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SECTION I - OVERVIEW 

1.1  Purpose:  Outlines SAF/IAPQ Division Training Program, Figures 1 through 3.  Identifies corresponding roles, responsibilities and processes that support the overall SAF/IA Staff Development Plan.  

1.2  Scope:      

1.2.1  Focuses on job proficiency training for division personnel either as “newcomers” or “incumbents”. 

1.2.2  Increases organizational efficiency and effectiveness.

1.2.3  Not intended to address military or civilian career development requirements.  However, the completion of DSMC and FSI courses may satisfy 130 series career program requirements for government service civilian personnel.

1.3  Workforce/Organizational Considerations:  SAF/IAPQ is comprised of civilian and military positions and augmented by contractor support.  Selection and attendance for training will be based upon mission requirements and the availability of resources.  Maximum effort will be exerted to train everyone in the shortest period possible to take advantage of individual expertise before personnel retire, PCS, or are promoted to other duties and organizations.   

1.4  Training Concept:
1.4.1  Training requirements are grouped into logical phases, i.e., Skill Level  I (0-90 days) Figure 1, Skill Level II (3-6 months) Figure 2,  and Skill Level III (6-12 months) Figure 3.  This enables the individual and the organization to maximize performance in the minimum amount of time.  

1.4.2  Internal training is conducted by SAF/IAPQ designated personnel on a recurring or as needed basis.  

1.4.3  RDLO internal training may be accomplished through a variety of methods.  They include on-site instruction, mobile training teams (subject to availability of personnel and TDY funds), consolidated training opportunities at SAF/IAPQ (when opportunity presents itself) and VTC (when available).   

1.4.4  Individuals should take advantage of external training opportunities.  Attendance is subject to mission requirements, and the availability of funding and quotas.  Maximum effort should be made to take on-line instruction when available.

1.5  SAF/IAPQ:  

1.5.1  Mission:  Support U.S. National Security Strategy by creating, advocating, and facilitating USAF International Policies and Programs through Cooperative Research, Development, and Acquisition, in concert with US and Foreign Government and Industry Partners.

1.5.2  Functions:  Serves as the US Air Force Office of Primary Responsibility for International Armaments Cooperation (IAC) policy, procedures and forums.  Directs and manages the IAC Program presented in AFI 16-110.  

1.5.3  To Accomplish this:
1.5.3.1  Oversees USAF participation in IAC policy, programs, and related activities.

Monitors major command (MAJCOM) implementation of IAC programs, projects and associated agreements.

1.5.3.2  Communicates with allied representatives to identify common needs, objectives, projects, procedures, and capabilities of mutual interest.

1.5.3.3  Develops, negotiates and concludes IAC agreements

1.5.3.4  Budgets and administers International Activities Program Elements to pursue and support IAC opportunities and programs.

1.5.3.5  Interacts with Headquarters USAF and MAJCOM organizations on all aspects of IAC, including strategic doctrine, requirements and defense acquisition.

1.5.3.6  Manages USAF involvement in the International Cooperative R&D Program, the Foreign Comparative Test Program, the Engineer and Scientist Exchange Program, and Data/Information Exchange Agreements (DEAs/IEAs).

1.5.3.7  Provides complete support to USAF and OSD principals, for a number of IAC forums, including Air Senior National Representative (ASNR), NATO Air Force Armaments Group (NAFAG).

SECTION II - ROLES AND RESPONSIBILITIES

2.  Roles and Responsibilities:  Assigned personnel assume the training roles and responsibilities outlined below in order to support the overall Division training program.

2.1  Training Manager - Serves as representative to the SAF/IA Staff Development Committee, training manager and advisor to the Division, and provides feedback and guidance to the Training Monitor.

2.2  Training Monitor 

2.2.1  Acts as focal point for establishing and implementing division level processes to forecast and confirm formal civilian, military and contractor training quotas and allocations.

2.2.2  Acts as focal point for forecasting IAPQ training budget based upon Division training forecasts and requirements.

2.2.3  Acts as overall focal point for coordinating the Division training program.  Ensures incoming personnel and supervisors understand training requirements.

2.3  Branch Chiefs/Supervisors/RDLOs 

2.3.1  Act as overall training focal points for their Branch/RDLO for training requirements.

2.3.2  Task development and review Professional Development Plans, Figure 4, for  personnel under their responsibility.  Deputy will approve PDPs for GS Civilians and Division Chief will approve military personnel.    

2.3.3  Monitor and track individual training progress, Figure 5 IAW the Division training plan and ensure completion of training requirements.

2.3.4  Ensures individual training records, Figure 5 are updated in a timely manner.  Provides this information to the Training Manager and/or Training Monitor to update Division Training Plan.

2.4  All IAPQ Personnel

2.4.1  Assist supervisors in the development of individual training plan, Figure 5 and professional development plan, Figure 4.  

2.4.2  Familiarize and provide assistance to incoming personnel in functional areas of expertise and provide formal training as required.   

2.4.3  Develop continuity folders supporting areas of responsibility.

SECTION III - TRAINING TYPES/SOURCES

3.  Types and Sources of Training:  The SAF/IAPQ Division Training Program integrates internal, external and on-line training sources into a curriculum that maximizes training quality, timeliness, and resources.  

3.1  Internal Training is obtained from SAF/IA and SAF/IAPQ training resources that consist of briefers, training aids and local area presenters when applicable or available.

3.2  External Training is obtained from sources such as HQ USAF, DAU, 11 WG, SAF/AQ, Service Schools, Foreign Service Institute (FSI), Department of Agriculture Graduate School, JSOU and many other sources.  Attendance at this training may require submission of a formal training request and the availability of quotas and funds.

3.3  On-Line Training is obtained from the internet.  It may include training such as ACQ 101 and ACQ 201 from DAU, SAM-CO course (DISAM), IAPQ website training guide and many more areas.  

