUAL DEVELOPMENT PLANS. A necessary component of any comprehensive
career development program is an indtitutionaized process of individualized career development
training. Individua development plans should be updated periodicaly to ensure accuracy and
currency. The following voluntary activities should be consdered when formulating a
comprehendve individud development plan.
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a Rotational Assgnments. Rotational assgnments are a valuable source of experience
and opportunity for growth. They dlow employees to demondtrate their ability to gpply
course knowledge and skills through on-the-job performance, indicating that they have
achieved the desired levd of proficiency. In addition, rotationd assignments promote
positive team relationships through cross-training and exposure to skillsin other
disciplines, in that way enhancing employees gppreciation of how the various functions
contribute to the financia assstance process.

b. Mentoring. Mentoring is a structured, but informal, agreement between two individuals
outside the norma employee/supervisory relaionship, wherein the mentor provides
ass gance to the participant (protege) in hisher career development planning process.
Mentoring can provide valuable coaching and feedback regarding career plans and

choices.
C. Professional Associations. Membership in professiond associations alows financid

assistance personnel to keep abreast of current topics and trends important to job
performance and can provide opportunities for an exchange of knowledge,

experiences, information, and ideas on a variety of issues. Professona associations can
aso provide the acquisition professiond with sources of conferences, seminars,
workshops, video-telecasts, printed literature, research, databases, training, and other
vauable career developing information and opportunities. In addition, professiond
associ ations enable employees to meet others who have smilar interests and careers,
and facilitates networking opportunities.

9. RELATION TO OTHER ACQUISITION WORKFORCE PROGRAMS. The DOE/FACD
complements the DOE Acquisition Career Development Program required of dl GS-1102
Federd personnel.

The DOE/FACD Program is directed primarily at the contract speciaist financia assistance
career employee; however, other members of the DOE acquisition workforce may benefit from
financid assstance training. For example, the Department’ s cost and price analysis personnd,
contracting officer technica representatives and sponsoring program personnd. Contracting
activities are encouraged to tailor courses such as these for such employees. Cost price
andyds, for example, would benefit from the cost principles, and Federd funds management
courses of this curriculum.

Forma acquisition training focused on and gppropriate to their needs and responghilitiesis
available for contracting officer representatives. DOE O 541.1A, APPOINTMENT OF
CONTRACTING OFFICERS AND CONTRACTING OFFICER REPRESENTATIVES,
contains the minimum quaification requirements for contracting officer representatives.
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APPENDIX A

FINANCIAL ASSISTANCE CAREER DEVELOPMENT
AND CERTIFICATION CURRICULUM

Federal Financial Assistance. This course introduces Department of Energy (DOE) employeesto
the basic processes and gpplications of the Federal financid assstance program. Entry-level personnd
who take this course will gain the ability to negotiate, award, and administer a Federd financid
assgtance ingrument. Evening reading isrequired. Topicsinclude types of assstance, overview of
ass stance requirements, selection process, determining and negotiating avard details, making the
award, and post-award management of an assstance insgrument. Students gain in-depth experience
with cooperative agreements and the key feature that distinguishes these instruments from other award
instruments (i.e., awarding agency subgtantia involvement). Length 5 days.

Cost Principles: Office of Management and Budget (OMB) Circulars A-21, A-122, and A-87.
In this course, students gain afirm grounding in the basic premises underlying dl of the sets of cost
principles, aswdl as practica experience gpplying each set of cost principles to asssance agreement
gtuaions. Studentswill discuss reasonableness and dlocability of codts, classify costs astypicaly
direct or indirect, and determine the alowability of selected items of cost. The course will include
discusson of highly visble problems (e.g., lobbying costs). Acquisition budget negotiations will be
contrasted to financid assistance budget andyss. Students will perform a cost andysis of agrant
budget and identify cost areas requiring explanation. Length 2 days.

Federal Funds Management. Students will gain the basic skills needed to determine whether current
and prospective Federd award recipients have adequate business systems and are capable of managing
Federd funds, whether adetermination of financid responghility is possble, and when it may be
necessary to impose specia award conditions. Students will discuss and develop specia award
conditions. Studentswill review arecipient’s business management systems to identify deficiencies and
determine gppropriate corrective actions and will use cost reports and audit reportsto assessa
recipient’s management capabilities.

