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APPENDIX J 
 

Master Intern Training Plan (MITP) 
for Contracting and Acquisition 

 
 
1.  General.  This appendix presents a training plan for Army employees in the 
Contracting and Acquisition (CP-14) intern program.  Career interns who successfully 
complete the program will be eligible for non-competitive promotion to GS-11, or GS-12 
depending on the full performance level identified in the intern vacancy announcement 
and the local command’s ability to support the GS-12 position.  A limited number of 
interns hired as Presidential Management Interns (PMIs) are eligible for non-competitive 
promotion to GS-12 positions.  For regulatory guidance common to the management of 
all Department of the Army intern programs, see AR 690-950, Chapter 3.  For additional 
information on the Intern Program, the Trainee’s Handbook prepared by the Contracting 
Career Program Office is available on the web at 
http://asc.army.mil/CP_14/Career_Opps/Manuals.html.  
 
2. Structure of the Training Program.  Appendix F, GS-1102 Competencies describes 
the Contracting competencies necessary for successful completion of the intern program.  
The MITP must be used in conjunction with the Master Training Plan (Appendix I), 
which outlines mandatory and desired formal training and the underlying competencies in 
Appendix F obtained through formal DAU training through Level II, which are 
reinforced through On the Job (OJT) training, Informal In-House training, rotational 
cross-training, and individual self-development as evidenced by enrollment in graduate 
level courses by those not possessing a masters degree.   
 
3.  Intern Intake.  The MITP supports non-competitive promotion to a target position at 
the GS-11 or GS-12 level.  Training plans for OJT may vary according to the entry 
qualifications of each intern.  This training plan allows the following two types of entry. 
 
a.  Interns qualifying for entry as GS-1102, at the GS-7 level will normally be trained 
under a two- or three-year program, depending on the local commands’ ability to support 
a third year.  Interns hired from a vacancy announcement with a target grade of GS-11, 
after successfully completing the first two years are eligible for non-competitive 
promotion to GS-11.  Those completing the third year are eligible for competitive 
promotion to GS-12 consistent with Merit Promotion Principles and the Merit Promotion 
Plan in effect for the sponsoring, placement command, i.e., command to which the intern 
is assigned after the second year.  Interns hired under a vacancy announcement with a 
target grade of GS-12 will participate in the three-year program and non-competitively 
promoted to GS-12 upon meeting all performance and time-in-grade requirements. 
 
b.  Interns hired as Presidential Management Interns participate in a two-year program 
with an entry level of GS-9 and a target grade of GS-12. 
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4.  Program Flexibility.  The program may be adjusted to meet the needs of the intern 
and conditions at the training site.  Flexibility is permitted in the program as follows: 
 
a.  When learning objectives are met in less than the required time, the remaining time is 
spent in related productive assignments, reinforcing competencies as deemed necessary 
by the intern’s supervisor, the intern, and the ACPM. 
 
b.  To be sure the intern masters each training segment, the time in that segment may be 
extended.  When the time segment is extended, time in other training segments can be 
reduced if mastery is ensured. 
 
c.  Major changes in the Master Intern Training Plan should be coordinated with the 
ACPM.  Changes to the MITP for PMI interns must be forwarded to the FCR for 
approval. 
 
5.  Career Intern Agreement.  Included as Annex 3 to this Appendix is a Career Intern 
Agreement.  This agreement should be completed for each new intern within the first 30 
days of employment and after the Individual Development Plan has been developed.  The 
agreement provides a summary of the training expectations; major management 
responsibilities for the principals involved in the intern’s training program; and 
establishes a basis of understanding for these principals as well. 
 
6.  Scope of Training.  After being trained, the Contracting and Acquisition intern will 
be able to perform contracting functions related to development and execution of 
government contracts, using all procurement methods.  This ability will result from active 
participation in four modes of training including:  formal training, participation in OJT, 
Informal In-House training, and rotational cross training covering all aspects of 
contracting and acquisition management set forth in Appendix F and Annex 1 to this 
Appendix. 
 
7.  Learning Objectives.  Upon completion of the intern program, the contracting and 
acquisition intern will be able to perform at the journeyman level.  The intern attains 
these learning objectives through demonstration of an appropriate level of knowledge and 
skill in the area as judged by the first- line supervisor or instructor for the area of training.  
Further, the intern will be able to demonstrate proficiency in the performance attributes 
and their associated competencies to the degree indicated for Level 2 for all competencies 
detailed in Appendix F.  The categories of performance attributes are listed below with 
their associated competencies and the degree to which they should be performed by an 
intern upon completion of the program.  (Note:  A “1” indicates the intern can describe 
the skill.  A “2” indicates that the intern upon program completion indicates that they can 
describe the skill and details on how to do it.  A “3” indicates that the intern can perform 
the skill”) 
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a.  General Professional Business Skills 
 
Communication - 3 Market Research - 2 
Teaming - 3 Analysis - 3 
Understanding the mission (buyer and customer) - 2 Commercial business practices - 2 
Decision Making - 3 Use of knowledge/information management 

resources - 3 
Appropriate uses of contracting and non-
contracting methods for satisfying requirements - 2 

Appropriate, effective use of information/data to 
identify sound business alternatives, 
recommendations and decisions  - 3 

Financial management - 2 Adaptability and flexibility - 3 
Risk management - 2 Leadership - 2 
Appropriate use of Technology - 3 Dilemma Resolution - 2 
Multi-functional capabilities (within contracting 
and across acquisition functions) - 2 

Organizational Structure, Roles, and Relationships - 
2 

Project management - 2 Technical or business management expertise - 2 
Contract Performance Management - 2 Environment (see below or Annex 1, Appendix F) - 

2 
 
Professional Business Skills within the Contracting and Acquisition Environment 
 
Familiarity with evolving acquisition issues, techniques, and solutions - 2 
Knowledge and support of contemporaneous organizational and governmental priorities and goals  - 2 
Awareness of the contemporaneous political environment, and implications for appropriate business 
arrangements - 2 
Familiarity with the contemporaneous legal environment, and appropriate reflection of that environment in 
business arrangements - 2 
Familiarity with financial concerns of public and private sector entities - 2 
Knowledge and application of appropriate global ethics/standards of conduct - 2 
Knowledge of fraud & exclusion requirements - 2 
Knowledge of DoD unique statutory and regulatory requirements - 2 
Knowledge of DoD unique contracting environments (defense priorities, contingency contracting, etc) - 2 
Integrity - 3 
 
b.  Policy and Processes Skills 
 
Knowledge of contracting laws, regulations, policies  - 2 
Knowledge of acquisition methods and appropriate applications (including non-contract alternatives - 2 
Knowledge of contracting fundamentals  (see below or Annex 2, Appendix F) - 2 
Knowledge of non-contract fundamentals  - 2 
Knowledge of Financial Management Regulations (FMR)) - 2 
Appropriate application of commercial/industry practices - 2 
Appropriate application of competition requirements, policies, and procedures - 2 
Knowledge of interoperability issues/concerns - 2 
Knowledge of international acquisition laws/processes/issues - 2 
Knowledge of the range of contract pricing techniques, and appropriate applications - 2 
Knowledge of appropriate source selection techniques - 2 
Ability to conduct and conclude complex negotiations - 2 
Appropriate application of pertinent laws regulations, policies, and practices (i.e. labor, environmental, 
socioeconomic, international acquisition, security). - 2 
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Knowledge of contract financing arrangements, and the impact of each on the government and private 
sector - 2 
Ability to develop productive relationships between suppliers, requiring activities, and contracting 
functions - 3 
Acquisition-related experience in, or understanding of, more than one acquisition function (contracting, 
program management, etc.), agency, or sector (public, private) - 1 
Professional development (education, continuous learning) in appropriate disciplines - 3 
Appropriate application of past performance information - 2 
Disputes resolution processes and alternatives - 2 
Use and application of Electronic-Business / Electronic Commerce techniques/processes - 3 
 
