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Attachment A
Individual Training & Development Plan for
NIH Contracting Specialists
	EMPLOYEE INFORMATION



	NAME OF EMPLOYEE

	
	TRACK/TITLE
	

	OP/DIV/OFFICE


	
	TELEPHONE NUMBER
	

	SHORT-RANGE CAREER GOALS

(1 YEAR)
	
	LONG-RANGE CAREER GOALS

(2-4 YEARS)
	

	SHORT- RANGE GOALS



	Desired Skills/Competencies


	Developmental Activities

- - On-The-Job Training (OJT)

- - Self-Development Activities (SDA)

- - Classroom Training (CT)
	Date of Training
	Cost

	Project Management - Creates and maintains an environment that guides a project to its successful completion.
	
	
	

	Quantitative Analysis - Examines and evaluates numerical data to manage and achieve results
	
	
	

	Acquisition Management - Manages post-award contract activities through contract close-out.
	
	
	

	Acquisition Planning - Develops and guides customers/partners through a comprehensive plan for fulfilling acquisition needs in a timely manner and at a reasonable cost in accordance with the Federal Acquisition Regulation (FAR) and Departmental and NIH regulations, policies and procedures.
	
	
	

	Contract Negotiation and Source Selection - Facilitates discussions between customers/partners and potential vendors to agree on contract terms and evaluates bids or proposals to make contract award decisions.
	
	
	

	Contracting Financial Management - Understands and applies financial management concepts and practices related to contracting.
	
	
	

	Federal and Departmental Acquisition Policies and Procedures Knowledge - Understands the Federal Government industry and how it functions as a buyer of services and products.
	
	
	

	Solicitation - Understands and employs methods for obtaining submission of offers or quotations to the Government from industry/ vendors.
	
	
	

	Employee specific goals
	
	
	

	LONG-RANGE GOALS



	Desired Result(s)
	
	Date of Training
	Cost

	Employee  specific goals 

	
	
	

	Signature of Employee

(Employee’s Name)


	Date
	Signature of Supervisor

(Supervisor’s Name)

(Title)
	Date


