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PREFACE

____________________________________________________________________________________

The Department of Health and Human Services (HHS) has had a successful training program since the early 1970s.  In 1977, the HHS Certification Program was established and linked to the HHS Training Program.  Executive Order 12352 on Federal Procurement Reforms, dated March 17, 1982, required each executive department and agency to “Establish career management programs, covering the full range of personnel management functions that will result in a highly qualified, well managed professional procurement work force.”  The Office of Federal Procurement Policy (OFPP) issued recommendations for establishing agency programs, one of which included establishing a “Procurement Career Development Program.”  In 1990, the HHS Acquisition Career Development Program was launched.

OFPP Policy Letter 92-3, dated June 24, 1992, issued by the OFPP, requires that everyone in the GS-1102 job series, uniformed personnel in comparable positions, and all personnel who have been appointed as Contracting Officers in accordance with the Federal Acquisition Regulations (FAR) Subpart 1-6, are required to attain an appropriate level of skill in contract management duties.  This requirement extends to those engaged in simplified acquisition activities, as well as those designated to serve as project officers on Government contracts.  The Letter also established a Government-wide standard and associated policies for competency-based training and related on-the-job training necessary to attain an appropriate level of skill in each task in the Federal Acquisition Institute’s (FAI’s) Contract Specialist’s Workbook.

There is a difference between the requirements of Policy Letter 92-3 and those under the HHS Certification Program.  The Policy Letter requires only that individuals attain competency in performing tasks; it does not take into account the maturity of judgment gained through years of actual work experience, which is a major element in attaining certification under the HHS Certification Program.  The relationship between the two is that HHS uses its training program as one means of determining competency prescribed under the Letter.  It does not mean that an individual who attains competency in the contract management duties prescribed by OFPP will automatically be eligible for certification under the HHS Certification Program.

In FY 2001, HHS changed its existing acquisition training course curriculum to one that parallels more closely with many of the acquisition courses offered by other civilian agencies, while teaching the competencies contained in the Contract Specialist’s Workbook.  Many of these new courses are equivalent to Defense Acquisition University (DAU) courses.  HHS courses or their equivalents completed prior to October 1, 2000, still count toward certification.  

The new acquisition courses have been reviewed by the American Council on Education (ACE) and contain recommendations for college-level credit.  However, acceptance of ACE credit recommendations is at the discretion of the institution and may depend on such variables as the specific department or school within the college or the major and minor areas of concentration.  A list of ACE participating colleges and universities can be downloaded at http://www.acenet.educ/calec/corporate/partic-univ-U.html. 

As the business agents of the Government, contracting officers provide a critical link between the agencies and contractors. As such, formal and on-the-job training is critical to ensure that HHS personnel are able to effectively perform their acquisition functions;  the HHS Acquisition Training Program is designed to meet formal training needs.

This Handbook provides information about the HHS  Acquisition and Project Officer Training and Certification Programs.  It is intended as a management tool for supervisors in counseling employees in career development in the acquisition field.  Employees will find it useful in identifying their training needs to enhance their capabilities and in fulfilling certification requirements.
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 ACQUISITION TRAINING COURSES
____________________________________________________________________________________

The HHS  Acquisition Training Program provides competency-based classroom training in  simplified acquisitions and contracts, as well as courses designed to meet the specific needs of program personnel who have responsibilities in the acquisition process.  Employees who require training to achieve certification are given priority over employees who are taking courses for other reasons.  An alphabetical list of available courses is provided below.  In addition to the content description, length, and learning objectives listed for each course, information is also provided on the HHS-developed course replaced, the number of college credits recommended by the  American Council on Education (ACE) (if applicable), and whether a course is equivalent to a Defense Acquisition University (DAU) course.

ACQUISITION PLANNING I






10 DAYS
Acquisition Planning I deals with many of the presolicitation activities necessary to properly plan and document an agency requirement.  In addition to the Acquisition Plan itself, students will learn requirements forecasting, market research, purchase request preparation, and other presolicitation activities.  The course is designed around a comprehensive set of learning objectives that are achieved through lecture-discussion, practical exercises, and case-study techniques.  These objectives are designed to expose students to every aspect of the acquisition planning process relevant to journeyman contract specialists.  The target audience for this course consists of personnel involved in the contract specialist (GS-1102) career path, and others involved in the planning of requirements and monitoring contract performance.

LEARNING OBJECTIVES: Students will receive training on how to discuss requirements forecasting; conduct market research; create purchase requests; plan acquisitions; understand the importance of statements of work in the acquisition process; determine commerciality of supplies and services; discuss leasing v. purchasing; identify sources of supply; distinguish between personal and nonpersonal services; understand the importance of competition, explain methods of acquisition; define various contract types; discuss price and non-price related evaluation factors; understand how financing can be used in government purchasing; and adequately document the steps in acquisition planning.

This course replaces the HHS Basic Acquisition course.  ACE recommends 3 semester hours of college credit.  Acquisition Planning I, COMBINED with Contract Formation I and Contract Administration I, is equivalent to DAU Course CON 101, Basics of Contracting.
ACQUISITION PLANNING II






5 DAYS
This course is designed around a comprehensive set of learning objectives that are achieved through lecture-discussion, practical exercises, and case study techniques.

The target audience for this course consists of personnel involved in the contract specialist (GS-1102) career path.  Others involved in the planning of complex requirements will find the course helpful in executing their assigned responsibilities.  A minimum of one year of experience in the contracting field is recommended as preparation for this course.

LEARNING OBJECTIVES: This course provides training on how to formulate a management plan and an acquisition plan for a given purchase; analyze market research data to determine its adequacy and impact on an acquisition; assess requirements documents and recommend commercial or non-commercial acquisition processes; identify problems with patent and data rights and appropriate actions in various purchase situations; for specialized service contracts, distinguish whether they are for inherently Governmental functions, or advisory and assistance services, and determine whether there are potential conflicts of interest; determine whether to furnish Government property in contract situations; select an appropriate level of competition and complete all appropriate competition-related actions; determine whether and how to provide for recurring requirements; apply numerous Government financing methods and complete the appropriate provisions and clauses for inclusion in the solicitation, distinguish the types of situations that require bonds and the acceptance/rejection requirements; analyze non-cost evaluation factors for award and determine how to apply them; and develop a source selection plan.

