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Phase I (0 - 6 months)

Proponent/Site

Hrs

Group

Employment Orientation

Local

40

FDS

DA/DOD/USACE Orientation

Local

40

FDS

Comptroller Organization Orientation

Local

40

FDS

PMBP Orientation, w/site visit

Local

40

FDS

Ethics Training

Prospect, Self-Paced

1

FDS

EEO Training (Sexual Harassment & CO2)

Local

4

FDS

Nuts and Bolts of Accounting

UFC

40

FS

Records Management

Prospect or Local

8

FDS

UFC Orientation

UFC

24

FDS

Effective Writing

USDA

24

FDS

Introduction to Unix, or similar

TBD

16

FDS

Intern Leadership Development Course

Ctr for Army Lead.

40

LOM

PPBES

Ft. Jackson or Corresp.

80

FS

OJT, Accounting (est. hrs.)

Local

563

Competency

Phases 2 (6-12 months)

Proponent/Site

Hrs

Group

Rotational Assignment to UFC, 30 days

UFC

160

RA*

Advanced Mgt. Accounting & Analysis (Note1)

Ft. Jackson

80

FS

Effective Briefing Techniques

USDA

24

LOM

Freedom of Information and Privacy Acts

SSI or Local

6

FDS

PMBP Orientation (site visits)

Local

24

FDS

Oracle for End Users, or similar

TBD

24

FDS

Action Officer Development Course

AIPD or Corresp.

40

LOM

Appropriation Law Seminar

USDA or AF On-line

40

FS

JTR, Volume 2

USDA

40

FS

OJT, Accounting (est. hrs.)

Local

522

 

Competency

Phases 3 (12-18 months)

Proponent/Site

Hrs

Group

Rotational Assignment to UFC, 30 days

UFC

160

RA*

Rotational Assignment to Budget Office, 90 days

Local

480

RA*

Budget Principals of Operating Budgets

Prospect, Self-Paced

16

FS

Facilitator Workshop

Prospect

32

LOM

PMBP Orientation (site visits)

Local

24

FDS

Basic Financial Management

Prospect, Self-Paced

8

FS

OJT, Accounting (est. hrs.)

Local

240

FDS

Competency

Phases 4 (18-24 months)

Proponent/Site

Hrs

Group

Rotational Assignment to UFC, 30 days

UFC

160

RA*

SQL Training

UFC

40

FDS

Team Leadership Essentials

USDA

24

LOM

Report Writing

USDA

24

FDS

PMBP Orientation (site visits)

Local

24

FDS

Civil Emergency Management

Prospect

40

FS

Contracting Overview

Prospect, Self-Paced

24

FDS

Oracle Report Writer

TBD

24

FDS

Analysis Course*

TBD

40

FDS

Inventory Management

Prospect, Self-Paced

4

FS

OJT, Accounting (est. hrs.)

Local

556

USACE Accountant Intern Training Plan

D R A F T - 26 Jan 2000

Note 1:Predominantly military districts should consider Military Accounting Course at Ft. Jackson,

3 weeks and 4 days

Note 2:Completion of three 30-day rotational assignments to/from UFC qualifies as one 90-day

Performance Enhancing Job Experience for purposes of the Comptroller Accreditation Program.


USACE ACCOUNTANCY

Professional Development Guide

Providing world-class finance and accounting services as a vital part of the Corps team, enhancing the mission and supporting its dynamic customers of the 21st century
Fall 2001

  

[image: image2.png]
CERM-F
6 November 2001

MEMORANDUM FOR: USAGE ACCOUNTANTS

SUBJECT: The Corps Accounting Journey Continues

l. Nearly two years ago, I chartered a group of accounting experts from across the Corps to formulate a strategy that would help define and posture our future accounting services to the Corps. Our main focus was to usher Corps

Our 

Corps business Process (PMBP) we observe PMBP

accounting into a new era of managerial accountants. 

goal is to improve support to the central

process - the Project Management Business and this desire is even stronger today as become a reality.

2. After much review, evaluation and study, I am very pleased to present to Corps accountants the "USAGE Accountancy Professional Development Guide". I believe that once the intent of the enclosed career guidance is implemented in concert with the Army's formal accreditation process, the accounting work force will be well on its way to being properly positioned for the future. We realize that the benefits of this group's hard work, personal sacrifice, and dedication will go largely to those in our future workforce. We owe this group of fine professionals our heartfelt thanks. Truly, they have established a sound course for many that follow in their footsteps. Theirs has been a labor of love while they are "planting the seeds of future shade trees".

3. Good luck to each of you as you manage your careers and seek to achieve your full potential. I trust that this career guide will benefit you greatly.

       Essayons!
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STEPHEN COAKLEY

Director of Resource Management
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USACE ACCOUNTANCY PROFESSIONAL DEVELOPMENT GUIDE

I. Overview and Introduction


The purpose of this plan is to provide USACE accountants with a “career guide” that will be useful in planning individual careers and to contribute to the overall development and professionalism of the Corps accounting community.  The plan documents our strategy to train the skills and competencies required of future accountants and we transition to managerial accounting at the District and Division levels with the Corps.  The USACE Resource Management community and our customer base recognizes the excellent contributions made by Corps accountants over the years as well as the fact that we must seek new ways of adding even greater value to the essence of the Corps’ business – the Project Management Business Process (PMBP).  Our collective futures will be focused on providing advanced levels of support for PMPB components and decision-makers.  We must and will learn to utilize the advanced (computer) applications currently available (and those that are to be developed in the future) as tools in our managerial accounting “kit-bags”.  While we acknowledge that there will be some operational functions to perform, our focus will be on managerial accounting functions and duties.  Managerial accountants of the future will increase their roles in future automated systems and combine those skills with the competencies expected of tomorrow’s accountant workforce.


The Corps has taken significant strides over the last several years to develop automated financial systems and processes which moved the organization into an age of newer technology and ensured compliance with statutory requirements and regulatory guidance.  Our current financial system is the centerpiece of our efforts to successfully manage the resources of the Corps and it has become one of the premiere cost accounting systems in the Government.  As accountants, we are among the primary players in the strategy for providing support to the PMBP. 

The future holds an even greater role for accountants and we must elevate our skills to higher levels to achieve increasing expectations.  It is incumbent upon each of us to prepare ourselves for this eventuality.  As our commitment to increasing support to the PMBP evolves, our journey will continue as we work to improve progressive financial management efforts in the Corps.  Combined with the technological advances embedded in tomorrow’s automated platforms and the collective synergies of the future accounting workforce, we will be properly positioned to move into the new millennium with increased vigor and support to the Corps’ primary business processes!  


Each accountant has a unique dual charter.  Once properly engaged, this charter ensures that we have both sides of the career equation covered:  (1) to manage our own careers as we work to fulfill our individual potential, and; (2) to align everything that we do to the concept of adding maximum value to the PMBP and satisfying the requirements of higher organizational authorities.

We realize that our journey to the future has no “end point”.  That we will never “arrive” and that the end point is a moving target.  It is the journey that counts and the results of our efforts to contribute to the PMBP that we will measure ourselves against.  Together, by combining our collective efforts with synergistic “force multipliers” such as technology, we will move quickly towards achievement of our Corps accounting vision.

This USACE Professional Development Guide is provided as a supplement to the Army’s Accreditation Plan and as specific direction for Corps accountants and their supervisory chain at the District and Division/Center level.  The plans and guidance are intended to provide a clear road map for Corps accountants and to strengthen the overall support provided to both the Corps and our external customers.

II. Career Management Philosophy  


Our overarching desire for Corps accountancy is to achieve the vision set forth by expert representatives of the accounting community.  To achieve this lofty target, a series of future skills and competencies have been developed to help describe future expectations of accountants and to establish a baseline to train from.  One key to success in the future is to broaden our experience base.  Future accountants should be multi-disciplined and have experienced a variety of jobs, organizational levels and/or geographic backgrounds.  As careerists, each of us is responsible for managing our own careers.  Never delegate that responsibility to anyone.  Within that context, we should each strive to maximize the advantages that can be gained through mentoring relationships (both formal and informal) and the support that can be found through a variety of sources such as your Career Program Manager, professional colleagues, senior leadership, trusted agents, personnelists, etc.  Without question, your individual supervisory chain is your principal source of career assistance and it is an inherent responsibility of management to provide this type of support.

III. Professional Training and Development Philosophy


Over the years, the Corps has invested tremendous sums of resources in the professionalism and training of its work force.  Without question, that commitment will continue and has a direct correlation to the USACE Strategic Vision.  It is only through others that the overall Corps of Engineers will be successful as an organization.  As a sub-component of the larger organization, professional development and training of accountants will be expressed in a variety of forms.  There will be times of formal training and development that have the purpose of growing accountants in one of three primary areas:

a. Mission related training (learning new competencies to perform different functions).

b. Performance related training (training focused on strengthening performance).

c. Professional Development (preparing accountants for positions of future responsibility and potential maximization).

The opportunity to receive training and be developed professionally is clearly a two-way street with both the individual and the organization having needs, responsibilities and obligations.  Generally, individual accountants have the ultimate responsibility to determine their professional goals and the necessary training/developmental requirements that are needed to fulfill their professional goals.  On the opposite side of the equation are the needs of management and the organization/mission.  A perfect union is achieved when the training and development opportunities that satisfy the individual work together in harmony with the needs of the organization/mission.  This “perfect union” is our utmost desire for development of the Corps accounting work force and leverages our constrained training dollars.  As we all keep our eye on the bigger Corps picture, it is this type of mature relationship and attitude that we seek.  Each side (both the individual and the organization) needs the other and we all desire to serve the bests interests of each other.    

IV. Mobility of Careerists


A large part of our ability to develop a broad-based accountant work force is vested in the concept of mobility.  Our desire for the USACE 510-career field is to develop a work force that holds experience in a variety of job experiences and who have served in different locations and/or activities around both the Corps and Army.  We believe this to be one of the primary methods of ensuring that significant value is added to the Corps organization of the future.  In this context, broadening can be achieved through a variety of means.  Mobility, while not mandatory, is an excellent way of gaining professional growth opportunities and personal development.  Future competition for senior F&A Officer positions (and for RM positions) will be keen.  Careerists with diversified experience will be more competitive for these types of positions.  The two primary means of achieving this diversity are detailed below.

Geographic Mobility

It is important that a high percentage of our future accountant workforce has a good mix of job experiences at a variety of organizational levels and activities.  We have designed a “Career Map” in Annex A to provide careerists with a visual understanding of how geographic mobility can be orchestrated to gain experience at District (Army installation); Division (Major Subordinate Command); MACOM; and HQDA levels.   Having experience from and the perspectives of these organizational levels are crucial to our future workforce.  A wide base of experience ensures that we bring to the table a set of broad perspectives and vision plus increased exposure to a variety of accounting systems and business practices.  While it is true that some careerists may be able to achieve senior levels in accounting with the Corps from a single location, those who have displayed geographic mobility will clearly add value to their current organizations and be more competitive for future positions.


Functional Mobility


Another method of broadening your background is to seek opportunities to move functionally. Functional mobility involves gaining job experiences that support and/or enhance your primary accounting competencies.  As shown in the career path, job experiences in Budget, Internal Review, Project Management (or any of the technical areas) will definitely broaden your horizons and background.  IDPs and career plans should include a good mix of developmental opportunities, with the ultimate goal of becoming the best accountant that you can possibly become.  Functional mobility can be used either independent from the geographic mobility approach, or in concert with it.  It may also be possible to gain developmental opportunities outside of the Corps by coordinating with activities in your immediate area.  For example, rotational assignments with the one of the service Audit Agencies, Other Defense Activities such as DFAS, or other Governmental agencies is a great way to expand your base of experience. 

V. Linkage of the Corps Managerial Accounting Philosophy to the Army Accreditation Plan


The capstone of our managerial accounting initiative is professional development.  This is expressed and documented through the accreditation plan and IDP (Individual Development Plan) process for Comptroller Career Program (CP-11) careerists.  As the processes are developed, they should result in the identification of strengths and weaknesses, training/development gaps, and future needs for each individual.  The strengths that are identified can be capitalized upon by management as we seek to fulfill the mission of accounting in the Corps. Weaknesses are like improperly toned muscle and need to be developed and strengthened and should be translated into training, developmental or “stretch goal” opportunities for Corps accountants in IDPs.  The beauty of a synergistic workforce is the offsetting effect of strengths and weaknesses.  When the strengths of one individual work to compliment and offset the weaknesses of another, the result is greater than the sum of the individual parts.


We have worked hard to synchronize the Army’s accreditation initiative, the ACTEDs plan, and our Career Guide.  We strongly support each of these processes which are aimed at increasing the overall professionalism of the entire RM community and intend for these efforts to be the fundamental foundation for accountant careers.  Refer to Accreditation and ACTEDS processes for overall guidance and this plan for Corps-specific accountant career guidance.

VI. Balance between Formal Education and Job Experience


A major part of maturing in our careers is achieving the proper balance between formal education and job experiences.  Careerists must have clear professional goal(s) in mind and managers a thorough grasp of mission needs and how individuals fit into the overall picture of the organization.  A proper combination of career experiences with formal academic programs and courses, along with government training must be considered as you seek this balance. Two model career ladders are shown at Annex A for your reference.  The first is a career path for those who wish to remain in accounting up through the F&AO level.  The second is for those careerists who desire to transition to Resource Manager positions from the accounting field.  In summary, the future profile of our accounting workforce is:


Characteristics of the future accounting workforce:

1. Principle:  Accountants will be multi-disciplined 

Measure:  All senior level accountants (GS-12 and above) will be multi-disciplined with a minimum of 1 year experience in Budget.

2. Principle:  Accountants will have a broad base of job experience.

Measure:  50% or more of Corps accountants will have a minimum of 1-year experience outside the Corps.

3. Principle:  Accountants will have bachelor degrees in accounting (or equivalent).

Measure:  75% or more of all District/Division accountants will have B.S. degrees in accounting (or equivalent) and 75% or more of District/Division F&AOs will have graduate degrees.

4. Principle:  Accountants will have professional certifications (CPA, CGFM, DGFM, CIA, CMA, etc.).

Measure:  75% of all GS-12 accountants and above including District F&AOs will have at least one certification.  

5. Principle:  Accountants will have experience at a variety of organizational levels.

Measure:  75% of F&AOs will have a minimum of two organizational levels of experience.

VII. Managerial Accounting Initiative


As we transition into the roles and behaviors of managerial accountants, an increased sense of pride and professionalism should emerge.  We have a long and proud tradition in the Corps as accountants to build this initiative upon, nor do we carry the title of “professional accountant” lightly.  With the advent of the managerial accounting initiative, we intend to raise the “bar of excellence” even higher than it has been in the past.  We will add additional value to the PMBP and to the Corps overall.  Therefore, we have defined future managerial accounting for the Corps to be:

Managerial Accountants provide a broad range of analytical skills and abilities through the use of various accounting competencies.  The future managerial accountant will facilitate the decision-making needs of managers in a world-class, professional and high tech manner.

To that end, our vision for future Corps accountancy is:

“To provide world-class finance and accounting services as a vital part of the Corps team, enhancing the mission and supporting its dynamic customers of the 21st century”.


As you consider the accounting vision, several dynamics should begin to emerge that become part of our future operational philosophies:

(a) The linkage of accounting as a support function to the PMBP is direct.  Ours is not the mission of the Corps.  Rather, ours is to support and facilitate the mission of the Corps.