Knowledge of Contracting Fundamentals 
 
 Policy & Process / Knowledge of 

Contracting Fundamentals 
 Policy & Process / Knowledge of Contracting 

Fundamentals 
1. Customer Business Analysis and Strategy 34.  Evaluating Other Terms and Conditions 
2. Market Research 35.  Award without discussion 
3. Procurement Requests 36.  Communications 
4. Requirements Analysis  37.  Establish Competitive Range 
5. Identify Possible Sources 38.  Negotiation Strategy 
6. Limiting Competition 39.  Conduct Discussions (Negotiations) 
7. Socio-Economic Requirements 40.  Mistakes In Offers 
8. Offeror Evaluation Factors 41.  Protests? 
9. Method of Acquisition 42.  Debriefing 
10. Pricing Arrangements 43.  Protests  
11. Recurring Requirements 44.  Post Award Orientations 
12. Unpriced Contracts 45.  Monitor Subcontract Management 
13. Contract Financing 46.  Contract Modification and Adjustment 
14. Obtaining Bonds 47.  Options 
15. Methods of Payment 48.  Task and Delivery Order Contracts 
16. Document Source Selection Plan 49.  Performance Management 
17. Publicizing Proposed Acquisitions 50.  Commercial/Simplified Acquisition Remedies 
18. Subcontracting Requirements 51.  Noncommercial Acquisition Remedies 
19. Oral Solicitations 52.  Documenting Past Performance 
20. Solicitation Preparation 53.  Assignment of Claims  
21. Inquiries and FOIA Requests  54.  Administering Securities 
22. Pre Bid/Quote/Proposal Conference 55.  Administering Finance Terms  
23. Amend/Cancel Solicitations 56.  Allowability of Costs 
24. Bids 57.  Price and Fee Adjustments 
25. Responsiveness 58.  Defective Pricing 
26. Receiving Quotes and Proposals  59.  Invoices 
27. Evaluating Non-Price Factors 60.  Fraud and Exclusion 
28. Pricing Info from Offerors 61.  Collecting Contractor Debts 
29. Accounting and Estimating Systems  62.  Administering Special Terms and Conditions 
30. Cost Accounting Standards 63.  Resolving Disputes  
31. Audits  64.  Termination 
32. Price Analysis (Negotiated Acquisitions) 65.  Closeout 
33. Cost Analysis    
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APPENDIX J 
ANNEX 1 

MASTER INTERN TRAINING PLAN 
(MITP) 

 
 

 
The execution of the CP-14 Intern’s training is conducted through four modes of training, 
each of which is described briefly below.  Ideally, the intern is introduced to each of the 
identified competencies through formal training provided by the Defense Acquisition 
University and the mandatory common core leader development courses prescribed by 
the Army.  Additional training and experience in the required competencies is provided 
through On-the-Job training, Informal In-House training, and Rotational Cross Training, 
each of which should be designed to reinforce deve lopment of the required competencies 
to the desired level of performance.  The identification of specific competencies and the 
degree to which they require reinforcement through other than formal training must be 
identified in the Intern’s IDP.  The initial identification of reinforcement necessary 
should be a result of the supervisor and the intern assessing the intern’s current capability 
and reflected in the IDP.  The approval of the IDP by the ACPM allows for adjustments 
of the IDP by an experienced contracting professional who can propose modifications 
that are based upon evaluation of the output results of various formal training programs’ 
strengths and weaknesses. 
 
1. FORMAL TRAINING:  Formal training consists primarily of the mandatory training 
specified for interns identified in the Department of Defense Directives or Manuals and 
Army Regulations.  Formal training may also consist of formal education in the form of 
graduate level business courses provided by accredited colleges and universities.  The 
formal training requirements are delineated in DoD 5000.52-M, DAU Catalog, and 
Master Training Plan (Appendix I).  It should be noted that the DAU Catalog is subject to 
change periodically and course numbers are subject to change; those responsible for 
scheduling interns for training are encouraged to ensure that the correct courses are 
reflected on the IDP.   
 
2. ON-THE-JOB TRAINING:  The career intern will reinforce formal training through 
OJT in all of the competencies, as deemed appropriate.  Each organization may tailor the 
duration and scope of the OJT, but the intern should receive working experience and 
training in all of the competencies identified as “Knowledge of Contracting 
Fundamentals” under the Policy and Processes Skills of the performance attributes. 
 
a.  Interns functioning as Contract Specialists will perform a variety of functions 
including contract negotiation, contract administration, contract termination, cost/price 
analysis, and procurement analysis.  The role of a Contract Specialist is often that of a 
coordinator working together with the members of a multi- functional team (technical, 
legal, cost and price analysts, etc.) to ensure that the needs of the requiring activity are 
fulfilled in the fastest, most cost-efficient manner.  The scope and objectives of “OJT” as 
a Contract Specialist are vast, and will include experience with the following: 
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• Organization and maintenance of contract files 
• Utilization of Federal Acquisition Regulation (FAR) and Department of Defense 
Federal Acquisition Regulation (DFARS) and Army Federal Acquisition Regulation 
(AFARS) 
• Application of competition requirements and use of Justification & Approval for 
Other Than Full and Open Competition 
• Use of Simplified Acquisition Procedures (SAP) 
• Use of commercial acquisition procedures 
• Preparation of solicitations for Invitation for Bids (IFBs) and Requests for Proposals 
(RFPs), to include selection of appropriate clauses 
• Evaluation of bids and proposals including technical evaluation and cost analysis 
• Procedures for source selection (determining which contractor will win the contract) 
• Negotiation techniques and procedures 
• Preparation of contractual document 
• Procedures and processes of contract administration 
• Procedures for contract closeout 
 
b.  OJT rotational assignments within the intern’s hiring organization will be used to 
provide experience with as wide a variety of contracting functions as possible.  The 
objective is to provide the intern more than just “exposure” to a variety of contracting 
functions; the objective is to provide the intern with a broad, well-rounded, albeit limited, 
experiential base.   
 