SECTION IV - FORMAL TRAINING PROCESS

4.  Training Forecasting, Budgeting, Allocation, Prioritization Processes:  The  Training Monitor acts as the overall training focal point for managing formal training requirements and forecast process as it relates to the Division training plan.

4.1  Formal Training Forecasting and Allocation process actions include:

4.1.1  The Training Monitor submits and/or forecasts quota requirements for a specific training forecast window.

4.1.2  Branches/RDLOs respond to Training Monitor tasking with required information in the proper format by the required suspense date.  A short justification must be provided for quota/course requirements and a brief impact statement if training is not provided.  Note, additional and updated requests may be submitted at any time but are contingent upon available quotas and resources.

4.1.3    The Training Monitor consolidates branches and RDLOs forecasts.  Quota and allocation requests are submitted through appropriate IAPQ management channels for approval to the appropriate requesting office, ie., 11 WG, SAF/IAPX, etc. to meet forecast deadlines and suspense’s.

4.1.4  The Training Monitor keeps branches and RDLOs up-to-date on training availability to facilitate proper planning and timely request for orders.

4.2  Budgeting Process

4.2.1  The Training Monitor will take the lead in developing a training budget forecast to accommodate branch and RDLO forecasts.  

4.2.2  The Training Manager will submit the proposed SAF/IAPQ training budget through IAPQ management channels for approval and submission to SAF/IAPX.  

4.2.3  The Division Chief or Deputy may adjust the training requirements and/or budget as appropriate, or approve as submitted.

4.3  Formal Training Application Process (DD Form 1556-1) Actions Include:

4.3.1  All applicable personnel will be notified of specific course quotas as soon as possible.  DD Form 1556-1s will be submitted to the Training Monitor NLT 30 days prior to the start date of a specific course.  Course quotas will normally be advertised NLT 120 days in advance of a specific course start date.

4.3.2  Individuals will properly coordinate their DD Form 1556-1s with their supervisor and/or Branch Chief/RDLO.   Approved requests will be submitted to the Training Monitor for review.  

4.3.3  The Training Monitor will submit training requests to the Division Chief or Deputy for approval.  Approved requests will be submitted through  SAF/IAPX to the 11 WG Civilian Personnel Training Division for further processing.  

4.4  Formal Training Prioritization Process:  Due to limited resources, i.e. Training quotas and funding, Branch Chiefs/RDLOs will prioritize training requirements submitted by their personnel.

4.4.1  The Division Chief or Deputy will take appropriate action to prioritize quotas and funding.  Training will be prioritized in the following order by course requirements, quota allocations and funding.  Quotas and funds will be allocated IAW the prioritized list of training requirements.

SECTION V - INDIVIDUAL TRAINING TEMPLATES

5.  Training Templates:  Training templates, Figure 2 are established and tailored to ensure individuals understand division and individual job proficiency requirements.

5.1  Factors to consider are as follows:

5.1.1  Standardize training requirements with other Divisions where applicable.

5.1.2  Address Division/Branch-level common/core requirements as well as individual plans.

5.1.3  Account for inputs of supervisors and subordinates as in-house subject matter experts.

5.1.4  Outline training requirements along a phased, logical progression timeline.

5.1.5  Source internal/external training to ensure timely/high quality training.

5.1.6  Schedule/support orientation visits with key counterparts.

5.2  Development of Training Templates:  Branch Chiefs/RDLOs will ensure that individual training templates, Figure 2 are developed from the Division training plan for personnel that they supervise, i.e., civilians, military and contractors.

5.2.1  All individuals will be required to take the training marked as mandatory.  Optional training is recommend provided resources and time are available.  

5.2.2  Professional Development Training will be identified on the Individuals Professional Development Plan, Figure 4 which is approved by the Supervisor/Branch Chief/RDLO.  

5.3  Approval of Training Template:  Division Chief or Deputy, Supervisors, Branch Chiefs or RDLOs can approve individual training templates, as well as changes.  Selection for training depends upon available resources and mission priorities.

5.4  Certification of Training:  Training OPRs are responsible for certifying completion of individual training segments and courses.  Supervisors are responsible for training progress and completion with overall target milestones, Figure 2.

5.4.1  Training OPRs/RDLOs shall provide the Training Monitor with documentation, i.e. certificate, memo, etc., which certify completion of a training requirement within 7 days of completion of training.

5.4.2  Individuals/RDLOs shall provide the Training Monitor with supporting documentation showing training completion for external training within 7 days of completion of training.

5.4.3  Training Monitor will update the Individuals Training Record, Figure 2 and Division Master Training Record to reflect completed training within 7 days of receipt of information.  

5.4.4  When an individual completes the requirements for each Level,  the Division Chief or Deputy will certify that they are qualified at that level.  This will be accomplished through a variety of methods, i.e. interview, practical exercise, subjective evaluation.  Certification will be annotated on the Individuals and Division Training Record for Level I, Level II and Level III.  