(b) The future skills, competencies and expectations (behaviors) for future managerial accountants should be incorporated into our personal career plans.

(c) The future functions of managerial accountants should be recognized by Corps customers, leadership and individual accountants alike.  Corps accounting should begin immediately to transition in the direction of managerial accounting. 

As an aid to assist managers and accountants with professional development needs, we intend to establish formal developmental/job rotational opportunities.  Memorandums of Understanding will be established between both Corps and non-Corps activities to build these cross-fertilization opportunities.  Examples of potential opportunities include the Army Audit Agency; DFAS; Army/DOD IG; State/Local government; non-profit organizations; private sector and other representative activities outside the Corps.  Internal opportunities may exist with IR and various technical organizations as well.

VIII. Advanced Managerial Accounting Course


HQ, Resource Management is continuing to provide leadership in the area of financial training for our careerists.  As part of this overall strategy, CERM-B is actively developing a web-based financial training package to supplement current training efforts.  In addition, we are working to improve our CEFMS training for new employees and to provide refresher training for the existing employee base.  Future generations of CEFMS will include built-in training features.  

In FY 02, we plan to unveil two new in-house courses for our accounting community.  The first will be a “nuts and bolts” accounting course for entry level (GS 05 – 09) Corps accountants.  The focus of this course will be to train the basics of Corps accounting and it will be a pre-requisite to BUTRAN (Budget Training Course).  In addition, we will begin an advanced course for managerial accountants at the GS-11 Journeyman level.  The Advanced Managerial course will be hosted by our USACE Finance Center and is being designed to train the skills, competencies and expected behaviors of future accountants.  Instructors will likely be a mix of university professors, contractors, and Corps experts.  All accountants will plan to attend one of the sessions by the end of FY 04.  FY 01 will mark the final chapter of the Financial Management Course (formally known as CEFAST) that has been offered through PROSPECT.  We have arranged for BUTRAN to be a pre-requisite to the advanced managerial accounting course.  


IX. Operational Accountants


Approximately one-half of the Corps accounting workforce is in the USACE Finance Center.  While we recognize that this guide is primarily designed for District/Division level accountants and accounting technicians, we believe that the role and nature of our accounting personnel in the UFC will also shift towards more of a managerial accounting flavor.  Clearly, automated systems and advancing technology are heading our entire community in this direction.  Therefore, all or part of this guide may be helpful for UFC operational accounting personnel as they evaluate and design their career paths.

X. Corps Accountant Workforce Data:

The following information on our Corps accounting work force is provided for information purposes.

Key Accounting Positions (510)

Grade
District
Division/Center
HQ
UFC

15


1
1

14

2
2
4

13
26
22
5
34

12
85
13

32

Key Resource Manager Positions (505/501)

Grade
District
Division/Center
HQ
UFC

SES


1


15
2
9



14
26
3

1

13
13




Note:  A blank indicates that positions do not exist at that level/grade.

Data as of December 2000.

Aging Data of the USACE Finance & Accounting Workforce










Ret.
Ret.


No. in
Avg.
Avg.





Elig.
Elig.

Job Series
Prgm
Grade
Age
20s
30s
40s
50s
60+
in '00
in '05













0510 Acct
489
11.6
46.9
14
99
180
176
20
30
122

0525 Acct Tech
207
6.2
45.3
7
37
85
64
14
14
38

0544 Civ Pay 
3
7.0
52.3
0
0
1
2
0
0
1













Totals
699
8.9
46.1
21
136
266
242
34
44
161

Percentages



3.00%
19.46%
38.05%
34.62%
4.86%
6.29%
23.03%













Note:  The numbers above include UFC personnel























USACE Finance Center































Ret.
Ret.


No. in
Avg.
Avg.





Elig.
Elig.

Job Series
Prgm
Grade
Age
20s
30s
40s
50s
60+
in '00
in '05













0510 Acct
139
11.8
49.3
4
29
55
46
5
7
35

0525 Acct Tech
148
5.6
45.4
6
28
66
41
7
5
23








 




Totals
287
8.6
47.1
10
57
121
87
12
12
58

XI. Competencies

A great deal of work, thought, and coordination has gone into the development of competencies that we believe will be necessary to fulfill our managerial accounting roles in the future.  They are provided in this guide and are to be integrated into the working environment of all Corps accountants.   These competencies have been developed in concert with internal and external Corps sources such as DFAS, the academic world, and private sector sources to include an indirect linkage to the Institute of Managerial Accountants.  

This guide provides specific Corps guidance as compared to the overall guidance in the ACTEDS plan.  Future competencies are inclusive of all current competencies.    The key difference between today and tomorrow is what we will focus on.    Philosophically, we expect future managerial accountants to bridge the gap between the functionals (customers), RM community, and the automation community.  You will find competencies that are designed to close this gap in the Annex on competencies. 

XII. USACE Intern Program


One of the most important aspects of this plan, if not the single most important is the establishment of a structured method of infusing new human capital into the accountant pipeline.  A quick review of our aging statistics on the previous pages reveals that much of our work force is nearing retirement age and their institutional knowledge will not be with us for much longer.  To create a formal entry method for accountants, we are establishing a USACE Accounting Intern Program.  Through the support of many, much of our future accountant work force will likely be developed professionally via this (or commensurate) methods.  

While some of the current work force may have come through an intern program early in their career, it is important to realize that many changes have occurred since then that have dramatically effected the face of accounting.  For example, we have established centralized (operational) support in the USACE Finance Center (UFC).  The evolution of CEFMS has also changed many of the functions being performed at the District/Division level (and who performs them).  Much of our debit and credit level work is now performed by the system itself.  Therefore, it is necessary to shift from traditional intern programs to embrace the new business processes of the Corps and to prepare our new members for managerial accounting functions.  Interns that remain in one location will not likely be able to experience the full spectrum of accounting functions that will be necessary to (successfully) hold senior accountant positions in the future.  Several rotations through organizations such as the UFC will be necessary to have the proper background.  

In response to these needs, we are working on several different intern program alternatives that we will pursue.  Conceptually, it is critical to understand that the primary job of interns will be to train for the vast majority of their internships.  Productive work will be limited and should not be counted upon by managers.  We have established template plans at the Intern Annex that reflect more than 50% of their time invested in some sort of training.  The plans have been designed so that interns will satisfy the first level of accreditation during their internships.

Funding is a major issue with all intern plans and we are pursuing several funding strategies:

(1) HQDA interns.  We will seek HQDA intern positions for District level assignments, which will be funded by HQDA.  These HQDA interns belong to the Army and our obligation is to train them for the Army.  Hopefully, we will be able to retain the “best of breed” each year.  

(2) HQ USACE interns.  Positions will be created across the Corps for internships by harvesting certain District F&A positions as they become vacant.  Interns will be selected to fill these positions and funding will be provided from HQ for their salaries and training.  We project that the harvesting process to begin during FY 02 and continue for the foreseeable future.  HQ will allocate intern slots and Districts will share in the selection process of their interns.

(3)   Local internships.  Districts always have the option of creating their own intern programs and utilizing the intern templates provided in this guide.  Naturally, District funding will be utilized for this particular option.  Districts may also choose a variety of other long-term trainee methods and may utilize the intern plans provided as needed.  Supervisors are responsible for determining what intern/trainee plans are needed based upon the needs of their individuals.

XIII. Contributions and Acknowledgements


This career guide and the development of the managerial accounting concept was made possible by two groups of dedicated professionals.  Without their experience and wisdom, neither this career guide nor the transition path to managerial accounting would have been possible.  Many owe a debt of gratitude to the individuals who have contributed significantly to the future of Corps accountancy.  Thanks also to their respective organizations that have allowed them time to perform their managerial accounting duties from the work groups and for the resource investments necessary to fund the work.  A complete list of contributors is shown at Annex G.

XIV. Concluding Thoughts from your Managerial Accountant Work Group.  

Your accountant representatives trust that the career guidance provided in this booklet becomes a living document and a valuable tool for Corps accountants.  As stated earlier, don’t ever forget that it is your personal responsibility to manage your own career – and to utilize every tool available to you as you seek to maximize your full potential.  The best of us will look back after long and successful careers and think “I did the best I could with the talent that I was provided”.  Others may look back after long careers and bemuse “Oh, I could have, should have, or if only I would have”.  Take your career by the throat and make it happen.  Set your goals early, review and adjust them often, and do whatever is required to fulfill them.  The result will be improved support to the PMBP and the byproduct will be achieving your fullest potential.  

Our very best to each careerist as you travel your career path and in all your future professional endeavors.  

Essayons.

Annex A - Career Ladders
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GRADE
 
DISTRICT

MSC/CENTER

MACOM









SES





DRM/DDRM









15

RMO

RMO

DDRM





Division Chief

Division Chief





Office Chief











14

RMO

RMO/DRM

Team Leader



Division Chief

Branch Chief







Office Chief











13

RMO/DRMO

Branch Chief

Branch Chief



Branch Chief

Team Leader

Senior Accountant



Senior Accountant

Senior Acceptant

Budget Analyst











Branch Chief

Team Leader

Journeyman Acct

12

Senior Accountant

Senior Accountant





Budget Analyst

Budget Analyst











11

Journeyman Acct

Journeyman Acct





Budget Analyst

Budget Analyst











9

Journeyman Acct

Journeyman Acct





Intern

Intern











  5/7

Intern

Intern
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GRADE
 
DISTRICT

MSC/CENTER

MACOM









15



UFC Director

HQ F&AO









14



Finance Officer

Team Leader





Deputy Director UFC













Finance Officer

Finance Officer

Senior Accountant

13



Division Chief UFC







Senior Accountant











12

Finance Officer

Senior Accountant

Journeyman Acct



Senior Accountant













11

Journeyman Acct

Journeyman Acct











9

Journeyman Acct

Journeyman Acct





Intern

Intern











  5/7

Intern

Intern











Note:  This iteration of the Accountant Career Ladder was prepared to demonstrate the path available to those who do not wish to transition to GS-0505 series positions.









The term "Accountant" can refer to one of several types:












a.  Managerial Acct






b.  Operational Acct (UFC)





c.  Staff Acct






d.  Systems Acct





Annex B - COMPETENCIES
(Knowledge of, Ability to Use, or Skill in Using)

ENTRY LEVEL  (Within 6 Months)

AC-1. Generally Accepted Accounting Principles & Federal Accounting Standards Advisory Board. 

Basic techniques of financial management, economic analysis, management controls, auditing, and program evaluation.

Generally accepted management principles and practices.

Basic understanding of fiscal law.

Stress and time management techniques.

AC-2. Integration skills-people, systems, information.

Working knowledge of software applications such as Microsoft Office.

Ability to use knowledge management tools (data mining, drilling down/through, and decision modeling).

AC-3. Basic understanding of operating systems & relational databases.

Basic problem solving skills using techniques such as decision modeling, etc.

AC-4. Basic understanding of establishing customer relationships.  Developing ability to work with clients and customers to assess their needs, provide information or assistance, resolve their problems, or satisfy their expectations.  Develops basic familiarity regarding available products and services and is committed to providing quality products and services within a limited range.
AC-5. Recognizes or uses correct English grammar, punctuation, and spelling.  Communicates information (for example, facts, ideas, or messages) in a succinct and organized manner.  Produces written information, which may include technical material.
Expresses information (for example, ideas or facts) to individuals or groups effectively, taking into account the audience and nature of the information.

Develops a basic familiarity of the organization’s mission and functions, how its social, political, and technological systems work and operates effectively within them.  This includes the programs, policies, procedures, rules, and regulations of the organization.

Is open to change and new information; adapts behavior or work methods in response to new information, changing conditions, or unexpected obstacles; effectively deals with ambiguity. 

Develops basic familiarity from within Corps Finance and Accounting Systems and has basic ability to pull data. 

Solves practical problems through the application of tools such as mathematical, statistical, and system oriented tools. 

Develops basic understanding of the Program Management Business Process.

Footnote:  These are the minimum competencies expected at the entry level.  Entry level personnel will be expected to continue strengthening and developing competencies throughout their entry-level period.  Additional skills and competencies will be required upon achieving the journeyman accountant level.

B. JOURNEYMAN LEVEL
AC-6. Federal accounting concepts and standards, including cost accounting, basic accounting concepts and principles including Corps of Engineers’ budget procedures and relationship with financial management systems.

Comprehensive understanding of fiscal law and how applied within the Corps of Engineers.

AC-7. Federal financial statements and reports.

Ability to apply professional inquiry/research methods from Corps sources and Non-Corps sources.

Missions, functions, and organizational structure of the Corps of Engineers and its offices.

Missions and functions of agencies such as DoD, Army, OMB, Treasury, GSA, and OPM and the role they play in government operations.

Public laws, executive orders, OMB circulars, bulletins, agency directives, Comptroller General decisions, DoD, HQDA, and Corps of Engineers regulatory provisions and court opinions governing the agency’s management process. 

Structure of appropriations and other funds that support the Corps of Engineers mission.

Corps of Engineers performance measures and analysis and the impact of accounting decisions on them.

Ability to protect against fraud or mismanagement of governmental resources by applying knowledge of the agency’s systems and policies for administrative control of funds, contracting and procurement procedures, and skill in exercising program management controls.

Knowledge of special procedures for processing Federal Emergency Management Agency, Environmental Protection Agency, and other non-DoD orders and billings.

AC-8. Knowledge of Corps of Engineers environmental mission, in order to understand the information needs of the mission area managers and partnering agencies.

Knowledge of financial database table structures and table contents to enable the accountant to perform data retrieval/query programs such as Oracle Sequential Query Language and other “data drilling” techniques to design reports.

Ability to determine accuracy and relevance of information, identify problems and potential concerns, provide leadership and involve others in the decision-making process, and build support for options that provide solutions.  Ability to make sound, well-informed and objective decisions.

Knowledge of and ability to use principles, methods, techniques and systems of financial management to improve program effectiveness and customer service.

Ability to work at higher ordered skill levels: i.e. Evaluation, synthesis, analysis vs. application, comprehension, knowledge levels.  Well-developed creative thinking abilities. Uses imagination to develop new insights into situations and applies innovative solutions to problems; designs new methods where established methods and procedures are inapplicable or are unavailable. 

Develop business partnerships with an understanding of customer needs/requirements using communications, presentation, negotiating, marketing, and salesmanship skills.  Effectively relates with individuals of a variety of backgrounds, disabilities, and ranges of behavior/performance.

Knowledge of basic contracting procedures, types of contracts and evaluation of requests for proposals, contractor proposals, cost/performance and schedule data.

Knowledge of acquisition strategies such as dual sourcing, multi-year procurement, sole source competition, etc.

Ability to advocate positions, communicate information and present ideas and instruction both orally and in writing.

Ability to identify key internal and external contacts and maintain the appropriate personal networks in support of the organization’s information needs and interests.

Ability to work well on teams and in support of common objectives among groups.
Ability to generate understanding and support from higher-level management. Understands where the organization is headed and how to make a contribution.  Takes a long-term view and recognizes opportunities to help the organization accomplish its objectives or move toward the vision.

AC-9. Ability to train users of accounting services and existing/new employees.

Knowledge of logical data structures (e.g., database management systems and concepts, relational networks, various styles of databases), commonly shared data tables, maintenance requirements, shared data environments.