Acquisition Planning II replaces the HHS Advanced Simplified Acquisition course.  ACE recommends 2 semester hours of college credit.  This course, COMBINED with Contract Formation II and Contract Administration II, is equivalent to DAU Course CON 202, Intermediate Contracting.
CONSTRUCTION CONTRACTING





5 DAYS
The course examines the history of construction contracting in the Government.  This provides a framework for the differences between construction and other areas.  Lecture-discussion is supplemented with case study work to provide the student with practical knowledge and experience in understanding construction contracting problems and creating solutions for them.

The target audience for this course consists of personnel involved in the GS-1102 career path who are or may become involved with construction requirements.  Others involved in the development, management, or administration of construction contracts will find the course helpful in executing their responsibilities.  A minimum of one year of experience in the contracting field is recommended as preparation for this course.

LEARNING OBJECTIVES: Training is provided on how to devise a construction acquisition plan; recognize the situations in which an IFB or RFP would be the most appropriate solicitation type for a construction requirement; in both sealed bid and negotiated situations, analyze bid/proposal documents and select appropriate awardees; identify the critical elements of a quality control plan for construction; diagnose, troubleshoot, and determine the appropriate compliance approach in various contract administration situations; appropriately execute modifications to construction contracts; ensure costs of construction contract invoices are allowable and allocable; be able to process invoices for progress payments; and conduct contract closeout.

This course replaces the HHS Construction Contracting course.  ACE recommends 2 semester hours for college credit.
CONTRACT ADMINISTRATION I





5 DAYS
This course takes students through the various facets of postaward contract administration - everything from the postaward orientation conference to contract closeout.  Lecture-discussion is heavily supported by practical exercises and case studies to cover a comprehensive group of learning objectives required by the Federal Acquisition Institute (FAI).  After instruction in the basic concepts, students are expected to demonstrate their knowledge by completing individual and group exercises.

The target audience for this course consists of members of the contract specialist career path.  Others involved in contract administration activities will also find the course helpful.

LEARNING OBJECTIVES: Instruction is given on how to plan and conduct a post-award orientation conference; manage Government property used in a contract; plan and execute various contract modifications, including the negotiation of appropriate equitable adjustments; exercise options in Government contracts; conduct inspection and acceptance activities; monitor contracts effectively; exercise appropriate levels of financial management in Government contracts; understand and apply remedies for unacceptable performance; resolve contractor claims; conduct contract terminations; and close out contracts.

Contract Administration I, together with Contract Administration II, replaces the HHS  Basic Contract Administration course, the HHS Advanced Contract Administration I course, and the  Advanced Contract Administration II course.  ACE recommends 2 semester hours of college credit.  This course, COMBINED with Acquisition Planning I and Contract Formation I, is equivalent to DAU Course CON 101, Basics of Contracting.
CONTRACT ADMINISTRATION II





5 DAYS
Contract Administration II covers the post-award activities required to manage a contract in more extensive detail than Contract Administration I.  Additionally, the course addresses a number of special topics that are not discussed in Contract Administration I.  The course is designed around a

comprehensive set of learning objectives that are achieved through lecture-discussion, practical exercises, and case study techniques.  

The target audience for this course consists of personnel involved in the contract specialist career path.  Others involved in the administration of complex contracts will find the course helpful in executing their responsibilities.  A minimum of one year of experience in the contracting field is recommended as preparation for this course.

LEARNING OBJECTIVES: Instruction includes discussion on how to formulate a contract administration plan and post-award orientation agenda; identify the circumstances prohibiting modification and apply procedures for completing a modification; discuss various labor and environmental laws used in Government contracts; formulate appropriate positions on various financial management problems; apply valuable alternatives and procedures for situations involving limitations of cost in cost-reimbursable contracts; determine the procedures for obtaining disclosure statements and ensuring compliance with Cost Accounting Standards; analyze, select, and apply potential contract remedies and evaluate the contractor’s resulting overall performance in response to various contract administration problems; determine whether to consent to subcontracts and provide support for the determination; illustrate procedures for making contract adjustments based on a contractor’s performance; apply policies and procedures for monitoring the acquisition, control, and disposition of Government property; consider whether a termination action is in the Government’s best interest and develop a plan to resolve the situation; analyze contractor claims and apply appropriate procedures for resolving them; and analyze pertinent factors and take actions necessary for contract closeout.

Together with Contract Administration I, Contract Administration II replaces the HHS Basic Contract Administration course, the HHS Advanced Contract Administration I course, and the  Advanced Contract Administration II course.  ACE recommends 2 semester hours of college credit.  Contract Administration II, COMBINED with Acquisition Planning II and Contract Formation II, is equivalent to DAU Course CON 202, Intermediate Contracting.

CONTRACT FORMATION I 






5 DAYS
This course provides a comprehensive study of the fundamentals of the solicitation and award process in Government acquisition.  Students will be introduced to commercial and non-commercial acquisition procedures and will explore oral and written solicitation techniques.  The lecture-discussion sessions of the course are heavily supplemented by group exercises and case studies to provide students with practical experience in the application of learning objectives.

Target audience for this course consists of members of the GS-1102 career path.  Program managers, technical managers, and others who are involved with the acquisition process will also find the course helpful.

LEARNING OBJECTIVES: Discussion includes conducting oral solicitations for commercial purchases when appropriate; preparing appropriate solicitation documents; identifying significant differences between solicitations for commercial items and solicitations for non-commercial items; recognizing procedures for responding to inquiries on solicitations; preparing proper solicitation amendments, including cancellation notices; following appropriate steps in processing proposals and quotes; assessing findings and recommendations based on technical and other non-price factors, including past performance; conducting cost/price evaluations; determining the need for discussions; establishing the competitive range; and conducting effective negotiations; determining contractor responsibility; preparing appropriate contract award documents; conducting debriefings of unsuccessful offerors; preparing contract administration plans; and assisting as appropriate with vendor protests.