3. ROTATIONAL CROSS TRAINING:  Rotational Cross Training assignments are 
provided to enhance an intern’s career development in several ways.  The most obvious 
benefit is that rotations afford the intern a unique chance to work in organizations that 
perform a variety of contracting functions, or work with organizations related to or 
supported by the contracting function and process.  Learning through “hands-on” 
experience is a meaningful method to gain an appreciation for the practical contribution 
of the many competencies expected of the Contracting Specialist.  Rotations also help the 
intern to better understand how their role as a Contract Specialist fits in with the entire 
acquisition process.  The variety of opportunities for Rotational Cross Training will vary 
by command and installation, depending on the principal contracting focus of the intern’s 
organization and location.  Ideally, the intern will experience training in installation or 
base support; systems acquisition (which could include work with Program Executive 
Offices (PEOs) and Program Management Offices (PMOs), a Research, Development, 
and Engineering (RD&E) Center, Integrated Materiel Management Centers (IMMC) of 
the Army Materiel Command’s Major Subordinate Commands (Logistics and Readiness 
Center for CECOM); Defense Contract Management Agency (DCMA); and time with a 
major requiring activity – “Customer’s Shop” – to gain true appreciation for the 
customer’s needs.  Finally, “Greening” opportunities are available to provide participants 
an opportunity to gain first-hand experience of how the Army operates in a field 
environment.  The two-day program is conducted at the National Training Center (NTC), 
in Fort Irwin, California.  The program is designed to introduce the participant to Army 
field operations.  The orientation includes Command and Opposing (enemy) Force 
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(OPFOR) briefings, tour of the Operations Center, Instrumentation orientation, and ride 
with the OPFOR to a training engagement.  A two-week opportunity is also available at 
the Joint Readiness Training Center (JRTC).  Both of these opportunities can be 
coordinated through the ASC. 
 
4. INFORMAL IN-HOUSE TRAINING:  Informal In-House Training may be 
conducted in a classroom-like setting with all of the interns as a group.  The purpose of 
this training is to provide all interns with uniform information on the principles and 
processes of contracting.  This information can then be applied as the intern progresses 
through on-the-job training.  In-house training can be separated into three broad 
categories: 1) orientation sessions which will be conducted initially within the first two 
weeks after beginning the program; 2) instructional sessions which will be scheduled 
throughout the intern program; and 3) lecture series which will also be spread throughout 
the program. 
 
a.  Orientation Sessions:  The orientation sessions are aimed to provide basic information 
about the Contracting Organization and the field of contracting.  Orientation sessions 
provide insight into the individual intern’s agency, parent command, MACOM, and 
Army organization; they should be designed to help the intern not only understand the 
role of the contracting organization, but how that organization fits into the structure of the 
Army at large.  Examples of topics which may be covered in these sessions are shown 
below. 
 
• Welcome from the Director and/or Deputy Director(s) of Contracting Organization 
• Welcome from Intern Coordinator 
• Miscellaneous personnel issues such as work hours and appropriate work attire 
• Overview of benefits 
• Structure of the Army and where your organization fits in 
• Organizational structure within the Contracting Organization 
• Military ranks and protocol 
• Definition of commonly used acronyms 
• Use of office e-mail  
• Summary of the Government regulations that are used - FAR, DFARs, AFARs 
• Explanation of the methods of solicitation for government requirements 
• Definition and format of a government contract 
• Explanation of the competition requirements and the allowable exceptions 
• Definition of acquisition cycle time 
 
b.  Instructional Sessions:  Instructional sessions are designed to provide interns with 
classroom setting instruction on functional contracting topics.  Of particular value can be 
providing Army unique content to formal training provided during DAU courses and 
identifying systems and processes as they are conducted within the Army environment.  
The following are examples of topics that would be appropriate for Instructional sessions. 
 
• Standard Procurement System (SPS) 
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• Procurement Work Directive (PWD) 
• Invitation for Bids (IFBs) 
• Requests for Proposals (RFPs) 
• SADBU 
• Packaging Requirements Office 
• Competition Advocate’s Office 
• Completion of DD Form 350 
• Army Knowledge Online 
• Best Value Contracting 
• Closeout Reporting 
• Operational Analyses/Queries 
• Congressional Awards 
• Electronic Commerce/Electronic Business, e.g., Army Single Face to Industry (ASFI) 

Acquisition Business Website and Federal Business Opportunities 
 
c.  Lecture Series.  Lecture Series presentations should focus on topics to enhance career 
growth.  They supplement on-the-job training through volunteer speakers, who are 
experts in their respective fields.  The lecture series is an evolving process and are a 
responsibility of the sponsoring organization.  As interns become more familiar with the 
Contracting Organization and the types of work for which they are responsible, they may 
suggest topics to the intern coordinator.   
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APPENDIX J 
ANNEX 2 

Instructions for Using the Master Intern Training Plan (MITP) 
Training Record Template 

 
 
1.  MITP Development and Preparation. 
 
a.  A training record will be prepared for each intern.  The enclosed MITP Training 
Record template may be used.  The intern coordinator or intern’s supervisor may use the 
sample provided.  Changes may be made to modify it as needed based upon the intern’s 
background.  No modifications may be made that propose changes (i.e., deletions) to 
mandatory, Priority 1 training as detailed in the MTP in Appendix I. 
 
b.  An individual training plan should be developed upon the intern’s entry into the intern 
program.  The MITP should serve as the basis for the IDP.  The mandatory courses 
through certification Level II will provide the intern exposure to all of the competencies 
(see Appendix F) identified as appropriate through Level II1.  OJT identified in the MITP 
and outlined in the training record should reinforce through experience as many of the 
competencies as is practicable. 
 
2.  Documentation of Intern’s Progress. 
 
a.  As each portion of the Intern’s formal training or or other training, e.g., OJT, is 
completed, the appropriate supervisor should complete the documentation section of the 
training record.  The dates of training should be indicated along with the training source, 
i.e., school conducting training or organization providing training.  The appropriate 
supervisor should sign and date the column for verification of training completion. 
 
b.  A copy of the MITP training record should be maintained as documentation to support 
TAPES and promotions.  Additionally, the ACMP will ensure an updated copy of the 
MITP training record should be forwarded annually to the Office of the Deputy Assistant 
Secretary of the Army (Procurement and Policy), Contracting Career Program Office 
(SFAE-CON).  This copy will support monitoring of the intern’s progress, and facilitate 
analysis and identification of areas where additional support may be needed. 
 

                                                 
1 A Functional Integrated Process Team at the direction of OSD, Director of Defense Procurement, 
developed the competencies listed in Appendix F.  The Director of Defense Procurement has tasked the 
Defense Acquisition University to ensure that courses are identified to provide training at the desired levels 
for DoD contracting personnel on all of these competencies.  That review is being performed as of the 
writing of this edition of the CP-14 ACTEDS Plan.  The assertion that the competencies are being taught at 
DAU was valid for the previous edition of this ACTEDS Plan, and currently being validated, or identifying 
appropriate training remedies to ensure that the assertion will be valid in the future. 



