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Section XVII D. Technical Response Tab 1: Executive Summary and Required Documents
1. Offeror should provide a two (2) page Executive Summary which should include:
a. RFP title, number, and issue date
TRAINING FOR PROCUREMENT PROFESSIONALS
REQUEST FOR SEALED PROPOSAL (RFP) # E194‐1922
ISSUE DATE: May 29, 2015
b. Firm’s legal name and address
National Institute of Governmental Purchasing
151 Spring Street
Herndon, VA 20170
c. Name, address, telephone number and email address of the person(s) authorized to act
on behalf of the Offeror
Carol D. Hodes, CAE
Executive Director, Knowledge Management
151 Spring Street
Herndon, VA 20170
703.736.8900 Ext 253
chodes@nigp.org
d. Name, address, telephone number and email address of the person(s) responsible for
providing the mandatory reports described in Section XIV entitled “Reporting and
Payment Instructions”
Carrie Rawn, CMP
Executive Director, Programs
151 Spring Street
Herndon, VA 20170
703.736.8900 Ext 251
crawn@nigp.org
e. Name, address, telephone number, email address and qualifications of the person
(point‐of‐contact) managing the account and backup point‐of‐contact
Faye Jackson
Events Administrator
151 Spring Street
703.736.8900 Ext 276
fjackson@nigp.org

Brett Hansen, Ph.D.
eLearning Manager
151 Spring Street
703.736.8900 Ext 243
bhansen@nigp.org
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Paragraph 1. (continued)
f. Briefly describe the:
i. Reasons contracting with Offeror’s firm to provide goods and/or services would
be in the best interest of the Commonwealth and Participating Entities
NIGP is a non‐profit 501(c)(3) organization dedicated to training and technical
support to professionals in public sector procurement organizations. Organized
in 1944, the Institute develops and provides educational programs for delivery
through a North American network of 73 affiliate chapters, state‐specific
training services contracts, and online. The breadth of content expressed
through the courses provides substantial opportunity to shape educational
programming around the identified needs of an agency or body of
practitioners. This is the basis for course selection and program development
for the nearly 30 organizations with who we currently hold procurement
training contracts. NIGP courses are recognized nationally to support the
continuing education and professional development of procurement
professionals. Every course is a stand‐alone learning event with established
learning objectives. Additionally, every course may be used as a part of a
learning path leading to the Certified Public Procurement Officer (CPPO) and
Certified Professional Public Buyer (CPPB) designations managed by the
Universal Public Procurement Certification Council (UPPCC).
ii. Highlights of the major features of the proposal
NIGP is pleased to present 32 public procurement courses to the Commonwealth
of Virginia for their consideration in response to RFP #E194‐1922. Every offering is
applicable to the UPPCC Body of Knowledge as noted in Section IX. 3 Content
Categories. Courses are available in two different formats, face‐to‐face and online,
that provide options for learning. NIGP is an authorized IACET provider, and has
maintained IACET accreditation for the last ten years ensuring that course delivery
and processes meet stringent quality standards. This third party endorsement by
IACET enables NIGP to offer all learners Continuing Education Units (CEUs) which
are applicable to CPPO and CPPB certifications and may be applicable to other
curriculums and certifying bodies.
iii. Requirements that cannot be met by the Offeror
Based on the requirements delineated in RFP #E194‐1922, NIGP will only meet the
requirements as included in Section IX. C. 3. a. Universal Public Procurement
Certification Council UPPCC Body of Knowledge. NIGP will not be offering any
courses outside of the UPPCC content category.
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Tab 1: Executive Summary and Required Documents (continued)
2. Documentation supporting the Offeror’s firm meets or exceeds the quality standards
requirements described in Section I.B entitled “Purpose”.
NIGP is an Authorized IACET Provider; the NIGP IACET Authorized Provider Certificate can
be found on page 38. Confirmation of NIGP as an Authorized Provider of Continuing
Education Units is also available through the IACET Directory at http://www.iacet.org/.
3. Statement verifying that the Offeror has read and understands all of the terms and
conditions in Attachment A NASPO ValuePoint Master Agreement Terms and Conditions
NIGP has read and understands all of the terms and conditions in Attachment A: NASPO
ValuePoint Master Terms and Conditions and Amendment No.1; with noted exceptions
described in Attachment D‐3.
4. Statement verifying that the Offeror understands that negotiating additional terms and
conditions may be required when executing a Participating Addendum.
NIGP has read and understands that negotiating additional terms and conditions may be
required when executing a Participating Addendum. However, neither party will be
required to enter into a Participating Addendum if no acceptable agreement can be
negotiated.
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ATTACHMENT D-1
OFFEROR PROFILE
OFFEROR NAME: National Institute of Governmental Purchasing
Response
Y or N

Supporting
Information*

1. Offeror meets the quality standards as described in Section I.B “Purpose”.

Y

See page 38

2. Offeror is proposing procurement competency courses

Y

*

3. Offeror is proposing business competency courses

N

**

4. Offeror is proposing project management courses

N

**

5. Offeror is proposing supply chain management competency courses

N

**

6. Offeror is proposing its complete course catalog

N

**

7. Offeror is able to tailor or customize standard course offerings

Y

8. Offeror is able to develop fully customized courses

Y

9. Offeror is able to provide multiple delivery platforms:

Y

Question

a. On-site classroom

Y

b. Online instructor-led

Y

c. Online self-paced

Y

d. Webinars

Y

Available with
Membership

e. Mobile

N

Available after
Jan. 2016

10. Offeror is able to deliver services in selected states only (specify state/s)

N

All States

11. Offeror is able to deliver services regionally only (specify geographic region/s)

N

All Regions

12. Offeror is able to deliver services nationwide

Y

12. Offeror has a partnership with a college or university for course delivery
and/or continuing education credit (specify)

N

***

13. Offeror has one or more curricula leading to national certification (specify)

Y

CPPB/CPPO

14.Offeror has worked with other public procurement entities (specify)

Y

See page 12

f. Other: Specify

*Explanatory Notes (use additional pages if needed):

* See domain references in course listings; starting on page 23
** NIGP is offering all course catalog entries that align with the UPPCC Body of Knowledge for procurement
competencies
*** NIGP sells Florida Atlantic University and Old Dominion University selected textbooks for use in their curricula.
These are the same textbooks used to develop NIGP courses and are distributed in face‐to‐face and online classes

RETURN OF THIS PAGE IS REQUIRED
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ATTACHMENT D-2
COMMONWEALTH OF VIRGINIA
RFP# E194-1922
PROPRIETARY INFORMATION IDENTIFICATION

Name of Firm/Offeror: National Institute of Governmental Purchasing
Trade secrets or proprietary material submitted by an Offeror shall not be subject to public disclosure
under the Virginia Freedom of Information Act; however, the Offeror must invoke the protections of Code of
Virginia § 2.2-4342F, in writing, either before or at the time the data or other material is submitted. The trade
secret or proprietary material submitted in the proposal must be identified by some distinct method such
as highlighting or underlining, and must indicate only the specific words, figures, or paragraphs that
constitute trade secret or proprietary material. Offeror shall complete and provide the “Proprietary
Information Identification” form with a summary of this material in their Proposal response which must
specifically identify the data or materials to be protected including the section and page numbers of the
proposal in which it is contained, and state the reasons protection is necessary. The classification of an
entire Proposal document, line item prices, and/or total Proposal prices as trade secret or proprietary is
not acceptable and the Proposal may be rejected.

SECTION/TITLE

REASON(S) FOR WITHHOLDING
FROM DISCLOSURE

PAGE
NUMBER(S)

RETURN OF THIS PAGE IS REQUIRED
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ATTACHMENT D-3
COMMONWEALTH OF VIRGINIA RFP# E194-1922
EXCEPTIONS TO
RFP# E194-1922
Name of Firm/Offeror: National Institute of Governmental Purchasing
Unless stated on this form, all Offerors will be considered to have accepted all terms and
conditions of the RFP and any amendments as issued without exception. Offerors who wish
to propose modifications to the contract provisions must clearly identify the proposed
exceptions including the section and page numbers of the RFP, and submit any proposed
substitute language; however, the provisions of the RFP cannot be modified without written
approval by the DPS Statewide Strategic Sourcing Officer.
SECTION/TITLE

PAGE
NUMBER(S)

Attachment A 1. 19. License of Pre‐
Existing Intellectual Property (as
revised by Amendment No. 1; #19
Use of Training/Course Materials)

Attachment A
Page 37 of 66
(Amendment No.
1, Page 1)

PROPOSED SUBSTITUTE
LANGUAGE
#19. Use of Course Materials
A. Catalog Courses. The Contractor retains
all rights to catalog‐priced courses and
course materials offered under RFP section
X. A. The Contractor retains all rights to any
changes or additions to the catalog‐priced
course materials accomplished by the
Contractor in order to make the content
relevant to the Participating Entity.
B. Developed Courses. In negotiated orders
for developed courses, the Contractor shall
negotiate shared rights with the
Participating Entity for all developed course
materials not covered by paragraph 19 A.
The Contractor shall identify any third‐party
license terms and obtain, on behalf of the
Purchasing Entity, written consent of the
owner for use of the pre‐existing course
materials.

