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 REPLY TO

ATTENTION OF:

SFCA-NR-CDCC







            21 April 2003

MEMORANDUM FOR All Acquisition Personnel Assigned to the Capital District Contracting

Center (CDCC) and Subordinate Directorates of Contracting (DOC)

SUBJECT:  Policy/Compliance Branch Standard Operating Procedure (SOP) Number 12 –

Informal Training

1.  PURPOSE:   The purpose of this SOP is to establish guidelines and procedures for informal training in partial fulfillment of the minimum of 40 Continuous Learning Points (CLP) goal every fiscal year and the mandatory 80 CLP within two fiscal years for maintaining certification in Contracting Career Field required under the 1990 Defense Acquisition Workforce Improvement Act (DAWIA).

2.  REFERENCE:  10 U.S.C. Chapter 87 Sections 1701-1761– Defense Acquisition Workforce

3.  APPLICABILITY:  This SOP applies to all personnel in the Defense Acquisition Workforce, Office of Personnel Management job series 1105 and 1102.

4.  PROCEDURES:  

a.  Informal training, that is training not provided for by the Defense Acquisition 

University (DAU), the Army Tuition Assistance Program, or the Directorate of Information 

Management, will be conducted for two hours at least once a month, on the last Tuesday of the month, at the Barden Education Center on Fort Belvoir.  Class room reservation shall be the responsibility of the Business Operations Division.

b.  The subject of the training, as well as the instructor, shall be selected by the Director based on the needs of the Capital District Contracting Center (CDCC), Acquisition Reform and changes to rules and regulations surrounding the acquisition process.

c.  The instructor shall be responsible for; researching the subject, developing an outline of the training topic, and preparing the presentation.  Training materials should be tailored to the subject and designed to promote active participation.  The Training Instruction Plan at enclosure one is to be completed by the instructor and submitted to the Director or her designee for approval at least one week prior to the scheduled training dated.
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d.  The instructor shall be responsible for providing enough copies of the following to each attendee; an agenda, an outline of the subject to be covered, and any other applicable documents.  Additionally, the instructor shall ensure the sign-in sheet as provided for in enclosure two is completed by each attendee.

e.  The instructor shall be responsible for providing Policy/Compliance with the original sign-in sheet, as well as a copy of all materials to include those materials used to brief attendees.  This information shall be posted in the Training Log no later than work one day after training completion.

f.  Unless otherwise indicated, each informal training course shall be worth two (2) CLPs.

g.  Attendance at all informal training is mandatory.  

h.  Employees are responsible for the accomplishment of their overall training goals to include keeping track of all informal training attended.  

5.  EFFECTIVE DATE:  This policy is effective 21 April 2003 and remains effective until rescinded by the Director.  








// SIGNED//

DEBORAH L. BUTERBAUGH

Procurement Analyst
Approved by:____//SIGNED//______________

                      LENORA CLARK-EVANS

                      Director
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