Knowledge of diagnostic analysis techniques to troubleshoot system problems using analytical techniques (e.g., flow charts, data flow diagrams, data models, process models and Knowledge Management Concepts).
Knowledge of and ability to apply 4th/5th generation software tools, data administration concepts, data analysis, data modeling and systems/structured analysis principles and design techniques to determine customer requirements and solve problems.  
Knowledge of the configuration management policies and procedures (e.g., Configuration Control Board, Engineering Change Proposal - Software, Software Change Package, Software Qualification Test, Software Acceptance Test) and development of system test plans and evaluation criteria (e.g., modeling, simulation techniques and tools, and test evaluation, and life cycle management).

Knowledge of planning, funding, and procurement processes.

Knowledge of basic communications. Local Area Networks, LANs, Wide Area Networks, WANs and other data transfer processes. 

AC-10. Knowledge of Project Management Business Process and how it applies to the strategic vision of the Corps of Engineers.

Knowledge of Revolving Fund Management, to include the ability to analyze rates, cash, breakeven status, the CORPUS and Plant, Property and Equipment.

Basic supervision skills.

Specialized Competencies

Knowledge of accounting for Hydropower projects, including preparation and analysis of reports to the Power Marketing Authorities.

Knowledge of accounting for the DoD Homeowners Assistance Program, to include the several purchases options, special limit coding requirements, and sale transactions.

Knowledge of accounting for DoD Sale and Lease program proceeds, to include special limit coding requirements, and flow of proceeds through the Department of Army and to other DoD Services.

Knowledge of Trust Fund accounting requirements such as for the Rivers and Harbors Trust Fund, the Inland Waterways Trust Fund, and the Foreign Military Sales Trust Fund.

Understanding of Cost Sharing policies and agreements and how applied within the Corps of Engineers.

C.  Senior Level

Budget execution and program concepts and principles including agency budget procedures and relationship with financial management systems.

Current accounting issues and state-of-the-art developments in the resources management field; areas out of the budget which have financial importance to the programs of the Corps of Engineers.

Knowledge of management and evaluation systems that use performance measurement and cost accounting principles to achieve program objectives.

Advanced fiscal law knowledge.  Regulations, legislation, other key references and the ability to apply to local situations.

Knowledge of the MILCON (Military Construction) process as it relates to planning, requesting, authorizing, execution and transfer of completed projects.

Ability to identify problems, provide leadership, and identify creative and innovative solutions to complex financial, budget and program management issues.  Creates a work environment that encourages creative thinking and innovation.  Designs and implements new or cutting-edge programs/ processes.

Organizes work, sets priorities, and determines resource requirements; determines short- or long-term goals and strategies to achieve them; coordinates with other organizations or parts of the organization to accomplish goals; monitors progress and evaluates outcomes.

Takes a long-term view and acts as a catalyst for organizational change; builds a shared vision with others. Influences others to translate vision into action.

Initiates and manages cultural change within the organization to impact organizational effectiveness. Values cultural diversity and other individual differences in the workforce. Ensures that the organization builds on these differences and that employees are treated in a fair and equitable manner.

Inspires, motivates, and guides others toward goal accomplishments. Consistently develops and sustains cooperative working relationships. Encourages and facilitates cooperation within the organization and with customer groups; fosters commitment, team spirit, pride, and trust. Develops leadership in others through coaching, mentoring, rewarding and guiding employees.
Integrates the overall Finance and Accounting support into the Project Management Business Process.
Annex C – Corps Functional Training Plans

b.  ACCOUNTING - The courses listed below are to be considered in addition to the ACTEDS manual, Annex B, under FUNCTIONAL TRAINING PLANS, part b. ACCOUNTING.

CAREER                                                                                                            CP-11

PHASE                  GRADE      SOURCE OF TRAINING                            COMPETENCIES

INTERN/                5/7/9           PRIORITY 1:

ENTRY                                      MANDATORY

LEVEL

                                                    Nuts & Bolts Accounting


A-03, A-29

                                                    Course

                                                    Corps of Engineers, UFC


AC-4, AC-7, AC-14, 

                                                    one week, (Begins FY02)


AC-48, AC-49, AC-50,

         (See Annex D)



AC-51, AC-52

                                                    Additional Job Enhancing Job 

                                                    Experience (Intern Rotational Assignment to

                                                    UFC and Budget)

                                                    PRIORITY 2:

                                                    Instructional Methods


M-18, M-19, M-20

                                                    Corps of Engineers Proponent 

                                                    Sponsored Engineer Corps Training

AC-6, AC-10, AC-11 

                                                    (PROSPECT) Various locations,

                                                    one week. (See Annex D)

                                                    Facilitator Workshop


M-18, M-19, M-20

                                                    Corps of Engineers Proponent 

                                                    Sponsored Engineer Corps Training

AC-9, AC-11

                                                    (PROSPECT) Various locations,

                                                    four days. (See Annex D)

                                                    Records Management, Corps

A-05, M-16,  M-44,  M-47

                                                    Of Engineers

                                                    Corps of Engineers Proponent


AC-7, AC-12, AC-14

                                                    Sponsored Engineer Corps Training        

                                                    (PROSPECT) Various locations,

                                                    one week. (See Annex D)

                 

         O&M Contracts, Corps of 


A-03, A-06, M-05

                                                    Engineers

                                                    Corps of Engineers Proponent


AC-2, AC-9, AC-12 

                                                    Sponsored Engineer Corps Training

                                                    (PROSPECT) Various locations,

                                                    four days. (See Annex D)

CAREER                                                                                                            CP-11

PHASE                  GRADE      SOURCE OF TRAINING                            COMPETENCIES

INTERN/                5/7/9           PRIORITY 3:

ENTRY                                      

LEVEL

         O&M Contracts, Advanced, Corps

A-06, A-10, M-06

                                                    Of Engineers

                                                    Corps of Engineers Proponent


AC-9, AC-12, AC-25

                                                    Sponsored Engineer Corps Training

                                                    (PROSPECT) Various locations,

                                                    four days. (See Annex D)

                                                    Civil Emergency Management, Corps
A-03, A-19, A-28

                                                    Of Engineers

                                                    Corps of Engineers Proponent


AC-12, AC-14 

                                                    Sponsored Engineer Corps Training

                                                    (PROSPECT) Various locations,

                                                    one week. (See Annex D)

                                                    Basic Financial Management

A-03, A-19, A-28

                                                    Corps of Engineers Proponent 

                                                    Sponsored Engineer Corps Training

AC-2, AC-4, AC-14

                                                    (PROSPECT) Internet based distance

                                                    learning, self paced. (See Annex D)

                                                    Budget Principals of operating

A-03, M-12, M-13

                                                    budgets

                                                    Corps of Engineers Proponent


AC-9, AC-12, AC-16

                                                    Sponsored Engineer Corps Training

                                                    (PROSPECT) Video/computer disk

                                                    self paced. (See Annex D)

                                                    Contracting Overview


M-05, M-06

                                                    Corps of Engineers Proponent 

                                                    Sponsored Engineer Corps Training

AC-2, AC-9, AC-12

                                                    (PROSPECT) Video/computer disk

                                                    self paced. (See Annex D)




         Ethics




M-05, M-06

                                                    Corps of Engineers Proponent 

                                                    Sponsored Engineer Corps Training

AC-4, AC-9, AC-12

                                                    (PROSPECT) Internet based distance

                                                    learning, self paced. (See Annex D)
       


         Introduction to Project Management

A-03, M-16

                                                    Corps of Engineers Proponent 

                                                    Sponsored Engineer Corps Training

AC-9, AC-12, AC-16

                                                    (PROSPECT) Videotape, facilitated

                                                    learning. (See Annex D)

CAREER                                                                                                            CP-11

PHASE                  GRADE      SOURCE OF TRAINING                            COMPETENCIES

INTERN/                5/7/9           PRIORITY 3:

ENTRY                                      

LEVEL

                                                    Inventory Management


M-05, M-06

                                                    Corps of Engineers Proponent 

                                                    Sponsored Engineer Corps Training

AC-1, AC-2, AC-7, 

                                                    (PROSPECT) Internet based distance

AC-12, AC-14

                                                    learning, self paced. (See Annex D)

CAREER                                                                                                            CP-11

PHASE                  GRADE      SOURCE OF TRAINING                            COMPETENCIES

SPECIALIST       GS-9/11/12

JOURNEYMAN

LEVEL


                                                    PRIORITY 1:




         MANDATORY

                       Budget Training, Corps of


A-03, A-28, A-32

                                                    Engineers

                                                    Corps of Engineers Proponent


AC-18, AC-20, AC-23,

                                                    Sponsored Engineer Corps Training

AC-25, AC-31, AC-45

                                                    (PROSPECT) Various locations,

                                                    one week. (See Annex D)



         Advanced Managerial Accounting




         Course




          Corps of Engineers



AC-17, AC-19, AC-23,




          UFC, one week



AC-25, AC-29, AC-31,




          (See Annex D)



AC-44



         PRIORITY 1:




         NON-MANDATORY 

                                                    1391 Preparation



A-33, A-34

                                                    Corps of Engineers Proponent 

                                                    Sponsored Engineer Corps Training

AC-20, AC-21, AC-39,

                                                    (PROSPECT) Various locations,

AC-45, AC-57

                                                    one week. (See Annex D)

                                                    Civil Works Orientation


A-28, A-32,

                                                    Corps of Engineers Proponent 

                                                    Sponsored Engineer Corps Training

AC-20, AC-23, AC-26,

                                                    (PROSPECT) Various locations,

AC-39, AC-45, AC-48,

                                                    one week. (See Annex D)


AC-51, AC-52

                                                    Real Property Management


A-30, A-31, M-48, M-53

                                                    Corps of Engineers Proponent 

                                                    Sponsored Engineer Corps Training

AC-20,AC-45,AC-49,

                                                    (PROSPECT) Various locations,

AC-50

                                                    four days. (See Annex D)

                                                    Real Estate Planning and Control

A-30, A-31, M-52, M-53

                                                    Corps of Engineers Proponent 

                                                    Sponsored Engineer Corps Training

AC-20,AC-45,AC-49,

                                                    (PROSPECT) Various locations,

AC-50

                                                    four days. (See Annex D)

CAREER                                                                                                            CP-11

PHASE                  GRADE      SOURCE OF TRAINING                            COMPETENCIES

SPECIALIST       GS-9/11/12

JOURNEYMAN

LEVEL

                                                    

   
 

         Project Management


A-03, A-34, M-51 - M-53

                                                    Corps of Engineers Proponent 

                                                    Sponsored Engineer Corps Training

AC-20, AC-22, AC-24,

                                                    (PROSPECT) Various locations,

AC-33, AC-37, AC-38,


                                                    three days.  Recommended before

AC-39, AC-47       

         rotational assignment to PM. (See Annex D)




          PRIORITY 2:

                                                    Project Mgt. Civil Works


A-03, A-32, M-51- M-53

                                                    Corps of Engineers Proponent 

                                                    Sponsored Engineer Corps Training

AC-20, AC-23, AC-24,

                                                    (PROSPECT) Various locations,

AC-31, AC-33, AC-39,

                                                    three days. (See Annex D)


AC-47

                                                    Project Mgt. HTRW & OE


A-03, A-35, M-51 – M-53

                                                    Corps of Engineers Proponent 

                                                    Sponsored Engineer Corps Training

AC-20, AC-26, AC-28

                                                    (PROSPECT) Various locations,

AC-37, AC-47

                                                    three days. (See Annex D)

                                                    Project Mgt. Military Programs

A-32, A-34, M-51 – M-53

                                                    Corps of Engineers Proponent 

                                                    Sponsored Engineer Corps Training

AC-20, AC-23, AC-30,

                                                    (PROSPECT) Various locations,

AC-33, AC-37, AC-47

                                                    three days. (See Annex D)

 


        Customer Outreach Workshop

A-28, M-18, M-19

                                                    Corps of Engineers Proponent 

                                                    Sponsored Engineer Corps Training

AC-27, AC-31, AC-33,

                                                    (PROSPECT) Various locations,

AC-38

                                                    two days. (See Annex D)

                                                    Civil Works Programming Process

A-03, A-29, M-04

                                                    Corps of Engineers Proponent 

                                                    Sponsored Engineer Corps Training

AC-20, AC-23, AC-39,

                                                    (PROSPECT) Various locations,

AC-48, AC-51, AC-52 

                        one week. (See Annex D)
                                                    Economic Analysis for MILCON

A-33, A-34

                                                    Corps of Engineers Proponent 

                                                    Sponsored Engineer Corps Training

AC-20, AC-23, AC-24,

                                                    (PROSPECT) Various locations,

AC-32, AC-37, AC-53,

                                                    one week. (See Annex D)


AC-57

CAREER                                                                                                            CP-11

PHASE                  GRADE      SOURCE OF TRAINING                            COMPETENCIES

SPECIALIST       GS-9/11/12

JOURNEYMAN

LEVEL                                                 
                                                    Economic Analysis for Water

A-33, A-34

                                                    Resources Development
                                                    Corps of Engineers Proponent


AC-20, AC-23, AC-24, 

                                                    Sponsored Engineer Corps Training

AC-33, AC-37

                                                    (PROSPECT) Various locations,

                                                    one week. (See Annex D)

                                                    PRIORITY 3:




        Human Resource Management I

M-27 through M-31

                                                    Corps of Engineers Proponent 

                                                    Sponsored Engineer Corps Training

AC-5, AC-33, AC-38

                                                    (PROSPECT) Various locations,

                                                    one week. (See Annex D)

                                                    Human Resource Management II

M-27 through M-31

                                                    Corps of Engineers Proponent 

                                                    Sponsored Engineer Corps Training

AC-10, AC-33, AC-38

                                                    (PROSPECT) Various locations,

                                                    one week. (See Annex D)

                                                    Human Resource Management III

M-27 through M-31

                                                    Corps of Engineers Proponent 

                                                    Sponsored Engineer Corps Training

AC-9, AC-33, AC-38

                                                    (PROSPECT) Various locations,

                                                    one week. (See Annex D)                                                    




        Human Resource Management IV

M-27 through M-31

                                                    Corps of Engineers Proponent 

                                                    Sponsored Engineer Corps Training

AC-33, AC-38, AC-39

                                                    (PROSPECT) Various locations,

                                                    one week. (See Annex D)
         Environmental Laws and Regulations
A-19, A-35, M-51

                                                    Corps of Engineers Proponent 

                                                    Sponsored Engineer Corps Training

AC-22,AC-26,AC-33,

                                                    (PROSPECT) Various locations,

AC-39

                                                    one week. (See Annex D)

                                                    Project Cooperation Agreements,

A-03, A-32, M-51

                                                    Financial Planning and Development
                                                    Corps of Engineers Proponent


AC-20, AC-22, AC-31,

                                                    Sponsored Engineer Corps Training

AC-33, AC-52

                                                    (PROSPECT) Various locations,

                                                    four days. (See Annex D)

CAREER                                                                                                            CP-11

PHASE                  GRADE      SOURCE OF TRAINING                            COMPETENCIES

SPECIALIST       GS-9/11/12

JOURNEYMAN

LEVEL 

                                                    Value Engineering



A-03, A-34, M-42

                                                    Corps of Engineers Proponent 

                                                    Sponsored Engineer Corps Training

AC-20,AC-24,AC-31,

                                                    (PROSPECT) Various locations,

AC-37

                                                    one week. (See Annex D)

CAREER                                                                                                            CP-11

PHASE                  GRADE      SOURCE OF TRAINING                            COMPETENCIES

MANAGER        GS-13/14/15

                                                    PRIORITY 1:

                                                    Customer Outreach Executives

A-28, M-18, M-19

                                                    Corps of Engineers Proponent 

                                                    Sponsored Engineer Corps Training

AC-55, AC-58, AC-60

                                                    (PROSPECT) Various locations,

                                                    four hours. (See Annex D)

                                                    Civil Works Program Development

A-03, A-29, M-04

                                                    Corps of Engineers Proponent 

                                                    Sponsored Engineer Corps Training

AC-53, AC-60, AC-63

                                                    (PROSPECT) Various locations,

                                                    four days. (See Annex D)

                                                    Conflict Mgt. & Dispute Resolution

M-18, M-19, M-20, M21

                                                    Corps of Engineers Proponent 

                                                    Sponsored Engineer Corps Training

AC-58, AC-61, AC-62         

                                                    (PROSPECT) Various locations,

                                                    one week. (See Annex D)

                                                    Conflict Prevention, Mgt.