RETURN OF THIS PAGE IS REQUIRED
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ATTACHMENT D-6
COMMONWEALTH OF VIRGINIA
RFP# E194-1922
Small Business Subcontracting Plan
It is the goal of the Commonwealth that over 42% of its purchases be made from small businesses. All
potential bidders are required to submit a Small Business Subcontracting Plan.
Small Business: "Small business (including micro)” means a business which holds a certification as such
by the Virginia Department of Small Business and Supplier Diversity (DSBSD) on the due date for bids.
This shall also include DSBSD-certified women- and minority-owned businesses when they also hold a
DSBSD certification as a small business on the bid due date. Currently, DSBSD offers small business
certification and micro business designation to firms that qualify under the definitions below.
Certification applications are available through DSBSD online at www.DSBSD.virginia.gov (Customer
Service).

Bidder Name: National Institute of Governmental Purchasing
Preparer Name:

Carol D. Hodes, CAE

Date:

07/28/2015

Instructions
A. If you are certified by the DSBSD as a micro/small business, complete only Section A of this form.
This includes DSBSD-certified women-owned and minority-owned businesses when they have also
received DSBSD small business certification.
B. If you are not a DSBSD-certified small business, complete Section B of this form. For the bid to be
considered and the bidder to be declared responsive, the bidder shall identify the portions of the contract
that will be subcontracted to DSBSD-certified small business for the initial contract period in relation
to the bidder’s total price for the initial contract period in Section B.
Section A
If your firm is certified by the DSBSD provide your certification number and the date of certification.

Certification number:

Certification Date:

RETURN OF THIS PAGE IS REQUIRED
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Section B
Populate the table below to show your firm's plans for utilization of DSBSD-certified small businesses
in the performance of this contract for the initial contract period in relation to the bidder’s total price for
the initial contract period. Certified small businesses include but are not limited to DSBSD-certified
women-owned and minority-owned businesses that have also received the DSBSD small business
certification. Include plans to utilize small businesses as part of joint ventures, partnerships,
subcontractors, suppliers, etc. It is important to note that these proposed participation will be
incorporated into the subsequent contract and will be a requirement of the contract. Failure to obtain
the proposed participation percentages may result in breach of the contract.
B. Plans for Utilization of DSBSD-Certified Small Businesses for this Procurement
Micro/Small
Business
Name &
Address
DSBSD
Certificate #

Status if
Micro/Small
Business is
also: Women
(W), Minority
(M)

Contact
Person,
Telephone &
Email

Type of
Goods
and/or
Services

Planned
Involvement
During Initial
Period of the
Contract

Planned
Contract
Dollars
During Initial
Period of the
Contract
($ or %)

NIGP instructors are independent contractors (small and micro). The instructor cadre is comprised of 53% women
and 47% men; minority representation is 7% Black and 1% Asian. Approximately 13‐15% of contract dollars are
paid to independent contractors.

Totals $

0%
Page | 10
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Section XVII. D. Technical Response Tab 2: Experience and Qualifications
1. Provide a detailed written narrative statement describing your firm’s qualifications and
experience in providing the goods and/or services similar to those described herein including
but not limited to the following:
a. Firm’s primary business address and office locations
151 Spring Street
Herndon, VA 20170
b. Days and hours of operation
Monday through Friday 9:00AM‐5:00PM EST
c. Ownership Structure
Operating as a 501(c)(3) and incorporated since 1944, the Institute’s governance is led
by a Governing Board which has the ultimate responsibility for setting the organizational
direction, ensuring adequate resources, and providing program oversight. It has
devolved certain powers to its Finance Council, its Member Council and its Talent
Council. In combination, these four bodies represent the governance of the Institute.
d. Organizational Chart

e. Website address
www.nigp.org
f. Year firm was founded
1944
Page | 11
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Paragraph 1. (continued)
g. Mission statement and /or company goals
NIGP’s goal as an organization can be seen in our Vision Statement: NIGP is a vibrant
international association creating a world in which public procurement practitioners are
highly regarded members of a respected professional order. The work is exemplified by
our Mission Statement: Our mission is to develop, support and promote the public
procurement profession.
h. Similar work with public or private entities
Since 1978, NIGP has conducted classes throughout the United States and Canada.
During the 2014‐2015 fiscal years, NIGP provided similar training to more than 3500
individuals in face‐to‐face and online learning experiences.
i.

Government client list and discounts provided over the past three (3) years
All discounts based on NIGP Contract Training Agreements in which the client agrees
with NIGP business processes. Deeper discounts were applied due to volume
scheduling.

Government Client

Discount
Provided

City and County of Honolulu

22%

City of Houston Finance Department

22%

City of Las Vegas

22%

City of Los Angeles

22%

City of Los Angeles Harbor Department

22%

City of Roanoke

22%

City of San Diego

22%

Commonwealth of Pennsylvania, Department of General Services

22%

Cook County Office of the Chief Procurement Officer

22%

County of Orange ‐ Purchasing Department

22%

Fresno Unified School District

22%

Hennepin County

22%

Jacksonville Transportation Authority

22%
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Paragraph 1. i. (continued)
Government Client
Metro Wastewater Reclamation District

22%

Metropolitan Washington Council of Governments

22%

NC Division of Purchase & Contract

22%

New York City Department of Citywide Administrative Services

26%

New York State Office of the State Comptroller

22%

North Carolina Department of Administration

22%

Orlando Utilities Commission

22%

Polk County Board of County Commissioners

22%

Public Utility District of Grant County

22%

Radford University

22%

San Bernardino County

22%

San Diego Unified School District

22%

Sarasota County

22%

State of Idaho ‐ Division of Purchasing

25%
26.8%

State of Illinois

j.

Discount
Provided

State of Oregon Department of Administrative Services

22%

State of Rhode Island

22%

Superior Court of California, County of Orange

22%

University of Illinois ‐ Chicago

22%

Washington Suburban Sanitary Commission

22%

Wichita Public Schools

22%

Client retention rate over the past three (3) years
NIGP Contract Training is provided at the request of the entity and the need for
professional development training may not be ongoing. NIGP currently supports 18
contracts, 40% of which have been clients since 2009.
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Paragraph 1. (continued)
k. Describe the firm’s growth over the past three (3) years
Based on audited financial statements, NIGP has reported a 21.64% growth over the last
three years.
l.

Describe the geographical limits by state name if submitting a proposal for a
geographical area less than that of all Participating States (Refer to Section III entitled
“Objective”)
NIGP has no geographical limitations to training delivery locations for participating
states and territories including the District of Columbia.