This course replaces the HHS Basic Simplified Acquisition course and the HHS  Basic Contracting by Negotiation course.  ACE recommends 2 semester hours for college credit.  Contract Formation I, COMBINED with Acquisition Planning I and Contract Administration I, is equivalent to DAU course CON 101, Basics of Contracting.
CONTRACT FORMATION II






5 DAYS
Contract Formation II discusses the solicitation and award activities required to form a Government contract in more detail than Contract Formation I.  Additionally, the course addresses a number of special topics that are not discussed in Contract Formation I.  The course is designed around a comprehensive set of learning objectives that are achieved through lecture-discussion, practical exercises, and case study techniques.

The target audience for the course consists of personnel involved in the GS-1102 career path.  Others involved in the formation of contracts will find the course helpful in executing their assigned responsibilities.  A minimum of one year of experience in the contracting field is recommended as preparation for this course.

LEARNING OBJECTIVES: Discussion includes how to explain the procedures and prepare instructions for both oral presentations and written solicitations; identify the steps in determining a fair and reasonable price; analyze non-price evaluations, including past performance evaluations, and other terms and conditions that satisfy Government requirements; justify the decisions regarding discussions and the composition of the competitive range in various purchase situations; analyze the steps used in discussing proposals; evaluate the make-or-buy program and the subcontracting plan of a proposal; critique a responsibility determination in a complex acquisition; prepare an award decision for a competitive negotiated acquisition; plan a proposed debriefing; and analyze the recommended resolution of a protest.

Contract Formation II replaces the HHS Advanced Contracting by Negotiation course and the HHS Research and Development course.  ACE recommends 2 semester hours for college credit.   This course, COMBINED with Acquisition Planning II and Contract Administration II, is equivalent to DAU Course CON 202, Intermediate Contracting.
COST ANALYSIS








5 DAYS
This course employs a combination of lecture-discussion, case study, and practical exercise techniques to provide training to cover the comprehensive set of learning objectives established by FAI.  Students learn which of many approaches to cost analysis should be applied to different pricing situations.  In addition, students will have the opportunity to use such approaches to answer particular pricing questions.

Target audience for the course consists of members of the contract specialist career path.  Other personnel involved in contract pricing decisions will find the course helpful.

LEARNING OBJECTIVES: Instruction includes discussion of various contract costs; understanding cost-estimating methods; obtaining cost or pricing data from contractors; determining cost allowability; performing should-cost analysis; recognizing relevant cost analysis data; analyzing direct material, labor, and other direct costs, as well as indirect costs; analyzing facilities capital cost of money; analyzing profit or fee; using weighted guidelines and structured approach techniques in profit analysis; and preparing  for negotiation.

Cost Analysis replaces the HHS  Basic Cost and Price Analysis course.  The ACE recommendation for college credit is 2 semester hours.  This course, COMBINED with Price Analysis and Federal Contract Negotiation Techniques, is equivalent to DAU Course CON 104, 
Principles of Contract Pricing.
FEDERAL CONTRACT NEGOTIATION TECHNIQUES


5 DAYS
This course takes students through the various aspects of the negotiation process.  This includes the reasons for negotiation, human characteristics that influence the negotiation process, presentation skills, and negotiation strategies.  Through a combination of lecture-discussion sessions, case studies, and practical exercises, students will learn to formulate negotiation objectives, plan and execute negotiation strategies, and get real-time feedback on the effectiveness of their approach.

LEARNING OBJECTIVES: Discussion includes how to describe general negotiation concepts; describe the “fact-finding” process; develop a negotiation plan; recognize and interpret nonverbal clues used in negotiations; prepare for negotiations in competitive and non-competitive situations; apply various bargaining techniques; recognize a variety of negotiation tactics; select and apply win/win negotiation tactics; recognize tactics used by the other party; and counter win/lose tactics.

This course replaces the HHS Arts and Techniques of Negotiation course.  The ACE recommendation for college credit is 2 semester hours.  Federal Contract Negotiation Techniques, COMBINED with Cost Analysis and Price Analysis, is equivalent to DAU Course CON 104, Principles of Contract Pricing.

GOVERNMENT CONTRACT LAW





10 DAYS
This course discusses the impact of the legal system on the process of Government contracting.  A variety of topics are covered, including the legal framework in which the contracting process is conducted, various federal statutes that affect the contracting process, the variety of regulations that govern the process, and the impact of judicial and administrative review on Government contracting.  Text material and instructor lecture are heavily augmented by case studies and practical problems.  This allows students to understand the numerous legal concepts and ideas presented in the course, as well as see them applied to actual situations.

The target audience consists of personnel involved in the GS-1102 career path.  Others interested in Government contracting will also find the course helpful in executing their responsibilities.

LEARNING OBJECTIVES: This course includes discussion of the legal framework within which the contracting process operates; the fundamental concepts of contracting such as the elements of a contract, rules of agency, and business ethics; the various structures used to formulate Government contracts; the protest process used in Government contracts, and the role of the contracting officer in protests; the contract clauses and procedures applicable to Government property used in contracts; the contract clauses and procedures applicable to contract funding and fiscal matters; the contract clauses applicable to labor, socio-economic, and environmental issues; policies and procedures associated with fraud, Truth in Negotiations Act issues, and suspension and debarment actions; the contract clauses and procedures associated with delivery, acceptance, and warranties; the contract clauses and procedures associated with contract changes; the contract clauses and procedures associated with contract disputes; and the contract clauses and procedures associated with contract terminations.

Government Contract Law replaces the HHS  Basic Contract Law course and the HHS Advanced Contract Law course.  ACE recommends 3 semester hours for college credit.  This course is equivalent to DAU Course CON 210, Government Contract Law.
INTERMEDIATE CONTRACT PRICING




10 DAYS
This course relies heavily on case studies and practical exercises to ensure that students understand the learning objectives and can apply them.  There is, of course, some lecture required to present various mathematical and analytical concepts, but students will work daily in small groups to cement the learning.

