TOP XX PROGRAM
INSTRUCTIONS TO TOP XX PROGRAM APPLICANT Jacqueline Kniskern
FROM:

DIRECTOR

ACQUISITION CAREER DEVELOPMENT PROGRAM 

You have been assigned alpha numeric designator XX-04S-01.  The designator will be used to ensure that your application is reviewed solely on the basis of the information contained in your application for the initial review.  For the initial review, the Review Panel will have access to only the written narrative.  All other documentation will be kept separate until the initial review is completed.  Therefore, it is critical that the narrative contain only the alpha-numeric designator assigned to you.  All other documentation submitted as part of your application must contain your name and/or signature.

An overview of the review process is provided below:

1)
Applications received; narrative removed.

2)
Narrative scrubbed of identifying information.

3)
Narrative distributed to Review Panel.

4)
Panel reviews applications and prepares findings.

5)
Résumé distributed to Review Panel.

6)
Review Panel reviews résumé and prepares findings.

7)
Interviews conducted of top applicants, if required.

8)
Findings forwarded to Selecting Official.

9)
Selecting Official reviews applications and findings of Review Panel.

10)
Selecting Official conducts interviews, if required.

11)
Selecting Official makes final selections.

Applications are to be mailed to:

Cynthia Yee, Director

Acquisition Career Development Program, ME-652

US Department of Energy

1000 Independence Ave, SW

Washington, DC 20585

In addition, to facilitate the review process, please email your application to Cynthia.yee@hq.doe.gov by June 11, 2004.

Applications, both electronic and hard copy, MUST BE RECEIVED BY 5:00 PM Eastern time June 11, 2004.

Tips for Applying*
Keep in mind that there is stiff competition for the limited number of spaces in the program.  Consider the following when preparing and submitting your application:

o
Use the current application package.  Make sure you complete and submit all required documentation.

o
The resume must be in the format included in the Program Module

o
Use the forms attached to the Program Modules.  DO NOT use other forms.

o
Application packages should be typed and free from spelling and grammatical errors.

o
Observe specified 3-page limit on resume and 3-page limit on narrative.

o
When writing the narrative, keep the evaluation criteria in mind. 

o
When writing the narrative, “think like a manager.”  Address how you get work done through people.  Use concrete examples of your accomplishments and avoid writing about personal beliefs and philosophies.

o
Most importantly, submit application package on time to the ACD Program Office.  Application packages are due to the ACD Program Office by 5:00 PM Eastern time on  June 11, 2004.

* These tips offer no guarantee of selection, but should be helpful as a guide.

US Department of Energy

Top XX Program Module

Acquisition Career Development Program

EVALUATION CRITERIA

Top XX Program
Acquisition Career Development Program

Phase II

Applicants must submit a resume, not to exceed 3 pages, IN THE FORMAT PROVIDED in the Top XX Program Module.  The resume will be evaluated against the following criteria.

1.
Team Leader Experience (does the applicant have experience leading a team of 2 or more people).

2.
Experience on Complex Projects (does the applicant have in-depth experience in projects of significant complexity, significance or visibility).

3.
Ability to Communicate Clearly (have the experiences indicated an ability to communicate across functional areas and hierarchical boundaries to accomplish a goal).

Applicants must submit a written narrative, not to exceed 3 pages, discussing where the applicant hopes to be, professionally, in the next 5 to 7 years, the applicant’s method for achieving that goal, and why the applicant should be in this program.  The narratives will be evaluated against the following criteria.

1.
Organizational commitment (professional goals in the next 5 to 7 years and steps taken/to be taken to achieve those goals).

2.
Results Driven (accomplishments, either professional or personal, and obstacles 
overcome to achieve the goal).

3.
Leadership (takes lead in innovation, initiative, issues resolution, advocacy of program, and outreach to develop supporting network).

PARTICIPATING COMPANIES

Acquisition Career Development Program, Phase II

   Company


   


     Location
American Pacific




Las Vegas, Nevada

The Boeing Company




Seattle, Washington







Mesa, Arizona

Cisco Systems, Inc.