m. Describe the response procedure to customer complaints and service issues
NIGP has a dedicated customer care team. Every customer service inquiry is handled in
the NIGP Herndon office by a qualified Customer Care representative. All calls and
emails are answered within one business day. The NIGP website provides a live chat
feature for customers seeking answers to questions.
n. Describe the customer satisfaction evaluation method
Learner’s satisfaction is paramount. Every learner is required to complete an evaluation
of the learning event at the conclusion of the course. The evaluation can be classified as
a Level 1, reactionary evaluation, according to the Kirkpatrick Evaluation Model; and
includes questions pertaining to the accomplishment of learning objectives. The
evaluation considers course administration, content, instructor, learner benefit, and an
overall assessment of the course through 20 Likert Scale based questions (a sample
NIGP Seminar Evaluation can be found on page 39). The learner is also encouraged to
provide answers to questions relating to the course and the conduct of the course.
Currently, the face‐to‐face learners complete the evaluation in class, after January 2016
this will migrate to an online evaluation. Online learners complete a course evaluation
after completing their online requirements. Both the instructor and the participating
entities are provided a copy of the results for review and comment.
o. Describe the methods and processes that would be used to manage multiple
Participating State accounts and multiple Purchasing Entities within a Participating
State.
NIGP utilizes an Association Management System (AMS) with the capacity to manage
multiple accounts and multiple organizations. Currently, NIGP manage over 14,500
government agency members (state, county, city, and authorities) in all 50 states as well
as Canada. Each record is configured to be used for registration, billing, and
communication purposes. All commerce is conducted through this centralized system.
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Paragraph 1. o. (continued)
There are no limits to the number of accounts the AMS can sustain. NIGP provides
dedicated staff to manage these accounts.
Once a contract has been finalized by a Participating Entity, the entity representative
will be able to contact NIGP to set up a class in their area:
1) Purchasing entity completes the NIGP Seminar Request Form for the purpose of
scheduling courses a minimum of sixty (60) days prior to the first scheduled day of
the course; to the extent practical
2) Purchasing entity completes a Seminar Logistics Form for each scheduled course and
returns the form to NIGP at least sixty (60) calendar days before each course start
date. This document includes availability of transportation for the instructor
between the airport, course site, hotels, and restaurants
3) NIGP assigns a quality instructor who has been trained by NIGP and who is certified
by the UPPCC
4) Purchasing entity provides the NIGP Events Administrator with a written verification
of the number of registrants thirty (30) calendar days of the course start‐date
5) NIGP provides the purchasing entity with an instructor biography and/or resume
prior to the course start date
6) Based on verified number of registrants, NIGP packages and sends the course
materials to the location designated by the entity on the Seminar Logistics Form in
sufficient time prior to the course start date
p. Describe the invoicing process and the accepted methods of payment including the
charge card acceptance policy.
All invoices are created completely within the NIGP centralized database. Upon
completion of course or training event, the actual number of attendees is verified
through submitted registration forms and an invoice is created and sent; terms are Net
30. Invoices can be created for an individual or a Participating Entity. Once the invoice is
created, NIGP submits the invoice to the purchasing entity contact for payment.
NIGP accepts payments in cash, check, VISA, MasterCard, and American Express. If
required, NIGP will develop the capability to accept electronic transfers. When required
by the public entity, a government‐issued purchase order can be submitted in order to
process a request for products and services; however, a purchase order is not
considered a method of payment and the entity will be responsible for submitting
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Paragraph 1. p. (continued)
payment to NIGP via one of the methods listed above. NIGP is familiar with the
customized ordering systems of multiple states.
q. Total number of personnel employed by your firm by location
NIGP staff consists of 27 members all located in the Herndon, VA office. Independent
contract trainers are located across the country.
r. Describe the criminal background check procedure for all training staff, if any.
NIGP performs background checks on all employees; however, NIGP instructors are
independent contractors. Although NIGP does not conduct formal background checks
for instructors, NIGP does maintain a rigorous selection process. All NIGP instructors
must be certified by the UPPCC and have extensive experience within the profession.
NIGP requires letters of recommendations within the application process and
prospective instructors must attend the NIGP Train the Trainer Course. The Train the
Trainer Course is developed and taught by NIGP staff and provides strict guidelines for
interactions with learners. Additionally, all instructors are given a copy of the anti‐
harassment memo annually at the time of contract renewal. If required for compliance,
NIGP will adopt such a practice of criminal background checks on its independent
contractors.
2. Litigation: Disclose any information about pending legal proceedings or business litigation
against your firm, any officer, or principal, and indicate the current status or disposition
not to exceed two (2) pages.
NIGP has no pending legal proceedings or business litigation against the organization.
3. Debarment: Statement verifying that neither the Offeror nor its principals are presently
debarred, suspended, proposed for debarment, declared ineligible, or voluntarily excluded
from participation in this procurement by any government department or agency. If the
Offeror cannot make this statement, disclose and provide information not to exceed two (2)
pages.
NIGP has never been debarred, suspended, proposed for debarment, declared ineligible, or
voluntarily been excluded from participation in this procurement by any government
department or agency.
4. Technology and Data Security:
a. Describe the online system to be used to place orders and receive assessment reports if
not otherwise required by individual state e‐Procurement systems
NIGP uses Abila’s netFORUM software for the day to day management of the
organizations membership and prospect information. The system is a centralized
Page | 16
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Paragraph 4. a. (continued)
database and integrated suite of modules used to create, coordinate, manage, and
keep track of organization membership, event registration, and product purchases
b. Describe the measures used to protect sensitive customer information.
Abila delivers a reliable, security‐rich and high‐performance hosting environment.
Strict physical security combined with other security technologies to ensure that our
data is safe and always available. Abila’s SAS‐70 data center holds a secondary network
with exact copies of all data and systems, and a third, geographically‐separate data
facility provides yet another layer of backup.
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Section XVII. D. Technical Response Tab 3: Methodology – Specific Approach for
Providing Services
1. Course List: Provide a list of all courses along with learning outcomes/description, number

of days for each class or number of contact hours, and Continuing Education Units, if
available. Courses should be organized by delivery platform. Courses shall relate to the
optimization of knowledge and competencies in one or more of the following content
categories:
NIGP presents 32 courses that meet the RFP requirement for UPPCC Body of Knowledge
(BOK) courses. The Course List documentation (starting on page 23) provides information on
course titles, alignment with the UPPCC BOK, learning objectives, a short description, and
credit award (CEUs and contact hours). The course list and descriptions included in this
proposal are broken into two formats and three learning options: face‐to‐face instructor led,
online instructor led and online self‐study. The instructor led courses offered by NIGP
require a minimum number of paid learners in order to conduct the course:
Minimum class size (##)
Face‐to‐Face Instructor Led
Online Instructor Led
1 Day Course
20
2 Day Course
18
16 hours
16
3 Day Course
15
24 hours
16
NIGP is recognized by the UPPCC as a provider of quality education for public procurement
professionals. UPPCC recommends many of the NIGP textbooks for exam preparation. The
NIGP intensive 2‐day and 3‐day courses based upon these textbooks are recommended by
the UPPCC. NIGP provides a complimentary textbook as part of those courses associated
directly with the texts. All course content and textbooks are covered under NIGP copyright.
NIGP courses provide the opportunity for learners to review and/or reinforce an
understanding of the UPPCC Body of Knowledge (BOK). NIGP offers CPPO and CPPB
preparatory courses both in a face‐to‐face as well as online format which includes live‐web
sessions.
Course list offerings can be found starting on page 23.
2. Customization: Describe the processes of aligning services to meet the needs of a

Participating Entity through either customization of the current courses/programs and/or
assisting in the development of a training program, such as rearranging modules
from different courses to set up a unique curriculum that may meet a Participating Entity’s
needs
Page | 18
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Paragraph 2. (continued)
Accepting the premise that there are generally accepted public procurement principles that
are applicable across all state and local entities, it is also true that each jurisdiction may have
unique policies and procedures that may allow or prevent certain practices. Face‐to‐face
instructors do research, request documentation and enabling legislation applicable to a
particular entity prior to their arrival (Instructor Prep) in order to customize the content to
the area. Online classes are geographically neutral and the learners in partnership with the
instructor bring clarity to unique policies and procedures.
When a request for further development beyond Instructor Prep is required, the NIGP
Knowledge Management team (educators, instructional designers, in collaboration with
course instructors and Subject Matter Experts (SMEs) when required) will institute the
analysis process outlined in Figure 1. Initial discussion with the Participating Entity, whether
formal or informal, begin the Data Collection process; the Knowledge Management team
maintains this information on shared drives within NIGP. The collection of data, which is an
ongoing step, leads into research and gathering of supporting sources, this data is
continually reviewed by the assigned team and could lead to further suppositions to be
investigated. Collected data is formally analyzed, usually collaboratively, and
recommendations are developed. Depending on the tasking, recommendations can include
learning objectives, curriculum design, media/medium approaches, or authoring directions.
This formal analysis step is critical to the complete examination of data as those aspects of
the data that are unclear or disassociated can loop the process back to Data Collection or
Review Data to clarify or further define the data. The analysis and recommendations are
formalized in a draft document (often a Requirements Document); when the draft is
complete, the document and direction will be reviewed with the Participating Entity to
ensure the proper requirements and developmental direction have been established. This
review may produce previously unknown information; and if in‐scope to the project could
require the collection of more data. Upon a final review of with the Participating Entity a
formal requirements document is produced.
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Paragraph 2. (continued)

Further Definition
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Review
Data

Supporting
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New Supposition
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Recommend