This is an advanced course, and, as such, should not be taken by the casual student who only requires an introduction to contract pricing.  Students in this course should be contract specialists and others who are actively involved in complex contract pricing activities.  A minimum of one year of experience in the contracting field is recommended as preparation for this course.

LEARNING OBJECTIVES: This course discusses how to solve problems using various statistical techniques; examine indirect cost composition, importance, and allowability using Cost Accounting Standards; structure and apply a variety of fixed price and cost-reimbursable compensation arrangements to contract situations; determine appropriate settlements under various termination situations; use Net Present Value (NPV) as an analytical tool; make appropriate use of price index numbers in economic price adjustment contracts; use market research as a tool in commercial-item pricing; use various techniques for pricing equitable adjustments; identify and adjust for defective pricing; apply improvement curve (learning curve) theory to cost and price analysis; apply work measurement concepts to cost and price analysis; and make unabsorbed or extended indirect cost calculations using the Eichleay Formula.

Intermediate Contract Pricing replaces the HHS Advanced Cost and Price Analysis course and the HHS Cost Analysis Workshop.  ACE recommends 3 semester hours for college credit.  The course is equivalent to DAU Course CON 204, Intermediate Contract Pricing.
PERFORMANCE-BASED SERVICE CONTRACTING



As a result of the Government Performance Results Act (GPRA) and agency interest in obtaining improved contractor performance, agencies are increasing their use of Performance-Based Service Contracting (PBSC) methods to ensure that contractual objectives are achieved.  This course includes the latest PBSC guidance and samples issued by the Office of Federal Procurement Policy (OFPP).  The PBSC acquisition process is covered in detail to provide in-depth explanation of the benefits (and challenges) of PBSC contracting.

Through lecture, quizzes, and exercises, a student will learn how PBSC contracting relates to program and acquisition activities.  In addition, this course teaches whether a requirement is a candidate for the PBSC contracting method.

LEARNING OBJECTIVES: Instruction is given on the history, purpose, and benefits of PBSC contracting; explaining Performance Work Statements (PWSs); developing performance indicators, standards, and acceptable quality levels; defining the roles of various participants in the PBSC process; writing Quality Assurance Surveillance Plans; discussing positive and negative incentives used in performance-based services contracting; and determining whether the PBSC method is appropriate for specific agency requirements.

Several variations of this course are offered, as listed below.  Although these courses parallel each other in terms of how to write, review, and improve a performance-based statement of work, they differ in coverage in that case studies and discussions focus on the unique characteristics of the particular type of requirement.

–
RESEARCH AND DEVELOPMENT



5 DAYS
Addresses statements of work for basic research, applied research or exploratory development, and development requirements.

–
NON-RESEARCH AND DEVELOPMENT


5 DAYS
Covers studies, analyses, evaluations, management

and professional support, and IT requirements.

–
SUPPLIES/SERVICES AND CONSTRUCTION

5 DAYS
Emphasizes simplified acquisition requirements.

NOTE: These courses differ from the one- and two-day Performance-Based Contracting courses listed on page 13 of this Handbook.

The Performance-Based Service Contracting course replaces ALL of the HHS Writing Statements of Work courses.  ACE recommends 2 semester hours of college credit.
PRICE ANALYSIS








5 DAYS

This course addresses all facets of price analysis and provides a student with the knowledge, skills, and abilities needed to conduct price analysis.  The course employs a combination of lecture-discussion, case study, and practical exercise techniques to provide training to cover the comprehensive set of learning objectives established by FAI.

The target audience for this course consists of members of the contract specialist career path.  Other personnel involved in contract pricing decisions would find the course helpful.

LEARNING OBJECTIVES: Discussion includes development of contractor pricing and Government pricing objectives; conducting market research for price analysis; maximizing price competition; understanding how to use price-related data received from offerors; developing award criteria; applying price-related factors; comparing prices; understanding how to reconcile pricing differences; discussing pricing decisions in sealed bidding and negotiations; and documenting pricing actions.

Price Analysis replaces the HHS Basic Cost and Price Analysis course.  ACE recommends 2 semester hours for college credit.   Price Analysis, COMBINED with Cost Analysis and Federal Contract Negotiation Techniques, is equivalent to DAU Course CON 104, Principles of Contract Pricing.
____________________________________________________________________________________


 PROJECT OFFICER TRAINING COURSES
____________________________________________________________________

These courses are specifically designed for program personnel having assigned responsibilities in the  acquisition process.  Personnel designated to serve as project officers or alternate project officers are required to successfully complete the appropriate Basic Project Officer course before assuming the duties of their designated role.  See Health and Human Services Acquisition Regulations (HHSAR) 307.170.  Individuals selected to perform as technical review panel members shall possess Basic Project Officer training as specified in HHSAR 307.170.  Contracting personnel may also attend these courses.  Enrollment is restricted to individuals at grade GS-7 (or equivalent) and above.

Project Officers are strongly encouraged to take additional project management training, particularly if it has been more than five years since they took the Basic Project Officer’s course.

BASIC PROJECT OFFICER 








The Basic Project Officer’s course is a comprehensive course which provides the student with a thorough understanding of the Project Officer’s responsibilities within the acquisition cycle.  The course commences with a description of a contract and a comparison of its use to a grant or cooperative agreement, discusses the authority of individuals involved in the acquisition process, what is required of the Project Officer in planning and developing the requirement, and delves into contract types and their relationship to preparation of the statement of work.  Considerable time is devoted to exploration of specialized sources, e.g., 8(a), HUB Zones, and small business contracting; focusing on preparing an independent government cost estimate; developing technical evaluation criteria; evaluating technical proposals; and the process of negotiating and selecting a source.  The course concludes with a discussion of the Project Officer’s responsibilities related to contract monitoring; the personnel involved and their authority; tools and methods of contracting; examination of vouchers; inspection and acceptances; termination; final report; and contract closeout.  Three versions of this course are offered, as described below:

· STANDARD VERSION





4 DAYS
Described above.

· RESEARCH AND DEVELOPMENT



4 DAYS
Covers the peer review process used at the National Institutes

of Health (NIH) and the Substance Abuse and Mental Health 

Services Administration (SAMHSA).  Case studies focus on the unique 

characteristics of contracting for research and development.