San Jose, California

Clorox





Oakland, California

Computer Sciences Corporation


Falls Church, Virginia

Deere & Company




Moline, Illinois







Augusta, Georgia







Knoxville, Tennessee







Research Triangle, North Carolina

DynMcDermott Petroleum Operations Company
New Orleans, Louisiana

Giant Foods





Landover, Maryland

Harley-Davidson




Kansas City, Missouri

Honeywell Federal Manufacturing & Technologies
Kansas City, Missouri

IBM Consulting




Fairfax, Virginia

Pratt & Whitney




West Palm Beach, Florida

Procter & Gamble




Cincinnati, Ohio

Southern Company (Georgia Power)


Atlanta, Georgia

Sears Logistics Group




Hoffman Estates, Illinois

Starbucks





Seattle, Washington

United Technologies Corporation


East Hartford, Connecticut

Washington Group International, Inc.


Denver, Colorado

Westinghouse





Aiken, South Carolina
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I.
BACKGROUND
A report commissioned by the Office of the Under Secretary of Defense recommends that the senior leadership of the Department of Defense acquisition community manage the careers of select individuals in order to ensure that they are provided exposure to a broad range of experiences in preparation for assumption of leadership of the top senior acquisition positions.  The Department of Energy (DOE) adopts and implements the recommendations of the Department of Defense report through the Top XX Program.

DOE has approximately 23 senior acquisition positions, including:

Procurement Executive

Executive Assistant to the Procurement Executive

Director, Office of Procurement and Assistance Policy

Director, Office of Contract and Resource Management

Director, Office of Management Systems

Procurement Director for the DOE Operations/Field Offices, including the Director of Procurement Operations, Washington, DC.

To ensure that there is a continuous stream of qualified professionals to fill these positions, the Top XX Program was developed.

II.
OBJECTIVES
The Top XX Program is designed to provide members of the Acquisition Community the education and experiential elements necessary to develop world-class leaders.  This program is intended to be a prelude to the Senior Executive Service program.  While members of the workforce are given the opportunity to develop their technical expertise, the delayering of the Federal workforce has virtually eliminated the opportunity to develop leadership capability.  This program is intended to fill that void.

III.
ROLES AND RESPONSIBILITIES
Training is an integral and inseparable responsibility of management.  At each level of supervision, there must be a commitment to develop the competencies needed to ensure effective employee performance, taking into account present as well as anticipated future needs for strategic skills, including leadership.

Overall responsibility for the DOE Acquisition Career Development (ACD) Program rests with the DOE Procurement Executive.  The Director, ACD Program, has day-to-day operational management, including design and content of the curriculum, identification of and contact with industry partners to participate in the rotational assignments, and administration and management of the ACD Program.

Heads of Contracting Activities are responsible for supporting the objectives and goals of this Program, by permitting eligible employees to pursue advanced level skills.

Fundamental to executive development is the willingness to take responsibility for one's career.  The success of this program is dependent on the individual's willingness to pursue the elements that will provide them with the experiences needed to develop leadership competencies.  This includes a willingness to undertake opportunities that may represent a short-term hardship to their personal lives. 

IV.
ENTRANCE REQUIREMENTS
In order to be eligible for the Top XX Programs, applicants must:

a.
Be a full-time DOE employee;


b.  
Be certified to the appropriate level in their career field.  GS-1102s must have a Level III certificate under the Acquisition Career Development Program for  Contracting at the time of selection;  property managers must be certified to Level III under the property management certification program or a third party entity; and employees assigned to contractor human resources must be certified in their field;

c.
Be a GS-14 or GS-15;

d.
Have demonstrated experience in one of the following areas:

1)
Policy analysis and formulation;

2)
Leading a multi-discipline team across DOE/Governmental areas, or

3)
Strategic application of management principles;

e.
Have a bachelors degree in business or a bachelors in any field with 24 semester credit hours of business; and

f.
Have a satisfactory or better record of performance, which will be confirmed by reference checks

V.
APPLICATION REQUIREMENTS
Applicants for the Top XX Program must request an application package from the ACD Program Office.  The application package will be mailed to the requestor.  Each applicant will be provided an alpha-numeric designator by which the applicant will be identified for review purposes.  A cross-walk of the name of the applicant to the alpha-numeric designator will be maintained in a locked filing cabinet.  This process will ensure that each applicant is reviewed solely on the basis of the information submitted in the application.  During the initial review process, the Review Panel will have access to only the written narrative.

The application package must include two (2) copies each of the following documents:

1)
A copy of the applicants Certificate, or other evidence that the applicant has completed the requirements for certification

2)
Applicant's Resume (See Appendix 1 for format)

3)
A signed Mobility Agreement, Appendix 2

4)
A signed Continuous Service Agreement, Appendix 3

5)
A written narrative, See Evaluation Criteria

6)
A certification from the applicant's Procurement Director, at the field level, or the Office Director, at the Headquarters level, that the applicant meets the criteria of the program, that the program will benefit both the individual and DOE, and that the Procurement/Office Director endorses the applicant's participation in the program and commits to support the program requirements.