Draft
Product

Entity
Review

Expected
Deliverable

Figure 1. Knowledge Management Course/Training Analysis Process
3. Course Design: Describe the firm’s knowledge and experience to design/tailor course

content to meet the unique professional development of the various needs of procurement
and contract management professionals
Since 1978, NIGP has been delivering and developing courses for the public procurement
community. In 2004, NIGP partnered with practitioners and academics to develop a new
public procurement curriculum. This extensive effort resulted in 14 textbooks that are the
core of NIGP Knowledge Management. These texts are maintained and aligned with the
UPPCC Body of Knowledge. With a multi‐talented learning development team on staff that
possesses a deep understanding of andragogy (adult learning), direct access to SMEs that are
up to date on public procurement, NIGP can create learning events based on need or a
particular request. Through in‐depth analysis with the Participating Entity (as explained
above), a complete understanding of learning objectives, and developmental direction will
allow the NIGP instructional designers (part of the Knowledge Management team) to enter
into formal development. NIGP course and training developments are guided by a proven,
controlled, iterative development process (see Figure 2).
The requirements established in the analysis process described by Figure 1, lead into and
establish the anchor point for the NIGP Instructional Development process. The spiral
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Paragraph 3. (continued)
process, and established management
controls, allows NIGP to efficiently build
learning materials, courses, and other
products by breaking these projects into
manageable and assignable tasks. For
example, graphics that support a new online
course can be managed as separate
developmental spiral from the course
authoring; this allows for efficient use of
assets and ensuring all the pieces of a course
are ready just‐in‐time. Each iteration of the
spiral is guided by four quadrants that depict
the stages of development. A project or task
may take one spiral or several spirals to
complete but each iteration is guided by
requirements and development plans.
Figure 2. NIGP Development Process
4. Service Delivery: Describe the types of delivery platforms available for a curriculum. Specify

whether courses are self‐paced online with printable materials, instructor‐led
classroom, self‐paced online with rich media (e.g., video, audio), blended learning (i.e.,
traditional classroom methods and e‐learning), virtual instructor‐led (online), video tutorials
(e.g., YouTube), Podcasts, Immersive learning (e.g., simulations, gamification), mobile
learning (e.g., access via tablets, smart phones), etc.
NIGP takes advantage of multiple delivery platforms and various multi‐media techniques to
ensure that the learner is engaged with the learning. Face‐to‐face classes take advantage of
printed materials, videos, small group work, lecturettes, and written assessments. Online
classes include engagements, live online interactions, reading assignments, open discussion,
and small group work along with audio and video tools. All face‐to‐face and online courses
utilize and receive a bound or eBook of the associated NIGP text. Self‐paced learning utilizes
assessments, scheduled readings, as well as audio and video designed to target learning
objectives and styles and motivate the learner. With the completion of our current LMS
acquisition (replacing our existing LMS) in January 2016, NIGP courses and materials will
target mobile platforms. The transition to the new LMS will be seamless to all existing
learners with the exception of a new interface.
5. Forms: Provide samples of class evaluation forms

Sample of face‐to‐face and online evaluation forms can be found on pages 39 and 41.
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Tab 3: Methodology – Specific Approach for Providing Services (continued)
6. Learner Assessment: Briefly describe the performance assessment tools that are used to

determine whether learners have achieved planned learning outcomes (i.e., customer
satisfaction, quality, performance, financial, activity and/or learning outcomes aligned with
business goals, etc.)
Assessments can take a variety of forms and each is dependent on the learning objectives.
Assessment can range from informal to formal:












In class spot quizzes
Question and Answer sessions
Open discussion
Online engagements
Completion of group projects

Presentations
Pre tests
Formal final exams
Self‐assessments
Course evaluation

7. Examples: The Commonwealth and Sourcing Team may request offerors to p r o v i d e

samples of previous similar instructor‐led training performed with similar state/local
agencies or leading procurement‐related commercial customers, particularly in the last
three (3) years. Do not provide the examples with the proposal response.
NIGP will provide samples of previous similar instructor‐led training upon request.
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NIGP Course List

Instructor Led ‐ Face to Face
Course Title

Contract Administration

Developing and Managing Requests
for Proposals in the Public Sector

Introduction to Public Procurement

UPPCC Body of
Knowledge
Domain

Learning Outcomes

Domains I‐IV

• Identify and define terms, concepts and principles of the
contract administration process
• Describe the steps needed to design, develop and formulate
Contract Administration and Performance Assessment Plans (CAP
and PAP)
• Given a contractual problem or issue, be able to describe an
appropriate remedy
• Identify and define contract modification types, uses and
applications
• Describe dispute resolution methods
• Describe how contract administration can be continually
improved to enhance contract performance in accordance with
the commonly accepted practices of the profession

Domains I‐IV

Domains I‐VI

• Describe the RFP planning and development process
• Describe RFP team roles and responsibilities
• Identify and describe the different types of evaluation
methodologies and their associated application
• Describe proposal handling processes
• Define and describe the concept of the RFP negotiation process
• Identify and describe how to manage post award issues
in accordance with the commonly accepted practices of the
profession.

• Describe the roles, organization and functions of public
procurement
• Explain the steps in the procurement cycle and the stakeholder
relationships inherent in each step
• Demonstrate how public procurement adds value to the delivery
of public services
• Describe the cultural, social, political, economic and legal
environments that impact public procurement
• Demonstrate the importance of ethics and professionalism in
public procurement
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Description

Length/
Contact
Hours

CEUs

Contract managers at every level with varying levels of experience
will find the material to be useful, as it examines contract
administration in the context of 21st century contract challenges.
Material addresses contracting from a global perspective, i.e.
unique statutes and/or regulations may be mentioned; however
the material transcends state or national level interest by offering
a look at the process and best practices that have application
regardless of unique laws and regulations that may govern within
a particular jurisdiction.

3 days
24 Contact
hours

2.3 CEUs

This course is designed for procurement professionals that are
entrenched in the competitive process. This in‐depth study of
RFPs, from development through evaluation, will be enlightening.
Major topics to be covered include managing the process,
evaluating submissions, negotiations and an overview of the
subsequent contract. Those interested in gaining a thorough
understanding of the process and its implications for successful
public procurement should be encouraged to attend. Team
leaders, committee members, contract administrators and
procurement managers in addition to any other procurement
professional interested in achieving “best value” during this
acquisition process should register.

3 days
24 Contact
hours

2.3 CEUs

This course is an overview of procurement functions for the
purpose of understanding the basic elements that underlie all
areas of public procurement. Any government employee who has
delegated authority to purchase goods and services on behalf of
the government should take advantage of this class. Discussion
and content is also relevant for those outside the profession who
are impacted by the public procurement environment.

3 days
24 Contact
hours

2.3 CEUs

NIGP Course List

Instructor Led ‐ Face to Face
Course Title

Legal Aspects of Public Procurement

Sourcing in the Public Sector

Description

Length/
Contact
Hours

CEUs

Domains I‐IV

• Identify and define public purchasing legal terms, concepts and
principles.
• Apply basic legal concepts and principles to practical public
procurement situations.
• Describe how the three categories of law (the common law of
contracts, statutory law and administrative law) apply to public
purchasing.
• Describe how the laws establish the rights and obligations of all
parties.
• Distinguish between ethical and legal requirements and apply
the appropriate actions and conduct.
• Describe the role of the public professional in the application of
procurement and contract law in accordance with the commonly
accepted practices of the profession.

This fundamental approach to procurement law is for those who
are substantially involved in the public procurement contracting
process. Individuals who want to increase their understanding of
both the capability and limitation of the law on government
procedures will be responsive to the course content. In addition,
this course will be beneficial to all those who work alongside
those in the public sector and must operate under the guidelines
of procurement law for the successful acquisition of products and
services. Please note that this course is intended to address US
legal issues and may not meet the needs of those working outside
the United States. The UPPCC certification exams do not contain
questions about country‐specific laws.

3 days
24 Contact
hours

2.3 CEUs

Domains I,II, III and V

• Describe how to determine responsiveness and responsibility
when evaluation suppliers
• Describe how to create and maintain a vendor data base while
reaching out to global suppliers/green suppliers/minority
suppliers, etc.
• Identify when prequalification is appropriate and methods of
prequalifying suppliers and products
• Determine appropriate sourcing strategy while balancing risk
and price through market research and the use of pricing and
award strategies
• Describe how to develop and maintain short term and long term
supplier relationships

Sourcing, by government organizations is a different and complex
process, filled with rules, regulations, procedures, court decisions,
conflict of interest prohibitions, and issues that can complicate
and confound the lives of government officials charged with
procurement responsibilities. This course is intended for those
who want to learn how to navigate the process and increase their
understanding of the critical issues that frame the concept of
public sector sourcing and discusses future sourcing challenges.
Procurement practitioners at all levels aspiring to public
procurement professional certification, senior agency managers,
suppliers, and internal customers who wish to understand their
role in the public sector acquisition process are encouraged to
attend.