FIGURE 1 - Professional Development Plan

Professional Development Plan

NAME:

GRADE:

Years of Federal Service:

Years in IA:

APDP Certification levels held:

Desired APDP Certifications:

Degree(s) held (degree, year, University):

1 year career goal (grade, job title, location):

3 year career goal (grade, job title, location):

5 year career goal (grade, job title, location):

Professional military education (method & year completed):

SOS:

ACSC (or equivalent):

AWC (or equivalent):

Professional Education goals (degree or course, and year):

Reviewed with:



Date:  

FIGURE 2 – Individual Training Plan

	Training Category
	Level
	M/O

	Organization and Structure
	L-1
	M

	IAPQ Web-Based Training Module
	L-1
	M

	IAPD Action Officers Disclosure Orientation
	L-1
	M

	DISAM Online Course
	L-1
	M

	Intl Armaments Cooperation (IAC) Online Part 1
	L-1
	M

	Intl Armaments Cooperation (IAC) Online Part 2
	L-1
	M

	Intl Armaments Cooperation (IAC) Online Part 3
	L-1
	M

	Information Exchange Program (IEP) Online
	L-1
	M

	IA Data Base (IADB) Training
	L-1
	M

	Country Desk Officer Orientation 1
	L-1
	M

	International Agreement Development
	L-1
	M

	SSOI Development
	L-1
	M

	MOU/PA Development
	L-1
	M

	PMT 202 (MPMC) DSMC
	L-1
	M

	PMT 203 (ISTT/CC) DSMC
	L-1
	M

	OJT
	L-1
	M

	  -6 Months Experience
	L-1
	M

	  -Staffed 2 Agreements
	L-1
	M

	  -Participated in 1 ICAT
	L-1
	M

	Level-1 Certified by Management (Y/N)
	 
	 

	ACQ 101
	L-2
	M

	Intl Agreement (IA) Generator
	L-2
	M

	ICAT Team Process
	L-2
	M

	Principles of Negotiation
	L-2
	M

	Data/Information Exchange Annexs (DEA/IEAs)
	L-2
	M

	Loan Agreements
	L-2
	M

	Country Desk Officer Orientation 2
	L-2
	M

	PMT 304 Course (AIMW) DSMC
	L-2
	M

	OJT
	L-2
	M

	  -1 Year Experience
	L-2
	M

	  -Developed 2 Agreements
	L-2
	M

	  -Participated in 1 Negotiation
	L-2
	M

	Level-2 Certified by Management (Y/N)
	 
	 

	DISAM -CO Course
	L-3
	M

	Intermediate Leadership Skills Courses
	L-3
	M

	Team Leadership Workshops
	L-3
	M

	Advanced Negotiations Training
	L-3
	M

	OJT
	L-3
	M

	  -3 Years Experience
	L-3
	M

	  -Led Face-to-Face Negotiations
	L-3
	M

	  -Experience in PAs/MOUs/DEAs/Loans
	L-3
	M

	Level-3 Certified by Management (Y/N)
	 
	 

	
	
	

	
	
	

	Office/Administrative Requirements
	 
	 

	Office Policy Procedures
	 
	M

	FAST Orientation
	 
	M

	SAF/IA Orientation
	 
	M

	HQ USAF Orientation
	 
	M

	IAPQ Security Orientation
	 
	M

	E-Staffing Orientation
	 
	M

	Prevention of Sexual Harrassment (POSH) Tng
	 
	M

	AF Diversity & EO Policy Training
	 
	M

	CASMIS
	 
	M

	HAF DoD Homosexual Policy Training
	 
	M

	Recurring Annual
	 
	 

	CBRN Awareness Training (All)
	 
	M

	DoD Anti-Terrorism Training Level 1 (All)
	 
	M

	Financial Disclosure Reporting (06/GS15)
	 
	M*

	Information Assurance Training (All)
	 
	M

	Law of Armed Conflict (Military)
	 
	M*

	Specialty Courses
	 
	 

	PEM/AO Orientation Course
	 
	*

	Civilian Personnel Management Course
	 
	*

	Military Personnel Management Course
	 
	*

	Resource Management
	 
	*

	ABIDES 101 Course
	 
	*

	
	 
	*

	IDOCS Course
	 
	*

	Presidents Budget Training Course
	 
	*

	Cmdr's Resource Integration System (CRIS)
	 
	*

	Personal Development
	 
	 

	USAF Writing Course
	 
	#

	IDEA Atlantic Conference (DAU)
	 
	O

	IDEA Pacific Conference (DAU)
	 
	O

	ACQ 201
	 
	#

	ACSC
	 
	#

	AWC
	 
	#

	M/Mandatory, O/Optional, */Select Personnel,#/Desired, but Optional


FIGURE 3 - Training Programs
SAF/IAPQ INTERNAL TRAINING PROGRAM

1. Introduction.  The SAF/IAPQ internal training program was implemented in 2001. The goal was to provide our employees with a training program that would build upon current levels of expertise and improve proficiency in new areas of armaments cooperation.  The goal was to produce an individual who had the proper training and knowledge to be able to negotiate and develop an international agreement with another country.   The three levels of internal certification would be an ongoing and cumulative effort.  We also realized that there were other internal and external requirements that were necessary to produce a well-rounded employee and team member.  These requirements were identified as office/administrative requirements, recurring annual, specialty courses and personal development.