Application packages are also to be submitted electronically to Cynthia.yee@hq.doe.gov.

VI.
APPLICATION REVIEW AND SELECTION
a.
Review
Applications will be reviewed by a multi-office Review Panel composed of senior members of the DOE Staff.
b.
Interviews
Those applicants accepted by the Review Panel may be requested to interview.  The interview may be conducted telephonically or at DOE Headquarters.

c.
Selection
The Review Panel will forward a rank order listing of applicants recommended for acceptance into the Top XX Program to the DOE Procurement Career Manager for final selection.  The DOE Procurement Career Manager may request additional interviews or may make a selection based on the recommendation of the Review Panel.

VII.
ACCEPTANCE
All applicants will be notified by letter following final selection.  Candidates accepted into the Top XX Program will have 3 years from the date of acceptance into the program to complete the program requirements.  Failure to do so will result in the individual being ineligible to continue in the program.

As a condition of acceptance into the Top XX Program, candidates must agree to commit to a period of Temporary Duty Assignment of up to 12 months to fulfill the rotational assignment with industry and a period of Temporary Duty Assignment of up to 60 days to fulfill the developmental assignment.  In some cases, the rotational assignment with industry will require an extended Temporary Duty Assignment to an area outside the candidate’s commuting area.  Candidates will therefore be required to sign a mobility agreement, whereby they agree to undertake Temporary Duty Assignments outside of their commuting area.  

As a further condition of acceptance into the Top XX Program, candidates must sign a continuous service agreement, in which they agree to remain within the Federal government for a period of three (3) years following completion of the program.  The continuous service agreement is required in order to ensure that the Government's investment in training and development of a Top XX candidate is recouped.

VIII.
TOP XX PROGRAM CURRICULUM
The structured approach to this program allows candidates to demonstrate application of the educational opportunities and to demonstrate both aptitude and desire to progress through the Top XX Program to positions of increasing responsibility.  The Top XX Program consists of the following elements:

1)
Attendance at the Leadership Development Program of the Center for Creative Leadership or a network associate;

2)
A rotational assignment to private industry for a period of up to 12 months; and

3)
A series of developmental assignments in senior positions, including a 60-day assignment as the Acting Procurement Executive, in Washington, DC.  Other developmental assignments may be undertaken at the field level.  

IX.
LEADERSHIP INSTITUTE
The Center for Creative Leadership (CCL) is an international, nonprofit educational institution committed to enhancing the understanding and development of leadership in an increasingly complex and demanding world.  The five-day CCL Leadership Development Program helps managers build confidence for leadership responsibilities, improve leadership skills, increase personal motivation and enhance the ability to set and achieve organization and personal goals.  Through a combination of lectures, class discussion, group exercises, model applications, assessment questionnaires, and individual feedback sessions, participants will learn the skills necessary for success in leadership roles.

X.
ROTATIONAL ASSIGNMENT WITH INDUSTRY
The rotational assignment with industry provides an excellent opportunity for candidates to experience and observe world-class leadership first hand.  It will provide the candidate with exposure to leadership qualities and practices, not for the candidate to copy but to learn from in order that the candidate may develop his or her own leadership style.

The candidate's experience under this element can take many forms.  Some companies may choose to assign the candidate to an executive who will provide mentoring.  

Other companies may choose to assign the candidate to a "shadow cabinet."  Under such an arrangement, the candidate would serve on a shadow cabinet with other sponsoring company high-potential employees.  One or more members of the shadow cabinet would attend real strategy committee meetings and report the outcomes back to the shadow cabinet.  The cabinet agenda is screened for confidentiality by the corporate secretary and senior executives to remove corporate issues of extreme sensitivity, such as pending acquisitions or legal proceedings.  The remaining items on the corporate agenda are presented to the shadow cabinet for consideration.  Members of the shadow cabinet present their findings and resolutions to the strategy committee.  Such presentation provides the shadow cabinet members with an opportunity to meet executives on a near-equal footing, and enhances learning and understanding of executive perspectives.

Other companies may choose other arrangements for working with the candidate. No matter what form the rotational assignment takes, the candidate is being given a rare opportunity to obtain valuable experience in a world-class company.