3 days
24 Contact
hours

2.3 CEUs

UPPCC Body of
Knowledge
Domain

Learning Outcomes
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NIGP Course List

Instructor Led ‐ Face to Face
Course Title

Strategic Procurement Planning

Alternative Dispute Resolution

Best Practices in Service Contracting

Description

Length/
Contact
Hours

CEUs

• Describe procurement's role in the organizational strategic
planning process
• Develop a strategic procurement plan for an organization
• Identify the steps in strategic sourcing process
• Evaluate, select and apply the tools and processes available for a
comprehensive procurement plan
• Discuss how the strategic plan impacts the budget process
• Develop a procurement plan for a specific requirement
• Describe how staffing, developing and managing human
resources support organizational success

This course addresses how the procurement function is maximized
when it plays a role in organizational strategic planning and
budgeting. It explores planning and budgeting processes. It
emphasizes opera onal reali es ̶ the importance of defining client
needs, assessing customer satisfaction and properly staffing,
developing and managing human resources to ensure long term
success.

3 days
24 Contact
hours

2.3 CEUs

Domain I and IV

• Justify the use of ADR as a means of conflict resolution.
• Evaluate dispute situations to determine if ADR is an appropriate
means of resolution.
• Select the appropriate ADR approach for a particular situation.
• Modify solicitation and contract language appropriately to allow
for ADR as a means of conflict resolution.
• Describe the steps required to set up a successful ADR program
in an agency.
• Describe the ethical issues involved in ADR.

Traditionally contract disputes have been resolved either through
the government dispute process or through litigation. This course
examines other approaches collectively known as “alternative
dispute resolution” (ADR), overviewing the long history of ADR,
the elements of ADR, and its advantages and disadvantages. The
four major ADR approaches ― nego a on, media on, arbitra on
and mini‐trial ― are each described in terms of their processes,
procedures and appropriate uses. The course will address the role
of ethics in the use of ADR. It will also consider how to establish an
ADR program in an agency and how to build ADR language into
solicitations and contracts.

2 days
16 Contact
hours

1.5 CEUs

Domain II

• Based on a scenario or case study, conduct a make‐or‐buy
decision.
• Identify and develop the elements of an RFP that are critical to a
successful services contract and ease of contract administration.
• Describe how to develop and use selection committees for
public sector services.
• Develop and negotiate a performance based public sector
services contract.
• Describe methods to respond to protests and disputes in a fair,
objective, and timely way.
• Assuming the role of contract administrator, lead the project
team members in developing a contract administration plan.

Faced with the challenge of identifying best value, can the public
procurement professional successfully engage partners to achieve
efficiency, effectiveness and the social goals of the community?
Call it privatization, outsourcing, competitive tendering, or
alternative service delivery, contracting for public sector services
dominates contract spending at all levels of government in
countries around the world. This course examines the process
beginning from the decision whether to “make or buy” through
the special considerations of the services RFP, the contract award
and contract administration.

2 days
16 Contact
hours

1.5 CEUs

UPPCC Body of
Knowledge
Domain

Learning Outcomes

Domains I,II,IV,V,VI
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NIGP Course List

Instructor Led ‐ Face to Face
Course Title

Capital Acquisitions

Certified Professional Procurement
Buyer (CPPB) Prep

Certified Public Procurement Officer
(CPPO) Prep

Description

Length/
Contact
Hours

CEUs

Domain V

• Identify major types of capital acquisitions and develop strategic
acquisition process and plan.
• Develop and prepare effective capital acquisition specifications,
Statements of Work, contract pricing strategies and contract
terms and conditions.
• Select the appropriate source selection method and describe the
components required to successfully award a contract that meets
the needs of the client.
• Evaluate offers, make awards and/or negotiate an optimal
contract solution.
• Develop and describe contract administration functions
specifically related to capital acquisitions.

Procurement professionals must focus on enterprise and strategic
planning [and] recognize that far greater value can be achieved
through strategic procurement planning than through routine
order placing. Capital expenditures represent one‐third of the
total expense budgets of state and local governments. Given this
significant investment of government resources, this course
supports the responsible public procurement agent efforts to
ensure that a long‐term best value solution is obtained.

2 days
16 Contact
hours

1.5 CEUs

REVIEW ALL

Participation in NIGP’s Prep Course will help you prepare to sit for
the Universal Public Purchasing Certification Council (UPPCC)
examination for the Certified Professional Public Buyer (CPPB).The
Prep Class focuses study on the six areas of content (domains)
within the UPPCC Body of Knowledge upon which the UPPCC
examinations are built. The Prep Course cannot overcome lack of
experience and will not guarantee a pass rate on the final exam.
The Prep Course will help you understand your areas of content
strengths and weaknesses, assist in guiding study activity, and
provide self‐directed study questions and information.

In an effort to prepare candidates for the computer based written
CPPB exam containing 175 questions, this course provides a
review that addresses key information on topics identified in the
UPPCC Body of Knowledge. Considered as a tool to help the
student in assessing their own strengths and weaknesses as they
relate to the subject matter, this course is only a part of the
candidates overall study plan for preparation. Candidates
authorized to test should enroll in the course at least three
months prior to the selected test date. Participation in this class
does not guarantee success on the examination.

2 days
16 Contact
hours

This course does
not qualify for CEUs

REVIEW ALL

Participation in NIGP’s Prep Course will help you prepare to sit for
the Universal Public Purchasing Certification Council (UPPCC)
examination for the Certified Public Procurement Officer
(CPPO).The Prep Class focuses study on the six areas of content
(domains) within the UPPCC Body of Knowledge upon which the
UPPCC examinations are built. The Prep Course cannot overcome
lack of experience and will not guarantee a pass rate on the final
exam. The Prep Course will help you understand your areas of
content strengths and weaknesses, assist in guiding study activity,
and provide self‐directed study questions and information.

In an effort to prepare candidates for the computer based written
CPPB exam containing 175 questions, this course provides a
review that addresses key information on topics identified in the
UPPCC Body of Knowledge. Considered as a tool to help the
student in assessing their own strengths and weaknesses as they
relate to the subject matter, this course is only a part of the
candidates overall study plan for preparation. Candidates
authorized to test should enroll in the course at least three
months prior to the selected test date. Participation in this class
does not guarantee success on the examination.

2 days
16 Contact
hours

This course does
not qualify for CEUs

UPPCC Body of
Knowledge
Domain

Learning Outcomes
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NIGP Course List

Instructor Led ‐ Face to Face
Course Title

Contracting for Construction Services

Fundamentals of Leadership and
Management in the Public Sector

Logistics and Transportation

Description

Length/
Contact
Hours

CEUs

• Describe the different budgeting processes and financing
options governments use for public improvement projects
• Define and describe the basic steps in hiring a design
professional for a governmental construction project
• Differentiate and determine the best contracting method for a
specific construction project
• Identify the elements in the construction life cycle and describe
the roles and responsibilities of the teams in each element
• Differentiate the options and related impacts of green /
sustainable construction processes
• Identify the basic elements of the contract administration plan
and identify the roles and responsibilities of all the parties

What are the non‐procurement functions, activities and policies
associated with construction management that purchasing agents
should be familiar with as their role expands? This course
examines the many processes and techniques that contribute to
successful public works projects. Understanding how construction
projects are initially defined and budgeted, the responsibilities of
the project manager, major methods of construction and how to
select contractors is critical to every capital development
program. By defining terms that may be unique to infrastructure
development and clarifying the many elements of the pre‐, mid‐,
and post‐construction phases, this course is very useful to both
beginning and experienced construction contract managers.

2 days
16 Contact
hours

1.5 CEUs

• Explore procurement's strategic role in the organization and its
relationship to Finance, Human Resources, Budget, Information
Technology and Legal functions.
• Assess opportunities to improve performance of the
procurement organization.
• Evaluate the concepts of leadership and management in public
organizations and how each contributes to the success of goals
and objectives within the organization.
• Utilize effective communication, internally and externally

Designed to examine leadership and management issues regularly
faced by public sector professionals, this course will focus on
topics of motivation, decision making, communication, conflict
management, group dynamics, and organizational change, with
more attention being paid as to how these issues relate. Such
discussions of theory with practical application are intended to
improve an organization’s effectiveness when considering the
professional.