Students will gain an in-depth understanding of the audit requirements for Federa grants. Students will
review OMB Circular A-133 audit requirements, review audit report excerpts, and discuss the
sgnificance of audit findings and an adequiate recipient response. Mgor topics include OMB Circular
A-133, A-133 Compliance Supplement, General Accounting Office Y dlow Book, American Ingtitute
of Certified Public Accountants audit standards, audit process, mgor program determinations,
assessing program risk, internd controls and compliance testing, monitoring the auditor’ s performance,
single audit reporting, follow-up, and resolution. Students dso learn when and under what
circumstances they may need to obtain specid audits of their own. Length 2 days.
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PROJECT MANAGEMENT CAREER DEVELOPMENT PROGRAM MODULE

1. OBJECTIVES. To establish requirements and responsibilities for the Department of
Energy (DOE) Project Management Career Development Program (PMCDP), including
instituting certification, knowledge, and development requirements for all DOE project
directors with line management responsibility for DOE capital asset projects (CAPs).

2. BACKGROUND. The Department recognizes the criticality of successful projects, and
project management has become a focal point of improvement efforts. Project
management centers of excellence (e.g., project management offices), training programs,
and organization change programs to improve project management practices are
increasingly common parts of Departmental strategic plans to improve organizational
effectiveness. In 1998, DOE defined its acquisition workforce to include contract
specialists/contracting officers, purchasing agents, financial assistance specialists,
property managers, and project directors under DOE’s umbrella directive DOE O 361.1,
Acquisition Career Development Program, dated 11-10-99, establishing training and
certification requirements for the acquisition workforce. In 2001, the effort to develop a
formal training and certification program was initiated by the Deputy Secretary,
consistent with recommendations from internal DOE reports, General Accounting Office
reports, and a 1999 National Research Council Report. As a result of the importance of
projects to the Department, on January 17, 2001, the Deputy Secretary of Energy directed
the DOE Office of Engineering and Construction Management (OECM) to establish the
DOE PMCDP. This program has defined necessary DOE project management
knowledge, skills, and abilities; DOE project management training requirements; a DOE
career development tracking system; and a DOE project management certification
program. The Deputy Secretary directed OECM to develop a PMCDP module to be
included in DOE O 361.1, as a component of the DOE acquisition workforce program.
On March 31, 2003, the Deputy Secretary directed implementation of DOE M 413.3-1,
Project Management for the Acquisition of Capital Assets, dated 3-28-03. A key change
introduced in the manual is the change in title of Federal “project manager” to “project
director.” The PMCDP Module establishes a well-defined career path for project
directors that includes certification, minimum training and continuing education (CE)
requirements, and project responsibilities that are commensurate with clearly defined
qualifications. The PMCDP has been approved by the Office of Management and Budget
and the Office of Personnel Management.

3. APPLICABILITY.

a. DOE Elements. Except as noted in paragraph 3c, the PMCDP Module applies to
all DOE elements listed in Appendix A, including the National Nuclear Security
Administration (NNSA).

b. Contractors. The requirements in the PMCDP Module do not apply to DOE
contractors.

Vertical line denotes change.
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C. Exclusions. The requirements in the PMCDP Module do not apply to the
Bonneville Power Administration.

4. REQUIREMENTS.

a. DOE project directors must attain the following certification levels before they
are delegated authority for CAPs with the following total project cost (TPC)
limits.

J Certification Level 4: TPC exceeding $400 million (M)
J Certification Level 3: TPC between $100M and $400M
J Certification Level 2: TPC between $20M and $100M
. Certification Level 1: TPC between $5M and $20M

The TPC is an aggregate dollar value for all projects currently managed by an
individual. At the discretion of the field element manager, with program
Secretarial Officer and OECM concurrence, project director positions for projects
with greater complexity, visibility, and/or importance may be designated for a
higher certification level than the TPC, as shown above, might otherwise justify.
(This provision also applies to projects with TPC less than $5M).

b. DOE project directors must be certified according to the guidance contained in
this module (Appendix B) and separately issued certification and equivalency
guidelines (CEG) and have their certifications approved by the DOE Certification
Review Board (CRB) or the NNSA Administrator, as appropriate.

C. Field element managers or their designees will approve the completion of
individual competencies and requirements.

d. A CRB will be established and cochaired by the OECM director and the
Administrator, NNSA, or their designees and will issue all project management
certifications. For NNSA employees, the CRB will make certification
recommendations to the NNSA Administrator who will approve the certification
actions.

e. The director of the OECM and the Administrator, NNSA, will approve project
management certifications, subject to the provisions of paragraph 4d above,
within 24 months of having all certification elements of the PMCDP in place and
performing as necessary to support the effective implementation of the
certification guidelines described in Appendix B. This phased approach to
implementation provides time for OECM to complete all PMCDP design and
implementation activities and for affected programs and projects to plan, budget,

Vertical line denotes change.
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and schedule program- and project-specific PMCDP implementation
requirements.