MASTER INTERN TRAINING PLAN TRAINING RECORD 
Intern’s Name:  ____________________________________  SSN:  ________________________ Organization:  __________________ 

PRIVACY ACT STATEMENT 
Section 4103 of Title 5 to U.S. Code authorizes collection of this information.  This information will be used by supervisors, employees, and civilian personnel officials to plan and/or schedule training, 
education, or other career developmental activities.  Collection of your Social Security Number is authorized by EO 9397.  Furnishing the information on this form, including your Social Security 
Number, is voluntary.  If your activity uses the information furnished on this form for purposes other than those indicated above, they will provide you with additional statements reflecting those 
purposes.   
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FORMAL TRAINING 
 
Intern Leadership Development 
Course (ILDC) 
 
 
Classroom; regional sites 
5 Class Days 
Priority 1 

Dates of Training  (start - end)  
__________________________________ 
 
Competency(s) Trained:  B/ 1,3,5,7,12,14,18; A1/ 2,6,10 
 
Training provided by Center for Army Leadership.  Intern must complete 
prior to graduation. 

Verification of Training Completion : 
 
Supervisor: 
 
 
_________________________________
Signature and Date 

Action Officer Development Course 
(AODC) 
 
 
On-line 
Self Paced 
Priority I 

Dates of Training  (start - end)  
__________________________________ 
 
Competency(s) Trained:  B/ 1,7,10,12,14,18,19; P/ 4 
 
Training provided by Army Institute for Professional Development.  
Intern must complete prior to graduation. 

Verification of Training Completion: 
 
Supervisor: 
 
 
_________________________________
Signature and Date 

Shaping Smart Business 
Arrangements  (CON 100)  
 
 
Classroom 
9 Class Days 
Priority 1 

Dates of Training  (start - end)  
__________________________________ 
 
Competency(s) Trained:  TBD, under review by DAU 
 
Training provided by Defense Acquisition University*.  Must be 
completed for Level I certification. 

Verification of Training Completion: 
 
Supervisor: 
 
 
_________________________________
Signature and Date 

Basics of Contracting  (CON 101) 
[BDQ] 
 
 
Web-Based 
140 Hours 
Priority 1 

Dates of Training  (start - end)  
__________________________________ 
 
Competency(s) Trained:  TBD, under review by DAU 
 
Training provided by Defense Acquisition University*.  Must be 
completed for Level I certification. 

Verification of Training Completion: 
 
Supervisor: 
 
 
_________________________________
Signature and Date 

* See DAU Catalog for a list of approved alternative providers. 
 
 
 
 

NOTES :   
1.  “Competencies Trained” can be cross-walked to Appendix G.  The leading letter refers one of the two categories of performance attributes either “B”-General Professional Business Skills or “P” - 
Technical Policy and Process Skills, and the following number identifies the competency(s) within that attribute.  The same approach is true for the Annexes to Appendix G, i.e., “A1” or “A2” 
followed by a number identifies drill down competencies from B 22 and P 3 , respectively. 
2.  Competencies listed in Appendix G are approved by the Director of Defense Procurement.  DAU has been tasked to ensure that training is either currently being provided and in which courses, or 
identify any additional training necessary and sources to provide training at desired performance levels for all competencies identified. 
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Intern’s Name:  ____________________________________  SSN:  ________________________ Organization:  __________________ 

PRIVACY ACT STATEMENT 
Section 4103 of Title 5 to U.S. Code authorizes collection of this information.  This information will be used by supervisors, employees, and civilian personnel officials to plan and/or schedule training, 
education, or other career developmental activities.  Collection of your Social Security Number is authorized by EO 9397.  Furnishing the information on this form, including your Social Security 
Number, is voluntary.  If your activity uses the information furnished on this form for purposes other than those indicated above, they will provide you with additional statements reflecting those 
purposes.   
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FORMAL TRAINING 
 
Principles of Contract Pricing  (CON 
104) [BDR] 
 
 
Hybrid-Web-Based/Classroom 
60 Days 
Priority I 

Dates of Training  (start - end)  
__________________________________ 
 
Competency(s) Trained:  TBD, under review by DAU 
 
Training provided by Defense Acquisition University*.  Must be 
completed for Level I certification.  Prerequisite is CON 101. 

Verification of Training Completion: 
 
Supervisor: 
 
 
_________________________________
Signature and Date 

Intermediate Contracting  (CON 
202) [PGE] 
 
 
Classroom 
15 Class Days 
Priority I 

Dates of Training  (start - end)  
__________________________________ 
 
Competency(s) Trained:  TBD, under review by DAU 
 
Training provided by Defense Acquisition University*.  Must be 
completed for Level II certification.  Prerequisite is CON 104. 

Verification of Training Completion: 
 
Supervisor: 
 
 
__________________________________
Signature and Date 

Intermediate Contract Pricing  
(CON 204) [BU6] 
 
 
Classroom 
10 Class Days 
Priority I 

Dates of Training  (start - end)  
__________________________________ 
 
Competency(s) Trained:  TBD, under review by DAU 
 
Training provided by Defense Acquisition University*.  Must be 
completed for Level II certification.  Prerequisite is CON 104. 

Verification of Training Completion: 
 
Supervisor: 
 
 
__________________________________
Signature and Date 

Government Contract Law (CON 
210) [BDP] 
 
 
 
Classroom 
10 Class Days 
Priority I 

Dates of Training  (start - end)  
__________________________________ 
 
Competency(s) Trained:  TBD, under review by DAU 
 
Training provided by Defense Acquisition University*.  Must be 
completed for Level II certification.  Prerequisites are CON 101 and CON 
104. 

Verification of Training Completion: 
 
Supervisor: 
 
 
__________________________________
Signature and Date 

 
* See DAU Catalog for a list of approved alternative providers. 
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Intern’s Name:  ____________________________________  SSN:  ________________________ Organization:  __________________ 

PRIVACY ACT STATEMENT 
Section 4103 of Title 5 to U.S. Code authorizes collection of this information.  This information will be used by supervisors, employees, and civilian personnel officials to plan and/or schedule training, 
education, or other career developmental activities.  Collection of your Social Security Number is authorized by EO 9397.  Furnishing the information on this form, including your Social Security 
Number, is voluntary.  If your activity uses the information furnished on this form for purposes other than those indicated above, they will provide you with additional statements reflecting those 
purposes.   

Master Intern Training Plan (MITP) for Contracting and Acquisition Career Program (CP-14) Interns - Occupational Series 1102 
J-12 

FORMAL TRAINING 
Fundamentals of System Acquisition*  
(ACQ 101) [BU5] 
 
 
Self-Paced 
On-Line 
Priority I 

Dates of Training (start - end)  
__________________________________ 
 
Competency(s) Trained:  TBD, under review by DAU 
 
Training provided by Defense Acquisition University and available 
through the Internet. 