Within 30 days of completion of the rotational assignment, candidates will be required to submit to the ACD Program Office a report detailing the experience and insights gained from the rotational assignment.  A copy of this report will also be provided to the Head of the Contracting Activity and the Procurement/Office Director.

The rotational assignment with industry under the Top XX Program may fulfill the requirement for a developmental assignment under the DOE Senior Executive Service Development Program (SES Program), if the candidate applies for and is accepted into the SES Program.  The final determination of whether the rotational assignment with industry will fulfill the requirement will be made by the DOE Executive Resources Board through the SES Program Manager.

XI.
DEVELOPMENTAL ASSIGNMENTS
All developmental assignments within DOE are intended to provide the candidate with an opportunity to apply, in an authentic environment, the skills learned at CCL and observed while on rotation with industry.  A variety of such developmental assignments are envisioned.  The Top XX candidate is expected to identify potential opportunities they have an interest in undertaking.  These positions could include acting Assistant Manager at the Operations/Field Offices or Procurement Office Directors at Headquarters.  Candidates will be required to complete 12 months worth of developmental assignments within the three-year program duration, however, the developmental assignments need not be consecutive – i.e., candidates may undertake a 120-day developmental assignment as assistant manager, followed by 120 days back at the candidates home office, before undertaking a second developmental assignment.  Specific developmental assignments will be approved on a case-by-case basis, once identified by the candidate, and may be fulfilled at the field level.

A 60-day developmental assignment as Acting Procurement Executive at DOE Headquarters in Washington, DC, is mandatory as part of the Top XX Program curriculum.  As the Acting Procurement Executive, the candidate will be expected to assume all duties and responsibilities inherent to the position.  In that capacity, the candidate is expected to assume responsibility for hierarchical subordinates and to respond to issues and assignments of hierarchical superiors.  

XII.
BENEFITS OF DEVELOPMENTAL AND ROTATIONAL ASSIGNMENTS
The rotational and developmental assignments are intended to challenge the candidate, in order to facilitate maximum learning and development.  The assignments are intended to "stretch" the candidate and allow them to exercise leadership and demonstrate executive capability. 

Placement of DOE candidates with industry will benefit the sponsoring company by adding leaven to an organization through introduction of fresh ideas and new approaches to problem solving that can reinvigorate existing leadership.  DOE employees benefit by honing senior executive instincts, including learning to interface with senior executives, and developing strategic thinking, as well as presentation skills.

The Department benefits by obtaining well-trained employees prepared to assume leadership in the future.  The Federal government will benefit from showcasing some of its best and brightest in the corporate world, allowing each to share his or her critical and analytical insights.

APPENDIX 1

RESUME

SAMPLE
JANE SMITH
123 Main Street

Anywhere, USA 10111

Home: 555-111-1212

Work:
555-222-1313

jane.smith@hq.doe.gov
GS-1102-14, January 1999 to Present

EXPERIENCE:

January 1999 to present; 40 hours per week; Contracting Officer, GS-1102-14; US Department of Energy, 1000 Independence Ave, SW, Washington, DC 20585; Supervisor: John Doe, 202-777-1414.
Negotiated management and operating contract; developed prenegotiation position based on cost analysis; established and implemented acquisition strategy for prospective acquisitions.

January 1989 to January 1999; 40 hours per week; Contracting Officer, GS-1102-13; US Department of Defense, Washington Navy Yard, Washington, DC 20374; Supervisor: James Doe, 202-444-1258
Managed 50 construction projects; advertised, awarded and managed multiple maintenance and repair contracts using sealed bidding.

AWARDS:

Good Citizen Award, 1999

TRAINING:

Level III Certified under DOE Acquisition Career Development Program - Contracting, March 1999

Other course work:

Construction Contract Administration and Management
GWU

Architect & Engineering Contracting



GWU

EDUCATION:

o
Master of Public Administration, University of America, 1992

o
Bachelor of Arts in Management, University of America, 1989

LIMIT THE ABOVE RESUME INFORMATION TO THREE (3) PAGES

USE 8.5" X 11" WHITE BOND PAPER, PRINTED ON ONE SIDE

APPENDIX 2

MOBILITY AGREEMENT

As a condition of participation in the Top XX Program, I agree to participate in training activities that require me to be away from my current duty station.  Two training assignments away from my duty station are anticipated, one of which may be for a period of up to 12-months, and another may be for a period of up to 60 days.  While urgent personal considerations will be taken into account, I recognize that it may be necessary, and I agree, to undertake extended Temporary Duty Assignments at locations outside of my commuting area to refine certain knowledge, skills and abilities or to broaden my background.