(1) This module does not have a “grandfather” provision for project
management certification, and the CRB will not issue a certification based
solely on the candidate’s incumbency before the effective date of DOE
O 361.1.

(2) During the 24-month transition period, incumbent project directors will
retain their project management functions and authorities.

3) Field element managers and OECM will use equivalencies as appropriate
during this 24-month phase-in period.

(4) Incumbent project directors who fail to attain certification within the
24-month transition period will be ineligible for project director
promotions or lateral transfers to other project director positions.

The CRB will approve the project director’s certification according to the
certification requirements included in Appendix B of this module. The CRB must
ensure education, experience, grade, training, skills, and knowledge are
commensurate with delegated project management authorities. OECM will issue
guidelines for equivalencies (the CEG).

To maintain certification, project directors must biennially complete 60 hours of
CE development. (Appendix B contains an explanation of credit-to-hour
equivalencies.)

All candidates for PMCDP certification must have individual development plans
(IDPs) that address planned training and course work, details, rotational
assignments, mentor-protégé assignments, and other developmental activities
defined in this module.

All waivers will be approved by a formal memorandum from the director of
OECM or his/her designee.

RESPONSIBILITIES.

Program Secretarial Officers and Field Element Managers (including operations
offices, site offices, area offices, project offices, and service centers).

(1) Ensure their Federal project directors are certified according to this
module and at the appropriate level (i.e., Level 1, 2, 3, or 4) before
authority for projects is delegated to those individuals.

Vertical line denotes change.
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Identify and select DOE project management certification candidates and
identify their respective CAPs within 90 calendar days of the effective
date of DOE O 361.1.

Select candidates based on the qualification requirements in the PMCDP
Module and submit applications for project director certification to the
CRB for review and approval within 12 months of selection for new hires,
reassignments, or promotions/advancements.

Direct project directors’ supervisors to identify training needs for each
project director according to the requirements of this module, and budget
for these recurring project management training needs on an annual basis.

Ensure project directors are provided the appropriate developmental
assignments and experience needed to progress to higher levels of
certification.

Ensure project directors develop and execute IDPs consistent with the
training, experience, and development requirements defined in this
module.

Ensure appropriate training and CE requirements are satisfied in a timely
manner to maintain the project director’s certification.

Refer all incumbent project directors to the Headquarters CRB for
certification.

Approve individual competencies (requirements) and track the
certification status of project directors.

Provide OECM with quarterly updates of each project director’s project
assignments, training, developmental assignments, and certification status.

Ensure training and certification records for project directors are
accumulated and maintained in the DOE Corporate Human Resource
Information System (CHRIS)/Employee Self-Service (ESS).

Ensure each project director’s training and certification records are
accurate and are maintained in both the DOE CHRIS/ESS and auditable
files.

Reassign Federal employees whose certifications are cancelled under
paragraph 5¢(9) of this module to duties other than the management of
DOE CAPs, and cancel any incentive pay provided under paragraph
5a(17).

Vertical line denotes change.
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(14) At the discretion of the field office manager and commensurate with
contract management practices at the site, provide certified project
directors with formal contracting officer representative authority once
project directors have received the required training and their technical
contract administration competency is verified.

(15) Nominate project directors as candidates for the industry rotation program
sponsored by the Office of Management, Budget and Evaluation,
Management Services Division, as developmental assignments.

(16)  Establish a project management function that—

(a) serves as a “homeroom” for project directors;
(b) assigns Level 4 mentors to Level 3 project director candidates;

(c) establishes a voluntary mentoring program for Level 1 and Level 2
project directors;

(d)  provides a forum for exchanging ideas, sharing lessons learned,
and conducting technical presentations and workshops;

(e) tracks the project director’s career path to ensure training,
developmental activities, and experiences are being provided and
used in a manner consistent with the PMCDP defined in this
module; and

6] tracks and reports PMCDP performance measures as identified and
requested by OECM.

(17)  Provide incentives to high performing project directors who attain
certification and hold project management positions by providing
incentives in addition to base pay (subject to budget availability), as
follows:

(a) PMCDP Level 1—5 percent of base pay;
(b) PMCDP Level 2—7.5 percent of base pay; and
(c) PMCDP Levels 3 and 4—10 percent of base pay.

(18) Develop any required incentive pay justifications.

(19) Identify project directors for rotational assignments and details based on
the developmental needs of the project directors.