Verification of Training Completion: 
 
Supervisor: 
 
 
__________________________________
Signature and Date 

Intermediate System Acquisition*  (ACQ 
201A & ACQ 201B) [JHA] 
 
Hybrid On-line & Classroom 
201A On-Line Self-Paced up to 60 days 
201B - 5 Class Days 
Priority I 

Dates of Training  (start - end)  
__________________________________ 
 
Competency(s) Trained:  TBD, under review by DAU 
 
Training provided by Defense Acquisition University.  Enrolling in 
ACQ 201 is enrollment for 201B.  201A must be completed within 60 
days of enrollment and must begin 201B within 45 days of 
completing 201A. 

Verification of Training Completion: 
 
Supervisor: 
 
 
 
__________________________________
Signature and Date 

Market Research*  (PQM 212) [PGK] 
 
 
Classroom 
2 Class Days (Resident/On site) 
Priority I 

Dates of Training  (start - end)  
__________________________________ 
 
Competency(s) Trained:  TBD, under review by DAU 
 
Training provided by Defense Acquisition University.   

Verification of Training Completion: 
 
Supervisor: 
 
__________________________________
Signature and Date 

Grants Management*  (GRT 201) [BU4] 
 
 
Classroom 
3.5 Class Days (Resident/On site) 
Priority I 

Dates of Training  (start - end)  
__________________________________ 
 
Competency(s) Trained:  TBD, under review by DAU 
 
Training provided by Defense Acquisition University.   

Verification of Training Completion: 
 
Supervisor: 
 
__________________________________
Signature and Date 

Contractor Finance for Acquisition 
Managers* (BCF 201) [Q2A] 
 
Classroom 
5 Class Days (Resident/On site) 
Priority I 

Dates of Training  (start - end)  
__________________________________ 
 
Competency(s) Trained:  TBD, under review by DAU 
 
Training provided by Defense Acquisition University.   

Verification of Training Completion: 
 
Supervisor: 
 
__________________________________
Signature and Date 

*NOTE:  May be used to satisfy Elective Requirements for Level I and II Certification. 
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Number, is voluntary.  If your activity uses the information furnished on this form for purposes other than those indicated above, they will provide you with additional statements reflecting those 
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FORMAL TRAINING (Graduate Courses) 
 
Graduate Course  
 
 
 
 
 
Classroom 
Class Days Determined by Provider 
Priority I 

Dates of Class (start - end)  
__________________________________ 
 
Competency(s) Trained*:  ______________________________________ 
___________________________________________________________ 
 
An institution accredited to award a masters degree in business 
administration must provide training.  Courses to be taken during non-duty 
hours within commuting distance of the Intern’s home station. 

Verification of Training Completion: 
 
 
Supervisor: 
 
 
 
__________________________________
Signature and Date 

Graduate Course  
 
 
 
 
 
Classroom 
Class Days Determined by Provider 
Priority I 

Dates of Class (start - end)  
__________________________________ 
 
Competency(s) Trained*:  ______________________________________ 
___________________________________________________________ 
 
An institution accredited to award a masters degree in business 
administration must provide training.  Courses to be taken during non-duty 
hours within commuting distance of the Intern’s home station. 

Verification of Training Completion: 
 
 
Supervisor: 
 
 
 
__________________________________
Signature and Date 

Graduate Course  
 
 
 
 
 
Classroom 
Class Days Determined by Provider 
Priority I 

Dates of Class (start - end)  
__________________________________ 
 
Competency(s) Trained*:  ______________________________________ 
___________________________________________________________ 
 
An institution accredited to award a masters degree in business 
administration must provide training.  Courses to be taken during non-duty 
hours within commuting distance of the Intern’s home station. 

Verification of Training Completion: 
 
 
Supervisor: 
 
 
 
__________________________________
Signature and Date 

*Using the competencies in Appendix F the Intern, Intern’s supervisor, and appropriate representatives (Instructor, Department Chair, Dean, etc.) of the academic institution will coordinate to identify 
and validate the competencies covered by a specific course.  It is presumed that course work leading to an MBA is sufficiently comprehensive to encompass all of the General Professional Business 
Attributes with the exception of those specific to the DoD contracting environment, and the training on those competencies unique to that environment will be adequately addressed to satisfy Intern 
completion requirements through Level II Certification training in DAU courses. 

 

NOTE:  It is anticipated that career interns will be able to complete three graduate level business courses during each year of their internship. 
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FORMAL TRAINING (Graduate Courses) 
 
Graduate Course  
 
 
 
 
 
Classroom 
Class Days Determined by Provider 
Priority I 

Dates of Class (start - end)  
__________________________________ 
 
Competency(s) Trained*:  ______________________________________ 
___________________________________________________________ 
 
An institution accredited to award a masters degree in business 
administration must provide training.  Courses to be taken during non-duty 
hours within commuting distance of the Intern’s home station. 

Verification of Training Completion: 
 
 
Supervisor: 
 
 
 
__________________________________
Signature and Date 

Graduate Course  
 
 
 
 
 
Classroom 
Class Days Determined by Provider 
Priority I 

Dates of Class (start - end)  
__________________________________ 
 
Competency(s) Trained*:  ______________________________________ 
___________________________________________________________ 
 
An institution accredited to award a masters degree in business 
administration must provide training.  Courses to be taken during non-duty 
hours within commuting distance of the Intern’s home station. 

Verification of Training Completion: 
 
 
Supervisor: 
 
 
 
__________________________________
Signature and Date 

Graduate Course  
 
 
 
 
 
Classroom 
Class Days Determined by Provider 
Priority I 

Dates of Class (start - end)  
__________________________________ 
 
Competency(s) Trained*:  ______________________________________ 
___________________________________________________________ 
 
An institution accredited to award a masters degree in business 
administration must provide training.  Courses to be taken during non-duty 
hours within commuting distance of the Intern’s home station. 

Verification of Training Completion: 
 
 
Supervisor: 
 
 
 
__________________________________
Signature and Date 

*Using the competencies in Appendix F the Intern, Intern’s supervisor, and appropriate representatives (Instructor, Department Chair, Dean, etc.) of the academic institution will coordinate to identify 
and validate the competencies covered by a specific course.  It is presumed that course work leading to an MBA is sufficiently comprehensive to encompass all of the General Professional Business 
Attributes with the exception of those specific to the DoD contracting environment, and the training on those competencies unique to that environment will be adequately addressed to satisfy Intern 
completion requirements through Level II Certification training in DAU courses. 