M-18, M-19, M-20, M21
                                                    Alternative Dispute Resolution (ADR)

                                                    Corps of Engineers Proponent


AC-58, AC-60, AC-61,

                                                    Sponsored Engineer Corps Training

AC-62

                                                    (PROSPECT) Various locations,

                                                    two days. (See Annex D)

      


         A-E Contracting



A-28, M-18, M-19

                                                    Corps of Engineers Proponent 

                                                    Sponsored Engineer Corps Training

AC-34, AC-54, AC-57,

                                                    (PROSPECT) Various locations,

AC-63

                                                    one week. (See Annex D)




         PRIORITY 2:


                                                    HTRW Overview



A-19, A-35

                                                    Resources Development
                                                    Corps of Engineers Proponent


AC-26, AC-28, AC-55,

                                                    Sponsored Engineer Corps Training

AC-58, AC-63

                                                    (PROSPECT) Various locations,

                                                    three days. (See Annex D)

Annex D - Course Descriptions - Resident

1391 PREPARATION

Long Title: DD Form 1391 Preparation

253 Length: 36 Hours 5413901A

CEUs: 0.0 Tuition: $1,200.00

Purpose. This course provides a logical framework for preparing the DD Form 1391, “Military Construction Project Data,” and provides working knowledge on how to verify requirements, documentation, review, certify, and program a project to request congressional appropriation and authorization of military construction (MILCON) funds.

Description. Identification and verification of project requirements: (a) project requirement identification

and definition; (b) required verification and justification; (c) alternative considerations; (d) criteria and standards; and (e) practical exercises (case study).  Preparation of DD Form 1391 and related documentation:  (1) detailed justification; (2) supplemental data preparation; and (3) project summary.  Programming policies and procedures: (a) DA/HQUSACE military construction policies; (b) program development cycle for military construction; (c) appropriations and programs that provide for military construction; (d) program formulation and approval; (e)congressional interest; (f) MACOM/MSC/HQUSACE/USAISEC/HQDA review, certification and approval process; and (g) how to sell a project.  Overview of automated applications to support the military construction process.

Prerequisites. (a) Personnel at all levels, (installation, MACOM, USACE district, USACE division, HQDA, OSD), who are assigned to prepare, review, certify, approve, or use (e.g., design project managers) DD Forms 1391(including personnel from other services and defense agencies and the private sector who are involved in DD Form 1391 Preparation); (b) Occupational series: 0800, 0020, and other personnel involved in DD Form 1391process; (c) Grade: GS-05 and above; (d) nominees should have 6 months “on-the-job” training prior to attending this course. A hand-held calculator should be brought to the course.
A-E CONTRACTING

Long Title: Architect-Engineer (A-E) Contracting

004 Length: 36 Hours 41AEP01A

CEUs: 3.1 Tuition: $630.00

Purpose. This course is for engineers, architects, technicians, and project managers, contract special-ists, and other personnel responsible for A-E contract procurement, or the supervision and administration of

A-E contracts. The course provides a concentrated look at all aspects of A-E contracting from contract authorization, through contract award, to closeout.

Description. Through lectures, individual study, and work group activities, this course provides detailed

explanations of the laws and regulations affecting the A-E acquisition process, selection, cost principles,

preparation of Government cost estimates, cost or pricing data (truth-in-negotiations), negotiation strategies

and techniques, contract award, and contract administration. Also covered are types of A-E contracts,

applicable contract clauses, proposal analysis, con-tractor liability, performance evaluations, and the A-E

Contract Administration Support System (ACASS).

Prerequisites. Nominees must be assigned (a) Occupational Series: 0340, 0800, 0900, and 1100. (b)

Grade: GS-11 or above. Lower grade employees are eligible only if their current duties are directly related to

A-E contracting. (c) Employees with current assignments which entail selection, negotiation of and/or

administration of A-E contracts and modifications are eligible. (d) Nominees must not have attended similar

courses within the past 3 years.

BUDGET TRAINING

Long Title: Budget Training Course for Corps

Employees

254 Length: 36 Hours 42BTC01A

CEUs: 3.3 Tuition: $930.00

Purpose. This course is targeted for those civilian and military employees of the Corps of Engineers who work directly within the financial management arena. It provides a framework and knowledge of the federal

budget process with specialized emphasis on policies and procedures of the Corps of Engineers. The objective is to provide a uniform understanding of Corps budgeting so that operations are improved/stream-lined

at all Corps organizational levels.

Description. The course describes program and budget activities at the HQUSACE, MSC, District, FOA, and Laboratory levels, and how these activities interrelate with those at Army, DOD, OMB, and the Congress. The curriculum is structured around the formulation and execution of an activity’s operating budget. The material is presented through lectures and practical exercises covering various budgeting processes and budget-related issues. Major topics/areas include (a) operating budgets; (b) military and civil works pro-grams; (c) military and civil works budgeting; (d) budget execution; (e) statutory and administrative limitations; and (f) special subjects, such as mobilization and CEFMS applications.

Prerequisites. Restricted to full time Corps members in the Grade of GS-11 (0-3) and higher who have

significant financial management responsibilities in their commands. No waivers to this restriction are

permitted.

CIVIL EMERGENCY MGT

Long Title: Civil Emergency Management Course

112 Length: 40 Hours 58CEM01A

Purpose. This course provides a comprehensive overview of the U.S. Army Corps of Engineers (USACE)

Civil Emergency Management Program. The course includes studies of the policy and guidance associated

with the USACE Flood Control and Coastal Emergency authority (PL 84-99), and, planning and managing

operations in support of the Federal Emergency Management Agency (FEMA) under PL 93-288.

Description. Through lectures, case studies, discussions and exercises, the student receives training in

the following areas: (a) USACE emergency responsibilities involving all-hazard natural disaster prepared-

ness, advance measures; emergency operations (flood and post flood response); rehabilitation of flood control works threatened or destroyed by flood; protection or repair of Federally authorized shore protection works threatened or damaged by coastal storm; and, provision of emergency water supplies needed as a result of drought or contaminated source; (b) the program authorities, policies and guidelines for executing FEMA PL 93-288 mission assignments related to natural and technological disasters, civil disturbances and terrorist activities; (c) the specific emergency response oriented program responsibilities of other functional elements within USACE; (d) implementation of the Readiness 2000 disaster preparedness and response initiative with an emphasis on Planning and Response Teams and FEMA mission assignments under PL 93-

288.

Prerequisites. District and MSC emergency managers must approve nominations. In general, nominees

should be: (a) emergency management personnel; (b) functional staff who occupy key leadership positions on specialty teams (i.e. Logistics, Communications, etc.) and/or whose responsibilities may require service as mission managers, mission coordinators or action officers; (c) others with special job requirements or

qualifications. All emergency management personnel should have this course within the first two years of their assignment to the emergency management organization and every three years thereafter as a refresher.  Chief, HQUSACE Civil Emergency Branch will have final approval authority over all nominations, based on the recommendation(s) of local and MSC emergency managers. As many skills and competencies are involved in planning and conducting emergency operations, there is no specific job series requirement to

attend this course.

CIVIL WORKS ORIENT

Long Title: Civil Works Orientation

086 Length: 36 Hours 35PWR01A

CEUs: 0.0 Tuition: $1,260.00

Purpose. This course provides the student with a basic understanding of the Corps of Engineers civil works

program and the project development process. It is designed for Corps employees who are relatively new

to civil works or individuals who require an overall understanding of and the procedural stages involved in

the development of civil works projects.

Description. Topics will be presented and discussed relating to the Civil Works process, including: over-views of the Corps missions, programs and organizational structure; legislative and review processes; study

and project cost-sharing; program budgeting and funding; environmental compliance and HTRW considerations; public involvement; partnering and cooperation with non-Federal sponsors; and new trends and developments.  The student will learn the entire Civil Works process from the problem identification to project implementation. Various individual, group, and class exercises; role-plays of Corps-sponsor meetings; and discussions are used throughout the course to help students understand the process.

Prerequisites. Nominees must be involved in or closely support civil works planning, project management, or programs management and must be assigned (a) Occupational Series: Selected 0020, 0100, 0300,

0400, 0800, 0900, 1100, and 1300 series or others such as public affairs officers, real estate, or counsel

that support the development process; (b) Grade: GS-O5 or above.

CONFL MGMT & DISP RES

Long Title: Negotiating, Conflict Management, and

Dispute Resolution

306 Length: 36 Hours 15NBD01A

CEUs: 0.0 Tuition: $2,040.00

Purpose. This course is designed to convey the knowledge and hands-on experience which makes dispute prevention and resolution a part of each Corps of Engineers manager’s tool kit for effective decision-making.  The skills developed in this course are applicable to every aspect of the work of the Corps. Accordingly, managers from all disciplines within the Corps will find the insights gained in this course helpful in carrying out their responsibilities. The course enables managers to address the types of conflict encountered in project management, regulatory functions, negotiating local cooperative agreements, managing operations and finances, base closure, and in the Superfund/ DERP responsibilities of the Corps. Course participants learn about the variety of Alternative Dispute Resolution (ADR) techniques and how to head off potential disputes or mitigate conflicts when they occur.  This course is relevant to managers in all divisions within Major Subordinate Commands including, but not limited to, operations, construction operations, planning, engineering, personnel, real estate, resource management, and equal employment opportunity.  

Description. Topics covered are (a) overview of major conflict situations across Corps programs; (b) how to identify the types of and reasons for disputes; © assessing the point in the “Life Cycle of Conflict” most beneficial for intervention; (d) a continuum of Alternative Dispute Resolution (ADR) techniques; (e) use of third parties in Dispute Resolution; (f) how to create “win-win” outcomes; (g) how and when to use Alternative Dispute Resolution (ADR) techniques; (h) planning to avoid and/or decrease litigation costs; (i) understanding the negotiator mediator, conciliator, and facilitator roles; (j) strategies of coalition building; (k) how to reach consensus; (l) what are negotiation and bargaining?  what are the differences between positional and interest-based negotiations and when should they be used?; (m) fact-finding skills; (n) dealing with values; and (o) using communication skills of active listening and applying group process techniques to managing disputes.

Prerequisites. Nominees must: (a) be Corps Managers: Executive, Middle Management, and Project Managers; (b) have more than 4 years of Corps or other professional level work experience.
CONFL PREV/MGT/ADR

Long Title: Conflict Prevention, Conflict

Management, and Alternative Dispute Resolution

(ADR)

384 Length: 16 Hours 15SAP01A

Purpose. Conflicts, disputes, and litigation can reduce the Corp’s effectiveness in accomplishing its mission.  Students are taught alternative dispute resolution procedures, which offer options for the efficient and effective management of disputes. The course focuses on diagnosing disputes, designing management approaches, and selecting and applying techniques to the management of disputes. The course familiarizes management with a range of techniques and how to apply them across all areas of Corps of Engineers missions such as: environmental engineering, construction, engineering, regulatory, planning civil works and support to the Army, and others.  

Description. This course includes topics on (a) techniques of interest-based negotiation/bargaining; (b) conflict analysis and diagnosing disputes; © assisted negotiation strategies; (d) the continuum of ADR techniques; (e) principles of durable settlements; (f) estimating best alternatives to negotiated agreements; (g) management thought processes for applying ADR techniques; (h) single text negotiations; (i) ADR principles for managers; and (j) partnering.

Prerequisites. Nominees must be assigned as commanders, senior executives, senior managers, and resident and area engineers with significant contracting responsibilities in all the Corps’ principle areas of activity including, but not limited to, construction and operations, regulatory, area/resident engineers, procurement (contracting), planning, engineering, personnel, real estate, resource management, and legal counsel. Nominees must be assigned Grade: GS-13 through GS-15, and military personnel in grades 04 and above.

CUSTOMER OUTREACH EXECUTIVES

Long Title: Customer Outreach Executives

446 Length: 4 Hours 15COE01A

Purpose. This workshop provides an executive overview of the Customer Outreach Cycle: strategic outreach planning, account planning, implementation, and evaluation. Current USACE outreach initiatives are summarized.
Description. This workshop provides the Big Picture overview of outreach concepts and an introduction to the basic concepts of the outreach cycle. The objective of the workshop is to expose USACE leadership and management to the benefits of developing long-term business relationships with customers. The workshop is designed for onsite presentation at districts and division locations. For more information about an onsite session, please contact Joy Rodriguez, (256) 895-7448.

Prerequisites. This workshop is of value to USACE leadership and upper management. It is suggested that attendees preview the Outreach Tutorial located at www.usace.army.mil/essc/intra/customer/cotutor.

CUSTOMER OUTREACH WKSHP

Long Title: Customer Outreach Workshop

442 Length: 16 Hours 15COW01A

Purpose. This workshop gives Corps personnel an introduction to business development practices. The workshop provides insight into the use of customer outreach applicable to all mission areas throughout the Corps. The key objectives include strategic out-reach planning, customer account development, developing written plans, customer contact skills, and evaluation of the total customer outreach process.  Current USACE outreach initiatives are summarized. 

Description. The course provides an overview of out-reach concepts and an introduction to specific marketing tools and techniques via classroom exercises.  These concepts include strategic planning to identify district/division business development goals, customer account planning tools and customer-focused presentation and contact skills. The workshop is designed for onsite presentation at district and division locations.  For more information about an on site session, please contact Joy Rodriguez at (256) 895-7448.  

Prerequisites. Nominees may be assigned to any occupational series at Grade Level GS-09 and above.  This workshop is of value to all Corps personnel engaged in outreach and business development with external customers. All students should preview the Outreach Tutorial located at www.usace.army.mil/essc/ intra/customer/cotutor.
CW PROGRAM DEVEL(SEMINAR)

Long Title: Civil Works Program Development and

Execution

010 Length: 28 Hours 46CWP01A

CEUs: 0.0 Tuition: $650.00

Purpose. This seminar is designed primarily for civil works program managers, project managers, and functional mission supervisors. It provides a comprehensive understanding of civil works mission accomplishment, programming concepts and activities, and the importance of the project development team concept in program execution.

Description. The seminar includes discussions of: (1) the Corps of Engineers, administration, and congressional committee organizations relative to the civil works program, program authorizations, and appropriations;

(2) program development, including new start and continuing programs, and capabilities; (3) program defense, including OMB and congressional hearings; and (4) program execution, including work allowances, reprogramming actions, performance measurement, and manpower allocations.  