APPLICANT’S SIGNATURE___________________________
DATE:_______________

APPENDIX 3
U. S. Department of Energy

Continuous Service Agreement
NOTE:
 This agreement must be signed by the candidate in order to begin the training assignment.    The Government must approve payment of training costs prior to commencement of such training.

1.
Per Title 5, United States Code 4108(a)(1), I AGREE that, upon completion of the training described in the Acquisition Career Development “Top XX” Program, if I receive salary covering the training period, I will serve in the Department of Energy for a period at least equal to three times the length of training period following completion of the training program and  the rotational assignment with industry.

2.
If I voluntarily leave the Department of Energy before completing the period of service agreed to in item 1 above, I AGREE to reimburse the Department of Energy for the tuition and related fees, travel and other special expenses (EXCLUDING SALARY) paid in connection with my training.  The percentage of the expenses to be repaid may not exceed the proportion of the 3-year post program commitment not completed.

3.
I understand that any amounts which may be due the Department of Energy as a result of any failure on my part to meet the terms of this agreement may be withheld from any monies owed me by the Government, or may be recovered by such other methods as are approved by law.

4.
I FURTHER AGREE to obtain approval from the Procurement Career Manager for any proposed change in my approved training program involving course and schedule changes, withdrawals or incompletions, and increased costs.

5.
I acknowledge that this agreement does not in any way commit the Department of Energy to continue my employment.  I understand that, if there is a transfer of my service obligations to another Federal agency or other organization in any branch of Government, the agreements in items 1, 2, and 3 above may, at the Department’s discretion, remain in effect until I have completed my obligated service with that other agency or organization.

Period of obligated service: 3 years
    Estimated completion date of obligated service:_______

Date training begins:
__________
    Date training ends: _________

Employee’s Name:______________________________________________________________

Employee’s Signature: ________________________________________________ Date:_____

APPENDIX 5

 Agreement with Industry

Agreement Number:

Company:

Address:

The “Industry Agreement” shall remain in effect for a period of five (5) years or 60 months, beginning ______________.  The names of the individuals to be trained will be provided under a separate document showing the respective start and completion dates of the training assignments within the 5 year period.  The Training Concern, the Department of Energy, and each Trainee will also sign a separate “Training Agreement.”  
AUTHORITY FOR AGREEMENT:
Title 5 United States Code Section 4103 and 4105.

DEFINITION:  An Agreement, in this case, is a mutually beneficial agreement between a commercial or industrial firm and the U. S. Department of Energy (DOE) by which a commercial or industrial firm (hereinafter the “Training Concern”) agrees to provide extended on-the-job management/leadership training of DOE personnel (hereinafter the “Trainee”) for a period of time, up to one year.   DOE pays no direct charges for this training, but the Training Concern receives the benefit of the Trainee during the period of training.

WHEREAS:

a.
DOE requires that certain DOE personnel receive on-site training at numerous American industries in management and procurement, as well as executive level development, as these areas are taught by certain unique industries.

b.
It has been determined that the type of training required can only be provided by an extended assignment, usually one year, at the facilities of a commercial firm.

c.
The Training Concern has appropriate personnel, supplies and adequate facilities or other resources to accomplish the training contemplated by this agreement.

NOW, THEREFORE, the parties hereto mutually agree as follows:

a.
SYLLABUS - Within thirty days before report date, the Training Concern shall provide a detailed plan (syllabus) for the training of the DOE employee in question to the Procurement Career Manager, DOE.  This syllabus will contain an outline of the training to be provided, as well as a list of necessary travel, per diem and other related training expenses.  No training shall proceed without approval of the syllabus by the Procurement Career Manager.

b.
ACADEMIC REPORT - Within 30 days after the conclusion of a training assignment, the Training Concern shall provide the Procurement Career Manager with an Academic Report.  See Attachment A to this Agreement.  The Training Concern may add whatever attachments it deems necessary to provide as complete a report as possible to the Procurement Career Manager. 

c.
PROVIDING TRAINING - The Training Concern shall endeavor to provide the same level and type of training to the Trainee as employees of the Training Concern with similar backgrounds and experience receive.