2 days
16 Contact
hours

1.5 CEUs

Government agencies have now begun to realize the value of
evaluating the total cost of procuring goods which may include
transportation costs, carrying costs or disposal costs. Today’s
negotiations now involve consideration of these costs. Public
procurement professionals are often unaware of the
opportunities to improve the terms and reduce the expenses
associated with the delivery of contracted products. This course
focuses on the benefits of contracting product transport services
independent of the product itself, through understanding the
nature of logistics contracting, processes the responsibilities and
legal aspects, and the competitive market environment of
transportation carriers.

2 days
16 Contact
hours

1.5 CEUs

UPPCC Body of
Knowledge
Domain

Learning Outcomes

Domain II

Domains I, II, V

Domain V

• Describe the elements of transportation and logistics and the
potential opportunities for cost savings.
• Define freight and logistics terms and conditions with internal
and external clients and vendors.
• Analyze the requirements for a project and determine which
transportation and logistics processes provide the best solutions
for the agency.
• Identify the key points that need to be in each transportation
contract.
• Design and develop a cost effective logistics and transportation
program.
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NIGP Course List

Instructor Led ‐ Face to Face
Course Title

Managing Risk in Public Sector
Contracts

Warehousing and Inventory Control

UPPCC Body of
Knowledge
Domain

Domain II and IV

Domain I, II and V

Learning Outcomes

• Identify the components of the risk management process.
• Describe each phase of the four‐phase process model.
• Assess types and levels of risk.
• Identify risk management tools and associate them with
different types of risk
• Based on a risk management plan identify, assess and handle
procurement related risks
• Integrate risk management into contract administration

• Evaluate how public warehouses and inventory control can help
meet organizational needs. Discuss various techniques for safely
and effectively managing inventories and optimizing services to
clients.
• Provide for effective management, including disposal, of surplus,
scrap and excess inventory.
• Identify current trends in public warehousing.
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Description

Length/
Contact
Hours

CEUs

Risk is a critical consideration in the contracting and procurement
process. A thoughtful and proactive approach toward risk, as it
relates to specific procurement actions, contributes to the success
of contract performance. Risk management is directly related to
the successful achievement of targeted goals, objectives, and the
anticipated outcome. Developing a change management plan is an
essential element of a complete risk management plan. The
procurement professional must ensure that the risks associated
with each procurement action have been identified, assessed, and
mitigated to the practicable maximum extent, while taking cost
and other factors into consideration. The emphasis of this course
is on developing a solid understanding of the complexities of risk
management and recognizing the importance of planning,
monitoring and proactive insight and oversight into risk areas
related to the contract’s stated performance outputs and
successful outcome. This is an advanced course intended for
professionals who are involved in complex contracts.

2 days
16 Contact
hours

1.5 CEUs

Public priorities don’t always wait for the supply chain to react to
needs. In addition, budgets are too tight for “just in case”
inventories waiting for policy‐makers to decide whether to install
more “children at play signs” or provide additional
environmentally‐friendly trash bags at parks. How does today’s
procurement professional proactively prepare to satisfy client
needs? One answer may be an effective warehouse and inventory
control system. This course focuses on optimizing the
development/management/maintenance of a supply chain that
includes a warehousing and inventory management strategy. It
enables the procurement professional to gain command of the
key elements of a successful operation and provides a guide to
complementing procurement activities with prudent inventory
management techniques.

2 days
16 Contact
hours

1.5 CEUs

NIGP Course List

Instructor Led ‐ Face to Face
Course Title

Ethics: A Survival Kit for Public
Procurement

Protests: Managing Options for
Positive Results

UPPCC Body of
Knowledge
Domain

Domain I and VI

Domain II

Learning Outcomes

• Identify the foundational structure of ethical decision‐making.
• Recognize questionable ethical situations when they occur.
• Explain the value of ethical behavior.
• Deduce proper ways to respond when confronted with a
potential unethical situation.
• Formulate a process for investigating a questionable situation.
• Develop ethically sound procurement documents.
• Recommend ethical expectations to customers and suppliers.

• Identify the causes of protests
• Describe tools and strategies that help reduce the probability of
a successful protest
• Describe the process for responding to a protest
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Description

Length/
Contact
Hours

CEUs

This course will introduce the student to ethical practices needed
during the procurement process. The course will empower the
student with the ability to make distinctions between competing
choices that face the procurement professional. Being ethical is
not always easy, but it is always important. The participant will
learn to focus on discernment, discipline and effectiveness as vital
elements of ethical decision‐making. Both moral and business
considerations will be analyzed in this seminar. This seminar is
designed to offer a practical hands‐on approach to ethical
decision‐making in the public procurement process by engaging in
exercises and case studies that reinforce presented concepts.
Being ethical isn’t always easy. Procurement professionals have to
make many decisions under economic, professional, social and
political pressure. From the basic day‐to‐day to the complex
decisions, this will be a comprehensive study that will equip the
public procurement professional to deal with those decisions
ethically.

1 day
8 Contact
hours

0.8 CEUs

Protests are all too common; they take time and can be expensive.
This course examines why they happen and offers tools and
strategies to reduce their occurrence and what to do when a
protest is received.

1 day
8 Contact
hours

0.8 CEUs

NIGP Course List

Instructor Led ‐ Online
Course Title

Contract Administration (Online)

Developing & Managing
Requests for Proposals (Online)

UPPCC Body of
Knowledge
Domain

Domains I‐IV

Domain I‐IV

Learning Outcomes

• Identify and define terms, concepts and principles of the
contract administration process
• Identify contract risk and plan appropriate mitigation
• Develop the CAP and PAP for a given case study
• Recommend an appropriate remedy when given a contractual
problem or issue
• Apply a process to handle a performance problem
• Describe dispute resolution methods
• Closeout a contract including conducting a contract analysis
• Describe how contract administration can be continually
improved to enhance contract performance in accordance with
the commonly accepted practices of the profession
• Select the best solicitation process for a given procurement
• Describe market research and criteria for the RFP team for a
specific procurement
• Develop a Scope of Work
• Describe the underlying principles of handling proposals
• Evaluate proposals and select an offeror
• Prepare to conduct a negotiation
• Describe how to customize terms and conditions to meet the
needs of the procurement
• Prepare to conduct a debriefing session in accordance with the
commonly accepted practices of the profession.
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Description

Length/
Contact
Hours

CEUs

This eight‐week, online collaborative course is designed for
contract administrators at every level. New contract
administrators will have the opportunity to use case studies to
walk through the process from inception to closeout, reduce risk
and respond to problems that occur along the way. Contract
administrators with significant experience will find the material to
be useful, as it examines contract administration in the context of
21st century contract challenges.

Extends over
8 weeks
24 hours

2.4 CEUs

This eight‐week, online collaborative course is one of NIGP’s
foundation courses. Developing and Managing Requests for
Proposals is designed for procurement professionals who manage
the competitive process. This course offers an in‐depth
examination of the RFP process and best practices from the
decision to solicit using an RFP, development of the RFP
document, through evaluation, negotiation, contract writing and
completing the process. Whether you are have RFP experience or
are new to the process you will benefit from this course which
examines universally accepted practices and lessons learned while
taking into account local requirements.

Extends over
8 weeks
24 hours

2.4 CEUs

NIGP Course List

Instructor Led ‐ Online
Course Title

Legal Aspects of Public Procurement
(Online)

Strategic Procurement Planning in
the Public Sector (Online)

UPPCC Body of
Knowledge
Domain

Domain I‐IV

Domain I, II, IV, V , VI

Learning Outcomes
• Identify and define public purchasing legal terms, concepts and
principles
• Apply basic legal concepts and principles to practical public
procurement situations
• Describe how the three categories of law ― the common law of
contracts, statutory law and administra ve law ― apply to public
purchasing
• Describe how the laws establish the rights and obligations of all
parties
• Distinguish between ethical and legal requirements and apply
the appropriate actions and conduct
• Describe the role of the public professional in the application of
procurement and contract law in accordance with the commonly
accepted practices of the profession
• Describe the value added role of procurement in organizational
planning
• Conduct a SWOT analysis
• Develop mission and goals for an organization
• Describe the ways that the procurement function can add value
to the budget process
• Use strategic procurement methods to achieve best value
• Use analysis tools to identify opportunities for strategic sourcing
• Use tools to manage client expectations and engagements to
create positive outcomes
• Use activity analysis and tracking tools to determine staffing
required to meet business needs
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Description

Length/
Contact
Hours

CEUs

This introduction to procurement law will be of interest to those
who are substantially involved in the public procurement
contracting process. Individuals who want to increase their
understanding of both the capability and limitation of the law on
government procedures will find this course helpful. In addition,
this course will be beneficial to all those who work alongside
those in the public sector and must operate under the guidelines
of procurement law for the successful acquisition of products and
services. Please note that this course is intended to address US
legal issues and may not meet the needs of those working outside
the United States. The UPPCC certification exams do not contain
questions about country‐specific laws.