Prerequisites. Nominees must be assigned to an Occupational Series in CP 18 or CP 11, and meet the criteria below:  Categories of Eligibility: Category 1. Civil works programmers and project managers, GS-09 and above, in programs and project management organizations.  Category 2. Civil works supervisors managing main-line functional mission subprograms (planning, engineering, construction, operations, and their key branches), GS-13 and above, including equivalent military personnel, who desire a better understanding of the total civil works program and mission accomplishment.  Category 3. Chiefs of Real Estate, Chiefs of Resource Management, Chief Counsels, and Budget Officers. Category 4. Professional civil works supervisors or managers, GS-12 and above, in planning, engineering, construction, or operations who assist category 2 supervisors in managing their subprograms.  Category 5. Civil works managers, GS-09 and above, in planning, engineering, construction, or operations.  commanders and deputy commanders with civil works missions; members of the Senior Executive Service.  NOTE: The number of spaces available for this seminar is limited. It is important that attendees are those team members who will benefit most from the training.  Therefore, the selection process will be managed in the division offices by the Director of Programs Management and in the district offices by the Deputy District Engineer for Programs and Project Management.

CW PROGRAMMING PROCESS

Long Title: Civil Works Programming Process

358 Length: 36 Hours 46CWB01A

CEUs: 3.1 Tuition: $970.00

Purpose. This course is designed primarily for programmers, project managers, study managers and functional mission personnel. It provides a comprehensive understanding of civil works activities, programming and project/study management concepts and their interrelationship with mission accomplishment.  

Description. The course includes practical exercises and discussions of: (1) the Corps of Engineers, the Administration, the Congress, and actions relative to civil works studies and projects, authorizations, and appropriations; (2) program development and formulation at the district and the division level, including new starts, continuing programs and capabilities; (3) de-tailed preparation of study/project cost estimates, schedules, justification documents, and related project management documents; (4) program defense including the question and answer process, district briefings, division testimony, and OMB and congressional hearings; (5) study/project and program execution, including work allowances, reprogramming actions, and related documents.

Prerequisites. Nominees must be assigned (a) Occupational Series: Any job series within career pro-gram 18 (engineers and scientists) and career pro-gram 11 (comptroller); (b) Grade: GS-07 and above -below GS-07 individuals are eligible if recommended by their supervisors; © categories of eligibility:

1.
Personnel assigned to programs and project management, and planning organizations. 2. Personnel assigned to engineering or construction-operations functional elements who are involved in the civil works funding process and/or the preparation of program information. 3. Other personnel assigned to positions in support of programs and project management who require a greater understanding of the civil works programming process and the preparation of related documents.

NOTE: Formerly CW Programming and Budgeting course.

Notes. The number of spaces available for this course is limited. It is important that students are those team members who will benefit most from the training.

ECON ANALYSIS MILCON

Long Title: Economic Analysis - Military

Construction

101 Length: 36 Hours 35EAM01A

CEUs: 0.0 Tuition: $1,850.00

Purpose. This course explains the fundamental principles and procedures for developing economic analyses (E/A) in support of military construction and capital investment projects. The practical application of economic principles is provided through “hands-on” computer training sessions in which participants develop economic analyses using the Army’s economic analysis package, ECONPACK for Windows.  Economic Analysis is an integral and required justification for military construction project and capital investment proposals. This course is specifically designed to enable participants to prepare adequate, analytically accurate economic analyses in support of project funding requests to OSD and Congress. Lectures, work group exercises, practical exercises, and computer sessions are used to familiarize participants with the theoretical principles and automated capability to formulate, develop, document, and evaluate E/A.  

Description. Specific topics include (a) an overview of economic analysis as it relates to the planning, programming, and review process; (b) the economic analysis process: the logical sequential process used to develop E/A; © life-cycle cost analysis: terms and definitions; (d) the concept of equivalence, the time value of money, and the discounting and treatment of inflation; (e) life-cycle cost calculations: net present value, savings-to-investment ratio, discounted pay-back period; (f) sensitivity analysis: testing data uncertainties;

(g) using the automated system, ECONPACK for Windows, to perform calculations, document, and report analysis results; and (h) automatic transfer of completed economic analyses to a DD Form 1391.  

Prerequisites. Nominees must be assigned to current positions involved with planning, preparing, programming, or reviewing requests for government construction or capital investment projects.

*Other: Attendees must have been assigned a PAX computer user ID by HQUSACE (CEMP-MC) prior to attending the course. All computer charges incurred during the training will be billed to the user and are not included in the tuition for this course. Nominees must bring a pocket calculator to this course.

ECONOMIC ANALYSIS-WRP

Long Title: Economic Analysis in Water Resources

Planning

270 Length: 36 Hours 35EAW01A

CEUs: 0.0 Tuition: $1,300.00

Purpose. This course is designed to provide an overview of the requirements and procedures for conducting economic analysis of Corps of Engineers water resources planning projects. Some form of economic analysis, including benefit/cost analysis, cost effectiveness analysis and or economic impact analysis is required of all Corps projects, whether they be for flood control, navigation, dredging, water supply, environ mental mitigation and restoration or other project purpose.  The course is designed to help students better understand the Corps planning process and where they, as economist, fit into that planning process. The course will also provide information on how to think about and analyze new problems and situations.  

Description. This course includes discussion on (a) the economist’s role in the Corps of Engineers (Who is your audience, your customer? What are your products?); (b) introduction on principles and guidelines —how the economist’s job is influenced by P&G; © how to think as a Corps economist in National Economic Development (NED) terms (including new technologies such as risk and uncertainty); (d) evaluation by project purpose using the NED manuals (the incorporation of R&U into evaluation by project purpose); (e) other evaluation techniques (cost effectiveness, incremental cost analysis, economic impact analysis); (f) the changing role of economic analysis: Environmental Restoration, Rehabilitation, Watershed Planning, Section 216; (g) expected problem areas and how to think about them — emphasis will be on with/without project condition, NED vs. Regional, Economics vs.  Cost Sharing; and (h) how to plan your work with emphasis on Initial Project Management Plan (IPMP).  

OBJECTIVES. Upon successful completion of this training, attendees will be able to (a) define the requirement within P&G for economic analysis in Water Re-source Planning; (b) describe the NED concept as defined by the P&G; © use the NED Manual Series for project evaluation; (d) identify three different economic analysis techniques; (e) list source information for data required for economic analysis; and (f) list three tools for conducting economic analysis.

Prerequisites. This course is designed primarily for NEW Corps Economists and/or those personnel requiring a basic understanding of what economist do in conducting economic analysis of water resources projects, particularly project managers.  forums, practical exercises, and case studies. Focus is on the relationship of national issues to actions and responsibilities required of Corps districts, military installations, and other agencies. Instructors will pro-vide background information on selected topics and related issues, and case studies will be used to illustrate planning and management issues at projects and military installations. Students will interact through group forums to discuss and search for solutions to issues affecting ecological resources at their occupational sites. Topics to be covered include issues such as: (a) ecosystem structure and management; (b) biodiversity; © threatened and endangered species; (d) migratory species; (e) buffers and corridors; (f) non-indigenous species; (g) cumulative impacts; (h) mitigation planning and banking; and (i) habitat restoration.  Emphasis will be placed on incorporating solutions related to these topics into agency activities from an ecosystem perspective.

ENVIRON LAWS & REGS

Long Title: Environmental Laws and Regulations

170 Length: 36 Hours 33ELR01A

CEUs: 0.0 Tuition: $850.00

Purpose. After completing the course, students will be able to (a) list major federal statutes designed to protect the environment*; (b) summarize the major provisions of each federal environmental law and relationship to activities of the Corps of Engineers; © find the federal and state environmental statutes and regulations pertinent to a specific Corps activity, given access to a reference library; (d) identify and state legal requirements for environmental protection related to specified Corps activity, given access to suitable reference materials.

Description. This is a general survey course designed for non-attorneys or for attorneys with limited back-ground in environmental law. Topics include federal laws and regulations for environmental protection; pollution standards and variances; congressional and judicial developments; economic and technical difficulties in meeting standards; relation of the Corps of Engineers to state and federal agencies in meeting standards and enforcing laws; methods of monitoring pollution; legal penalties; litigation techniques; the Rivers and Harbors Act of 1899 regulatory provisions; the National Environmental Policy Act (NEPA); Executive Order 11514; the NEPA regulations of the Council on Environmental Quality; the Federal Clean Water Act; the Federal Clean Air Act; the Resource Conservation and Recovery Act; the Toxic Substances Control Act; the Endangered Species Act; the Fish and Wildlife Coordination Act; the Historic Preservation Act; the Noise Control Act; the Federal Environmental Pesticide Control Act; the Coastal Zone Management Act; regulations of the Environmental Protection Agency; and state laws and regulations.

*This course is not intended for personnel primarily involved with hazardous and toxic waste projects and does not include detailed coverage of the Resource Conservation and Recovery Act (RCRA), the Comprehensive, Environmental Response, Compensation and Liability Act of 1980 (CERCLA), or the Superfund Amendments and Reauthorization Act (SARA) of 1986.  

Prerequisites. Nominees must be assigned (a) Occupational Series: Selected 0020, 0100, 0400, 0800, and 0900; (b) Grade: GS-07 or above.

FACILITATOR WORKSHOP

Long Title: Facilitator Workshop

016 Length: 32 Hours 48FAW01A

CEUs: 0.0 Tuition: $700.00

Purpose. The PROSPECT Program offers video-based training which is designed for small group instruction at the work site by a local facilitator. The training content, format, and presentation methodology are unique to the Corps. The purpose of this course is to train individuals in the methodology necessary to success-fully facilitate this Corps-peculiar training. 

 Description. Through lectures, demonstrations by instructors, and practical exercises by the students, this course covers local responsibilities for the export-able training, materials organization, presentation methodology, scheduling, reporting requirements, and methods to supplement the prepared training materials. 

Prerequisites. Nominees should be assigned (a) Occupational Series: All; (b) Grade: All. This workshop is strongly recommended for anyone responsible for delivering any of the PROSPECT exportable training courses. Nominees do not necessarily have to have subject matter knowledge or expertise in the subject areas to successfully facilitate a course. The facilitator with subject matter knowledge will be more comfortable with the assigned duties, be able to provide better quality training to the students through addition of local flavor to the instruction, and be able to answer unanticipated questions from the students.

HTRW OVERVIEW

Long Title: Hazardous/Toxic and Radioactive

Waste Overview

350 Length: 20 Hours 56HTR01A

CEUs: 1.1 Tuition: $650.00

Purpose. This is an introductory course for staff level and management personnel having responsibilities in USACE Superfund, DERP, and other Hazardous/Toxic and Radioactive Waste (HTRW) programs. This course provides an overview of information concerning the Corps’ role in HTRW cleanup activities under these programs.

Description. The course consists of classroom/instruction summarizing USACE HTRW programs such as Superfund, Defense Environmental Restoration Program (i.e., Installation Restoration, Formerly Used Defense Sites) Base Realignment and Closure (BRAC), and Support for Other Programs. The course ad-dresses the Corps’ HTRW organizational structure, HTRW project execution and management, contracting strategies, applicable environmental laws and regulations, community relations, ordnance and explosive wastes, risk assessment, health and safety, site characterization, environmental monitoring, cost engineering, UST projects, geotechnical and treatment design technologies, and lessons learned.  

Prerequisites. This overview course is intended as an introductory course for staff level and management personnel with a current or projected assignment in the USACE HTRW programs. This course does not satisfy the Health & Safety training requirements under OSHA 29 CFR 1910.120/29 CFR 1926.65.

HUMAN RESOUR MGT I

Long Title: Human Resource Management I - A

Corps for the Future

301 Length: 36 Hours 21HR101A

CEUs: 0.0 Tuition: $690.00

Purpose. This course is designed to improve human resource management skills of Corps of Engineers supervisors, managers, and team leaders. The focus of the course is on the development of communication skills. Students will also be administered an instrument that will identify individual behavioral styles used in human resource management.  The goal of the course is to promote optimal leadership of human resources. Each topic in the course provides tools supervisors, managers, and team leaders can use on the job.

Description. The course emphasizes a practical approach to problems supervisors, managers, and team leaders may encounter within each topic addressed.  Additionally, some theory is also covered. Through lecture, discussion, and interactive exercises, participants will improve their human resource management skills.

Major topics include (a) Corps vision and values, (b) leadership, © empowering members to excel, (d) diversity, (e) matching people with jobs, (f) communications skills, and (g) managing stress. Actual course content may differ as HRM materials are updated.  HRM I answers the questions: “What skills and abilities do I need to meet the evolving missions of the Corps of Engineers for the future?” As the Army downsizes and as we “reinvent” government to increase efficiency and effectiveness, the Corps must find ways to recreate value for itself in the eyes of present and potential customers. That means, in large part, translating its skills and abilities into new directions.

HRM I stresses that quality service in government is not an oxymoron and that Corps managers and team

leaders in districts and divisions are the ones who can and should streamline processes, reduce inefficiencies, and increase effectiveness.  HRM I addresses how to motivate and influence - in effect, how to gain personal power - in a day when rank and status are fast disappearing and positional power eroding. How to move others to action is also ad-dressed through effective communication skills. Finally, HRM I introduces the major stressor within the Corps today - managing organizational change - and identifies ways to reduce the “lack of control,” which is the primary basis for this stressor. Our intent is to give participants relevant skills and abilities for the future to increase their professional and personal security.  OBJECTIVES. Upon successfully completing this training, attendees will be able to (a) identify methods of successful communication with employees, workgroups, and coworkers (including speaking and listening); (b) classify methods of recognizing employee performance informally, including giving positive and negative feedback; © list specific techniques for giving constructive criticism; (d) identify skills to look for when interviewing job applicants; (e) evaluate individual workloads to ensure balanced delegation of assignments; (f) understand elements of reasonable and effective work assignments; (g) compare individual progress with performance standards; (h) recognize basic elements of employee self-esteem; (i) identify basic principles of motivation; (j) explain basic principles of delegation of authority and accountability;

(k) identify the Corps’ value structure; (l) summarize basic dynamics of creativity and innovation; (m) identify basic interviewing techniques/employee selection; (n) identify basic elements of stress management and assertiveness techniques; (o) identify their own behavioral work style; and (p) understand the components of a positive and successful workplace environment.  

Prerequisites. Nominees must be assigned (a) Occupational Series: Any; (b) Grade: GS/GM 11-15 and wage grade supervisors, managers, and team leaders.  First preference is given to formally designated supervisors, managers, and team leaders. Second preference is given to project managers and others likely to become supervisors.

Notes. (a) It is not necessary for students to take HRM courses in numeric order. Students may select any or all of the Human Resource Management courses in any order based solely upon subject matter need. (b) Only GS/GM 13-15s and high potential nonmanagers may use executive development funds to cover the cost of attendance. © This course requires active participation by all attendees. Attendees are expected to make travel plans to permit attendance at all class sessions.

HUMAN RESOUR MGT II

Long Title: Human Resource Management II -

Creating a Total Quality Culture

302 Length: 36 Hours 21HR201A

CEUs: 0.0 Tuition: $740.00

Purpose. This course is designed to improve human resource management skills of managers, supervisors, and team leaders within the Corps of Engineers.  The course focuses on managing performance.