d.
PAYMENT OF TRAVEL AND OTHER EXPENSES – The Government operates on an ever-shrinking travel budget, therefore, the Training Concern must fund travel required in connection with the Trainee’s assignment.  The Procurement Career Manager will review requests from the Training Concern to pay for travel by the Trainee with funds of the Training Concern.  These requests will be reviewed to ascertain that the travel in question is essential to the continued performance of the Trainee’s primary mission (training).  

e.
LIABILITY FOR ACTS PERFORMED UNDER TRAINING CONCERN SUPERVISION AND CONTROL - While assigned to the Training Concern and performing services pursuant to this Agreement, the Trainee exclusively remains an employee of the United States performing duties within the course and scope of his/her Federal employment, and shall not, under any circumstances, be considered a joint employee or co-employee of the Training Concern.  The provisions of Federal Tort Claims Act (28 U.S. Code 2671 et seq.) continue to apply to the negligent or wrongful acts or omissions of the Trainee performed within the Trainee’s scope of employment.

f.
SELECTION AND TERMINATION OF THE TRAINEE - If it chooses to provide a Trainee, DOE, as represented by the Procurement Career Manager, shall select a Trainee with an appropriate background for all training assignments and agrees to the prompt removal of any Trainee whose progress, conduct or attitude is unsatisfactory.  The Training Concern shall have final approval to accept the Trainee for assignment at the Training Concern.  The Trainee and Training Concern shall enter into a separate agreement, sample of which is provided as Attachment B, which contains the written record of obligations and responsibilities of the parties to the training assignment.  The Training Concern is authorized to remove the Trainee for any reason, with 30 days written notice to DOE.

g.
COMPENSATION AND BENEFITS - The Government has sole responsibility for the payment of all salary and allowances including training-related travel expenses in accordance with applicable federal law and regulations and paragraph 4 of this Agreement.  The Trainee is entitled to all benefits afforded to DOE employees.  The Trainee is prohibited from receiving any payment or compensation from the Training Concern, including such forms of compensation as meals, housing, personal laundry, etc.  The Training Concern will determine the Trainee’s workweek and hours of duty.  The Trainee will be excused from duty on all Federal Holidays.  The Trainee will request approval for leave from the supervisor assigned by the Training Concern.  The Trainee will report leave as used to the assigned supervisor, who will certify time and attendance on a biweekly basis to the DOE timekeeper identified for that purpose.

h.
WORKER’S COMPENSATION - As the Trainee remains the employee of the Government while performing duties pursuant to this agreement, he or she retains full entitlement to Government compensation benefits available for injuries arising out of the performance of one’s duties, within the scope of the employment.  The Training Concern is not required to include the Trainee under its Worker’s Compensation Program.

i.
TERMINATION - The Government, by prior written notice of not less than 30 calendar days to the Training Concern, may terminate this Industry Agreement, in whole or in part, when it is in the best interests of the Government.  The Training Concern may also terminate this agreement, in whole or in part, by prior written notice to the Procurement Career Manager of not less than 30 days.

j.
ADMINISTRATION - This agreement shall be administered by a representative of the Procurement Career Manager.

k.
INVENTIONS RIGHTS AND NON-DISCLOSURE AGREEMENTS - Any separate agreements concerning invention rights and/or non-disclosure of “proprietary” information must be submitted to the Procurement Career Manager for legal review prior to signature by the Trainee.  As the Trainee remains a Government employee during the training assignment, any agreement concerning the rights in a patentable or copyrightable work is subordinate to the provisions of Executive Orders 10096, 10695 and 10930, as implemented by 37 Code of Federal Regulations Part 501, dealing with the rights to the inventions of Government employees or to the provisions of 17 U.S. Code Sections 101, 105, and 403 dealing with nonavailability of copyright protection in material prepared by Government employees as part of their duties. 

l.
PUBLICATION BY THE TRAINEE - Written data relating to the substance of the work done by the Trainee during the Training assignment that may contain business confidential or otherwise sensitive material shall not be published or submitted for the publication without the written permission of the Training Concern and the Procurement Career Manager. 

m.
STANDARDS OF CONDUCT - The Trainee is subject to all ethical regulations which govern the actions of a federal employee.  The Trainee may not represent the Training Concern to the federal government, including DOE. Prohibited representation includes any dealings with the federal government in an adversary context, that is, any contacts about a matter in which the federal government and the Training Concern have inconsistent or potentially inconsistent interests. Prohibited representations also include any contacts regarding any funding issues.  The Training Concern will not be precluded from consideration for Department support during or after the training assignment on the basis of the trainee’s assignment.