 
 



MASTER INTERN TRAINING PLAN TRAINING RECORD 
Intern’s Name:  ____________________________________  SSN:  ________________________ Organization:  __________________ 

PRIVACY ACT STATEMENT 
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FORMAL TRAINING (Graduate Courses) 

 
Graduate Course  
 
 
 
 
 
Classroom 
Class Days Determined by Provider 
Priority I 

Dates of Class (start - end)  
__________________________________ 
 
Competency(s) Trained*:  ______________________________________ 
___________________________________________________________ 
 
An institution accredited to award a masters degree in business 
administration must provide training.  Courses to be taken during non-duty 
hours within commuting distance of the Intern’s home station. 

Verification of Training Completion: 
 
 
Supervisor: 
 
 
 
__________________________________
Signature and Date 

Graduate Course  
 
 
 
 
 
Classroom 
Class Days Determined by Provider 
Priority I 

Dates of Class (start - end)  
__________________________________ 
 
Competency(s) Trained*:  ______________________________________ 
___________________________________________________________ 
 
An institution accredited to award a masters degree in business 
administration must provide training.  Courses to be taken during non-duty 
hours within commuting distance of the Intern’s home station. 

Verification of Training Completion: 
 
 
Supervisor: 
 
 
 
__________________________________
Signature and Date 

Graduate Course  
 
 
 
 
 
Classroom 
Class Days Determined by Provider 
Priority I 

Dates of Class (start - end)  
__________________________________ 
 
Competency(s) Trained*:  ______________________________________ 
___________________________________________________________ 
 
An institution accredited to award a masters degree in business 
administration must provide training.  Courses to be taken during non-duty 
hours within commuting distance of the Intern’s home station. 

Verification of Training Completion: 
 
 
Supervis or: 
 
 
 
__________________________________
Signature and Date 

*Using the competencies in Appendix F the Intern, Intern’s supervisor, and appropriate representatives (Instructor, Department Chair, Dean, etc.) of the academic institution will coordinate to identify 
and validate the competencies covered by a specific course.  It is presumed that course work leading to an MBA is sufficiently comprehensive to encompass all of the General Professional Business 
Attributes with the exception of those specific to the DoD contracting environment, and the training on those competencies unique to that environment will be adequately addressed to satisfy Intern 
completion requirements through Level II Certification training in DAU courses. 
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 ON-THE-JOB TRAINING* 
 

Subject Area: 
______________________________ 
______________________________ 
 
 
OJT 
Days Determined by Provider 
Priority II 

Dates of Training  (start - end)  
__________________________________ 
Competency(s) Trained:  (As identified by sponsoring activity and listed 
below.) 
___________________________________________________________ 
 
__________________________________ 
Organizational Unit(s) 

Verification of Training Completion: 
 
 
Supervisor: 
 
 
__________________________________
Signature and Date 

Subject Area: 
______________________________ 
______________________________ 
 
 
OJT 
Days Determined by Provider 
Priority II 

Dates of Training  (start - end)  
__________________________________ 
Competency(s) Trained:  (As identified by sponsoring activity and listed 
below.) 
___________________________________________________________ 
 
__________________________________ 
Organizational Unit(s) 

Verification of Training Completion: 
 
 
Supervisor: 
 
 
__________________________________
Signature and Date 

Subject Area: 
______________________________ 
______________________________ 
 
 
OJT 
Days Determined by Provider 
Priority II 

Dates of Training  (start - end)  
__________________________________ 
Competency(s) Trained:  (As identified by sponsoring activity and listed 
below.) 
___________________________________________________________ 
 
__________________________________ 
Organizational Unit(s) 

Verification of Training Completion: 
 
 
Supervisor: 
 
 
__________________________________
Signature and Date 

Subject Area: 
______________________________ 
______________________________ 
 
 
OJT 
Days Determined by Provider 
Priority II 

Dates of Training  (start - end)  
__________________________________ 
Competency(s) Trained:  (As identified by sponsoring activity and listed 
below.) 
___________________________________________________________ 
 
__________________________________ 
Organizational Unit(s) 

Verification of Training Completion: 
 
 
Supervisor: 
 
 
__________________________________
Signature and Date 

* Additional pages may be duplicated as needed.  See Appendix J, Annex 1 for a sample list of subject areas. 
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ON-THE-JOB TRAINING 
 

Subject Area: 
______________________________ 
______________________________ 
 
 
OJT 
Days Determined by Provider 
Priority II 

Dates of Training  (start - end)  
__________________________________ 
Competency(s) Trained:  (As identified by sponsoring activity and listed 
below.) 
___________________________________________________________ 
 
__________________________________ 
Organizational Unit(s) 

Verification of Training Completion: 
 
 
Supervisor: 
 
 
__________________________________
Signature and Date 

Subject Area: 
______________________________ 
______________________________ 
 
 
OJT 
Days Determined by Provider 
Priority II 

Dates of Training  (start - end)  
__________________________________ 
Competency(s) Trained:  (As identified by sponsoring activity and listed 
below.) 
___________________________________________________________ 
 
__________________________________ 
Organizational Unit(s) 

Verification of Training Completion: 
 
 
Supervisor: 
 
 
__________________________________
Signature and Date 

Subject Area: 
______________________________ 
______________________________ 
 
 
OJT 
Days Determined by Provider 
Priority II 

Dates of Training  (start - end)  
__________________________________ 
Competency(s) Trained:  (As identified by sponsoring activity and listed 
below.) 
___________________________________________________________ 
 
__________________________________ 
Organizational Unit(s) 

Verification of Training Completion: 
 
 
Supervisor: 
 
 
__________________________________
Signature and Date 

Subject Area: 
______________________________ 
______________________________ 
 
 
OJT 
Days Determined by Provider 
Priority II 

Dates of Training  (start - end)  
__________________________________ 
Competency(s) Trained:  (As identified by sponsoring activity and listed 
below.) 
___________________________________________________________ 
 
__________________________________ 
Organizational Unit(s) 

Verification of Training Completion: 
 
 
Supervisor: 
 
 
__________________________________
Signature and Date 
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ROTATIONAL CROSS TRAINING* 
 

Greening: 
______________________________ 
______________________________ 
 
2 Days or 2 Weeks 
Duration Determined by Sponsoring 
Activity and Provider 
Priority II 

Dates of Training  (start - end)  
__________________________________ 
Competency(s) Trained:  B/ 5, 18; P/ 17(Additional competencies as 
identified by sponsoring activity and listed below.) 
___________________________________________________________ 
 
__________________________________ 
Organizational Unit(s) 

Verification of Training Completion : 
 
 
Supervisor: 
 
 
__________________________________
Signature and Date 

Subject Area: 
______________________________ 
______________________________ 
 
 
 
Days Determined by Provider 
Priority II 

Dates of Training  (start - end)  
__________________________________ 
Competency(s) Trained:  (As identified by sponsoring activity and listed 
below.) 
___________________________________________________________ 
 
__________________________________ 
Organizational Unit(s) 

Verification of Training Completion: 
 
 
Supervisor: 
 
 
__________________________________
Signature and Date 

Subject Area: 
______________________________ 
______________________________ 
 
 
 