· ONLINE







3 TO 4
Course is divided into three progressive sessions spread over

MONTHS
a three to four-month period.  Part One consists of training on



a Project Officer Electronic Support System (PO-EPSS),

followed by a walk through of the six units of the Project




Officer Handbook.  Part Two is an instructor-led, 

asynchronous and synchronous six-hour review of Part One

course materials.  A pass-fail exam is administered at the

end of this Part and is a prerequisite to proceeding to

Part Three.  Part Three comprises a 32-hour or 5 to 6-week




Application workshop, during which a “real world” case study

is explored.

ADVANCED PROJECT OFFICER





3 DAYS
The Advanced Project Officer course is seminar oriented toward current acquisition problems and issues.  It addresses areas of acquisition policy, regulations, and technical monitoring that are subject to debate, disagreement, misinterpretation, or are recurring problems for program and/or contracting officers.  The course is structured to create a dialog between program and contracting personnel so as to generate an understanding and appreciation of their respective responsibilities and problems in implementing an acquisition.  The course commences with a review of the key preaward problem areas of planning, clearances, justification for noncompetitive acquisition, and establishing independent cost estimates.  The course is recommended for those who spend more than 25 percent of their time performing project officer duties.  

To be able to attend this course, program personnel must have completed a Basic Project Officer (or equivalent) course.  Contracting personnel must be Level III certified or be eligible for Level III certification under the HHS Certification Program.
PERFORMANCE-BASED SERVICE CONTRACTING





As a result of the Government Performance Results Act (GPRA) and agency interest in obtaining improved contractor performance, agencies are increasing their use of Performance-Based Service Contracting (PBSC) methods to ensure that contractual objectives are achieved.  This course includes the latest PBSC guidance and samples issued by the Office of Federal Procurement Policy (OFPP).  The PBSC acquisition process is covered in detail to provide in-depth explanation of the benefits (and challenges) of PBSC contracting.

Through lecture, quizzes, and exercises, a student will learn how PBSC contracting relates to program and acquisition activities.  In addition, this course teaches whether a requirement is a candidate for the PBSC contracting method.

 
LEARNING OBJECTIVES:  Instruction is given on the history, purpose, and benefits of PBSC contracting; explaining Performance Work Statements (PWSs); developing performance indicators, standards, and acceptable quality levels; defining the roles of various participants in the PBSC process; writing Quality Assurance Surveillance Plans; discussing positive and negative incentives used in performance-based services contracting; and determining whether the PBSC method is appropriate for specific agency requirements.

The Performance-Based Service Contracting course replaces all of the HHS  Writing Statements of Work courses.  Several variations of this course are offered, as listed below.  Although these courses parallel each other in terms of the basic principles of how to write, review, and improve a statement of work, they differ in coverage in that case studies and discussions focus on the unique characteristics of the particular type of requirement.




These courses differ from the one- and two-day Performance-Based Contracting courses listed on pages 13-14 of this Handbook.
To be eligible to attend this course, program personnel should be engaged in developing requirements.  Contracting personnel must be Level II certified or be eligible for Level II certification under the  Certification Program.  Simplified acquisition personnel at the GS-7 level and above may attend.
–
RESEARCH AND DEVELOPMENT



5 DAYS
Addresses statements of work for basic research, applied research or exploratory development, and development requirements.

–
NON-RESEARCH AND DEVELOPMENT


5 DAYS
Covers studies, analyses, evaluations, management

and professional support, and IT requirements.

–
SUPPLIES/SERVICES AND CONSTRUCTION

5 DAYS
Emphasizes simplified acquisition requirements.

PROJEX FOR PROJECT MANAGERS




3 DAYS
Taught by CIBER, Inc., this course provides a thorough examination of the PROJEX process, which addresses proven project management principles that will help  project officers, project managers, and project team members to better plan, manage, and monitor their projects.  Also, participants learn to 

develop work breakdown structures, and learn techniques for team-building, resource management, and risk management.  Attendees apply the concepts discussed to individual and team exercises.

This course is designed to serve as a bridge between the HHS  Basic Project Officer course and the LMI Early Warning Project Management System Workshop.
EARLY WARNING PROJECT MANAGEMENT SYSTEM WORKSHOP
1 DAY
Taught by the Logistics Management Institute (LMI), this course is designed to help students use an “earned value” methodology to derive projects from agency goals; enter cost and schedule data to track projects; identify significant project deviations that require corrective action; take corrective action early in the project, as needed; and meet OMB Circular A-11 (Part 3) (and related) requirements.  Attendees apply the concepts discussed to individual and team exercises.  

This workshop is intended for all members of a project team - including staff from acquisition, budget, finance, program/project management, logistics, information technology, and the contractor.  Hands-on computer instruction (using a Microsoft Excel-based “Early Warning” computer template) is provided to each student.

As a prerequisite, students must be familiar with Windows and Excel (or similar spreadsheet software).
EARNED VALUE PROJECT MANAGEMENT OVERVIEW FOR MANAGERS

3.5 HOURS
Also taught by LMI, this workshop is intended for senior managers or staff who do not participate in day-to-day project management, but who play a significant leadership, oversight, or supporting role (e.g., Chief Financial Officers, Chief Information Officers, Heads of Contracting Activity, Budget, Finance, or Information Technology analysts).  The course includes discussion on the benefits of project management; OMB Circular A-11 (Part 3) and its requirements; related legislation; earned value concepts; and common project cases faced by mid-to-senior-level managers.

LMI WORKSHOP ON PERFORMANCE-BASED CONTRACTING
1 DAY

This course is designed to optimize HHS’s web-based Performance-Based Contracting (PBC) Desk Reference (DR).  LMI delivers a half-day tailored presentation on PBC concepts, and shows how to use the PBC DR to support PBC implementation throughout the entire acquisition process.  The second half of the day-long session is devoted to a case study using a  example.