Vertical line denotes change.
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(20)  Appoint Subject Matter Experts (SMEs) for each competency contained in
the PMCDP, as listed in the CEG.
b. Field Element Managers (including operations offices, site offices, area offices,

project offices, and service centers). In addition to responsibilities identified in

paragraph 5a, field element managers will do the following.

(1) Direct field-level project management SMEs to determine equivalencies
for certification candidates using guidelines established by OECM.

(2) Ensure PMCDP certification is used as a quality ranking factor in all
relevant project management vacancy announcements.

3) Conduct panel interviews for Level 1 and 2 certification as deemed
necessary and appropriate.

(4) Use model project director position descriptions developed by the Office
of Human Resources [paragraph 5d(6)] to the maximum extent practical.

(%) Pay for Project Management Institute Project Management Professional
testing fees.

(6) Direct field training coordinators to track the completion of competencies
and CE units in the DOE CHRIS/ESS.

(7) Maintain auditable records of project director training.

(8) Establish DOE project director homeroom systems that track and advocate
the career development of DOE Federal project directors.

c. Director, Office of Engineering and Construction Management.

(1) Selects membership (using program and field nominations) to and
cochairs the CRB; conducts initial panel interviews and followup
interviews, as necessary, of all Level 3 certification candidates and Level
4 certification candidates that are new DOE hires; and issues project
director certifications (subject to the provisions of paragraph 4d for NNSA
employees) in accordance with Appendix B to this module. (These
responsibilities may be delegated one level.)

(2) Ensures all DOE CAP project directors are certified according to the
requirements of the PMCDP Module.

3) As cochair of the CRB, and in coordination with the NNSA Administrator,

approves all waivers for Level 1 through Level 4 candidates. [Note:
Responsibility may be delegated per paragraph 5c(1) above.]

Vertical line denotes change.
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Develops an annual complexwide project director needs assessment and
statistics on project director retention using CHRIS.

Tracks the development of certified project directors, and notifies project
directors and their supervisors of training and developmental needs.

Develops, issues, and maintains PMCDP guidance and the Project director
CEG.

If an incumbent project director fails to attain approved certification in the
24-month transition period, provides notification to the incumbent project
director and his/her supervisor that the candidate has 90 days to attain
certification. If the candidate has not attained certification after the 90-day
period, notifies the project director and his/her supervisor that the
incumbent project director is not certified to manage CAPs at the TPC
level currently managed.

Reviews quarterly reports on CE status and provides 90-day notification to
certified project directors and their supervisors of pending revocation of
certification when CE requirements for maintaining certification are not
met.

Unless extenuating circumstances such as illness or military service
prevent a project director notified under paragraph 5¢(8) from remedying
identified deficiencies, revokes certification after the 90-day notification
period has been exceeded without appropriate remedial action, and notifies
the project director’s supervisor that the certification has been revoked.

Establishes, in conjunction with the Office of Management Systems and
Services, formal agreements between public and private sector
organizations to provide certified project directors rotational assignments
and details.

Reviews and approves CE credits and preapproves training equivalencies
for courses not specifically listed in the core training requirements defined
in Appendix B of this module.

Annually evaluates project management training needs and ensures
appropriate training capacity is available through the Office of Human
Resources Management or other sources.

'Formerly certified project directors will be considered eligible to apply to OECM for recertification after revocation of
certification. The individual must successfully complete 60 hours of training in appropriate subjects before such

application.
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Establishes, tracks, and reports PMCDP performance measures to the
Deputy Secretary on an annual basis.

Assists program offices and field elements in developing any required
justifications for pay incentives.

Assists program offices and field elements in developing any required
justifications for pay incentives.

Manages the initial, recurring training, including prototype, for 18 months
past the implementation date.

(a) Ensures appropriate training that satisfies the training requirements
defined in this module is available to DOE project directors.

(b) Ensures priority for placement in training courses and in
developmental assignments is given to incumbent project directors.

d. Director, Office of Human Resources.

(1

2)

3)

(4)

Supports the PMCDP through maintaining certification records, training
and development needs, and project assignments on the DOE CHRIS.

Works in concert with OECM to transition the training management
responsibility to the Office of Training and Human Resource
Development after 18 months of initial delivery from the implementation
date.

(a) Provides continuing support for the PMCDP by ensuring
appropriate training that satisfies the training requirements defined
in this module is available to DOE project directors.

(b) Ensures priority for placement in training courses and in
developmental assignments is given to incumbent project directors.

Ensures PMCDP certification is used as a quality-ranking factor in all
relevant project management vacancy announcements.

Ensures appropriate pay incentives are awarded for attainment of PMCDP
certification and subsequent high performance in accordance with
paragraph 5a(17) of this module.
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(5) Assists OECM, program offices, and field elements in developing any
required justifications for pay incentives.