2. Training Categories.  The following is a summary of training categories.

2.1.
Level 1 (All Mandatory)

2.1.1. Organization and Structure

2.1.2. IAPQ Web-based Training Module

2.1.3. IAPD Action Officers Disclosure Orientation

2.1.4. DISAM Online Course

2.1.5. International Armaments Cooperation (IAC) Online Part 1 (DAU)

2.1.6. International Armaments Cooperation (IAC) Online Part 2 (DAU)

2.1.7. International Armaments Cooperation (IAC) Online Part 3 (DAU)

2.1.8. Information Exchange Program (IEP) Online (DAU)

2.1.9. IA Data Base (IADB) Training

2.1.10. Country Desk Officer Orientation 1

2.1.11. International Agreement Development

2.1.12. SSOI Development

2.1.13. MOU/PA Development

2.1.14. PMT 202 (MPMC) DAU

2.1.15. PMT 203 (ISTT/CC) DAU

2.1.16. OJT

2.1.16.1.1. Six Months Experience

2.1.16.1.2. Staffed Two Agreements

2.1.16.2. Participated in One ICAT

2.1.16.3. Level 1 Certified by Management

2.2.
Level 2 (All Mandatory)

2.2.1.
ACQ 101

2.2.2.
International Agreement (IA) Generator

2.2.3.
Principles of Negotiation

2.2.4.
Data/Information Exchange Annex’s (DEA/IEA’s)

2.2.5.
Loan Agreements

2.2.6.
Country Desk Officer Orientation 2

2.2.7.
PMT 304 Course (AIMW) DAU

2.2.8.
OJT

2.2.8.1.
One Year Experience

2.2.8.2.
Developed Two Agreements

2.2.8.3.
Participated in One Negotiation

2.2.8.4.
Level 2 Certified by Management

2.3.
Level 3 (All Mandatory)

2.3.1.
DISAM-CO Course

2.3.2.
Intermediate Leadership Skills Course

2.3.3.
Team Leadership Workshops

2.3.4.
Advanced Negotiations Training

2.3.5.
OJT

2.3.5.1.
Three Years Experience

2.3.5.2.
Led Face-to-Face Negotiations

2.3.5.3.
Experience in Pa’s/MOU’s/DEA’s/Loans

2.3.5.4.
Level 3 Certified by Management

2.4. Office/Administrative Requirements (All Mandatory)
2.4.1.
      Office Policy Procedures

2.4.2. FAST Orientation

2.4.3. SAF/IA Orientation

2.4.4. HQ USAF Orientation

2.4.5. IAPQ Security Orientation

2.4.6. E-Staffing Orientation

2.4.7. Prevention of Sexual Harassment (POSH) Training

2.4.8. AF Diversity & EO Policy Training

2.4.9. CASMIS

2.4.10. HAF DoD Homosexual Policy Training

2.5.
Recurring Annual (All Mandatory)

2.5.1.       CBRN Awareness Training

2.5.2. DoD Anti-Terrorism Training Level 1

2.5.3. Financial Disclosure Reporting (06/GS-15)

2.5.4. Information Assurance Training

2.5.5. Law of Armed Conflict (Military)

2.6.
Specialty Courses (Select Personnel)

2.6.1.
PEM/AO Orientation Course

2.6.2.
Civilian Personnel Management Course

2.6.3.
Military Personnel Management Course

2.6.4.
Resource Management

2.6.5.
ABIDES 101 Course

2.6.6.
IDOCS Course

2.6.7.
President’s Budget Training Course

2.6.8.
Commanders Resource Integration System (CRIS)

2.7.
Personal Development
2.7.1.
USAF Writing Course (Desired)

2.7.2.
IDEA Atlantic Conference (DAU) (Optional)

2.7.3.
IDEA Pacific Conference (DAU) (Optional)

2.7.4.
ACQ 201 (Desired)

2.7.5.
ACSC (Desired)

2.7.6.
AWC (Desired)

3.
Description of Internal Training

3.1.
Level 1 (Entry Level)

3.1.1. Organization and Structure.  You will receive an introduction on the organization and structure of the division by your branch chief or senior management when you initially arrive here.  A more comprehensive introduction can be obtained by navigating to SAF/IAPQ’s web page on the SAF/IA extranet site, http://www.safia.hq.af.mil.  When you arrive here, click on IAP (Policy), then IAPQ or the Armaments Cooperation tab.  Start by clicking on the preview for the SAF/IAPQ Division Briefing.  When you are finished, review our mission, objectives and functions.  Click on each branch name to find out more about them and hot topics, for example Air Vehicle & FCT, FCT, Armaments & Plans, C4ISR & Policy and Space.

3.1.2. IAPQ Web-Based Training Module.  This is an excellent tutorial that will familiarize you with International Armaments Cooperation (IAC) activities.  The course is organized into five basic modules with a self-test at the end.  The estimated time to complete the course is between 45 minutes to an hour depending on your familiarity with the subject matter.  You can find it on the SAF/IA Extranet, http://www.safia.hq.af.mil.  Click on IAP (Policy), then Armaments Cooperation, then Training, then SAF/IAPQ-101 (Introductory IA Interactive Training Course.  When you complete the tutorial, print a completion certificate and provide a copy to your training manager to receive proper credit.  

3.1.3. IAPD Action Officers Disclosure Orientation.  SAF/IAPD provides an orientation into the basics of foreign disclosure policy, how it relates to new and evolving international programs, commercial license requests, foreign national visits and how the USAF is organized to handle its responsibilities at HQ USAF, the MAJCOM and subordinate levels.  You can get more information by navigating to http://www.safia.hq.af.mil.  Click on IAP (Policy) and then SAF/IAPD or Foreign Disclosure and Technology Transfer Division. Call SAF/IAPD at 703-588-8856 for class dates or assistance.    

3.1.4. DISAM Online Course.  SAM-OC is an entry-level course designed primarily for personnel who are new to the security assistance (SA) field, or who perform security assistance duties on a part-time basis. It provides an overview of the full range of security assistance activities, to include legislation, policy, foreign military sales (FMS) process, logistics, finance, and training management.  The course offers the advantage of immediate training for employees as soon as they are assigned to a security assistance position, rather than waiting for the next scheduled DISAM resident course. SAM-OC is an on-line distant learning course that contains 12 lessons, on topics in functional areas of security assistance management.  Complete and submit the on-line registration form located on the DISAM website, http://www.disam.dsca.mil/DistLearn/sam_oc_reg.htm.  More information about the course can be obtained at http://www.disam.dsca.mil.