This course and the Stryker course described below differ from the five (5)-day Performance-Based Services Contracting courses described on pages 8, 9, and 12 of this Handbook.
STRYKER ASSOCIATES WORKSHOP ON PERFORMANCE-BASED CONTRACTING








2 DAYS

Stryker Associates provides a brief orientation to HHS’s web-based PBC DR and continues to refer to the DR throughout the course to introduce each major PBC training element.  The balance of the workshop is comprised of hands-on, just-in-time, customized training and discussion, with focus on actual, PBC-related, HHS-oriented case studies, examples, lessons learned, and successful practices.  Post-course feedback is made available to students on PBC documents under development.

Students attending the LMI and Stryker courses should familiarize themselves with the PBC DR before attending the workshops. The PBC DR may be found at: www.knownet.hhs.gov/acquisition/performDR/.  Also, students should come prepared to contribute examples for discussion, refinement, and conversion.  These workshops are suitable for all members of a project team – such as staff from acquisition, program/project management, information technology, budget and finance, and Office of General Counsel.
____________________________________________________________________________________


REGISTRATION
____________________________________________________________________

PROCEDURE
To register for courses, a training nomination and authorization form must be prepared and submitted for approval in accordance with Operating Division (OpDiv)/Staff Division (StaffDiv)/Agency prescribed procedures.

OpDiv/StaffDiv/Agency Training Coordinators must submit a memorandum listing course attendees to the HHS Acquisition Training Program Manager at least 14 days before the start of a course.  The memorandum should clearly identify the name of the course, dates and location, and provide the name, grade, series, and social security number for each scheduled attendee.  Social security numbers are required in order for individual records of completed training to be entered and tracked in the HHS  Acquisition and Project Officer Training Program database.

First and last names, e-mail addresses, and Social Security numbers of individuals registering for the Online Project Officer’s course must be faxed to Ms. Pam Bartelle, (202) 690-5698, 14 days in advance of the online session for which they are registering.  Otherwise, the individual will not be able to participate in the selected session.

All three, four, five, and ten-day courses, and the Project Officer Online course have pass/fail examinations.  Employees are strongly advised to attend all sessions of a particular class to ensure credit for course completion.

____________________________________________________________________________________


 ACQUISITION CERTIFICATION PROGRAM
____________________________________________________________________

PURPOSE
The HHS  Certification Program is designed to facilitate career planning, provide guidance, and outline the overall framework around which the acquisition career field is to be constructed.  It offers a uniform and systematic approach toward increasing professionalism, and provides employees with the opportunity to develop the abilities, skills, and potential needed to progress.

Supervisors must provide necessary and reasonable opportunities for their employees to fulfill the requirements for certification.  The Program is open to all employees in the GS-1101, 1102, 1105, and 1106 series, and to employees, regardless of series, who have been delegated preaward and approval authority.  The certification standards may be used as a guide for employees in other series who are involved in the acquisition process and who want to receive acquisition training.

The process of certification compares training, education, and experience.  It is not a statement of eligibility for promotion or for job assignment.  However, it is a mandatory prerequisite for delegated acquisition authorities as follows:

LEVEL I
PURCHASING AGENT - Required for all personnel in the GS-1102, 1105, 1106 series, or series having signature authority for simplified acquisitions, including orders from GSA sources over the micropurchase threshold.  Also

includes DELPRO approving and ordering officers.  Sufficient for delegation of 

contracting officer authority up to $100,000.

LEVEL II
ACQUISITION OFFICIAL  - Required for all personnel in the GS-1102

series.  Sufficient for delegation of contracting officer authority up to

$500,000.
LEVEL III
SENIOR ACQUISITION OFFICIAL - Required for all personnel in

the GS-1102 series for delegation of contracting officer authority

above $500,000.

LEVEL IV
ACQUISITION MANAGER - Required for delegation of preaward review and approval authority as specified in HHSAR Subpart 304.71.

ELIGIBILITY REQUIREMENTS FOR CERTIFICATION
LEVEL I
PURCHASING AGENT
1.
One (1) year of experience in the GS-1102, 1105, 1106, or other series having signature authority for simplified acquisitions, six (6) months of which provided experience in using simplified acquisition procedures.

2. Eighty (80) hours of basic-level training which includes the following courses or their equivalent:

Contract Formation I (40 hours)

Acquisition Planning II (40 hours)

1.
Satisfactory performance rating.

LEVEL II
ACQUISITION OFFICIAL
2. Three (3) years of general acquisition experience.

2. Two-hundred and eighty (280) hours of basic-level training which includes the following courses or their equivalent:

Acquisition Planning I (80 hours)

Contract Formation I (40 hours)

Cost Analysis (40 hours)

Price Analysis (40 hours)

Federal Contract Negotiation Techniques (40 hours)

Contract Administration I (40 hours)

2. Satisfactory performance rating.

Note: Certification by the National Contract Management Association (NCMA) satisfies, and may substitute for, the courses prescribed for Level II certification.  A bachelor’s degree in a related field from an accredited college or university may be substituted for one year of the general experience requirement.

LEVEL III
SENIOR ACQUISITION OFFICIAL
1. Two (2) years specialized experience (in addition to the three (3) years general experience required for Level II certification) in a senior acquisition position.

2. Satisfies the requirements for Level II certification.

3.
Two-hundred and forty (240) hours of advanced-level training which includes the following courses or their equivalent:

Contract Formation II (40 hours)

Intermediate Contract Pricing (80 hours)

Contract Administration II (40 hours)

Contract Law (80 hours)

1 Satisfactory performance rating.

Individuals who have COMPLETED the requirements for Level III certification are considered to have satisfied mandatory and agency assignment-specific training.   Those individuals in the GS-1102 series who have COMPLETED such training are required by OFPP Policy Letter 97-01, dated September 12,1997, to have 40 hours of continuing education or training every two years for the purpose of maintaining currency of acquisition knowledge and skills.  Forty (40) hours of continuing education or training every two years is NOT a requirement to obtain Level III certification.  According to the Policy Letter, this type of training may include, but is not limited to, agency-sponsored training and management/executive seminars, special job and/or professional association-related projects and/or participation in seminars/workshops, or other appropriate developmental activities.
LEVEL IV
ACQUISITION MANAGER
1.
A minimum of one (1) year in an acquisition management position.