___________________________

______________________________

(Industry Signature)



RICHARD H. HOPF

DEPARTMENT OF ENERGY

Date: ______________________

Date:__________________________

ATTACHMENT A

ACADEMIC REPORT

PRINT name of evaluator:                                                                                                               
Name and Address of Training Concern:
____________________________

____________________________

____________________________

PRINT name of Trainee: 
                                                                                          
INSTRUCTIONS FOR EVALUATORS:
The Academic Report covering performance of duty while a DOE employee is detailed to industry will be submitted by the senior manager who has observed the trainee during the training period.  The Academic Report is a very important document as it evaluates the trainee’s performance in an advanced training program. 

The 360 feedback form is divided into six primary behavior elements on which any evaluator might reasonably be able to provide feedback.  Each evaluator should review the employee's performance in that behavior element and select a numerical equivalent.  Circle the appropriate number that best describes performance.  Use the general comments at the end to discuss behaviors, impacts, and what you feel the employee could do to change.  Also use the general comments to discuss positive behavior and its impact.

A. 
TEAMWORK/COLLABORATION/PARTICIPATION  

1.  
Actively participates in team processes.   


     


Never
      Seldom       Sometimes       Often         Always
Not Observed

     


1      2         3      4          5      6             7      8        9      10

0
2.  
Maintains effective working relationships. 

    


Never
     Seldom       Sometimes       Often         Always
Not Observed

1      2         3      4          5      6             7      8        9      10

0 
3.  
Works effectively with a diverse workforce.

    


Never
     Seldom       Sometimes       Often         Always
Not Observed

1      2         3      4          5      6             7      8        9      10

0
4.  
Is approachable and accessible.


    

Never
     Seldom       Sometimes       Often         Always
Not Observed

1      2         3      4          5      6             7      8        9      10

0
B.  
COMMUNICATION SKILLS.  

1.  
Encourages two-way communication by seeking input from others.

    


Never
     Seldom      
 Sometimes        Often          Always
Not Observed


 
 

1      2         3      4          5      6            
 7      8          9      10

0
2.  
Articulates complex or technical information so that others can understand.

    


Never
     Seldom        Sometimes        Often           Always
Not Observed

     
 

1      2         3      4          5      6              7      8           9      10

0
3.  
Provides written information in a clear, concise manner.

    


Never
     Seldom        Sometimes       Often           Always
Not Observed

1      2         3      4          5      6             7      8           9      10

0

C.  
QUALITY/CUSTOMER FOCUS/INTEGRITY & DIGNITY

1. 
Demonstrates a commitment to excellence by ensuring business practices and processes are continuously examined with the goal of improving the work unit or organization.  

    


Never
     Seldom        Sometimes       Often           Always
Not Observed

      


1      2         3      4          5      6              7      8          9      10

0
2.  
Continuously fosters customer participation, feedback, and satisfaction.

    


Never
     Seldom       Sometimes       Often           Always
Not Observed

      


1      2         3      4          5      6             7      8          9      10

0
3.  
Initiates changes based on customer needs/input.

    


Never
     Seldom       Sometimes       Often           Always
Not Observed

      


1      2         3      4          5      6             7      8          9      10

0

D.  
LEADERSHIP/CONTINUOUS/IMPROVEMENT

1.  
Promotes "win-win" solutions when opportunities arise.

    


Never
     Seldom       Sometimes       Often          Always
Not Observed

      


1      2         3      4          5      6            7      8          9      10

0

2.  
Is forward thinking and pro-active with new concepts and ideas.

    


Never
     Seldom       Sometimes       Often          Always
Not Observed

      


1      2         3      4          5      6            7      8          9      10

0
3.  
Shows leadership in areas such as:  effectively delegates responsibilities and authorities; seeks self development and opportunities to give individual and group recognition.

    


Never
     Seldom       Sometimes       Often           Always
Not Observed


      


1      2         3      4          5      6             7      8          9      10

0
E.   
JOB KNOWLEDGE AND SKILLS
1.
Demonstrated experience in assessing business practices and market conditions in order to develop and conduct sound negotiation objectives, determine contractor responsibility, evaluate streamlining techniques and contractor performance including advisory and assistance capabilities.

     


Never
     Seldom       Sometimes       Often          Always
Not Observed

      


1      2         3      4          5      6            7      8          9      10

0
2.
Demonstrates skill and ability in obtaining, analyzing, and evaluating complex textual and/or quantitative information in order to make comparisons among alternatives or to make recommendations for corrections or improvements in processes, operations, or policies.