(6) Develops and maintains model project director position descriptions for
each of the four levels of PMCDP certification.

e. Certified Project directors.

(1) Maintain certifications according to requirements of the PMCDP Module.

(2) Ensure their IDPs reflect the training, CE, and work and development
requirements defined in Appendix B.

3) Provide feedback on the effectiveness of the PMCDP certification
program, identifying additional training and CE needs.

(4) Assist with training, mentoring, and certification of other project directors.

6. CONTACT. For more information about this Order, please contact Rajeev Railan at
202-586-3620.

Vertical line denotes change.
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APPENDIX A. DOE ORGANIZATIONS TO WHICH DOE O 361.1, ATTACHMENT 4,
IS APPLICABLE

Office of the Secretary

Chief Information Officer

Office of Civilian Radioactive Waste Management

Office of Congressional and Intergovernmental Affairs
Office of Counterintelligence

Departmental Representative to the Defense Nuclear Facilities Safety Board
Office of Economic Impact and Diversity

Office of Energy Efficiency and Renewable Energy

Energy Information Administration

Office of Energy Assurance

Office of Environment, Safety and Health

Office of Environmental Management

Office of Fossil Energy

Office of General Counsel

Office of Hearings and Appeals

Office of Independent Oversight and Performance Assurance
Office of the Inspector General

Office of Intelligence

Office of Management, Budget and Evaluation and Chief Financial Officer
National Nuclear Security Administration

Office of Nuclear Energy, Science and Technology

Office of Policy and International Affairs

Office of Public Affairs

Office of Science

Secretary of Energy Advisory Board

Office of Security

Office of Worker and Community Transition

Southeastern Power Administration

Southwestern Power Administration

Western Area Power Administration

Vertical line denotes change.
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APPENDIX B. DOE PROJECT MANAGEMENT CAREER DEVELOPMENT PROGRAM

I. BACKGROUND

On January 17, 2001, the Deputy Secretary of Energy directed the Office of Engineering and
Construction Management (OECM) to institute a career development program that would
establish Department of Energy (DOE) project management knowledge, skills, and abilities
(KSAs); training requirements; a career development tracking system; and a certification
program. The Deputy Secretary directed OECM to develop a Project Management Career
Development Program (PMCDP) module to be included in DOE O 361.1, Acquisition Career
Development Program, dated 11-10-99, as a component of the DOE acquisition workforce
program. Promulgation of the PMCDP Module through DOE O 361.1 formally institutionalizes
the PMCDP. The PMCDP establishes a well-defined career path that includes certification,
minimum training and continuing education (CE) requirements, and project responsibilities that
are commensurate with qualifications.

II. DOE PROJECT MANAGEMENT CERTIFICATION

The DOE PMCDP establishes guidelines for four certification levels corresponding to
progressively more project responsibility and experience and higher job grades. The four
certification levels are as follows.

o Level 4: Incumbents responsible for projects with total project cost (TPC) exceeding
$400 million (M).

o Level 3: Incumbents responsible for projects with TPC between $100M and $400M.
o Level 2: Incumbents responsible for projects with TPC between $20M and $100M.

o Level 1: Incumbents responsible for projects with TPC between $5M and $20M.

The TPC-based responsibility levels derive from DOE O 413.3, Program and Project
Management for the Acquisition of Capital Assets, dated 10-13-00. The TPC is an aggregate
dollar value of one or more projects under the project director’s authority. (Projects may be
assigned higher levels of certification for a given TPC than listed above for reasons such as
complexity, risk, and visibility.)

OECM has developed a detailed set of KSAs that are necessary to effectively manage projects or
groups of projects with specific TPC ranges. OECM also has developed a set of training,
experience, and development requirements to enable project directors to gain these KSAs. This
section describes the training and developmental activities necessary to attain the KSAs required
at each level of certification and project responsibility.

Vertical line denotes change.



Attachment 4, Appendix B DOE O 361.1 Chg 2
Page B-2 6-13-03

In addition to these certification requirements, Level 3 candidates must successfully complete
DOE Certification Review Board (CRB) panel interviews. New DOE hires for positions
requiring Level 3 or Level 4 certification must also successfully complete CRB panel interviews.
Project directors who were incumbents at Levels 3 or 4 before the date of issuance of DOE

O 361.1 do not have to complete the CRB panel interview.