Extends over
8 weeks
24 hours

2.4 CEUs

This course addresses how procurement’s function is maximized
when it plays a role in organizational strategic planning and
budgeting. It explores planning and budgeting processes. It also
emphasizes operational realities, the importance of defining client
needs, assessing customer satisfaction and properly staffing,
developing and managing human resources to ensure long term
success. This course is designed for experienced procurement
officers and managers.

Extends over
8 weeks
24 hours

2.4 CEUs

NIGP Course List

Instructor Led ‐ Online
Course Title

Best Practices in Service Contracting
(Online )

Fundamentals of
Leadership & Management (Online)

UPPCC Body of
Knowledge
Domain

Domain II

Domain V

Learning Outcomes

• Identify advantages and disadvantages of contracting for services
• Assess make or buy factors
• Determine and compare cost factors for in‐house and
contracted service delivery
• Determine variables that impact public/private competition
• Develop performance measures for a Scope of Work (SOW)
• Develop proposal evaluation criteria
• Analyze options available to an agency in a protest
• Create a transition plan
• Describe the evolution of the public procurement function
• Identify the application of specific organizational theories to
workplace situations
• Differentiate the concepts of leadership and management in
public organizations and how each contributes to the success of
goals and objectives within the organization
• Assess ethical responses to specific situations
• Evaluate procurement relationships with Finance, Human
Resources, Budget, Information Technology and Legal functions
• Describe opportunities to improve performance of the
procurement organization
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Description

Length/
Contact
Hours

CEUs

Faced with the challenge of identifying best value, can the public
procurement professional successfully engage partners to achieve
efficiency, effectiveness and the social goals of the community?
Call it privatization, outsourcing, competitive tendering, or
alternative service delivery, contracting for public sector services
dominates contract spending at all levels of government in
countries around the world. This course examines the process
beginning from the decision whether to “make or buy” through
the special considerations of the services RFP, the contract award
and contract administration.

Extends over
6 weeks
16 hours

1.6 CEUs

Designed to examine leadership and management issues regularly
faced by public sector professionals, this 6‐week online course will
focus on topics of motivation, decision making, communication,
Extends over
conflict management, group dynamics, and organizational change,
6 weeks
with more attention being paid as to how these issues relate. Such
16 hours
discussions of theory with practical application are intended to
improve an organization’s effectiveness when considering the
professional.

1.6 CEUs

NIGP Course List

Instructor Led ‐ Online
Course Title

Risk Management in Public
Contracting (Online)

Certified Professional Procurement
Buyer (CPPB) Prep

UPPCC Body of
Knowledge
Domain

Domain II and IV

REVIEW ALL

Learning Outcomes

Description

Length/
Contact
Hours

• Identify the components of the risk management process
• Describe each phase of the four‐phase process model
• Assess types and levels of risk
• Identify risk management tools and associate them with
different types of risk
• Based on a risk management plan identify, assess and handle
procurement related risks
• Integrate risk management into contract administration

Risk is a critical consideration in the contracting and procurement
process. A thoughtful and proactive approach toward risk, as it
relates to specific procurement actions, contributes to the success
of contract performance. Risk management is directly related to
the successful achievement of targeted goals, objectives, and the
anticipated outcome. Developing a change management plan is an
essential element of a complete risk management plan. The
procurement professional must ensure that the risks associated
with each procurement action have been identified, assessed, and
mitigated to the practicable maximum extent, while taking cost
Extends over
6 weeks
and other factors into consideration. The emphasis of this course
16 hours
is on developing a solid understanding of the complexities of risk
management and recognizing the importance of planning,
monitoring and proactive insight and oversight into risk areas
related to the contract’s stated performance outputs and
successful outcome.
This is an advanced course intended for professionals who are
involved in complex contracts. This course is based on the
textbook Risk Management in Public Contracting by Elisabeth
Wright, Ph.D., CPCM.

Participation in NIGP’s Prep Course will help you prepare to sit for
the Universal Public Purchasing Certification Council (UPPCC)
examination for the Certified Professional Public Buyer (CPPB).The
Prep Class focuses study on the six areas of content (domains)
within the UPPCC Body of Knowledge upon which the UPPCC
examinations are built. The Prep Course cannot overcome lack of
experience and will not guarantee a pass rate on the final exam.
The Prep Course will help you understand your areas of content
strengths and weaknesses, assist in guiding study activity, and
provide self‐directed study questions and information.

In an effort to prepare candidates for the computer based written
CPPB exam containing 175 questions, this course provides a
review that addresses key information on topics identified in the
UPPCC Body of Knowledge. Considered as a tool to help the
student in assessing their own strengths and weaknesses as they
relate to the subject matter, this course is only a part of the
candidates overall study plan for preparation. Candidates
authorized to test should enroll in the course at least three
months prior to the selected test date. Participation in this class
does not guarantee success on the examination.
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CEUs

1.6 CEUs

Extends over
This course does not
6 weeks
qualify for CEUs
16 hours

NIGP Course List

Instructor Led ‐ Online
Course Title

Certified Public Procurement Officer
(CPPO) Prep

UPPCC Body of
Knowledge
Domain

Learning Outcomes

Description

REVIEW ALL

Participation in NIGP’s Prep Course will help you prepare to sit for
the Universal Public Purchasing Certification Council (UPPCC)
examination for the Certified Public Procurement Officer
(CPPO).The Prep Class focuses study on the six areas of content
(domains) within the UPPCC Body of Knowledge upon which the
UPPCC examinations are built. The Prep Course cannot overcome
lack of experience and will not guarantee a pass rate on the final
exam. The Prep Course will help you understand your areas of
content strengths and weaknesses, assist in guiding study activity,
and provide self‐directed study questions and information.

In an effort to prepare candidates for the computer based written
CPPO exam containing 175 questions, this course provides a
review that addresses key information on topics identified in the
UPPCC Body of Knowledge. Considered as a tool to help the
student in assessing their own strengths and weaknesses as they
relate to the subject matter, this course is only a part of the
candidates overall study plan for preparation. Candidates
authorized to test should enroll in the course at least three
months prior to the selected test date. Participation in this class
does not guarantee success on the examination.
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Length/
Contact
Hours

CEUs

Extends over
This course does not
6 weeks
qualify for CEUs
16 hours

NIGP Course List

Online Self Study
Course Title

Spend Wisely: The Strategic Use of
Spend Analysis and Spend
Management (Online)

Debriefing Suppliers and Avoiding
Protests (Online)

How to Process and Evaluate Bids
(Online)

UPPCC Body of
Knowledge
Domain

Domain VI

Domain II

Domain II

Learning Outcomes

• Define spend analysis and spend management and differentiate
between the two
• Explain the benefits of spend management
• Describe the spend analysis process

• List the benefits of procurement debriefings to both buyers and
suppliers
• Apply an effective approach to debriefing suppliers
• Identify warning signs that a protest may be coming
• Describe ways to mitigate risk once a protest has been received

• List the procedures that one should follow to process sealed
bids correctly
• Identify and resolve mistakes in bids
• Determine a bidder's responsibility
• Recognize how to award a contract
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Description

Length/
Contact
Hours

CEUs

This is a self‐paced, online mini‐course designed for anyone
concerned with procurement transformation, particularly
achieving strategic cost savings. Every agency has the raw data
available to conduct a spend analysis but not necessarily the time,
resources, or expertise necessary to carry out the data
manipulation required. This course will describe the purpose of a
spend analysis, the process an organization would go through to
conduct a spend analysis and the benefits of a spend
management program that the analysis enables.

3 Contact
hours

0.3 CEUs

This self‐paced mini‐course is presented in a pre‐recorded
webinar format and includes a related text excerpt, quiz, and final
assessment to gauge your understanding of the content. This
course will explain that by taking the time to debrief your
suppliers after complex procurements, you can minimize protests
and maximize competition for your agency. Protest policies and
1 Contact hour
procedures protect the interests of the agency and the right
preparation prior to the debriefing session helps answer
suppliers’ questions. Learn the tools that mitigate challenges so
you can successfully handle a debriefing that results in better
competition in the future.

This course
does not
qualify for
CEUs

This self‐paced course is presented in a question and answer
format. The questions address the fundamentals of how to
process and evaluate bids. The answers to the questions help the
student to learn the material by exercise application examples.
The course concludes with an online assessment. This is a nuts
and bolts fundamentals course.