     


Never
     Seldom       Sometimes       Often          Always
Not Observed


      


1      2         3      4          5      6            7      8          9      10

0
F.  
ORGANIZATIONAL VISION AND RELATIONS

1.
Demonstrates the ability to handle the most difficult organizational interactions with a great deal of knowledge and awareness.

Never
     Seldom       Sometimes       Often          Always
Not Observed

      


1      2         3      4          5      6            7      8          9      10

0
2.
Demonstrates a high level of expertise and commitment to professional integrity in all dealings with organizations both within and outside their office.

Never
     Seldom       Sometimes       Often          Always
Not Observed

      


1      2         3      4          5      6            7      8          9      10

0
GENERAL COMMENTS (as to leadership, initiative, technical expertise, and potential for further training, education and work assignments, or other relevant areas):

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________
______________________________________________________________________
___________________________________

Signature of Evaluator

The report must be forwarded directly to the Procurement Career Manager to arrive not later than 30 days after completion of the training. 

TRAINING AGREEMENT

This agreement supplements Agreement with Industry Number ____________  and constitutes the written record of obligations and responsibilities of the parties to a training assignment.

AUTHORITY
This assignment is established pursuant to the following authority-
1.
Chapter 41 of Title 5, United States Code

2.
Part 410 of Title 5, Code of Federal Regulations

3.
DOE Order 361.X, Masters Program Module

PARTICIPATING FEDERAL EMPLOYEE
___________________________________________________________________________

(Name, pay plan/series/grade, title and position of participant)

PARTIES TO THE AGREEMENT
Department of Energy Employee (“Trainee”), ( ______________________), the Procurement Career Manager, and the_____________________ Company/Corporation (“Training Concern”).

NATURE OF TRAINING ASSIGNMENT
Trainee’s approved training is with private industry, specifically in a firm having an innovative, world-class training and development program for its workforce.  Accordingly, through the Procurement Career Manager, a mutually agreed upon set of objectives and training activities was derived, which will provide exposure to the procurement/contracting practices of the Training Concern and in particular of (division of company, if applicable).

Specifically, Trainee’s career developmental assignment will involve purchasing/contracting/

supply chain management for the Training Concern in areas to include training and development, quality, and total customer satisfaction.  Working under broad guidelines established by the President, the Training Concern, and under the direct guidance of a person to whom participant will report will training with industry, Trainee shall spend up to 12 months at (company’s name and location of training assignment), beginning __________ and ending _____________.

STATUS OF EMPLOYEE DURING TRAINING 

Throughout this training assignment, Trainee remains a full-time federal employee.  Pay, benefits, duties, and restrictions of federal service, including the criminal, conflict of interest statutes, the Hatch Act, financial disclosure requirements, and the Standards of Ethical Conduct for employees of the Executive Branch, 5 C.F.R. 2635, and supplemental regulations thereto, apply. The Training Concern will determine Trainee’s workweek and hours of duty.  Trainee will be excused from duty on all Federal Holidays.  Trainee will request approval for leave from the supervisor assigned by the Training Concern.   Trainee will report leave as used to the company assigned supervisor, who will certify time and attendance on a biweekly basis to the DOE timekeeper identified for that purpose.

TERMINATION
DOE, through the Procurement Career Manager, may initiate the prompt removal of any Trainee whose progress, conduct or attitude is unsatisfactory.  The Training Concern can remove the Trainee, for any reason, that is mutually agreed upon with the Procurement Career Manager

TRADE SECRETS AND CONFIDENTIAL INFORMATION
If required by the Training Concern, Trainee agrees to sign an agreement affirming obligations of Federal employees relating to trade secrets and other confidential information that the Training Concern may disclose to him pursuant to this training assignment.  Similarly, Trainee may not allow the improper use of confidential information to further his/her own private interest or that of another.

EMPLOYEE SUPPORT
The Training Concern will treat Trainee in the same manner it does employees in comparable positions and status.  Specifically, Trainee may be provided the same benefits incident to employment, and should the Training Concern send Trainee temporarily from location of assignment to another location in the course of the training assignment, travel expenses will be provided in accordance with the provisions of Agreement with Industry Number ___________ executed between DOE and the Training Concern.

_______________________________________

_________________________

Trainee






Date

_______________________________________

________________________

Training Concern





Date

_______________________________________

________________________

Procurement Career Manager




Date

on Behalf of DOE
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