Description. The course includes topics on (a) leadership, (b)
developing and appraising members’ per-formance, (c) team building, and (d) transitions. Each topic provides specific tools the manager, team leader, or supervisor can use. Actual course content may differ as HRM materials are updated.  HRM II is about changing structures, systems, and even culture to match the quality imperative and to ensure exceptional performance. The quality movement within the Corps is examined, with particular emphasis on continuous improvement, customer focus, total involvement of the workforce in that quality vision, and leadership.  Specific focus areas include measuring employee performance to ensure exceptional, not mediocre, performance; moving from a hierarchical to a team-oriented culture; formulating quality indicators (bench-marks) in all activities to complement the organization’s vision on quality; transitioning from a status quo culture to a continuous improvement culture, by strongly emphasizing leadership.

OBJECTIVES. Upon successful completion of this training, attendees will be able to (a) demonstrate empathetic responses to employee problems; (b) demonstrate techniques for communicating needs to subordinates; © prepare effective written communication;(d)
write performance standards; (e) prepare performance appraisals; (f) explain expectations for employee’s performance; (g) explain relationship between performance appraisal and goal setting; (h) document employee performance (positive or negative) during the year; (i) discuss negative performance with employee; (j) identify team’s ability to accomplish task; (k) compare methods for enhancing employee self-esteem; (l) identify individual employee talent; (m) identify basic strategies for team building; (n) identify team needs for successful task completion; (o) recognize supervisory responsibility for team actions; (p) develop methods for inspiring confidence in the work group; and (q) design strategies for empowering team members.

Prerequisites. Nominees must be assigned (a) Occupational Series: Any; (b) Grade: GS/GM 11-15 and wage grade supervisors and managers and team leaders. First preference is given to formally designated supervisors, managers and team leaders. Second preference is given to project managers and others likely to become supervisors Notes. (a) It is not necessary for students to take Human Resource Management courses in numeric order. Students may select any or all of these courses in any order based solely upon subject matter need. (b) Only GS/GM 13-15’s and high potential nonmanagers may use executive development funds to cover the cost of attendance. © This course requires active participation by all attendees. Attendees are expected to make travel plans to permit attendance at all class sessions.

HUMAN RESOUR MGT III

Long Title: Human Resource Management III -

Empowerment in the Workplace

303 Length: 36 Hours 21HR301A

CEUs: 0.0 Tuition: $880.00

Purpose. This course is designed to give participants human resource management skills focusing on em-powerment in the workplace.

Description. The course provides four different perspectives from which to view today’s work: (a) empowerment and the Corps: shifting the paradigm; (b) empowerment and individual differences: honoring the self; © empowerment and diversity: developing the workplace of tomorrow; and (d) empowerment and delegation: skills for the 1990’s. Each topic includes content, experience, and application sections to pro-vide participants with specific tools to take back to the job.

OBJECTIVES. Upon successful completion of Human Resource Management III, participants will be able to: (a) identify the key components of empowerment; (b) understand the individual problem solving style and how it may impact others; © see how individual differences can become complementary strengths on a team; (d) identify current Corps paradigms and changes for the future; (e) see the relationship between empowerment and performance expectations, and (f) learn the process for effective delegation. Human Resources Management III focuses on individual development which translates to organizational effectiveness through the use of the empowerment philosophy. The ultimate result of applying these principles is satisfied customers, both internally and externally. Therefore the primary goal of Human Resource Management III is to provide a new perspective in developing and maintaining productive, motivated employees and loyal customers.  

Prerequisites. Nominees must be assigned (a) Occupational Series: Any; (b) Grade: GS/GM 11-15 and wage grade supervisors, managers, and team leaders.  First preference is given to formally designated supervisors, managers, and team leaders. Second preference is given to project managers and others likely to become supervisors.

Notes. (a) It is not necessary for students to take Human Resource Management courses in numeric order. Students may select any or all of these courses in any order based solely upon subject matter need. (b) Only GS/GM 13-15’s and high potential nonmanagers may use executive development funds to cover the cost of attendance. © This course requires active participation by all attendees. Attendees are expected to make travel plans to permit attendance at all class sessions.

HUMAN RESOUR MGT IV

Long Title: Human Resource Management IV -

Vision, Values, Teamwork, and Leadership

034 Length: 36 Hours 21HR401A

CEUs: 0.0 Tuition: $880.00

Purpose. Human Resource Management IV is de-signed to present the organizational perspective of the Human Resource Management series. Human Re-source Management IV looks at the Corps organization from four cornerstones: (a) visions; (b) values; (c) teamwork; and (d) leadership.

Description. Each topic addressed builds upon the previous days learning. The course is designed as a learning lab in which participants are assigned to a team at the beginning of the week and learn from an in-depth perspective how to move through team stages, modify leadership style, and clarify performance expectations.  Human Resource Management IV is primarily a leadership seminar in which participants actively participate in each day’s learning. Human Resource Management IV is a “cutting edge” course that enables participants to be part of a weeklong learning experience.  OBJECTIVES. After successful completion of Human Resource Management IV participants will: (a) understand the relationship between organizational vision and day-to-day actions; (b) identify and describe the primary values of the Corps; © understand the stages of group development; (d) use appropriate leadership behaviors with individuals and groups depending upon the situation; (e) develop a back-on-the-job coaching

        plan to apply concepts learned; and (f) work together in teams on a week long project that culminates on Friday with team presentations and insights about the team process.  Human Resource Management IV is a big picture perspective with enough specifics that participants have the tools to adopt the learning to their individual needs.

Prerequisites. Nominees must be assigned (a) Occupational Series: Any; (b) Grade: GS/GM 11-15 and

wage grade supervisors, managers, and team leaders.  First preference is given to formally designated

supervisors, managers, and team leaders. Second preference given to project managers and others likely

to become supervisors.

Notes. (a) It is not necessary for students to take Human Resource Management courses in numeric

       order. Students may select any or all of these courses in any order based solely upon subject matter need.(b) Attendees are strongly encouraged to have either prior supervisory experience or prior supervisory/managerial training before taking this course. © Only GS/GM 13-15’s and high potential nonmanagers may use executive development funds to cover the cost of attendance.  (d) This course requires active participation by all attendees. Attendees are expected to make travel plans to permit attendance at all class sessions.

INSRUCTION METHODS

Long Title: Instructional Methods

064 Length: 36 Hours 48ITB01A

CEUs: 0.0 Tuition: $700.00

Purpose. This course provides potential instructors with a knowledge of, as well as practice implementing, methods and techniques necessary to design, develop, instruct, and evaluate a training course.  Description. Topics covered through lectures, demonstrations, and practical exercises include Corps of Engineers Systems Approach to Training, roles of the instructor, instructional objectives, communications skills, lesson planning, instructional aids, the adult learner, methods of instruction, classroom management, counseling, tests, and questioning techniques.  The student demonstrates mastery of these topics through the development and presentation of a lecture, lecture with questions, and student involvement activity. 

Prerequisites. Nominees should be assigned (a) Occupational Series: All; (b) Grade: All. This course is designed for potential instructors in the PROSPECT program. However, the methodology presented is beneficial to any individual charged with developing and conducting any type training, presentation, or briefing.

Notes. This course contains requirements which are mandatory for course completion and may require an

estimated 6 hours of overtime. It is your responsibility to bring this to the attention of your supervisor so that an overtime request/determination can be made by your appropriate personnel. It is also your responsibility to certify the amount of time expended on these requirements to your supervisor when you request overtime

        compensation.
O&M CONTRACTS

Long Title: Administration of Operations and

Maintenance Contracts

119 Length: 28 Hours 41OMC01A

CEUs: 2.6 Tuition: $620.00

Purpose. This course provides basic instruction to operations/natural resource managers, park rangers,

maintenance supervisors, and operational support personnel on preparing and administering a broad

range of service, supply, and small construction contracts used at civil works projects.

Description. Contracting procedures being used on civil works projects for operation and maintenance are addressed through lecture, discussion, and exercises.  Special emphasis is given to those steps which are key to developing and administering successful contracting programs. As a basic first exposure to O&M contracting, the student will develop a sound understanding of techniques and responsibilities. As a review, experienced contract administrators will be updated on procedural changes and have the opportunity to refine their contracting procedures. Included is an in-depth discussion of the types of contracts. The course is recommended as a review on a 5-year frequency by HQUSACE (CECW-ON).

Prerequisites. Nominees must be assigned (a) Occupational Series: Selected 0023, 0025, 0300, 0400, 0800, and 1100; (b) Grade: GS-05, WG-05, and above.  Students should have current or projected assignments involving project contracting procedures.

O&M CONTRACTS ADV

Long Title: Advanced Administration of Operations

and Maintenance Contracts

318 Length: 32 Hours 41OMA01A

CEUs: 1.8 Tuition: $950.00

Purpose. This course provides operations/project personnel with additional skills for developing and administering service, maintenance, and construction contracts.
Description. Through lectures, field exercises, and directed discussion sessions, this course covers con-tract types, administrative considerations, legal implications, and handling adverse circumstances of O&M contracts. This course provides project contract administration personnel with advanced understanding in project operations where significant reliance on O&M contracting is required.

Prerequisites. Nominees must be assigned (a) Occupational Series: Selected 0023, 0025, 0300, 0400, 0800 and 1100; (b) Grade: GS-07 or above or equivalent WG grade and series. Students should be as-signed project office contracting responsibilities, or district office personnel involved in contract administration supervision. Students must have completed the Administration of Operation and Maintenance Con-tracts basic course (No. 119).

PCA/FINANCE PLAN DEV

Long Title: Project Cooperation Agreements (PCA)

and Financing Plan Development: Policies,

Practices, and Procedures

315 Length: 28 Hours 46LCA01A

CEUs: 0.0 Tuition: $1,690.00

Purpose. This course provides project managers, real estate specialists, counsel, and others working project cooperative agreements with the basic knowledge, skills, and abilities needed to develop PCA packages and to conduct financial analyses during project planning and implementation. Participants will learn critical aspects of managing the PCA process from under-standing the fundamentals of project finance and financial analysis principles and methods, its relationship to program/project management, funding and construction scheduling and the new start Project Cooperation Agreement (PCA), policy, development, and negotiation.  Lecturers and instructors include the HQUSACE Civil Works staff, field personnel, and representatives of the non-Federal sponsor.
Description. Topics include: (a) Policy for New Start/ Project Cooperation Agreement Process, Development Negotiation and Processing; (b) Planning, Policy, Program, Real Estate, and Legal Considerations; © Non-Federal Financing Considerations; (d) Municipal Finance/Credit Analysis/Cost/Revenue and Fiscal Analysis; (e) Program Management and Implementation Procedures and Applications; (f) Budgeting, Funding, and Construction Scheduling; (g) Policies and Procedures to Account for Project Funds, (h) Project Examples and Experiences, and (i) Legal Aspects.

Prerequisites. Nominees must be assigned (a) Grade:  GS-09 to GS-15; (b) current responsibilities in project planning, study management, engineering management, economic analysis, project management, real estate, local cooperation, new start budget development, legal review, or assigned to the Office of Counsel.

PROJ MGT - CIVIL WORKS

Long Title: Project Management - Civil Works

353 Length: 24 Hours 46PMC01A

Purpose. This course provides the district project manager with management procedures and techniques necessary to deliver a successful civil works project.

Description. Through lectures, case studies, and exercises, this course covers the entire spectrum of management of civil works projects. It includes the organization, team, procedures, and customer relationships involved in moving a project successfully through the civil works process. It also addresses project management requirements in ER 5-1-11, Pro-gram and Project Management.

Prerequisites. (a) Grade: GS-11 and above; (b) Successful completion of PROSPECT Project Management course (#355); © Other: First priority should be given to personnel currently assigned as a civil works project manager. Second priority should be given to personnel currently assigned to a civil works project team.

PROJ MGT - HTRW & OE

Long Title: Project Management for Hazardous,

Toxic and Radioactive Waste (HTRW) and

Ordnance and Explosives (OE) Environmental

Restoration

260 Length: 36 Hours 46ENV01A

CEUs: 3.0 Tuition: $1,260.00

Purpose. District project managers, and others, will learn the Corps’ requirements, policy and procedures for managing projects that control, remove or treat Hazardous, Toxic, and Radioactive Waste (HTRW) and/or Ordnance and Explosives (OE).  

Description. This course focuses on HTRW/OE environmental restoration and clean up projects in the following Corps programs: Formerly Used Defense Sites, Installation Restoration Program, Base Realignment and Closure, U.S. Environmental Protection Agency Superfund Program, Formerly Used Sites Remedial Action Program, and Environmental Support for Others. Short reviews of these programs, applicable laws and regulations, and project management concepts are included. Relevant requirements of ER 5-1-11, PROJECT MANAGEMENT are presented. The course emphasizes topics unique to the Corps’ approach to managing these projects. Program-specific topics plus the following topics that are common to all HTRW/OE programs are presented: information systems and management, contract acquisition management, real estate, and marketing. Instruction is via lectures, videos, discussions and case studies with emphasis on student participation — including team exercises with presentations.

Prerequisites. Applicants must know fundamental project management principals, terminology, techniques and tools. Applicants should have overview-level familiarity with HTRW/OE environmental laws and regulations and with the programs listed above. Recommended preparatory PROSPECT courses include:

HTRW Overview (No. 350), Project Management (No.  355) and HTRW CERCLA/RCRA (No. 356). Applicants must be GS-09 or above. Selection priorities are: first, Corps district employees with a current or projected assignment as a project manager and/or a member of a project delivery team including customers in one of the above programs; second, immediate supervisors of employees potentially eligible for priority one; and third, Corps program managers or functional managers with HTRW/OE responsibilities, or applicants from other agencies.

PROJ MGT - MIL PROG

Long Title: Project Management - Military

Programs

088 Length: 36 Hours 46PMM01A

CEUs: 3.1 Tuition: $980.00

Purpose. This intermediate level course provides the project manager in a programs/project management division with management procedures, tools, and techniques necessary to effectively manage military construction (MlLCON) projects from design authorization through construction completion.

Description. Through lectures, directed discussions, and case studies, this course covers the entire spectrum of project management of military programs. It includes the MlLCON budget cycle, regulations and philosophy, planning and programming, the design process, A-E and in-house design management, A-E selection and negotiations, project advertising and award, and project management responsibilities during the construction phase. It also addresses project management requirements contained in ER 5-1-11, Program and Project Management.

Prerequisites. Nominees must be assigned (a) Occupational Series: 0800; (b) Grade: GS-09 or above. First priority will be given to those CE personnel with a current or projected (within 6 months) assignment as a project manager in the MlLCON process. Second priority will be given to those personnel designated to fill project management positions in other programs or under mobilization. This course is also open, on a space-available basis, to USACE military project team members, program managers, personnel from other agencies, supervisors of project/ program managers, resident engineers and chiefs, and assistant chiefs of engineering and construction divisions and directorates.  Included within this grouping are other personnel who directly support project managers in the execution of their duties such as program analysts, procurement specialists, and military deputy commanders. Due to the dynamic environment of project management and continuing advancement in this area, the course is also open to students who have not attended within the previous 5 years.

PROJECT MANAGEMENT

Long Title: Project Management

355 Length: 24 Hours 46PJM01A

CEUs: 2.3 Tuition: $990.00

Purpose. This course is designed primarily for those individuals who are, or will be, a project manager in any program area. Project team members from functions other than project management may benefit through improved understanding of the project manager’s roles and responsibilities.

