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8-96-00 PURPCSE

This chapter provides policies and procedures concerning training

requirenents, for Departnmental project officers and technical

proposal eval uators representing program office?] I nvol ved in
ro

fulfilling mssion needs and program requirements t

ugh the use

of the contracting process.

8-96-10 BACKGROUND

A

The Secretary's nenorandum of My 18, 1977, entitled “Actions
Required to Correct Mijor Deficiencies in the Contracting and
Gant Processes,” set forth a plan of action to inprove the
efficiency, effectiveness, and integrity of the Department's
contracting process.  as part of this plan, an intensive
Departnent-w de training program was devel oped for project
officers, technical proposal evaluators, and other key program
officials to explain their role in the contracting process and
their interrelationship with the contracting officer. Jh
project officer training program was |ater updated and expan eg
to meet the requirenents of Executive Oder 12352 on Federal
Procurement Refornms, dated March 17, 1982. pHHS now offers a
"Basic Project Officer" course, "Advanced Project oOfficer"
course, "Basic Project Oficer « ADP"™ course, "Advanced Project
Oficer - ADP"  course, "Basi C Pro&ec_t O ficer =
Architect/Engi neer" course, "Basic Project ficer - Research
& Development” course, and four "Witing Statements of Work"
cour ses gcovering non-research & development, research &
devel opnent, construction/architect & engineer, and supplies
and services). Descriptions of the courses can be found in the
"DHHS Acquisition Training & Certification ProgramHandbook".
The Department will revise or add courses, as appropriate, to
ensure that this program continues to be of the highest

quality.
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B. Wiile the objective of the training program is to inprove
technical input into all phases of the contracting process,
speci al enphasis has been placed on the proper devel opnent of
the contract statenent of work, the technical evaluation
process, and the contract nonitoring process, to ensure that
the Department's needs and interests are adequately specified
and protected and that contracts are properly perforned.

8- 96- 20 POLI CY

It is the Department's goal to have all program personnel

involved in the contracting process successfully conplete the
appropriate "Basic Project Oficer" course, before assumng the
responsibilities of, and serving as, project officers or technical
proposal evaluators. Specifically:

A At least fifty percent of the DHHS program personnel,
performng the function of technical proposal evaluator on a
technical evaluation team or panel for anP/ conpetitively
solicited DHHS contract, shall have successfully conpleted the
appropriate "“Basic Project Oficer" course, or an equivalent
course (see paragraph C, below), as appropriatee. This
requirenment applies to the initial technical pr oposal

eval uation and any subsequent technical evaluations that may,
be required.

B. Al'l program personnel selected to serve as project officers for
DHHS contracts shall have successfully conpleted either the
appropriate ®Basic Project officer" course, or an equival ent
course (see paragraph C bel ow).

C. Determ nati on of course equivalency shall be nade by the
Principal Oficial Responsible for Acquisition of the cognizant
procuring activity. The contracting officer is responsible
for ensuring that the project officer and technical proposal
eval uators have successfully conpleted the required training.
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8~96~30. EXCEPTI ONS

A

Smal |l  Contracting Activities.

1. Program personnel designated to serve as project officers
and  techni cal proposal evaluators,  for contracts
originating in offices having a mssion which onl¥
incidental [y and infrequently involves the generation o
contract requirenents (i.e., nornally less than three
contract requirements per fiscal year and in an amount not
exceeding $100,000 per contract), are not required to have
conpleted any of the Departnent's training courses
(al though conpletion of an appropriate "Basic Project
Oficer” course is recomended).

2: As a substitute for the training, contracting officers
servicing these program offices are required to ensure,
as a mnimum that program personnel designated to
serve as roject officers and technical proposal
eval uators have read and studied the w"pHHS Project
Officers! Contracting Handbook", and fully understand
their responsibilities. The contracting officer shall
require these program personnel to furnish witten
certifications that they have fulfilled this requirenent,
prior to discharging the duties of project officer or
technical proposal eval uator.

Urgent Requirements. In the event there is an urgent
requirement for a specific individual to serve as a project

officer and that individual has not successfully

conpleted the appropriate "Basic Project Officer" course, the
Principal Oficial Responsible for Acquisition may waive the
training requirement and authorize the individual to perform
the project officer duties, provided that:

1. The individual first meets with the cogni zant contracting
officer, to review the "DHHS Project Oficers' Contracting
Handbook" and to discuss the inportant aspects of the
rel ationship between the contracting office and program
office, as appropriate to the circunstances: and

2. The individual attends the next scheduled and appropriate
"Basic Project Oficer" course.
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8-96-40 COURSE PREREQUI SI TES

A

proiect Offj

1. Newl y appoi nt ed P]roj ect officers, and project officers
with | ess than three years experience and no previous
related training, are required to take the appropriate
"Basic Project COfficer" course. (The grade level for
project officers attending the course should be GS-7 and
above). Al project officers are encouraged to take the
appropriate "Witing Statenents of Work"™ course.

2. Project officers with three years or nore experience, and
project officers with less than three years experience who
have successfully conpleted the appropriate basic course,

are qualified (and encouraged) to take the "Advanced
Project Oficer" course.

3. Additional information on prerequisites for attendance of
these courses may be found in the "DHHS Acquisition
Training & Certification Program Handbook".

Technical Proposal Evaluators Technical proposal evaluators,
regardl ess of experience, are-required to take the appropriate
“Basic Project opfi cer" course. Upon successful conpletion of
the basic course, it is recomended that they take the
appropriate "Advanced Project Oficer" course.