Days Determined by Provider 
Priority II 

Dates of Training  (start - end)  
__________________________________ 
Competency(s) Trained:  (As identified by sponsoring activity and listed 
below.) 
___________________________________________________________ 
 
__________________________________ 
Organizational Unit(s) 

Verification of Training Completion: 
 
 
Supervisor: 
 
 
__________________________________
Signature and Date 

Subject Area: 
______________________________ 
______________________________ 
 
 
 
Days Determined by Provider 
Priority II 

Dates of Training  (start - end)  
__________________________________ 
Competency(s) Trained:  (As identified by sponsoring activity and listed 
below.) 
___________________________________________________________ 
 
__________________________________ 
Organizational Unit(s) 

Verification of Training Completion: 
 
 
Supervisor: 
 
 
__________________________________
Signature and Date 

* Additional pages may be duplicated as needed.  See Appendix J, Annex 1 for a sample list of subject areas and type organizations for cross training. 
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ROTATIONAL CROSS TRAINING 
 

Subject Area: 
______________________________ 
______________________________ 
 
 
 
Days Determined by Provider 
Priority II 

Dates of Training  (start - end)  
__________________________________ 
Competency(s) Trained:  (As identified by sponsoring activity and listed 
below.) 
___________________________________________________________ 
 
__________________________________ 
Organizational Unit(s) 

Verification of Training Completion: 
 
 
Supervisor: 
 
 
__________________________________
Signature and Date 

Subject Area: 
______________________________ 
______________________________ 
 
 
 
Days Determined by Provider 
Priority II 

Dates of Training  (start - end)  
__________________________________ 
Competency(s) Trained:  (As identified by sponsoring activity and listed 
below.) 
___________________________________________________________ 
 
__________________________________ 
Organizational Unit(s) 

Verification of Training Completion: 
 
 
Supervisor: 
 
 
__________________________________
Signature and Date 

Subject Area: 
______________________________ 
______________________________ 
 
 
 
Days Determined by Provider 
Priority II 

Dates of Training  (start - end)  
__________________________________ 
Competency(s) Trained:  (As identified by sponsoring activity and listed 
below.) 
___________________________________________________________ 
 
__________________________________ 
Organizational Unit(s) 

Verification of Training Completion: 
 
 
Supervisor: 
 
 
__________________________________
Signature and Date 

Subject Area: 
______________________________ 
______________________________ 
 
 
 
Days Determined by Provider 
Priority II 

Dates of Training  (start - end)  
__________________________________ 
Competency(s) Trained:  (As identified by sponsoring activity and listed 
below.) 
___________________________________________________________ 
 
__________________________________ 
Organizational Unit(s) 

Verification of Training Completion: 
 
 
Supervisor: 
 
 
__________________________________
Signature and Date 
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INFORMAL IN-HOUSE TRAINING* 
Agency Orientation 
 
 
 
 
Classroom/Seminar/Lecture 
Class Days Determined by Provider 
Priority II 

Dates of Class (start - end)  
__________________________________ 
Competency(s) Trained:  B/ 18; P/ 17; A1/ 9; (Others as identified by 
sponsoring activity and listed below.) 
___________________________________________________________ 
 
__________________________________ 
Organizational Unit(s) 

Verification of Training Completion: 
 
 
Supervisor: 
 
 
__________________________________
Signature and Date 

Office Automation (MS Office, 
PADS, SPS, etc.): 
 
 
 
Classroom/Seminar/Lecture 
Days Determined by Provider 
Priority II 

Dates of Class (start - end)  
__________________________________ 
Competency(s) Trained:  B/ 8,10, 15; P/ 20; (Others as identified by 
sponsoring activity and listed below.) 
___________________________________________________________ 
 
__________________________________ 
Organizational Unit(s) 

Verification of Training Completion: 
 
 
Supervisor: 
 
 
__________________________________
Signature and Date 

Ethics: 
______________________________ 
______________________________ 
 
Classroom/Seminar/Lecture 
Also available online from DoD** 
Days Determined by Provider 
Priority II 

Dates of Class (start - end)  
__________________________________ 
Competency(s) Trained:  B/ 7, 10, 12, 13, 14; P/ 1; A1/ 7, 8, 10 (Others as 
identified by sponsoring activity and listed below.) 
___________________________________________________________ 
 
__________________________________ 
Organizational Unit(s) 

Verification of Training Completion: 
 
 
Supervisor: 
 
 
__________________________________
Signature and Date 

Military Ranks and Protocol: 
______________________________ 
______________________________ 
 
 
Classroom/Seminar/Lecture 
Days Determined by Provider 
Priority II 

Dates of Class (start - end)  
__________________________________ 
Competency(s) Trained B/ 18; P/ 17; A1/ 9; (Others as identified by 
sponsoring activity and listed below.) 
___________________________________________________________ 
 
__________________________________ 
Organizational Unit(s) 

Verification of Training Completion: 
 
 
Supervisor: 
 
 
__________________________________
Signature and Date 

* Additional pages may be duplicated as needed.  See Appendix J, Annex 1 for a sample list of subject areas. 
**http://www.defenselink.mil/dodgc/defense_ethics/ 
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INFORMAL IN-HOUSE TRAINING 
 
Subject Area: 
______________________________ 
______________________________ 
 
 
Classroom/Seminar/Lecture 
Days Determined by Provider 
Priority II 

Dates of Class (start - end)  
__________________________________ 
Competency(s) Trained*:  B/ 18; P/ 17; A1/ 9; (Others as identified by 
sponsoring activity and listed below.) 
___________________________________________________________ 
 
__________________________________ 
Organizational Unit(s) 

Verification of Training Completion: 
 
 
Supervisor: 
 
 
__________________________________
Signature and Date 

Subject Area: 
______________________________ 
______________________________ 
 
 
Classroom/Seminar/Lecture 
Days Determined by Provider 
Priority II 

Dates of Class (start - end)  
__________________________________ 
Competency(s) Trained*:  (As identified by sponsoring activity and listed 
below.) 
___________________________________________________________ 
 
__________________________________ 
Organizational Unit(s) 

Verification of Training Completion: 
 
 
Supervisor: 
 
 
__________________________________
Signature and Date 

Subject Area: 
______________________________ 
______________________________ 
 
 
Classroom/Seminar/Lecture 
Days Determined by Provider 
Priority II 

Dates of Class (start - end)  
__________________________________ 
Competency(s) Trained*:  (As identified by sponsoring activity and listed 
below.) 
___________________________________________________________ 
 
__________________________________ 
Organizational Unit(s) 

Verification of Training Completion: 
 
 
Supervisor: 
 
 
__________________________________
Signature and Date 

Subject Area: 
______________________________ 
______________________________ 
 
 
Classroom/Seminar/Lecture 
Days Determined by Provider 
Priority II 

Dates of Class (start - end)  
__________________________________ 
Competency(s) Trained*:  (As identified by sponsoring activity and listed 
below.) 
___________________________________________________________ 
 
__________________________________ 
Organizational Unit(s) 

Verification of Training Completion : 
 
 
Supervisor: 
 
 
__________________________________
Signature and Date 
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CONTRACTING AND ACQUISITION CAREER PROGRAM 

CAREER INTERN AGREEMENT FOR 
CONTRACT SPECIALIST, GS-1102 

 
 
 
 
1.  NAME OF INTERN:   
 
2.  ENTRY GRADE:  GS-071 
 
3.  TARGET GRADE:  GS-11 / GS-122 
 
4.  LENGTH OF PLAN:  24 / 36 Months 3 
 
5.  PURPOSE:  This agreement sets forth the management and training responsibilities for the 
DA ACTEDS intern named above. 
 