3.1.5.
International Armaments Cooperation (IAC) Online, Part 1.  First in a 3-part series that introduces the history and functioning of International Armaments Cooperation. This course is primarily intended for acquisition personnel, acquisition program managers, and other DoD acquisition personnel who may be responsible for or play some role in international cooperative programs. Each course in the International Armaments Cooperation series prepares learners to complete instructor-led, classroom-based courses held at DAU, Ft. Belvoir, Virginia. A certificate of completion is available at the conclusion of a successful post-test. Upon earning the certificate, it is available anytime in your personal student transcript. Student transcripts are found in the Administration Building / Student Records / Student Transcripts. Just click on the hyperlink on the course title to obtain the certificate. To take this module, navigate to http://www.dau.mil, then click on Continuous Learning, then Learning Center, Course Information and Access to the Self-paced modules.  Go to IAC Part 1. This course is based on the Department of Defense (DoD) Guidebook entitled: International Armaments Cooperation Handbook  located at http://www.acq.osd.mil/ic/.
3.1.6.
International Armaments Cooperation (IAC) Online, Part 2.  This course forms part two of a three-part curriculum focused on International Armaments Cooperation. The learner should complete course one before taking course two. This course is primarily intended for acquisition personnel, acquisition program managers, and other DoD acquisition personnel who may be responsible for or play some role in international cooperative programs. Each course in the International Armaments Cooperation series prepares learners to complete instructor-led, classroom-based courses held at DAU, Ft. Belvoir, Virginia. A certificate of completion is available at the conclusion of a successful post-test. Upon earning the certificate, it is available anytime in your personal student transcript. Student transcripts are found in the Administration Building / Student Records / Student Transcripts. Just click on the hyperlink on the course title to obtain the certificate.  To take this module, navigate to http://www.dau.mil, then click on Continuous Learning, then Learning Center, Course Information and Access to the Self-paced modules.  Go to IAC Part 2. This course is based on the Department of Defense (DoD) Guidebook entitled: International Armaments Cooperation Handbook  located at http://www.acq.osd.mil/ic/.
3.1.7.
International Armaments Cooperation (IAC) Online, Part 3.  This course is the final in a three-part curriculum focused on International Armaments Cooperation. The learner should complete course one and two before taking course three. This course is primarily intended for acquisition personnel, acquisition program managers, and other DoD acquisition personnel who may be responsible for or play some role in international cooperative programs. Each course in the International Armaments Cooperation series prepares learners to complete instructor-led, classroom-based courses held at DAU, Ft. Belvoir, Virginia. A certificate of completion is available at the conclusion of a successful post-test. Upon earning the certificate, it is available anytime in your personal student transcript. Student transcripts are found in the Administration Building / Student Records / Student Transcripts. Just click on the hyperlink on the course title to obtain the certificate. To take this module, navigate to http://www.dau.mil, then click on Continuous Learning, then Learning Center, Course Information and Access to the Self-paced modules.  Go to IAC Part 3. This course is based on the Department of Defense (DoD) Guidebook entitled: International Armaments Cooperation Handbook  located at http://www.acq.osd.mil/ic/.

3.1.8.
Information Exchange Program (IEP) Online.  This course is on the Information Exchange Program within International Armaments Cooperation. This course is primarily intended for personnel who may be responsible for or play some role in international cooperative programs. Each course in the International Armaments Cooperation series prepares learners to complete instructor-led, classroom-based courses held at DAU, Ft. Belvoir, Virginia. A certificate of completion is available at the conclusion of a successful post-test. Upon earning the certificate, it is available anytime in your personal student transcript. Student transcripts are found in the Administration Building / Student Records / Student Transcripts. Just click on the hyperlink on the course title to obtain the certificate. To take this module, navigate to http://www.dau.mil, then click on Continuous Learning, then Learning Center, Course Information and Access to the Self-paced modules.  Go to IEP. This course is based on the Department of Defense (DoD) Guidebook entitled: International Armaments Cooperation Handbook  located at http://www.acq.osd.mil/ic/.

3.1.9.
IA Data Base (IADB) Training.    The IADB is a source of information on past, present, and future armaments cooperation agreements staffing, funding, activity, and management.  To access the IADB, navigate to https://www.afiadb.hq.af.mil.  To request a password and access, contact Mr. Timothy Dougherty, SAF/IAPQ at 703-588-8943/8950.

3.1.10.
Country Desk Officer Orientation 1.  A presentation on the basic things a country desk officer should know, how to do their job, practical experiences and tricks of the trade.

3.1.11. International Agreement Development.  An internal presentation on how to process and manage the staffing of an MOU, MOA, Project Agreement or Arrangement and Loan from conception to signature.

3.1.12. SSOI Development.  An internal presentation on the preparation and development of a Summary Statement of Intent (SSOI).  You can take an on-line tutorial by navigating to http://www.safia.hq.af.mil.  Click on IAP (Policy), then IAPQ, Training, and finally Summary Statement of Intent.
3.1.13. MOU/PA Development.   An internal presentation on the preparation and development of a Project Agreement or Arrangement (PA).  You can take an on-line tutorial by navigating to http://www.safia.hq.af.mil.  Click on IAP (Policy), then IAPQ, Training, and finally Project Arrangement.
3.1.14. PMT 202 Multinational Program Management (MPMC) DAU.  A five-day course at Fort Belvoir, VA.  This course prepares students to be effective in an international defense acquisition program.  The MPMC course emphasizes the U.S. Policy of encouraging armaments cooperation and enhancing interoperability with our allies.  Key national, DoD, and Service policies on international cooperative development, production, and support are explored.  For more information, navigate to https://atlas2.dau.gov/html/login/login.jsp.

3.1.15. PMT 203 International Security and Technology Transfer/Control  (ISTT/CC) DAU.  A five-day course at Fort Belvoir, VA.  This course provides a comprehensive overview of U.S. law, policy, and regulations that govern International Security and Technology Transfer/Control (ISTT/C).  Students will learn the procedures for the export and import of defense and dual-use equipment and services, for handling classified and controlled unclassified program information, and for foreign visit control.  For more information, navigate to https://atlas2.dau.gov/html/login/login.jsp.