OECM compared the content of the Project Management Institute Project Management
Professional (PMP) certification requirements to the training, work, and development activity
requirements needed to attain the PMCDP KSAs. The PMP certification was determined to
provide some equivalencies to Level 1 and 2 requirements; therefore, the PMP certification can
be used to satisfy a portion of the training and work and development activity requirements for
those levels. The PMP certification does not provide equivalency at Levels 3 and 4. The
additional training and work and development activity requirements identified below for
individuals with the PMP certification are considered to be gained through Federal government
or DOE-specific work and development activities and training. With PMP certification, there are
a total of 11 training course requirements and 8 work and development activities identified as
necessary to attain the highest level of certification. These requirements are broken out for each
of the respective levels in the following certification standards. Table 1 provides a summary of
the number of requirements both with and without the PMP certification.

In addition to the PMP certification, a Professional Engineer (PE) or Registered Architect (RA)
license provides both—

o Level 1 equivalency for a 1-year assignment as a project engineer or integrated project
team (IPT) member and

o Level 2 equivalency for a 1-year assignment as a project engineer or IPT member on a
post-Critical Decision-3 (post-CD-3) project (see DOE O 413.3) with an
architecture/engineering (A/E) firm or DOE management and operating (M&O)
contractor.

The DOE CRB, cochaired by the director of the OECM or his/her designee, will grant project
management certification based upon the following certification requirements.

1. CERTIFICATION REQUIREMENTS FOR A LEVEL 1 PROJECT DIRECTOR.

a. The candidate must have documentation that the following named courses and/or
courses in the listed subject areas, as appropriate, have been successfully
completed.

(1) Level I Project Management, with the following conditions:

(a) Module I of the Level I Project Management Course (PM
Essentials) or PMP certification and
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(b) Module IT of the Level 1 Project Management Course (PM System
and Practices in DOE), with or without the PMP.

A course on earned value management systems and project reporting or
PMP certification.

A course on the fundamentals of contracting, contract types, bid and

evaluation, and PBI contracting or the PMP certification.

(4) A course on contracting officer’s representatives (CORs).

(5) A course on acquisition strategy and planning.

Table 1. Department of Energy Project Management Career Development
Program Comparison of Training and Work/Development Requirements

Project director
Certification With PMP* Without PMP
Level Certification Requirements | Certification Certification
Level 1 Training Courses 3(Courses) 6(Courses)
Work/Development
Activities O(Activities) 2(Activities)
Level 2 Training Courses 3(Courses) 5(Courses)
Work/Development
Activities 3(Activities) 3(Activities)
Level 3 Training Courses 3(Courses) 3(Courses)
Work/Development
Activities 3(Activities) 3(Activities)
Level 4 Training Courses 2(Courses) 2(Courses)
Work/Development
Activities 2(Activities) 2(Activities)
*Project Management Institute Project Management Professional.
b. The candidate must complete work and development activities that include the

following:
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(1) 1 year’s experience as a project engineer or [IPT member, PMP
certification, or a PE or RA license and

(2) 3 years’ total experience in project management or PMP certification.

2. CERTIFICATION REQUIREMENTS FOR A LEVEL 2 PROJECT DIRECTOR.

a. The candidate must have successfully completed all the Level 1 project director
requirements.

b. The candidate must have documentation of successful completion of the
following.

(1) All of the following Level 2 core courses:

(2)
(b)
(©)
(d)

Level 2 Project Management Course (Advanced PM Concepts),
Project Management Simulation,
Leadership and Supervision, and

either PMP certification or a course on project risk management.

(2) One of the following elective courses:

(a) Cost and Schedule Estimating;

(b) Scope Management, Baseline Development, and Work Breakdown
Structure Development;

(c) Value Engineering;

(d) Integrated Safety Management; or

(e) Federal Budget Process.

c. The candidate must complete the following work and development activities:
(1) 1 year’s experience in supervision or as a team leader;

(2) 2 years’ experience as a Level 1 project director or equivalent; and

3) 1 year on a post-CD-3-phase project, serving as a project engineer with an
A/E firm or DOE M&O contractor, or a PE or RA license. This
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requirement will not apply to project directors who are incumbent project
directors on DOE projects as of the effective date of DOE O 361.1 and are
certified at Level 2 within 2 years of the effective date of the Order. In
addition, this requirement may be waived by OECM, in consultation with
the appropriate program directors and field managers, for project directors
with more than 10 years of Federal experience in project management
roles.

3. CERTIFICATION STANDARD FOR A LEVEL 3 PROJECT DIRECTOR.

a. The candidate must have successfully completed all the Level 1 and Level 2
project director requirements.

b. The candidate must have documentation of successful completion of the
following.

(1) Program Management and Project Portfolio Analysis.