6.  REFERENCES:   
 
a. AR 690-950, Civilian Personnel, Career Management, 31 Dec 2001. 
 
b. AR 690-400, Chapter 4302, Total Army Performance Evaluation System, 16 Oct 1998. 
 
c. PAM 690-950, Career Management, DRAFT 
 
d. CP-14 ACTEDS Plan.  The following appendices should be extracted from the ACTEDS 
Plan and attached as enclosures to this agreement fo r ease of reference, but are not all inclusive 
of the CP-14 career development program.   
 
(1).  Appendix F, Competencies - GS-1102 (Enclosure 1) 
 
(2).  Appendix I, Master Training Plan, GS-1102 (Enclosure 2) 
 
(3).  Appendix J (Including Annex 1 and Annex 2), Master Intern Training Plan and Training 
Record Template (Enclosure 3).  Template has been individualized for named intern. 
 
(4).  Individual Development Plan Form (Enclosure 4).  Developed and approved by the Activity 
Career Program Manager (ACPM) for the pertinent intern. 
 

                                                 
1 Entry Grade for PMI Interns is GS-9 and Target Grade is GS -12. 
2 Select target grade for named intern based on full performance level specified in intern’s vacancy announcement. 
3 Local commands may fund an additional year for Interns beyond DA funding. 
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7.  DISCUSSION: 
 
a. MASTER INTERN TRAINING PLAN (MITP). 
 
(1).  The MITP at Enclosure 3 is the training plan, which outlines the training and experiences 
necessary to provide the exposure to the core competencies interns should possess by the time 
they reach their target grade.  The duration and scope of the on-the-job training (OJT), rotational 
cross training, and informal in-house training may be tailored to meet the organization's 
requirements; however, the intern will receive exposure and training to desired levels in all of the 
required competencies. 
 
(2).  The intern is required to take the mandatory Defense Acquisition University (DAU) courses 
required for certification at Level I and II, and Headquarters, Department of the Army (HQDA) 
Priority 1 courses for Interns identified in Appendix J.  The template at enclosure 3 will be used 
to document training in required courses and competencies. 
 
(3).  Basic knowledge of and familiarity with the acquisition and contracting competencies 
identified in enclosure 1 will be obtained in DAU courses, then reinforced through OJT, 
rotational cross training and In-House training. 
 
b. INTERN'S INDIVIDUAL DEVELOPMENT PLAN (IDP). 
 
(1).  An IDP has been developed jointly by the intern's supervisor, the intern, and intern 
coordinator (where applicable).  It considers the expertise and knowledge the individual has 
already acquired prior to being hired as an intern.   
 
(2).  The IDP includes all mandatory Priority 1 training required for the intern, additional 
training and experience in the contracting competencies identified in the CP-14 ACTEDS Plan, 
and additional organizational and Army-wide orientations, e.g. (1) orientation to government 
service for new government employees, (2) orientation to the mission and functions of the 
organization, etc. 
 
(3).  The IDP must be approved by the Activity Career Program Manager (ACPM), and any 
proposal for changes to HQDA Priority 1 training must be forwarded to the HQDA, Contracting 
Career Program Office (SFAE-CON) for approval.  Priority 1 training change requests will 
include why the identified priority 1 training cannot be accomplished and provide proposed 
alternative or substitute training planned for the intern to ensure equivalent training. 
 
8.  RESPONSIBILITIES: 
 
a. Activity Career Program Manager (ACPM). 
 
(1).  Monitor the management, training, and the performance of interns.          
 
(2).  Monitor the selection of interns in terms of qualifications and high potential to successfully 
complete the training program. 
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(3).  Approve IDPs for interns.  
 
(4).  Approve performance standards for interns, and act as the senior rater on intern's appraisals. 
 
(5).  Appoint another member of CP-14 to perform the sponsorship responsibilities for intern’s 
who are new to the organization/activity. 
 
(6).  Ensure that a copy of the Intern’s Training Record is forwarded to the Contracting Career 
Program Office (SAAL_PM) on an annual basis after the completion of a year of training. 
 
b. Supervisor. 
 
(1).  Develop IDP for intern using the MITP and MTP as a guide.   
 
(2).  Develop intern performance plan standards. 
 
(3).  Assign OJT training as prescribed in the IDP.  Nominate intern for formal training and 
ensure that intern attend the training.  Coordinate rotational cross training and informal in-house 
training. 
 
(4).  Evaluate intern performance, counsel intern on the quality of their performance on career 
appraisals and semi-annual evaluations.  Make adjustments to MITP to provide additional 
experiences or training in areas where competency shortcomings have been identified. 
 
(5).  Consult with ACPM and recommend action to the CPAC if an intern is not progressing 
satisfactorily. 
 
c. Intern. 
 
(1).  Participate fully in the activities and assignments prescribed in their IDP, and strive for a 
high level of work performance. 
 
(2).  Identify to supervisor any competencies not effectively presented through training, and seek 
changes to the MITP to gain additional training or experience to provide the desired level of 
proficiency in the identified competency(s). 
 
(3).  Comply with the terms of the intern employment and mobility agreement.     
 
9.  EVALUATIONS: 
 
a. The supervisor will prepare semi-annual evaluations.  This will be accomplished 
concurrently with the Total Army Performance Evaluation System (TAPES) evaluation. 
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b. The ACPM will be the senior rater for the intern’s evaluation.  If multiple supervisors are 
identified for the intern, each will participate in developing objectives and provide input to the 
ACPM for consideration. 
 
c. Comments by the intern concerning training received will be included in the evaluation. 
 
10.  COORDINATION AND CONCURRENCE: 
 
_____________________________________  ________________ 
Intern (Signature)      Date 
 
 
_____________________________________  ________________ 
Supervisor (Signature)     Date 
 
 
 
_____________________________________  ________________ 
Activity Career Program Manager (Signature)  Date 
 
 
_______________________________________  ________________ 
 
11.  CERTIFICATION OF COMPLETION STATEMENT: 
 
    "I certify that __________________________________ has accomplished the objectives 
listed in her Individual Development Plan and is qualified and technically proficient to perform 
at the target level position." 
 
_______________________________________  __________________ 
Activity Career Program Manager   Date 
 
(The certification of completion should be attached to the promotion SF 52)  
 