2. Satisfies the requirements for Level III certification.

3. Satisfactory performance rating.

Individuals newly appointed to positions requiring certification at Levels I, III, and IV must obtain certification within one year.  Individuals appointed to positions requiring certification at Level II will have up to three years to be certified.

In the event an employee does not achieve certification at the required level within the prescribed time limits due to causes beyond their control, the employee’s supervisor must submit a plan to the

cognizant certification board within 30 days of the prescribed date for certification.  The plan must detail the specific manner in which the employee will be afforded the opportunity to meet the certification standards.

HHS CERTIFICATION /REVIEW BOARDS
The HHS Certification Board has two areas of responsibility: (1) certifying Level IV applicants; and (2) certifying headquarters and regional Office of the Secretary employees at any certification level.  The Review Board reviews and acts upon referrals from Operating Division (OpDiv) and Agency boards.  The HHS Certification Board routinely meets once every three months; however, this schedule may be adjusted based on need.  The Review Board is convened on ad hoc basis.

Board members are drawn from a pool of representatives from each OpDiv/Agency.  This pool of representatives is known as the Certification Committee.  Each year, Heads of Contracting Activity submit names of nominees (who must be Level IV certified) to the Deputy Assistant Secretary for Grants and Acquisition Management (DASGAM).  The DASGAM selects the Chair for the Committee, who, in turn, selects Certification/Review Board members.  Members serve on a rotating basis.  Each Board is comprised of no fewer than three (3) nor more than five (5) members.  Where possible, the OpDiv/Agency having employees requesting certification from a Board will be represented by one of its appointed Committee members.  The Chair may appoint an Alternate Chair to preside over a Board.

OPDIV/AGENCY BOARDS
OpDiv/Agency boards are responsible for certifying applicants for Levels I, II, and III.  These boards are scheduled to meet once every two months; however, this schedule may be adjusted based on need.  At a minimum, boards are comprised of three members: two of which should be an OpDiv/Agency senior acquisition manager (who may be the certifying official), and a nonsupervisory acquisition manager.  Additionally, the OpDiv/Agency having employees requesting certification from an OpDiv/Agency Board must be represented.

Although OpDiv/Agency boards are allowed latitude in establishing their own procedures for accomplishing their individual needs, the following policies must be present in OpDiv/Agency certification procedures:

· Employees initiate and prepare their applications for certification and submit them to the Certifying Official through their first-line supervisor.  Applications for certification shall include a SF-171, OF-612, resume, or equivalent document that specifically details the applicant’s acquisition experience, training, and education, and a copy of the applicant’s most recent performance appraisal.

·
Supervisors may not reject an employee’s application for certification.  They must forward all requests for certification, along with their recommendation, to the certifying official in accordance with OpDiv/Agency procedures.

· Certifying officials will acknowledge to employees that their application has been received, and retain applications in a file until the next scheduled Board meeting.

· The Board will review each application to determine whether the employee satisfies the requirements for the requested certification level.  In the event the Board needs additional information to make a determination, the application will be returned to the employee, through supervisory channels, with a request to furnish supporting data.

· Whenever the Board determines that an applicant does not meet the established criteria for the level of certification requested, the Board will furnish the employee, through supervisory channels, a written explanation of the reason(s) why the request was denied.

· Employees have the right to appeal an OpDiv/Agency Board certification determination to the HHS Review Board.  The determination of the HHS  Review Board shall be final.

· Board decisions require unanimous consent.  The proper level of certification shall be binding on the Certifying Official.  In the event the OpDiv/Agency Board is unable to agree, the application shall be referred to the HHS Review Board whose decision shall be binding on the OpDiv/Agency Board.

· The Certifying Official shall issue certificates to employees approved by the Board for certification.  Upon completion of all Board actions, employee certification files shall be destroyed.

· In order to avoid the accumulation of unnecessary files, and to stay within the system of records approved under the Privacy Act, no records may be maintained with employee’s names or other identifiers that could be construed as records subject to retrieval or access by name, social security number, etc.

DEFINITIONS
Acquisition Manager:  The highest level of certification, Level IV.  It signifies a level commensurate with supervisory contract management responsibilities, and preaward review and approval authority.  Examples of positions include supervisory contracting officer, contracting officer responsible for a major acquisition program, senior procurement analyst, and team leader.

Acquisition Official: The initial level (Level II) of certification for the GS-1102 series.  It represents the experience and training equating to the journeyman level in acquisition.

Certification:  Formal acknowledgment and recognition of an employee attaining a designated level of achievement, i.e., training, education, and experience, as specified under the HHS certification program.  Certification is not a prerequisite for delegated acquisition authority.  It is not related to grade, nor does it mean that an employee is entitled to promotions, delegations, special assignments, or to any other action that is clearly a management prerogative.

Certifying Official: The person designated to implement decisions of the Certification Board and sign certificates.  The Certifying Official for OpDiv/Agency Boards must occupy a position no lower than the Head of Contracting Activity (HCA).  The Deputy Assistant Secretary for Grants and Acquisition Management serves as the Certifying Official for the HHS Certification and Review Boards.

Competency-Based Training: Refers to educational programs that provide an opportunity for students to develop and demonstrate an appropriate level of skill at performing acquisition duties.

Course Equivalency: Competency-based course work that includes the principles, concepts, and procedures that lead to the development of acquisition skills.  They may be courses presented by other Government agencies, courses offered by organizations experienced in teaching Government acquisition, or learning institutions.  The acceptability of courses viewed by the applicant as equivalents will be determined by the Certification Board.  The Board may ask for additional information concerning equivalent course work, e.g., course outline, course prerequisites, the name and address of the sponsoring organization, as well as the name and qualifications of the instructor, proof of attendance, etc. 

