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BRINGING TRAINING TO SSC SAN DIEGO

When SEPO decides to bring a training course to SSC SD from an outside vendor the following steps are taken:

1.
The SEPO Director assigns a SEPO government employee as the course Point of Contact (POC).  

2.
Assigns, if necessary, a POC Assistant (POCA) who assists with logistics, materials, travel arrangements, completing paper work, etc. as defined by this process.

3.
POC negotiates and documents date, time, and cost with Vendor.  This step should start at least 2 months before scheduled date.  

4.
From this point on the POC or POCA perform the following steps at the discretion of the POC.  

5.
From the SSC SD Training Office procure two electronic forms, DD1556 and Justification for Non-Competitive Procurement. (Previously known as Sole Source Justification)  The advantage of getting these from Training Office is that you always get the latest forms thus saving time in rework.

6.
If more than one Vendor can provide the desired training, conduct a market survey and a competitive bid process using the standard SSC SD Training procedures.  If done, skip the next step.  If not done, execute the next step.  

7.
Fill out the electronic Justification for Non-Competitive Procurement for COURSE (S) PROCURED BY THE SSC SD TRAINING OFFICE.  The form may also be downloaded from the web at http://supply.spawar.navy.mil/policy/, under “Instructions”.

8.
Fill out the electronic DD1556. An example is appended to this process.

9.
Send both the completed forms to the Division Head for electronic review and approval. 

10.
The Division Head forwards (using “send again” feature) the completed DD1556 and Justification for Non-Competitive Procurement forms to Training via e-mail.  Training mail id is “training”  NOTE: It is not required to have these forms pass through the Department Level but the procurement itself is reported to the Department Head in the standard electronic status report. 

11.
Follows through with the Training Office to ensure DD1556 and Justification for Non-Competitive Procurement are processed and accepted.

12.
Find and reserve a classroom suitable to the course and class size.  Refer to the standard SSC SD process for classroom procurement.  Examples: call Training for Class Room 1; call Public Affairs for Cloud Room, etc. 
13.
Announce course to target student population via e-mail at least 4 weeks before said course.  Advertise via numerous appropriate venues.  For example, aliases “msgs, “sw_community,” “DnnALL,” etc.  

14.
Follow applicable steps in standard SEPO training process for putting on courses from this point forward:  e.g., record, track, remind, and assist student respondents.  

15.
Make appropriate arrangements to personally welcome and assist the Vendor instructor(s) and students to create an atmosphere of warmth, hospitality, and general comfort for both the Vendor and SSC SD personnel.   Examples are directions to SSC SD, in-person greeting upon initial arrival, in-person touring of SSC SD facilities the Vendor will need (e.g., classroom, cafeteria, restrooms, badging procedures, etc.)

16.
Collect, review, and report results of evaluations from students to SEPO Director. 

17.
After the course, POC follows through with the Training Office to insure the Vendor is paid.

-------Example DD1556 and Sole Source Justification--------

TRAINEE INFORMATION FOR DD1556 TRAINING REQUEST

 1. Name/E-mail: Various

 2. Social Security #: Various

 3. Code: Various

 4. Phone/Fax: Various

 5. Supervisor's Name/E-mail: Various

VENDOR INFORMATION:

 6. Name: Implementation Management Associates (IMA), Inc.

 7. Mailing Address: 29 N. Main St. Suite 111, Brighton, CO 80601

 8. Telephone: 800-752-9254

 9. Fax: 303-659-3294

COURSE:

10. Name and Number: Accelerating Change

11. Number of Semester or Quarter Hours: NA

12. Start Date/End Date: Feb. 4-6, 1997

13. Number of Duty and/or Non-Duty Hours: 24 Hours

14. Location of Training: SSC SD Topside A33 Conference Center

COST/PAYMENT:

15. Tuition Cost: $18,000

16. Required Books Cost: NA

17. Travel Cost: $546.00 (gov't)

18. Per Diem Cost: $122.00

19. Valid Job Order #: 7D13041001

20. Method of Payment: Purchase Order

    (Advance, Reimbursement, Purchase Order)

ADDITIONAL INFORMATION:

21.____Mark here if this is a request for no-cost training offered by a defense contractor?

22.____Mark here if Code 001 has reviewed request.

23.__1_TRAINING PRIORITY (1-3; 1=highest, 3=lowest).