3.2.
Level 2 (Journeyman)

3.2.1. ACQ 101 (Fundamentals of System Acquisition Management).  This course provides a broadband overview of the DoD systems acquisition process, covering all phases of acquisition.  It introduces the requirements generation and resource allocation processes, the DoD 5000 documents governing the defense acquisition process, and current issues in system acquisition management.  Designed for individuals who have little or no experience in DoD acquisition management.  Go to https://www.atrrs.army.mil/channels/acqnow/default.asp?page=main.asp to sign up for this virtual course.

3.2.2. International Agreement (IA) Generator.  An internal presentation designed to familiarize you with the processes involved in the preparation, development, staffing and approval of various types of international agreements using the IA Generator.  Topics of discussion include the IA Generator, ICAT Team Process, SSOI Development, MOU/PA Development, DEA’s/IEA’s, Loan Preparation and Principles of Negotiation.

3.2.3. ICAT Team Process.  An internal presentation on how and International Cooperative Agreement Team (ICAT) is formed to support the proponent in defining an international project and in drafting and staffing the documentation needed to for an International Armaments Cooperation (IAC) agreement.  SAF/IAPQ forms and leads all ICAT’s.  

3.2.4. Principles of Negotiation.  An internal presentation or attend the Foreign Service Institute (FSI) or U.S. Department of Agriculture Graduate School (USDA-GS) Negotiations Training.  This training focuses on international negotiations and is designed to provide an in-depth opportunity to increase proficiency in negotiations.  It stresses an “interest-based” and “cross cultural” approach for understanding the dynamics of the negotiation process, and uses simulation exercises to practice foreign policy related negotiating skills required in interagency and international settings.  For general course and registration information at FSI, call 703-302-7137 or 7144 and at USDA-GS call 888-744-4723 or visit their website at http://www.grad.usda.gov.  

3.2.5. Data/Information Exchange Annex’s (DEA/IEA’s).  An internal presentation that covers how to develop, negotiate and conclude a Data Exchange Annex (DEA) or Information Exchange Annex (IEA).  The US participates in the Defense RDT&E Information Exchange Program (IEP) through bilateral and multilateral Master Data/Information Agreements (MDEA’s/MIEA’s) with allied and friendly nations.  These master agreements outline the terms, conditions, security classification, and procedures for the reciprocal exchange of scientific and technical information.  OSD delegated the authority to negotiate and conclude DEA/IEA Annex’s to the services.  Annex’s are developed under the Master Agreement for that country for the exchange of R&D information on a reciprocal, balanced basis and are used to exchange generic, non-system technology. You can also get additional training by navigating to the Online Information Exchange Program (IEP) mentioned in paragraph 3.1.8. 

3.2.6. Loan Agreements (LA’s).  An internal presentation that covers the types of loans and how to develop, negotiate and conclude them.  LA’s provide a means for the USAF to loan or borrow defense equipment of material for RDT&E purposes.  Under the provisions of Section 65 of the Arms Export Control Act, the USAF may enter into bilateral loan agreements with NATO or major non-NATO country to loan, or accept as a loan or gift, material, equipment, and supplies without charge for cooperative RDT&E purposes.  The USAF cannot expend any funds in support of such a loan.  

3.2.7. Country Desk Officer Orientation 2.  An internal presentation building upon Country Desk Officer Orientation 1.  More in-depth training a country desk officer would need to do their job well.  Briefings consist of the following areas:  Foreign Comparative Testing, Resource Management, Preparation for International Meetings and Political/Military Training.  

3.2.8. PMT 304 Advanced International Management Workshop (AIMW) DAU.   A five-day course at Fort Belvoir, VA.  It reinforces and advances the principles of collective defense through armaments cooperation and explores issues associated with international negotiation of cooperative acquisition project agreements.  More information go to https://atlas2.dau.gov/html/login/login.jsp.

3.3.
Level 3 (Advanced)

3.3.1.
DISAM-CO Course.  The Security Assistance Management CONUS Course, SAM-C, is designed to meet the educational requirement of mid-level Security Assistance Managers.  The course provides an overview of the entire security assistance management process including legislation, policy, planning and programming, finance, transportation, logistics and training management.  It provides a familiarity with the materials and subject matter presented to mid-level managers working for senior executives working stateside and overseas and an overview of DISAM facilities and programs.  For more information about the course, go to the following address: http://www.disam.dsca.mil.

3.3.2. Intermediate Leadership Skills Courses.  An internal presentation or attend the Foreign Service Institute (FSI) or U.S. Department of Agriculture Graduate School (USDA-GS) Negotiations Training.  This workshop emphasizes the leadership skills of planning, motivating, monitoring, communications, and feedback.  Your skills are enhanced through a review of management theories and practical application exercises and role-plays.  For general course and registration information at FSI, call 703-302-7137 or 7144 and at USDA-GS call 888-744-4723 or visit their website at http://www.grad.usda.gov.  
3.3.3. Team Leadership Workshops.  An internal presentation or attend the Foreign Service Institute (FSI) or U.S. Department of Agriculture Graduate School (USDA-GS) Negotiations Training.  The initial workshop applies key concepts like team development, roles and responsibilities, decision-making, inclusive leadership, and effective communication to actual work teams.  They also enhance the participants ability as an experienced or new team leader to manage and facilitate both on-going and temporary teams.  The advanced course focuses on leading teams.  You will practice identifying and resolving typical problems encountered in teams; developing a team charter; and addressing difficult issues that often surface in team meetings.  For general course and registration information at FSI, call 703-302-7137 or 7144 and at USDA-GS call 888-744-4723 or visit their website at http://www.grad.usda.gov.  

3.3.4. Advanced Negotiations Training.  An internal presentation or attend the Foreign Service Institute (FSI) or U.S. Department of Agriculture Graduate School (USDA-GS) Negotiations Training.  This training hones negotiating skills through case studies and practical exercises that focus on problems typical of complex international bilateral and multilateral negotiations.  For general course and registration information at FSI, call 703-302-7137 or 7144 and at USDA-GS call 888-744-4723 or visit their website at http://www.grad.usda.gov.  