Description. The course provides the basic philosophy of project management, establishes and explains project management objectives, and provides tools for project management. The course seeks, through presentations, discussions, illustrations, and case studies to provide current guidance in using project management techniques. Generic project management tools and techniques are reinforced by the use of civil works and military programs case studies. Instruction covers the development of a project management plan, work breakdown structures, and project schedules; techniques for cost estimating, risk assessment/contingency management; use of parametric and detailed cost estimates, code of accounts; keeping track; work in progress, PM reports; assessing earned value; development of 902 limits; and the project review board process.
Prerequisites. Nominees must be assigned or anticipate being assigned as an individual project manager or technical member of a project team at Grade GS-11 or above. Pocket calculators are needed for case study work.

RE PLAN & CONTROL

Long Title: Real Estate Planning and Control

144 Length: 36 Hours 49RPC01A

CEUs: 0.0 Tuition: $1,210.00

Purpose. The planning and control function in Corps of Engineers real estate divisions comprises a myriad of duties and responsibilities. These include long and short range planning of both civil and military real estate programs, resource allocation and management, monitoring program execution, and audit and administrative support activities. This course is designed to orient real estate employees with each of these duties and responsibilities. The course also discusses how P&C interfaces with other elements of the Corps and addresses broad aspects of the fiscal, manpower and planning environments within real estate, the Corps of Engineers, and the Army.

Description. The course utilizes lectures, class discussions, exercises and testing. Topics for presentation will address (a) real estate planning, budgeting, and manpower; (b) real estate surveying, land descriptions, and boundary monumentation; © real estate audits/records; (d) real estate environmental considerations and impacts; (e) real property accountability; and (f) real estate aspects of Life Cycle Project Management.  

Prerequisites. Nominees must be assigned (a) real estate division; (b) Grade: GS-05 and above.

RECORDS MGT PROF DEV

Long Title: Records Management Professional

Development

393 Length: 36 Hours 46RPD01A

CEUs: 3.0 Tuition: $1,560.00

Purpose. This Management Training course is de-signed only for records administrators/managers and

directors of information management responsible for the records management (RM) discipline. Participants

are provided a management overview of the major records management subprograms required to over-see

and execute this federally mandated program.  Participants benefit by gaining additional insight into

the concerns, needs, initiatives, and current issues of the RM discipline.

Description. This course includes the following topics:

(a) statutory and regulatory records management requirements; (b) program management responsibilities:

(1) records systems, (2) official mail distribution, (3) forms, (4) correspondence, (5) administrative publications, (6) Freedom of Information Act, (7) Privacy Act, (8) CEERIS Corps of Engineers Electronic

Recordkeeping Info System, reports control program, (9) office copier, and (10) vital records; (c) records

management planning and budget requirements; (d) introduction to management techniques; (e) introduction to business process re-engineering; and (f) current issues.

Prerequisites. Nominees shall be assigned (a) Occupational Series: 301, 340, 342, 343, and 344; (b) Grade: GS-05 and above. This course is designed for individuals who spend 80-90 percent of their time in the records management discipline or for information managers who have overall responsibility for this program.

Notes. While MARKS principles will be briefly discussed, this is NOT a course in files maintenance and

disposition, e.g., assigning MARKS numbers.
REAL PROP MGT

Long Title: Real Property Management

286 Length: 32 Hours 49RPM01A

CEUs: 2.9 Tuition: $700.00

Purpose. This course is designed as an introduction to Army Real Property Management, as well as a means to providing Army Real Property personnel up to date information on changes and issues relating to the responsibilities, regulations, policies, and procedures of Army Real Property Management. The goal of the course is to provide an overall understanding for the new real property person and also to enhance the experienced real property person’s knowledge of the functions of Army Real Property Management.  

Description. This course provides the most up to date information on the very broad range of Army real property management responsibilities. Through lectures, case studies, group interaction and practical exercises, this course will provide the most current information on Army real property accountability, to include requirements of the Chief Financial Officers Act for Real Property Accountability and Reporting, space utilization, acquisition, disposals, outgrants, natural and cultural resource requirements and environmental documentation, the McKinney Homeless Assistance Program, annexation, jurisdiction, encroachments, privatization, and automated management systems associated with Army real property management and accountability.

Prerequisites. Nominees should include personnel both directly and indirectly associated with the management of Army real property at the installation, MACOM, MSC, USAR, RSC, USACE divisions/districts, and supporting contractors.

VALUE ENGINEERING

Long Title: Value Engineering Workshop

110 Length: 40 Hours 35VEW01A

CEUs: 3.2 Tuition: $870.00

Purpose. This course provides the participant with the requirements, policies, and procedures necessary to enable the student to perform effectively as a value engineering study team member or leader; to recognize potential areas for VE studies; to identify the value of having an active value engineering program; and to motivate the participant to support continued development. 

Description. Through lectures, conferences, and workshop sessions, this course provides the history of value engineering and its development in the Corps of Engineers, the need for value engineering in Corps construction, the methodology employed, the value engineering program, and contractor participation in the program. Nominees participate in class exercises and discussions. Approximately half of the course is devoted to workshops in which all participants are involved in actual value engineering studies of construction items selected by the offices involved. This course is designed primarily for training construction and design engineers and technicians in the principles and application of value engineering; however, all levels of management benefit by participating in this course.

Prerequisites. Nominees must be assigned (a) Occupational Series: 0340, 0800, 1300, and 1008; (b) Grade: GS-05 or above; © as managers with authority and responsibility for decision-making having a cost impact on Corps of Engineers projects. The course is also open to individuals who have a current or projected (within 1 year) assignment requiring knowledge of value engineering methodology. The nominee must not have attended this course in the past 5 years.  Nominees must be approved by the local value engineering officer of the nominating division or district.

Notes. This course of instruction complies with the certification standards set forth by the Society of American Value Engineers (SAVE) to fulfill the Module I workshop requirement portion for Certified Value Specialist.

Annex D – Course Descriptions – Non Resident, Correspondence, and Online

BASIC FIN MGT
Long Title: Basic Financial Management

802/CERM-BA

Training Length: 8 Hours

Web-Based: Self-Paced

Purpose. This course provides an overview of the various regulatory, policy, and statutes that govern the day-to-day financial management decisions.  

Description. Modules of instruction include authorization and appropriations; statutory constraints on use of funds; funds management, and legislative initiatives in financial management and the CFO Act.  Prerequisites. Students should be general workers, supervisors, and management personnel who are directly involved with the day-to-day financial management responsibilities.

BUD PRIN OP BUD

Long Title: Budget Principles For Operating Budget

Preparation And Analysis

753/CERM-B 42BPB01A

Training Length: **

Floppy Disk: Self-paced

Purpose. This course provides budget unit personnel with the technical expertise to create, develop, and formulate an organizational object class budget; to use budget and accounting systems to prepare accurate operating budgets; to define potential budget problems; to use spreadsheet software to analyze trends and operations; and to develop value analysis ability.  Description. This course is computer-based. Training materials include one computer floppy disk, a Trainer’s Guide, and a Student Workbook. Topics include (a) Operating Budget Fundamentals; (b) Information Systems; (c) Budget Analysis; and (d) Defense of Budgets. 

Prerequisites. Students should be budget unit personnel with a basic understanding of operational requirements.  Students should also prepare organizational budgets for organization chiefs, facility account managers, technical indirect account managers, and office managers. They should be familiar with the existing
Corps financial information system and be knowledgeable of PC-based spreadsheet software.

CONTRACTING OVERVIEW

Long Title: Contracting Overview (Revised)

742/CEPR-ZA 41CNO01A

Training Length: 24 Hours;

Video Run Time: 3.3 Hours

Purpose. This course is intended to educate with focus on concepts rather than execution. It provides the student with a basic understanding of the contracting system emphasizing what is involved and why things are done, not how they are done. This is the first course in the core curriculum of courses for Construction Contract Administration/Acquisition Training. It is a prerequisite for taking courses in the core curriculum of the PROSPECT Construction Contract Administration Training Program.
Description. The training materials include two ½” videocassettes, a Facilitator’s Guide, and a Student Study Guide. The course is a basic contracting course.  Topics include Basic Federal Acquisition Regulation (FAR) System, Basic Responsibilities and Authorities, Acquisition Planning and Competition, Contracting Process, Socioeconomic Programs, Funding Issues, Contract Administration, Special Categories of Contracting, Forms, and Ethics/Standards of Conduct.  
Modules/Submodules. (1) Introduction to Contracting Overview (no submodules); (2) Defense Acquisition Workforce Improvement Act (DAWIA) (no submodules);
(3) Legal Procedural Framework (no submodules); (4) The Corps Contracting Team (no submodules); (5)

Acquisition Planning and Competition (6 submodules); (6) The Contracting Process (3 submodules); (7) Kinds of Contracts (5 submodules); (8) Socioeconomic Pro-grams (2 submodules); (9) Contract Administration/ Management (8 submodules); and (10) Ethics/Standards of Conduct/Fraud, Waste and Abuse (no submodules).

Prerequisites. None. Students should be assigned to or expected to be assigned to a job involved with the procurement or contract administration process. This course is for all military and civilian job series involved in the acquisition process to include contracting, contract administration, project management, planning, resource management, and operations.  construction. It is accompanied by EP 715-1-2. No student study guide or facilitator guide accompanies this program.

ETHICS

Long Title: Ethics

801/CEOC

Training Length: 1 Hour

Web-Based: Self-Paced

Purpose. In accordance with DoD 5500.7-R, Joint Ethics Regulation (JER), the purpose of this course is to serve as an initial ethics orientation of new employees, refresher training for current employees, or annual ethics training as mandated by the employees’ local Office of Counsel.

Description. This course provides an overview of the basic rules that guide ethical behavior. Included are those rules addressing conflicts of interest, gifts, travel, or 1171.  environmental responsibilities of the installation.  

Prerequisites. Nominees should be installation environmental office staff, ARCOM/MACOM environmental office staff, unique environmental staffs, district project managers, and DPW environmental coordinators.

INTRO PROJ MGT

Long Title: Introduction To Project Management

762/CECW-LP

Training Length: 8 Hours;

Video Run Time: 2.0 Hours

Purpose. This course provides an introduction to the principles and techniques of project management as applied within the U.S. Army Corps of Engineers. The first module should be presented during one session and will be offered to all Corps employees independently of the remaining four modules. The other four modules should be presented in two sessions on different days when students are expected to accomplish the hands-on exercises. The first module was fielded in January 1995. The other four modules are under development.

Description. Training materials include videocassettes, Facilitator’s Guide, and a Student Study Guide.  Modules: (a) Understanding Project Management, (b) Defining the Project, © Resourcing the Project, (d)

Managing the Project, and (e) Evaluating the Project.  

Prerequisites. Nominees for the first module of this course will be all Corps of Engineers employees.  Generally, students who attend the other four modules will be program managers, project managers, technical managers, and project implementation team members.

INVENTORY MGT

Long Title: Inventory Management

798/CELD-MS

Training Length: 4 Hours;

Web-Based: Self-Paced

Purpose. This purpose of this course is to familiarize personnel of the Corps’ policies concerning inventory and financial management and standard inventory practices.

Description. Modules of instruction include inventory accounting policy; inventory data conversion instructions; CEFMS inventory management and implementation of the inventory management plan.

Prerequisites. This course is open to all logistics management personnel.

ANNEX E - USACE Accountant Intern Training Plan 

1.  General.

This supplement provides additional information for accountant interns employed by USACE activities at the GS-05, GS-07, and GS-09 levels.  This plan is appropriate for accountants hired using a variety of methods, including direct recruitment actions, DA, USACE, or local intern programs, Student Career Employment Program students, and individuals converted from a non-accounting series.  This information supplements the Master Intern Training Plan (MITP) shown in Annex C of the ACTEDS manual.  

2.  Structure of the USACE Accountant Training Plan.

The MITP provides general guidance for a 4-phase training program of 24 months.  In addition to the MITP, training for USACE accountants will include the following:

    a.  Phase 1 of the MITP is expanded to address organization, missions and functions of HQUSACE, Divisions, Districts, Laboratories, and the USACE Finance Center.  This training will be conducted locally.

    b. In addition to MITP requirements, USACE accountant interns will participate in the following mandatory training:

( For HQ, Division, District, and Laboratory accountants, an orientation visit to the UFC and three rotational assignments of NLT 30 days each to the UFC 


( For UFC accountants, three rotational assignments of NLT 30 days each to a district or laboratory


( Nuts and Bolts of Accounting Course, Corps of Engineers, (beginning in FY02)


( Local orientation on the Project Management Business Process to include site visits to civil and/or military projects

    c.  The recommended training plan is shown at Figure 1.  The plan is shown in a logical sequence, but courses may be moved from one phase to another based on availability.  Substitution is allowed on all non-mandatory courses, as appropriate.  The plan is a blend of resident and non-resident courses, distance based learning and on-the-job training.  

    d.  Completion of the two-year training program as designed will fulfill requirements for certification at Level I of the Comptroller Accreditation Program.

    e.  Recommended courses for additional functional and specialized training are shown in Annex B of this supplement.

3.  On The Job Training (OJT).  OJT assignments will be tailored locally to provide the intern comprehensive training in all areas of the Accounting Office.  

4.  Rotational Assignments for Accountants in USACE Districts, Divisions, and Laboratories.  All accountant interns will make an orientation visit to the USACE Finance Center (UFC) in Phase I.  In phases 2, 3, and 4, interns will participate in rotational assignments of NLT 30 days each at the USACE Finance Center (UFC).  Assignments will be tailored to provide training in one or more functional or specialty areas.  Completion of three 30-day rotational assignments will qualify as one 90-day rotational assignment for purposes of the Comptroller Accreditation Plan.  Typical assignments include:

    a.  Travel.  Computation and payment of temporary duty, permanent change of station, and local travel vouchers (prerequisite:  JTR, Volume 2 course).

    b.  Accounts Payable.  Matching of invoices and receiving reports, computation of payment amount, Prompt Payment Act requirements, ENG form 93 process, and typical payment terms.

    c.  Debt Management.  Issuance of bills, collection actions, and assessment of interest and penalties.

    d.  Reports and Reconciliation.  Corps of Engineers Enterprise Management Information System (CEEMIS) process and preparation and submission of reports to DA, OMB, and Treasury.  Research and resolution of typical database errors and inbalances.  

    e.  Disbursing Operations.  Issuance of U.S. Treasury checks, electronic funds transfers, and OPAC payments.  

    f.  Accounting Quality.  Conducting review and analysis of accounting quality issues across USACE FOA’s (e.g. analyzing Prompt Payment Act trends), preparing recommendations, and improvement plans.

5.  Rotational Assignments for Accountants in the USACE Finance Center (UFC).  Accountant interns employed by the UFC will participate in three rotational assignments of NLT 30 days each to USACE districts or laboratories.  Specialty assignments may be considered at the HQUSACE or MSC level.  Completion of three 30-day assignments will qualify as one 90-day rotational assignment for purposes of the Comptroller Accreditation Plan.  Typical assignments in a district/lab include:

    a.  Data Base Management.  Assisting a District DM in daily administration of the CEFMS database, updating local information tables, answering user questions, performing Access_Control reviews, analyzing secaudit reports for potential security violations, and preparing queries and ad hoc reports (prerequisite:  Introduction to SQL).

    b.  Asset accounting.  Types of assets, procedures to acquire, capitalize, depreciate, and dispose of assets, PRIP program, etc.

    c.  Project Management Business Process.  Duties of the project accountant, accounting for various types of civil or military projects in various stages of planning, construction, or operation, CIP versus Expense, certification of funds at the FOA level, cost sharing, and reimbursable work.

    d.  Funds Management.  Acceptance, use, and revocation of typical civil and military appropriations and customer funds at the FOA level, development of operating budgets, and execution analysis.

    e.  Revolving Fund Accounting.  Management of the USACE Revolving Fund at the local level, including analysis of departmental, G&A and effective rates, departmental overhead policy, and operation of facility accounts and plant operating accounts.

    f.  Warehouse Accounting.  Detail workings and management of civil and revolving fund warehouse accounts.  

    g.  T&A/Labor Processing.  Preparation of T&A and labor reports at the local level, submissions to DFAS-Payroll Office, management of leave and advance accounts, computation and analysis of effective rate components, and labor costing.

    h.  Conducting Joint Obligation Reviews.  Basic rules of obligation accounting.  Requirement and procedures for conducting Joint Reviews.