24.__4_PURPOSE of the Course from 1-9 below:

   1. Mission/program change
5. Meet future staffing needs

   2. New technology         
6. Develop unavailable skills

   3. New work assignment   
7. Trade/apprenticeship

   4. Improve performance   
8. Orientation

                            
9. Adult basic education

25._1,3,5_REASON for vendor selection from 1-7 below:

   1. Quality                

5. No government course

   2. Cost effective         
6. Incidental to the purchase of equipment

   3. Unique capability 
7. Timely

   4. Location               

---- Example of SOLE SOURCE JUSTIFICATION for COURSE/S PROCURED BY THE SSC SD TRAINING OFFICE  starts here------------------

(Use latest form from Training)

Title of Training Course: Accelerating Change (AC) Program
Estimated Amount: $18,000 plus travel ($546) and per diem expenses (3 days

@ $122) totaling $18,912
Proposed Vendor:
                 Implementation Management Associates (IMA)

                 29 North Main Street, Suite 111

                 Brighton CO 80601

1. Nature and/or description of the training:  The three-day AC program will introduce to participants the key principles of the AC methodology and process for managing large scale organizational change. IMA will utilize a 10-step roadmap to discuss  strategies for obtaining and maintaining real sponsorship for change,  creating readiness for the change by predicting and managing the inevitable resistance to it, developing effective change agents in your organization, and aligning your strategic objectives with your organizational culture. In addition, the program will assess organizational stress resulting from several "number one" priorities, examine reinforcement management tactics and available communications vehicles. The beginnings of an implementation plan, tailored to participants' specific change objectives, will be formulated by participants throughout the program. IMA's set of assessments will enable participants to monitor and manage the human and cultural factors essential for change. During the program, participants will be asked to complete these assessments as they move through the bare minimum requirements for successful implementation.  The AC program focuses on the human aspects and leadership issues of change - such as sponsorship commitment and the climate for change. It helps define the issues, root causes of resistance, and strategies for change;  and identifies, the champions, sponsors, owners, agents, and plans for change.

2. A demonstration that the proposed contractor's unique qualifications or the nature of the course requires use of a sole source action:  IMA is an international consulting firm that specializes in guiding organizations through major change. IMA associates work in partnership with US business leaders and international business consultants to introduce the AC methodology to regional, national, and global organizations. The AC methodology developed by IMA is endorsed by the Software Engineering Institute (SEI) for use in the Software Process Assessment (SPA) process.  The IMA AC methodology and instruments were used by DISA/JIEO/CIM Technology Transfer training tailored to DoD I-CASE technology transfer issues. DISA no longer offers this training, but refers interested parties to IMA.  See also the answer to question 3.

3. A description of the market survey conducted (i.e.,. synopsis of sources sought) and the conclusions or a statement of the reasons a market survey was not conducted:  This course is a unique course that we could not find anyplace else.  We receive brochures from vendors all over the country and have attended numerous training symposiums and conferences where training is advertised.  Prior to and after finding this course no other course of adequately similar content and structure was found.

4. A listing of the contractors, if any, that expressed, in writing, an interest in the acquisition:  None.

5. Any other facts supporting the use of other than full and open competition such as:  Timeliness: SEPO has been able to negotiate a time that fits our "just-in-time" training needs in this arena.  SEPO is launching a major process change initiative using a series of mini-training modules we have developed about the Software Engineering Institute's (SEI) Capability Maturity Model (CMM) so we can provide SSC SD project managers and software engineers the skills, tools, and knowledge they need to accomplish SSC SD Strategic Objective number three stated June 25,1996:  "Nurture our  (SSC SD's) core competencies of software engineering ..."

6. A statement of actions, if any, the agency may take to remove or overcome any barriers to competition for this course purchase:  ask someone who is already a qualified SSC SD instructor to attend the course with the understanding that they will be expected to learn it and teach it on a regular basis at SSC SD.  Alan Olson and Elizabeth Gramoy are examples of instructors who could do this well and Alan is interested in doing it.  If that approach is taken, the course could be taught on a regular basis at a potentially reduced cost to the government.

7. A statement of delivery requirements or period of performance: SEPO,  the students, and the vendor are ready. The scheduled time is Feb. 4-6, 1997.
8. Reference to the approved acquisition plan (AP) when acquisitions covered in the justification meet the criteria/thresholds for a written AP:  NA
9. If this is an ADP acquisition, is the ADP approval attached?  NA
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