3.4.
Office/Administrative Requirements.

3.4.1.
Office Policy Procedures.  Designed to provide a brief overview of the administrative structure, operations and support of the Division.  It includes a briefing by the Deputy on Organization and Structure, by the Admin Support Team on Office Policy And Procedures and a FAST Orientation by the Resource Manager.

3.4.2. FAST Orientation.  The Defense Travel System enables Defense employees to automate the entire travel-booking process, from making reservations to getting reimbursements.  The Federal Automated System For Travel (FAST) is a fully automated travel authorization (order) and voucher processing system that uses government-developed and commercial off-the-shelf software to allow travelers to request and prepare authorizations and vouchers from a desktop computer. Contact the 11th Wing Finance for FAST training, 202-404-3402.  All FAST classes are held in the Finance Training Room (Room 100), in the Finance Building (Bldg 5681) on Bolling AFB.  Email Jeannetta.Donnell@bolling.af.mil and provide the following information: Name, Name of training Class (New FAST USER), Rank/Grade, Duty Phone Number, Class Date.  Training is posted, https://extranet.hq.af.mil/saf_aq/saf_aq_intranet/saf_aq/training/fast_schedule.htm
Visit the DFAS site at http://www.dfas.mil/money/travel for more information.

3.4.3. SAF/IA Orientation.  Introduces the new employee to the International

Affairs organization.  Much of the orientation is Security Assistance and

Foreign Military Sales oriented.  Orientations are scheduled by SAF/IAPX on a recurring or as needed basis.  Visit the SAF/IA web site for more information at https://extranet.hq.af.mil/webfiles/ia/ia/IAHome.htm, under In-House Orientation.

3.4.4. HQ USAF Orientation.  The Headquarters Air Force (HAF) Orientation   combines learning opportunities with quality of life sessions designed to provide support for AF members (E-1 through O-6 and civilian equivalent) newly assigned to the HAF. The course was established to help prepare and train newcomers to successfully accomplish the HAF mission, in keeping with SECAF/CSAF vision to create a world-class military headquarters that is effective, efficient, and a great place to work. One of the hallmarks of the course is to introduce new members to the HAF Dash-1, the ultimate guide and on-line tool, providing information and links to important websites.  Sign up for this orientation at https://www.crs.hq.af.mil/catdetail.cfm.

3.4.5. IAPQ Security Orientation.  Presented by the Division Security Manager focusing on opening and closing procedures, use of classified data and evacuation procedures.

3.4.6. E-Staffing Orientation.  Presented by the Admin Support Team through a series of briefings and practical exercises.  Familiarizes you how to properly prepare a binder package, electronically staff it and task it using Microsoft Outlook Task Manager.
3.4.7. Prevention of Sexual Harassment (POSH) Training.   Training can be provided by contractor or USAF instruction.

3.5.
Recurring Annual.

3.5.1.
CBRN Awareness Training.  Take the annual familiarization test by navigating to http://www.dtic.mil/ref/biochem/home.htm.

3.5.2. DoD Anti-Terrorism Training, Level 1.  Take the annual familiarization test by navigating to http://www.HAFDASH1.HQ.AF.MIL, then go to HAF Training and click on the DoD Anti-Terrorism Training, Level 1.

3.5.3. Financial Disclosure Reporting (06/GS-15).  Individuals at the 0-6/GS-15 level or below may be required to file an OGE-450 “Confidential Financial Disclosure Report” when assigned to designated positions.  The OGE-450’s must generally be filed within 30 days from the date an individual begins an assignment to a covered position, and thereafter, every year by November 15th.  SAF/GC or SAF/GCA will generally send out notice of the annual filing requirement by October.  To access this form, navigate to the following site:
http://www.safgc.hq.af.mil/financialdisclosure.htm
3.5.4. HAFNET User Training.  Take the annual familiarization test by navigating to http://www.HAFDASH1.HQ.AF.MIL, then go to HAF Training and click on HAFNET User Training.
3.5.5. Law of Armed Conflict (Military).  Take the annual familiarization test by navigating to http://www.HAFDASH1.HQ.AF.MIL, then go to HAF Training and click on Law of Armed Conflict.
3.6.
Specialty Courses.

3.6.1.
PEM/AO Orientation Course.  Offered by SAF/AQ several times a year.

This on-line course covers multiple subject areas including acquisition, test and evaluation, the budgeting process, and much more.  This course is opened to all newly assigned HQ USAF military and civilian personnel. This also includes newly assigned contract support personnel.  Register for this course on-line at http://www.safaq.hq.af.mil/training/pemao.html.

3.6.2.
Civilian Personnel Management Course.  Mandatory training for military and civilian supervisors who supervise Air Force civilian employees.  This course provides information relating to policies, practices, and procedures for supervising civilian employees.  Topics covered are Supervisory Responsibilities, Position Classification, COREDOC, Affirmative Employment, Priority Placement, Leave Administration, Employee Grievance & Appeal Systems, Civilian Injury Compensation, Employees Training & Development, Performance Appraisal System and much more.  Contact your local civilian personnel office for more information.  CD based non-resident training is available.  Visit 

http://www.maxwell.af.mil/au/afiadl/curriculum/catalog/html/sc14.htm.

3.6.3. Military Personnel Management Course.  Mandatory training for civilian supervisors who supervise active duty military members.  This course covers topics such as MPF-customer service, Training & Professional Military Education (PME), Enlisted and Officer Evaluation System, Enlisted and Officer Assignments, Discipline, Standards, Recognition and Supervisory Tools.  Contact your local Base Education Office for more information.

