PURPOSE OF COURSE





The purpose of the Disaster Field Office Project Officer Training is to provide the students with information needed to perform the duties of Project Officer in a Disaster Field Office (DFO).





COURSE OBJECTIVES





Upon completion of this course, the students will:





Be familiar with the responsibilities, limitations, duties, and roles of the Project Officer and the Contracting Officer at the DFO.


Have an overview of the rules and regulations that guide the acquisition process.


Be familiar with the Standards of Conduct.


Have an understanding of the simplified acquisition process.


Have an understanding of processing actions in a manner that will fulfill both acquisition requirements and program needs.


Have an understanding of contract administration responsibilities and the importance of monitoring the contractor’s performance.





TARGET AUDIENCE





The audience for this course includes personnel assigned to a DFO who will perform Project Officer duties.





COURSE MATERIALS





Course materials include:





Disaster Field Office Project Officer Training Instructor Guide


Course Visuals


Student Manual


Handouts





�
COURSE OUTLINE





The course units are listed below:





Unit�
Approximate Length�
�
Unit 1:  Course Overview�
15 minutes�
�
Unit 2:  Overview of the Simplified Acquisition Process�
10 minutes�
�
Unit 3:  Roles, Responsibilities, and Duties of the Project Officer and the Contracting Officer�
10 minutes�
�
Unit 4:  Defining the Requirement�
1 hour 15 minutes�
�
Unit 5:  Methods of Acquisition�
25 minutes�
�
Unit 6:  Solicitation and Award�
30 minutes�
�
Unit 7:  Contract Administration�
30 minutes�
�
Unit 8:  Course Summary�
20 minutes�
�
Subtotal�
3 hours 30 minutes�
�
Between each hour of instruction, a 10-minute break should be scheduled.�
30 minutes�
�
Total�
4 hours�
�



PREPARING





Use the checklist on the following page to help you prepare for this course.





NUMBER OF INSTRUCTORS





One or two instructors may be used to teach this course.





INSTRUCTOR QUALIFICATIONS





Instructors should have training experience and should have completed the Disaster Field Training Organization (DFTO) Train-the-Trainer course on Project Officer Training.  It is important for the instructor to arrange for the Contracting Officer at the DFO to be present during the training course and to be available as a subject-matter expert.


�
PREPARATION CHECKLIST





Supplies and Equipment





Gather the following supplies and equipment:





Overhead projector with screen


Chart paper, easels, and markers


Pens and note paper


Name cards





Student Materials





Provide one copy of the following materials for each student:





Student Manual


Contract Administration Exercise


End-of-Course Evaluation





For the exercise in Unit 4, assemble two Case Study Exercise Packets:  Case Study A for a product acquisition request and Case Study B for a service acquisition request.





Disaster-Specific Information


�


Disaster-specific information needs to be infused throughout the training.  An “arrow” icon is used to point out areas where instructors need to research and add disaster-specific content.  Before training, make sure that you have gathered all of the disaster-specific information that you need.





Visuals





Before training, make sure that you have the following visuals:





Visuals 1.1 through 1.4


Visuals 2.1 through 2.5


Visuals 3.1 through 3.6


Visuals 4.1 through 4.15


Visuals 5.1 through 5.6


Visuals 6.1 and 6.2


Visuals 7.1 through 7.5


Visuals 8.1 through 8.6


�
PREPARATION CHECKLIST (Continued)





Handouts





Case Studies A and B (for Unit 4 exercise) Note:  Make sure you only copy exercise pages for students.  Keep the answer keys for yourself.


Project Officer Don’ts





For the following handouts, you will need to contact the Printing, Publications and Graphics Branch at FEMA Headquarters to obtain enough copies for your students:





FEMA Instruction 4200.1:  Governmentwide Commercial Credit Card and Service


Standard Operating Procedures for Contracting in the Disaster Field Office (obtain from the Office of Acquisition Management)


FEMA Instruction 1100.1:  Standards of Conduct


Standards of Ethical Conduct for Employees of the Executive Branch, Including �Part I of Executive Order 12674 and 5 C.F.R. Part 2635 Regulation


FEMA Manual 4100.1:  Acquisition Management
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