(2) One of the following elective courses (Group A):
(a) Operational Readiness Reviews,
(b) Preproject Planning/Project Alignment,
(c) Systems Engineering, or

(d) National Environmental Policy Act (NEPA) and Environmental
Regulations.

3) One of following elective courses (Group B):

(a) Labor Management Relations,
(b) Performance Based Contracting,
(c) Negotiation Strategies and Techniques, or

(d) Facilitation Techniques and Conflict Resolution.
c. The candidate must have work and development activities that include—

(1) a minimum of 2 years’ experience as a Level 2 project director or
equivalent,

(2) being mentored by a Level 4 project director for 6 months, and

3) serving for 1 year as a COR.

d. The candidate must successfully complete a CRB panel interview.
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4. CERTIFICATION REQUIREMENTS FOR LEVEL 4 PROJECT DIRECTOR

a.

The candidate must have successfully completed all the Level 1, 2, and 3 project
director requirements.

The candidate must complete the Level 4 Project Management Course and one of
the following elective courses:

(1) Advanced Leadership,
(2) Advanced Risk Management, or
3) Strategic Planning.

The candidate must have the following work experience and development
activities:

(1) 2 years’ experience as a Level 3 project director or equivalent and

(2) 1 year in program management at DOE Headquarters. This requirement
will not apply to project directors on DOE projects as of the effective date
of DOE O 361.1 who are certified at Level 4 within 2 years of the
effective date of the Order. In addition, this requirement may be waived
by OECM, in consultation with the appropriate program and field
managers, for project directors with more than 10 years of Federal
experience in project management roles.

Candidates for Level 4 certification who have successfully completed the panel
interview for Level 3 certification do not require a panel interview to attain
Level 4 certification; however, incumbents hired from outside DOE to occupy
Level 4 project management vacancies must successfully complete CRB panel
interviews.

III. TRAINING REQUIREMENTS

The training requirements listed in Section II of this appendix include both the core and elective
course requirements for certification at each certification level. A full description of each course
is provided in the PMCDP curriculum.” The Office of Human Resources Management will
provide training on each of the topics listed in Section II and described in the PMCDP
curriculum. The project director can also acquire training from other sources, including training
provided by OECM-approved commercial vendors, site-specific training programs, and course

1
See Section II.1.a.
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work provided by accredited colleges and universities. Such training must be shown to be
equivalent to the training requirements contained in the PMCDP curriculum and accordingly
approved.

Each certified project director is required to successfully complete 60 hours of training biennially
to maintain certification. Certified project directors and Level 1 candidates should fulfill the CE
credit requirements/requirements necessary to progress to the next level of certification and
project authority by completing the training courses listed in Section II of this appendix.

Certified project directors and Level 1 candidates serving on IPTs may fulfill their training
requirements and CE credits through various sources including colleges, universities, training
venders, short courses, and workshops. OECM will develop and maintain a list of training
opportunities that support topics specified in Section II of this appendix. In addition to the
subject areas listed in Section I, the director of OECM or his/her designee will approve CE
credits and education in subjects related to the management of highly technical DOE projects.
These subject areas may include such topics as accounting, applied mathematics and statistics,
engineering, physical sciences, hazardous material management, environmental management,
maintenance management, and logistics.

Certified Level 4 project directors will have fulfilled all of the training requirements listed in
Section II. It is, therefore, expected that these individuals will fulfill their CE requirements
through completing the electives listed in Section II, leading project management-related
workshops and seminars, and serving as mentors to Level 3 certification candidates (serving as a
mentor to a Level 3 candidate for 6 months provides 30 CE credits). The Level 4 mentor is
expected to take the Departmental mentoring course offered as part of the DOE Technical
Leadership Development Program (see DOE M 426.1-1, Federal Technical Capability Manual,
dated 6-5-00) and will receive CE credits in accordance with the description of CE credit
assignments in Table 2.

IV. INDIVIDUAL DEVELOPMENT PLANS

Project directors and their supervisors are expected to know and understand the training required
and developmental needs to be met to maintain certification and to progress to higher levels of
certification and project authority.

a. Work and Development Activities. The work and development requirements listed in
Section II of this appendix consist of a range of activities. The duration of these work
and development activities ranges from 1 to 3 years. Project directors and their
supervisors need to plan and coordinate these assignments in the project directors’
individual development plans (IDPs) to ensure timely progression to higher levels of
certification.

b. Rotational Assignments. OECM and the Office of Management Systems and Services
will establish agreements with public and private sector organizations to provide project
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directors with high-quality rotational assignments and details. These assignments are
intended to assist project directors in completing work and development activity
requirements and also serve as a means of acquiring a greater depth of experience outside

of DOE and the Federal government.