3.6.4. Resource Management.

3.6.5. ABIDES 101 Course.  Training for the Automated Budget and Interactive Data Base Environment System comes in three modules, ABIDES 101, 201 and 301.  These courses are required for personnel who will be performing Program Element Monitor (PEM) duties.  Before you can take the ABIDES training, you need an ABIDES logon name and password.  To get one, call 703-614-7729 or 7710.  ABIDES POC’s are at 703-614-7970 or 697-3028.  Access ABIDES at http://www.XP.HQ.AF.MIL/XPP/XPPTraining/ABIDES/ABIDES/htm.

3.6.6. IDECS Course.  The Investment Budget Documentation System (IDOCS) was replaced by Integrated Budget Documentation and Execution System (IDECS) on 2 Dec 03.  It is a budget system used to prepare fiscal year presidents budget documents.  These courses are required for personnel who will be performing Program Element Monitor (PEM) duties.  To access the IDECS site, navigate to https://IDECS.CMSIS.com.  Help desk for IDECS at SAF/AQXR is 703-588-7246 and SAF/FMBI at 703-614-8248.  

3.6.7. Presidents Budget Training Course.  This introductory course provides a baseline level of knowledge of the President’s Budget (PB) as well as Air Force resources allocation process, from planning through execution.  This courses is required for personnel who will be performing Program Element Monitor (PEM) duties.  Access training by going to the following link http://www.XPP.HQ.AF.MIL/XPP/Training/PB_Course/PB_Course.htm
3.6.8. Commander’s Resource Integration System (CRIS).  Sign up for training by going to https://www.crs.hq.af.mil and clicking on CRIS Training. You must register through the Course Registration System (CRS).  CRIS is a Windows-Based Query, data warehouse of information from various legacy systems; BQ, CBAS, SBSS.  CRIS receives data feeds from (11) DFAS Field Sites sent to Ogden, Utah.  Hill AFB publishes individual Major Command (MAJCOM) data on Hill CRIS Server.  For more information, call Ben Alston, 703-696-2927, Jeff Brisco, 703-588-0467 or Mennita Williams, 703-696-2965.
3.7. Personal Development.

3.7.1.
USAF Writing Course.  Presented by 11 WG or USDA-GS.  This course covers correct writing mechanics such as sentence structure, capitalization, punctuation, spelling, abbreviations, etc.  When you finish this course, you will be able to write clearly and effectively.  For additional guidance visit the Tongue and Quill at the following site:

http://www.hafdash1.hq.af.mil/url_frames.cfm?url=http://afpubs.hq.af.mil/pubfiles/af/33/afh33-337/afh33-337.pdf and A Dictionary and Thesaurs:  http://www.yourdictionary.com/.

3.7.2. IDEA Atlantic Conference (DAU).  The annual IDEA Atlantic Seminar focuses on international acquisition practices and cooperative programs in the Atlantic region.  Attendees are US personnel and their counterparts actively engaged in international defense acquisition programs from the five sponsoring nations (UK, US, Spain, Germany and France).  Other nations may participate by invitation.  Go to http://www.dau.mil/international/international_16.asp for more information.
3.7.3. IDEA Pacific Conference (DAU).   The annual IDEA Pacific Seminar focuses on international acquisition practices and cooperative programs in the Pacific region.  Attendees are US personnel and their counterparts actively engaged in international defense acquisition programs.  Navigate to the DAU site for more information, http://www.dau.mil/international/international_16.asp.

3.7.4. ACQ 201.  (Intermediate Systems Acquisition).  ACQ 201 A is a virtual course.
Go to https://www.atrrs.army.mil/channels/acqnow/default.asp?page=main.asp to sign up for the course.  ACQ 201B is a five-day resident class.  This course prepares mid-level acquisition professionals to work effectively in integrated product teams by understanding and applying system acquisition principles and processes.  ACQ 101 is a prerequisite.

3.7.5.
Air Command & Staff College (ACSC).  The Air Force intermediate Professional Military Education (PME) school, prepares field grade officers (primarily Majors (04) and Major Select) and US civilians to assume positions of higher responsibility within the military and government arenas.  Geared toward teaching the skills necessary for command, ACSC focuses on shaping and moulding tomorrow’s squadron commanders.  The resident ACSC is offered at Maxwell AFB, AL.  ACSC distance learning curriculum is delivered on CD-ROM, print-based materials, and via the internet.  Students have a maximum of 18-months to complete this program and must achieve a minimum score of 70% on each of 6 examinations and complete 4 interactive web-based exercises.  Correspondence (self-study) affords students the opportunity to choose the time frame and place of study.  Students may enroll at any time throughout the year.  The seminar program begins in August of each year and finishes in mid-June.  Students meet weekly, on-base, and are composed of 5-18 members.  ACSC maintains a Distance Learning website to facilitate the curriculum.  ACSC programs are offered to Active duty, Reserve and National Guard major selects and to federal civilian employees, GS-11 and above or equivalent.  For more information, visit the ACSC web site at http://www.au.af.mil/au/acsc.  For more information about Distance Learning visit the following web site: http://www.au.af.mil/au/acsc/Distance%20Learning/distance-learning.htm
3.7.5. AWC.  Air War College (AWC).  The Air Force Senior PME school prepares field grade officers Lt Col (0-5) through Colonel (0-6), and US civilians, GS/GM 13 through 15, to lead in the strategic environment, emphasizing joint operations and the employment of air and space power in support of national security.  The resident AWC is located at Maxwell AFB, AL.  AWC Nonresident Seminar Programs are also offered by the Pentagon and Bolling AFB Education Offices.  The seminar program combines self-study with weekly group meetings in an informal meeting environment conducive to learning.  Visit the AWC web site, http://www.au.af.mil/au/awc/awchome.htm for more information.

3.8.  Contact Mr. John Lucacos, IAPQ Training Manager for additional information or assistance at (703) 588-8908, DSN (425) 8908, Email: john.lucacos@pentagon.af.mil.
LUCACOS/588-8908/14 May 2004
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