This course
does not
qualify for
CEUs

8 Contact
hours

NIGP Course List

Online Self Study
Course Title

Selecting the Right Procurement
Method (Online)

Specification Writing (Online)

UPPCC Body of
Knowledge
Domain

Domain II

Domain II

Learning Outcomes

Description

• Differentiate between the three main procurement methods:
requests for bids, requests for proposals, and requests for
qualifications.
• Identify the benefits and drawbacks to each of the three
procurement methods
• Identify legal and regulatory restrictions that may apply to your
choice of procurement method
• Outline a process for selecting an appropriate procurement
method for a specific procurement.
This self‐paced course is presented in a question and answer
format. The questions address fundamental specification
questions. The answers to the questions help the student to learn
the material by exercise application examples. The course
concludes with an online assessment. This is a nuts and bolts
fundamentals course.
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Length/
Contact
Hours

This self‐paced mini‐course is presented in a pre‐recorded
webinar format and includes a related text excerpt, quiz, and final
assessment to gauge your understanding of the content. This
course will explain the what, how, and why of the most common 1 Contact hour
procurement methods so you’ll know when it’s appropriate to ask
for bids, when to ask for proposals, and when to ask for
qualifications.

• Define what constitutes a good specification
• Delineate between the types of specifications
• Consider the principles of technical writing
• Develop a technical specification

6 Contact
hours

CEUs

This course
does not
qualify for
CEUs

This course
does not
qualify for
CEUs

151 Spring Street
Herndon, VA 20170

NIGP Proposal Response to
Commonwealth of Virginia RFP #E194‐1922
Training for Procurement Professionals
Section XVII. D. Technical Response Tab 4: Additional Information

Provide any information not requested in this RFP that would bring additional value to
an Agreement with the Commonwealth and Participating Entities, which may include:
1. Added Value: Any services, programs, different catalogs, enhancements, etc., which were

successful with other clients that may benefit the Commonwealth and Participating Entities
In support of the UPPCC certification and in support of the candidate, NIGP offers two
different study aides: an online assessment and flashcards. The online assessment tool
presents the candidates with hundreds of sample questions and can be used as a self‐
guided exam preparation tool. Through this self‐paced assessment tool, the candidate test
themselves within each of the domains (knowledge areas) of the UPPCC Body of
Knowledge. Learners receive feedback that compares responses on practice questions to
the correct answers. A reference list by domain for further study is included. In addition to
domain‐specific practice questions, the assessment tool offers a 100‐question exam that
simulates the UPPCC CPPB testing experience. Learners track their progress through raw
score and exam responses. Questions are developed to replicate the style and format of
the UPPCC Certification exam. The purpose of this assessment tool is to review and practice
within the subject area. A flashcard contains a concise amount of information and is used by
the learner as a study aid. The purpose of the flashcards is to help the candidate review
terms and definitions that may be included on the certification exam. These study aides can
be added to the catalogue and priced at a similarly discounted rate as the submitted
catalogue.
As a result of the extensive registration and invoicing process described in Section XVII. Tab
2. 1. o., NIGP is able to deliver a personalized transcript of the learner’s participation
including total earned contact hours and/or CEUs applicable to UPPCC eligibility. This
transcript can be submitted as documentation for proof of UPPCC education requirements
and eliminates the need for the individual to keep copies of certificates detailing attendance
or credit earned.
2. Any additional cost saving programs, rebates, incentives or discounts (i.e., volume, payment,

promotional, etc.) that are offered above and beyond the discounts in the Pricing Proposal.
Discounts that are listed in the table of Section XVII. D. Technical Response Tab 2 i.
Government client list and discounts provided over the past three (3) years, on page 12, are
available to clients who have accepted and agreed to current NIGP Contract Training
business processes. Discounts or incentives can be negotiated if the Participating Entity
would choose to accept all current NIGP Contract Training business processes.

Page | 37

Page | 39

Page | 40

You are required to answer ALL of the questions on this page.
Thank you for utilizing NIGP's Developing and Managing Requests for Proposals for your professional
development needs. We hope you have found this course to be beneficial to your professional growth. Please
take a moment to share with us your thoughts about this product. Your feedback is very important to us to
continually improve our educational programs!

1. Did the registration for this online course meet your expectations?
Yes
No
Not Sure
2. Was accessing the course simple?
Yes

No

3. Was accessing the discussion and collaboration portions of the course simple?
Yes

No

4. If you answered “No” to any of the above please explain below. Otherwise, please enter N/A.

Online Content:

5.

The content was consistent with its description
Agree
Tend to Agree
Tend to Disagree
Tend to Agree

6.

The content was relevant to my work.
Agree
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Tend to Agree
Tend to Disagree
Disagree
7.

The content was relevant to items that are covered in the UPPCC Body of Knowledge.
Agree
Tend to Agree
Tend to Disagree
Disagree

8.

The textbook is a valuable resource.
Agree
Tend to Agree
Tend to Disagree
Disagree

9.

The discussion held was valuable to my continuing preparation.
Agree
Tend to Agree
Tend to Disagree
Disagree

10. The quizzes provided good practice.
Agree
Tend to Agree
Tend to Disagree
Disagree

The Instructor:

11. The instructor was knowledgeable of the subject matter
Agree
Tend to Agree
Tend to Disagree
Disagree
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12. The instructor presented the material in an organized way.
Agree
Tend to Agree
Tend to Disagree
Disagree
13. The instructor encouraged participation.
Agree
Tend to Agree
Tend to Disagree
Disagree
14. The instructor’s comments held my attention.
Agree
Tend to Agree
Tend to Disagree
Disagree
15. The instructor was responsive to participant concerns.
Agree
Tend to Agree
Tend to Disagree
Disagree
16. The instructor helped my understanding of topics through discussion.
Agree
Tend to Agree
Tend to Disagree
Disagree
17. The instructor exhibited a professional manner.
Agree
Tend to Agree
Tend to Disagree
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Disagree
18. The instructor provided feedback on my mastery of the learning outcomes.
Agree
Tend to Agree
Tend to Disagree
Disagree

Please rate the following components of the course in helping you prepare for your exam.

19. Supplementary Readings
Very Helpful
Somewhat Helpful
Neutral
Not Helpful
20. Practice Quizzes
Very Helpful
Somewhat Helpful
Neutral
Not Helpful
21. Discussion Board
Very Helpful
Somewhat Helpful
Neutral
Not Helpful

Participant Benefit:

22. My learning objectives were addressed.
Agree
Tend to Agree
Tend to Disagree
Disagree
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23. I was motivated and challenged by this online course.
Agree
Tend to Agree
Tend to Disagree
Disagree

Participant Benefit: Rate how well you understand the following objectives:

24. Select the best solicitation process for a given procurement.
Excellent Understanding
Good Understanding
Fair Understanding
Poor Understanding
25. Describe market research & Develop evaluation criteria to form the evaluation team.
Excellent Understanding
Good Understanding
Fair Understanding
Poor Understanding
26. Develop a Scope of Work (SOW).
Excellent Understanding
Good Understanding
Fair Understanding
Poor Understanding
27. Describe the underlying principles of handling proposals.
Excellent Understanding
Good Understanding
Fair Understanding
Poor Understanding
28. Evaluate Proposals and Select an Offeror.
Excellent Understanding
Good Understanding
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Fair Understanding
Poor Understanding
29. Prepare to conduct a negotiation.
Excellent Understanding
Good Understanding
Fair Understanding
Poor Understanding
30. Describe how to customize the terms and conditions for a specific procurement.
Excellent Understanding
Good Understanding
Fair Understanding
Poor Understanding
31. Prepare to conduct a debriefing session.
Excellent Understanding
Good Understanding
Fair Understanding
Poor Understanding

Overall:

32. I recommend this instructor for future online courses.
Agree
Tend to Agree
Tend to Disagree
Disagree
33. I recommend this online course to others.
Agree
Tend to Agree
Tend to Disagree
Disagree
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For questions 34-39, please enter N/A for the questions you choose not to answer.

34. What did you like best about this course?

35. What did you like least about this course?

36. What additional instructional media (case studies, videos, etc.) would have enhanced this online
course?

37. What could be done to improve this learning experience?

38. What other online courses would you like to see NIGP offer? Please enter N/A if this question does
not apply to you.

39. How many hours per week did you spend on this course?
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Optional Contact Information
As part of the evaluation process, we may wish to request additional feedback.

40. NIGP would like your feedback for promotional and product development purposes. If you would like
to share your thoughts (positive or negative) about this course with other members and NIGP staff,
please enter a quote about the course here with your name, agency, and date. If not, please enter
N/A.

Confirm
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