General Acquisition Experience:  Although not strictly limited to personnel in the GS-1102 series, it is experience in the award and administration of Government contracts performed by someone in such a position.  Such experience includes reviewing the request for contract, preparing and issuing an Invitation for Bid/Request for Proposal, evaluating bids/offers, technical and cost/price reviews, negotiating, contract award, and post-award administration, as well as experience in developing and publishing regulatory materials, policies, and procedures.  Experience gained in a position acquiring goods and services under simplified acquisition procedures is not acceptable.

Head of Contracting Activity (HCA): See definition at HHSAR 302.101.

Purchasing Agent: Personnel engaged in the simplified acquisition method of acquisition.  Certification is designated as Level I, and is generally identified with personnel in the GS-1105 and GS-1106 series.  Simplified acquisition experience may not be used to satisfy the general acquisition experience requirement for Level II certification.

Senior Acquisition Official: The intermediate level (Level III) of certification under the  Certification Program.  It recognizes a level of training and experience commensurate with senior-level performance of acquisition functions; e.g., claims, settlements, or other duties which require judgment.  Duties are clearly more complex than those performed for Level II certification.

Specialized Experience: Senior-level experience in the contract processes of soliciting, awarding, and administering Government contracts, and the interpretation and formulation of acquisition policies and procedures.  Duties are typically those expected of contracting officers, senior contract specialists, and senior procurement analysts.

____________________________________________________________________________________

 ACQUISITION AND PROJECT OFFICER TRAINING COORDINATORS
____________________________________________________________________


ACQUISITION AND PROJECT OFFICER TRAINING PROGRAM MANAGER

Linda A. Stivaletti-Petty


Procurement Analyst


Office of Grants and Acquisition Management


Hubert H. Humphrey Building


200 Independence Avenue, S.W., Mail Stop 517-D


Washington, D.C.  20201


Phone: (202) 720-1906


Fax: (202) 690-8772


E-mail: Linda.Stivaletti@hhs.gov

OPDIV/STAFFDIV/AGENCY TRAINING COORDINATORS
	OPDIV/STAFFDIV/

AGENCY
	ACQUISITION TRAINING
	OPDIV/STAFFDIV/

AGENCY

	OS
	Pamela Bartelle

HHH Building

Room 443-H

200 Independence Ave., S.W.

Washington, D.C.  20201

Phone: (202) 690-7565

Fax: (202) 690-5698
	Same

	ACF
	N/A
	Roberta Katson

Office of Management Resources

370 L’Enfant Promenade, SW, Room 702

Washington, D.C.  20447

Phone: (202) 401-5756

Fax: (202) 401-5701

	AHRQ
	Jacquelyn Carey

Executive Office Center

2101 E. Jefferson St., #601

Rockville, MD 20852

Phone: (301) 443-7523

Fax: (301) 594-1445
	Same

	AoA
	Gail Fleming

Cohen Building

330 Independence Ave., S.W.

Room 4276

Washington, D.C.  20201

Phone: (202) 619-3630

Fax: (202) 260-1019
	Same

	ASPE
	Sadie Edwards

HHH Building

Room 801

200 Independence Ave., S.W.

Washington, D.C.  20201

Phone: (202) 401-5343

Fax: (202) 690-6518
	Same

	CDC
	Edward Schultz

Deputy Director

Procurement and Grants Office

2920 Brandywine Road

Room 2609

Atlanta, GA 30341-3141

Phone: (770) 488-2804

Fax: (770) 488-2847
	Jessi Stevens

Career Management Section

MS-K04

4770 Buford Highway

Atlanta, GA 30341

Phone: (770) 488-1026

Fax: (770) 488-1946

	CMS
	Carole Newton

Central Building, C-2-21-15

7500 Security Boulevard

Baltimore, MD 21244-1850

Phone: (410) 786-7429

Fax: (410) 786-9088


	Same

	FDA
	Tina Goldsmith

5630 Fishers Lane

Mail Stop HFA-505, Room 2016

Rockville, MD 20857

Phone: (301) 827-7032

Fax: (301) 827-7039
	Same

	HRSA
	Sandra Estes

Parklawn Building

Room 13A-19

5600 Fishers Lane

Rockville, MD 20857

Phone: (301) 443-2732

Fax: (301) 443-6038
	Same

	IHS
	Ranae Manuel

Twinbrook Metro Plaza

Suite 450-A

12300 Twinbrook Parkway

Rockville, MD 20852

Phone: (301) 443-4902

Fax: (301) 443-1329
	Same

	NIH
	Kelly Jackson

6100 Executive Boulevard

Room 6D-01

Bethesda, MD 20892-7540

Phone: (301) 496-7092

Fax: (301) 480-0945
	Same

	OEP
	Jo Ellen Smith

12300 Twinbrook Parkway

Suite 360

Rockville, MD 20850

Phone: (301) 443-7400

Fax: (301) 443-4428
	Same

	OIG
	Renee McNeil

Cohen Building

Room 5235-A

Washington, D.C.  20201

Phone: (202) 619-2548

Fax: (202) 260-8512
	Same

	OMH
	Wayne Henry

5515 Security Lane

Suite 100, Rockwall 2 Building

Rockville, MD 20852

Phone: (301) 443-8441

Fax: (301) 443-8280
	Same

	OSPHS
	Olga Nelson

HHH Bldg., Room 742-F

200 Independence Ave., S.W.

Washington, D.C.  20201

Phone: (202) 690-5205

Fax: (202) 401-2222
	Same

	PSC
	Sheri Kretschmaier

Parklawn Building, Room 5C-18

5600 Fishers Lane

Rockville, MD 20857

Phone: (301) 443-6557

Fax: (301) 594-0736
	Same


	SAMHSA
	Nova Smith

Parklawn Building

Room 17A-20

5600 Fishers Lane

Rockville, MD 20857

Phone: (301) 443-3408

Fax: (301) 443-5866
	Same

	SSA
	Janet Lisowksy

Gwynn Oak Building

Mail Stop 1E4

1710 Gwynn Oak Avenue

Baltimore, MD 21207

Phone: (410) 965-8423

Fax: (410) 965-2965
	Muriel Gregory

Office of Training

Suite 100 East Highrise

6401 Security Boulevard

Baltimore, MD 21235

Phone: (410) 965-3788

Fax: (410) 966-5999