6.  Funding for Rotational Assignments.  Labor, travel, and tuition costs for interns hired under the USACE Accounting Intern Program will be centrally funded by HQUSACE.  Costs for accountant interns hired under other programs (i.e. local interns) will be funded by the local organization.  
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Annex F Training and Development Experiences

Memorandum of Agreement (MOA)

Between

U. S. Army Corps of Engineers

&

TBD

Purpose:  To provide the United States Army with multi-dimensional accountants with the ability to manage and analyze financial data in accordance with the Chief Financial Officer Act of 1990 across multiple appropriations.

Experiences & Expectations: Developmental assignments under this agreement can vary from a minimum of 90 days to as long as one year.  Extensions are available with the approval of both Commands, not to exceed one year.  Early terminations of this agreement are permitted with the approval of both Commands or under the following circumstances.  

Employee accepts a new position.

Family Leave.

Acceptance to a school.

Unsatisfactory performance or behavior.

Training provided not meeting the expectations of the accountant. (Must be agreed upon by both Commands.)

Approval of annual and sick leave requests is the reasonability of the gaining Command.  

Each accountant that enters into this agreement can expect to receive training in both the operational as well as the managerial aspect of the organization.  Training is to include but is not limited to:

Management and execution of Joint Review Program.

Revolving Fund, Working Capital Fund or DBOF management and operation.

Civil & General Fund management and execution.

Fiscal Year Closeout procedures and execution. (If applicable)

Role of accountant within the financial decision making process.

A minimum of two weeks training at OPLOC or UFC.

Funding:  Each Command is responsible for funding all Labor and Benefits for their accountant.  All Long-term TDY costs, if applicable or regular TDY costs incurred during the developmental assignment are the responsibility of the losing Command to fund.            

Personal Guarantees: After the completion of the developmental assignment, the accountant’s placement back into their original job is guaranteed.  During the developmental assignment period, the accountant is exempt from any reduction in force action the losing Command might undertake.  

Appraisals:  For developmental assignments that are greater than 120 days in length, a full appraisal by the gaining Command is required.  For those assignments that are less than 120 days, only letter input is required.  

Employee Feedback: After each developmental assignment is complete, the accountant is to provide a written report on their experiences to included ways to improve the program.  It is required that a copy of the written report be provided to both commands.  The accountant will have 60 days to complete this assignment.
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ANNEX H - USACE FINANCE & ACCOUNTING FUNCTIONS

Headquarters, USACE:

· Establish the fiscal/financial environment for the Corps to conduct business within;

· Promulgate and maintain accounting, financial and fiscal policy; develop regulations, guidance, and oversee development of reports on the financial position of USACE; 

· Implement and ensure compliance with the CFO Act and related audit recommendations; review, coordinate, and prepare the Command response on all financial related issues for audits and inspection reports;

· Review and analyze financial information in support of USACE direct and reimbursable programs;

· Manage the overall USACE Revolving Fund corpus; manage several specific areas of the Revolving Fund, i.e. cash management, leave liability, cost and facility accounts, and nominal balances; oversee the management of S&A and PRIP accounts;

· Perform MACOM actions related to Anti-Deficiency Act violations and loss of funds;
· Manage the Joint Reconciliation Program for USACE.

Major Subordinate Commands (Division Offices):

· Interpret accounting guidance, regulations, and policies and oversee implementation in subordinate Districts;

· Coordinate issues and implement financial management policies, systems, and procedures on a regional basis;

· Provide financial advice, assistance and recommendations; perform analysis; answer inquiries; solve problems for the Division Commander and MSC staff; provide support and coordinate audit issues on accounting matters

· Conduct assistance visits, review accounting programs and CFO compliance in subordinate Districts;

· Represent regional perspectives or issues at meetings, conferences, and workshops;

· Perform analysis of Revolving Fund, Cost of Doing Business, and Command Management Review reports and indicators; advising RM, RMB, and MSC staff as appropriate*;

· Manage Plant Replacement and Improvement Program (PRIP)*;  

· Manage Travel Charge Card Program*;

· Perform general oversight of Division Office accounts. Managerial accounting support will be provided by a subordinate district, consistent with Executive Direction and Management functions listed in ER 10-1-2. 
Subordinate Commands (District Offices):

· Implement administrative control of funds;

· Accept funds (direct and reimbursable); perform revocation and certification (commitments and/or obligations);

· Provide financial advice, assistance and recommendations; analysis; answer inquiries; solve problems for the District commander and technical and support staff; implement financial policies, procedures and regulations in accordance with CFO requirements and higher guidance; continually review business practices for productivity enhancement;

· Establish and maintain proper account structures, codes, and local data manager tables in the automated accounting system;

· Provide local support for the automated accounting system, answer questions, document problems and submit problem reports, explain problems in the automated accounting system and recommend solutions to accounting or automation specialists, submit reports to CEEMIS, execute queries, manage interfaces to other systems, train users, conduct reviews of user permissions;

· Reconcile general ledgers and subsidiary information, analyze financial reports, monitor reconciliation programs, research out-of-balance conditions;

· Establish, monitor, and manage Revolving Fund accounts to include the following for each separate account:

· determining authorized cost elements, 

· determining the basis and methodology for

· distributing cost to projects or activities,

· monitoring nominal balance,

· analyzing rates (accrued leave, overhead, effective rate, etc.),

· performing analysis and oversight of S&A accounts,

· applying cash management principles

· Provide financial management advice and assistance to Project Delivery Teams (project accountant) and other customers;

· Review Project Cooperation Agreements, collect contributed funds, manage escrow and cost share accounts, prepare final accounting of contributed funds projects;

· Prepare financial statements and reports on reimbursable multiple purpose projects, including reports to the Power Marketing Agencies and Federal Energy Regulatory Commission (FERC);

· Provide advice on cost allocation principles for reimbursable projects;

· Review labor cost transfers, dispute accounts, and other cost transfers in accordance with established requirements;

· Process transfers on real and personal property, including Construction in Progress (CIP), Plant In Service (PIS) and Transfers to Others; reconcile real and personal property subsidiary ledgers to REEMIS and APPMS; apply appropriate asset capitalization rules for civil or military appropriations;

· Analyze and research TBO/TFO issues and interfund billings;

· Conduct the accounting portion the Joint Reconciliation Program; manage closing and canceling appropriations;

· Review and analyze accounts payable and accrual transactions; process manual obligations (utilities, IPAs, etc.);

· Act as primary liaison with the USACE Finance Center to resolve accounting, disbursing or reporting problems; 

· Perform post settlement travel voucher audits; 

· Prepare billing packages for agencies requiring supporting documentation (FEMA, EPA);

· Manage long-term accounts receivable, including municipal and industrial water supply contracts;

· Perform follow-up and collection activity on delinquent accounts receivable;

· Analyze disbursing reports and manage prompt payment interest penalties; research payment problems, problem disbursements, and training bills; implement corrective action;

· Perform review, analysis, and certification of District financial statements and upward finance and accounting reports;

· Review and prepare responses to audits, inspections, and special data requests;

· Evaluate internal controls and implement corrective actions;

· Provide payroll liaison support*;  

· Manage the Plant Replacement and Improvement Program*;

· Serve as Corporate account manager for travel charge card program (may be assigned in Logistics)*. 

USACE Centers (ERDC, TAC, HECSA):

· USACE Centers perform the finance and accounting functions of both Divisions and Districts, as stated above.

USACE Finance Center.  Operating finance and accounting functions will be performed by the USACE Finance Center**.  These functions include:

· Accounts receivable; billings, collections and follow-up;

· Cash and debt management;

· Accounts payable certification; travel and commercial accounts;

· Certification and payment of civil transportation billings;

· Disbursing;

· Reconciliation;

· Reporting;

· Analysis; (Internal and External);

· Development and maintenance of systems software, hardware, and communications requirements; 

· Evaluating internal controls and implementing corrective actions;

· Accounting quality assurance for all USACE accounting functions;

· Providing support to USACE FOAs experiencing accounting problems; 

· Preparation of consolidated USACE CFO financial statements.

Footnotes:

*Some functions may be assigned in F&A or elsewhere in RM.

**It should be noted that some FOA’s servicing OCONUS activities have not yet transferred these functions to the UFC.  
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Phase I (0 - 6 months)

Proponent/Site

Hrs

Group

Employment Orientation

Local

40

FDS

DA/DOD/USACE Orientation

Local

40

FDS

Comptroller Organization Orientation

Local

40

FDS

PMBP Orientation, w/site visit

Local

40

FDS

Ethics Training

Prospect, Self-Paced

1

FDS

EEO Training (Sexual Harassment & CO2)

Local

4

FDS

Nuts and Bolts of Accounting

UFC

40

FS

Records Management

Prospect or Local

8

FDS

UFC Orientation

UFC

24

FDS

Effective Writing

USDA

24

FDS

Introduction to Unix, or similar

TBD

16

FDS

Intern Leadership Development Course

Ctr for Army Lead.

40

LOM

PPBES

Ft. Jackson or Corresp.

80

FS

OJT, Accounting (est. hrs.)

Local

563

Competency

Phases 2 (6-12 months)

Proponent/Site

Hrs

Group

Rotational Assignment to UFC, 30 days

UFC

160

RA*

Advanced Mgt. Accounting & Analysis (Note1)

Ft. Jackson

80

FS

Effective Briefing Techniques

USDA

24

LOM

Freedom of Information and Privacy Acts

SSI or Local

6

FDS

PMBP Orientation (site visits)

Local

24

FDS

Oracle for End Users, or similar

TBD

24

FDS

Action Officer Development Course

AIPD or Corresp.

40

LOM

Appropriation Law Seminar

USDA or AF On-line

40

FS

JTR, Volume 2

USDA

40

FS

OJT, Accounting (est. hrs.)

Local

522

 

Competency

Phases 3 (12-18 months)

Proponent/Site

Hrs

Group

Rotational Assignment to UFC, 30 days

UFC

160

RA*

Rotational Assignment to Budget Office, 90 days

Local

480

RA*

Budget Principals of Operating Budgets

Prospect, Self-Paced

16

FS

Facilitator Workshop

Prospect

32

LOM

PMBP Orientation (site visits)

Local

24

FDS

Basic Financial Management

Prospect, Self-Paced

8

FS

OJT, Accounting (est. hrs.)

Local

240

FDS

Competency

Phases 4 (18-24 months)

Proponent/Site

Hrs

Group

Rotational Assignment to UFC, 30 days

UFC

160

RA*

SQL Training

UFC

40

FDS

Team Leadership Essentials

USDA

24

LOM

Report Writing

USDA

24

FDS

PMBP Orientation (site visits)

Local

24

FDS

Civil Emergency Management

Prospect

40

FS

Contracting Overview

Prospect, Self-Paced

24

FDS

Oracle Report Writer

TBD

24

FDS

Analysis Course*

TBD

40

FDS

Inventory Management

Prospect, Self-Paced

4

FS

OJT, Accounting (est. hrs.)

Local

556

USACE Accountant Intern Training Plan

D R A F T - 26 Jan 2000

Note 1:Predominantly military districts should consider Military Accounting Course at Ft. Jackson,

3 weeks and 4 days

Note 2:Completion of three 30-day rotational assignments to/from UFC qualifies as one 90-day

Performance Enhancing Job Experience for purposes of the Comptroller Accreditation Program.
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		USACE Accountant Intern Training Plan

		D R A F T - 26 Jan 2000

								Competency

		Phase I (0 - 6 months)		Proponent/Site		Hrs		Group

		Employment Orientation		Local		40		FDS

		DA/DOD/USACE Orientation		Local		40		FDS

		Comptroller Organization Orientation		Local		40		FDS

		PMBP Orientation, w/site visit		Local		40		FDS

		Ethics Training		Prospect, Self-Paced		1		FDS

		EEO Training (Sexual Harassment & CO2)		Local		4		FDS

		Nuts and Bolts of Accounting		UFC		40		FS

		Records Management		Prospect or Local		8		FDS

		UFC Orientation		UFC		24		FDS

		Effective Writing		USDA		24		FDS

		Introduction to Unix, or similar		TBD		16		FDS

		Intern Leadership Development Course		Ctr for Army Lead.		40		LOM

		PPBES		Ft. Jackson or Corresp.		80		FS

		OJT, Accounting (est. hrs.)		Local		563

								Competency

		Phases 2 (6-12 months)		Proponent/Site		Hrs		Group

		Rotational Assignment to UFC, 30 days		UFC		160		RA*

		Advanced Mgt. Accounting & Analysis (Note1)		Ft. Jackson		80		FS

		Effective Briefing Techniques		USDA		24		LOM

		Freedom of Information and Privacy Acts		SSI or Local		6		FDS

		PMBP Orientation (site visits)		Local		24		FDS

		Oracle for End Users, or similar		TBD		24		FDS

		Action Officer Development Course		AIPD or Corresp.		40		LOM

		Appropriation Law Seminar		USDA or AF On-line		40		FS

		JTR, Volume 2		USDA		40		FS

		OJT, Accounting (est. hrs.)		Local		522

								Competency

		Phases 3 (12-18 months)		Proponent/Site		Hrs		Group

		Rotational Assignment to UFC, 30 days		UFC		160		RA*

		Rotational Assignment to Budget Office, 90 days		Local		480		RA*

		Budget Principals of Operating Budgets		Prospect, Self-Paced		16		FS

		Facilitator Workshop		Prospect		32		LOM

		PMBP Orientation (site visits)		Local		24		FDS

		Basic Financial Management		Prospect, Self-Paced		8		FS

		OJT, Accounting (est. hrs.)		Local		240		FDS

								Competency

		Phases 4 (18-24 months)		Proponent/Site		Hrs		Group

		Rotational Assignment to UFC, 30 days		UFC		160		RA*

		SQL Training		UFC		40		FDS

		Team Leadership Essentials		USDA		24		LOM

		Report Writing		USDA		24		FDS

		PMBP Orientation (site visits)		Local		24		FDS

		Civil Emergency Management		Prospect		40		FS

		Contracting Overview		Prospect, Self-Paced		24		FDS

		Oracle Report Writer		TBD		24		FDS

		Analysis Course*		TBD		40		FDS

		Inventory Management		Prospect, Self-Paced		4		FS

		OJT, Accounting (est. hrs.)		Local		556

		Note 1:Predominantly military districts should consider Military Accounting Course at Ft. Jackson,

		3 weeks and 4 days

		Note 2:Completion of three 30-day rotational assignments to/from UFC qualifies as one 90-day

		Performance Enhancing Job Experience for purposes of the Comptroller Accreditation Program.

		The 90-day rotational assignment to the local Budget office fulfills the requirement for the

		second 90-day PEJE.

		Figure 1, page 2
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