Table 2. Continuing Education Credit Assignments

Training/Continuing Education (CE)

Opportunity Description Unit DOE CE Credit
Educational portions of technical meetings, 1 hour = 1CE hour
conferences, workshops, and seminars; DOE
training; and focused training and short
courses provided by commercial vendors
Academic courses at an accredited college or 1 semester credit = 15 CE hours
university 1 quarter credit 9 CE hours
Audited academic courses at an accredited 1 semester credit 5 CE hours
college or university 1 quarter credit 4 CE hours
Presentations at workshops, conferences, and 1 formal presentation = 5 CE hours
seminars
Instructing at an accredited college or 1 semester credit 10 CE hours
university 1 quarter credit = 9 CE hours

c. Mentor-Protégé Program. A mentor-protégé arrangement provides the protégé with

access to experienced DOE project directors who can provide guidance and advice in
informal, nonsupervisory settings. Section II of this appendix requires a Level 3
candidate to be mentored by a Level 4 project director for 6 months. The Level 3
candidate should work with his/her supervisor and OECM to identify a Level 4 mentor
and document developmental needs and mentor program plans in his/her IDP.

d. Interviews. To become certified as either a Level 3 or Level 4 project director, a new
hire from outside DOE must complete a rigorous oral examination conducted as an
interview by the CRB. Candidates from within DOE must also successfully complete a
CRB interview. The candidate and his/her supervisor should include plans for
coordinating and scheduling interviews through OECM if the candidate is anticipating
progression to Level 3. The PMCDP curriculum contains a detailed outline of KSAs and
the types of information the candidate will be expected to understand during the
interview process. The project director and his/her supervisor should identify appropriate
formal or informal exercises to prepare the Level 3/Level 4 candidate for the interview,
including dry runs or mock interviews. This preparation should begin at least 6 months
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before the scheduled interviews. If the candidate does not successfully complete the
CRB interview, additional developmental work and a successful second interview will be
required.

e. 3600 Feedback. 3600Feedback will be used to assess certification candidates’ capabilities
and developmental needs. Such feedback will be provided solely to the candidate and
will be used in developing his/her IDP and in preparing for Level 3/Level 4 CRB
interviews.

V. CAREER PATH PROMOTIONS

The Department is committed to recruiting and retaining highly qualified entry level project
directors and developing and training these individuals to progress to the highest levels of
certification and authority. After the PMCDP is institutionalized through implementation of
DOE O 361.1 and a well-defined career path for merit-based promotions has been established,
DOE elements will internally and competitively promote certified project directors to higher
levels of certification and responsibilities in accordance with the requirements in DOE O 320.1,
Acquiring and Positioning Human Resources, dated 9-6-02.

VI. RECRUITING AND RETAINING DOE FEDERAL PROJECT DIRECTORS

The Department’s line management organizations have the challenge to recruit, hire, and retain
high quality, skilled project directors. It is the responsibility of the program, operations, and
field offices to recruit highly qualified project directors. Several incentives promulgated through
Federal laws and regulations are available to enhance the Department’s ability to recruit project
directors. Major recruitment incentives defined and established in Office of Personnel
Management (OPM) regulations include the following:

. recruitment bonuses,

° relocation bonuses,

o superior qualifications appointments,

J excepted service hiring authority,

o dual compensation restriction waivers, and
o travel (relocation) expenses.

Line management organizations, to the extent practicable, will use these incentives and flexible
hiring tools to hire high quality project directors who would otherwise decline Federal service for
the commercial sector.
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Important retention incentives promulgated in OPM regulations include the following:

° retention allowances,
° relocation bonuses,

. Agency awards, and
J quality step awards.

The use and applicability of these important tools is summarized in DOE G 426.1-1, Recruiting,
Hiring, and Retaining High-Quality Technical Staff; a Manager’s Guide to Administrative
Flexibilities, dated 12-10-98.
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SUBJECT: DOE Order 361.1, Acquisition Career Development Program
1. PURPOSE: The comment resolution process for DOE Order 361.1 Addition of Financial
Assistance Training Module identified 2 errors in the DOE Order which require correction.
2. EXPLANATION OF CHANGE: This administrative change corrects the references listed
below:

. At page 5, section 7.c., “Public Law 93-400, enacted in 1995" should be corrected to
read ‘“Public Law 104-106, enacted in 1996.”
. At page 6, section 7.e., “Public Law 93-400" should be corrected to read “Public Law

104-106.”
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