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14 FAH-3 H-400
ASSESSMENT OF SKILL AND
TRAINING

14 FAH-3 H-410
GENERAL

(CT:AQM-2; 04-21-2008)
(Office of Origin: A/OPE)

14 FAH-3 H-411 PURPOSE
(CT:AQM-1; 11-29-2005)

The development of a professional acquisition workforce depends on first
assessing employees’ current skills and then providing both formal
classroom training and on-the-job training (OJT) to expand or enhance those
skills.

14 FAH-3 H-412 EMPLOYEE INTERVIEW
(CT:AQM-1; 11-29-2005)

Supervisors of acquisition personnel (whether U.S. citizens or Foreign
Service nationals) should conduct an employee interview with each
subordinate who performs acquisition duties within the first 30 days of duty
for new employees. The purpose of the interview is to determine areas in
which the employee is currently proficient and where additional training is
necessary. Supervisors should review employee’s skills and needs on an
annual basis during the Individual Development Plan (IDP) process.

14 FAH-3 H-413 INDIVIDUAL DEVELOPMENT
PLAN (IDP)
(CT:AQM-2; 04-21-2008)

a. At the conclusion of the employee interview, the supervisor and employee
must jointly develop and sign an Individual Development Plan (IDP). The
IDP should include all education required by law (Section 4307 of the
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Federal Acquisition Reform Act) and all mandatory Department of State
acquisition training. Completing the training and developmental
assignments set forth in an IDP should help employees develop
proficiency in the skills described in the Federal Acquisition Institute’s
Competency-Based Career Development Training Guide.

b. Heads of contracting activities (HCAs), both domestic and overseas, must
use Form DS-1911, Individual Development Plan for Acquisition
Personnel, and Form DS-1911-A, Individual Development Plan for
Acquisition Personnel—Training and On-the-Job Development, available
on the Directives Web site. These forms must be used to document
career development and collect career management information. These
forms were developed to collect the key information necessary to track
the completion of training and related activities by contracting personnel.
The forms have data fields for planned and completed training, date of
most recent IDP, and various aspects of experience and
accomplishments. The forms are shown in 14 FAH-3 Exhibit H-413A and
14 FAH-3 Exhibit H-413B, respectively.

14 FAH-3 H-414 PERFORMANCE APPRAISALS
(CT:AQM-2; 04-21-2008)

Employee interviews and Individual Development Plans (IDPs) should be
integrated into the performance appraisal process. The goal is to have in
place generic performance standards that reflect the competencies identified
in the Federal Acquisition Institute (FAI) Competency-Based Career
Development Training Guide. The employee interview and IDP may be used
as part of the process of establishing performance standards for employees.
IDPs should reflect the employee’s most recent appraisal and plan for any
education and training needed to improve performance.

14 FAH-3 H-415 THROUGH H-419
UNASSIGNED
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14 FAH-3 EXHIBIT H-413A
FORM DS-1911, INDIVIDUAL DEVELOPMENT

PLAN FOR ACQUISITION PERSONNEL
(CT:AQM-1; 11-29-2005)

& U .S, Department of State
INDIVIDUAL DEVELOPMENT PLAN FOR ACQUISITION PERSOMNMNEL

EFFECTIVE DA TE OF PLAM (rmn, dd, vyl

HARAE OF BRAPLOYEE EEING RO TED (Las!, Fl=d, M)
FRObA T

PRESEMT POSITIOM/GRADE & TITLE EUREAILNOFFICE OF POST

WO FRE TELEPHOME MO, MAME OF SUPERVIZSOR TITLE OF SUPERVISOR

SEHORT TERhA COAREER QO ALE (OME YEQ R LOMG TERhA CAREER QOALE (3 TO 5 YEARS)

ASEIGMMENT HIETORY WITHINM aCaUIEITION OF FICES

NTLE SUPER VIS OR Y EXPERIENCE ETART DATE EHD DATE
LSk block for e or Mol TR’y il TRt = v )

EDUCATION (Typ= college, wade school, unlon apprendceship, military schools

DATE
IMETITUTION DEGF EE hALJOF FIELD LOCATION f i) TvPE

DE-1511 ATTACH 0D TIOMAL P APER FOR MORE SPACE Pag= 1 of 2

11-2002
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TRAINING PLANMECVAPPROWED (Type: TG =Technical, &AM =Administraion/Mamge ment, M =Mandatony,
FC = Formal Clasarcom, D= Distance Learning, &= Correaponde nce, &S =fAcceptable Substitute Training,
ET =Equiralen:y Test, O=0then

TTLE DATE Lo TION GIVEMEY MO, OF HOURS TVPE

CURRENT WA RR ANT LEWEL

LEWEL OF WMAFRRAMT TWPE OF WARRAMT | DATEISEUED imw-a'o-y ey REZ TRICTIOMS

MEMEEREHIFICER TIFICATION (Typ=: M= Mambarship, C = Cadiicadomn

ACTIVITY Tv'PE DATE inveraa 4wl

PRIVASY ACT STATEMENT
Thiz information is collected under the authority of 5 W.S.C. Section 410171 eteeqg., 41 U5 .C. Section 414,
Executive Qrder 12931, and Office of Federal Procuremsent Policy Latter 92-3 and 97.1. The Frimary uzers of
thiz information will be the Gffice of the Procurement Execotive and each contracting activity 's raining officer
within the affected Bureau who can determine cument and future training requirementz of individuals
performing procurement duties.  Thi= information is gathered to ensure that proper recognition i= given to
individual employes for higfher performance record. Furnishing information on this form in woluntarny, bt
failure to do =o may resudlt in the inakility to identify appropriate training opportunities for professional
dewsloprent or to accond propar recognition for performanca.

COMPLETE DE-151148 TO UET SCOMPLETED TR AIMIMG ARD DEVELD PREMTAL A5 EIGHNPAEMTS Pagz Z of 2
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14 FAH-3 EXHIBIT H-413B
FORM DS-1911-A, INDIVIDUAL
DEVELOPMENT PLAN FOR ACQUISITION
PERSONNEL - TRAINING AND ON-THE-JOB
DEVELOPMENT
(CT:AQM-1; 11-29-2005)

U.5. Department of State

INDIVIDUAL DEVELOPMENT PLAN FOR ACQUISITION
PERSONNEL - TRAINING AND ON-THE-JOB DEVELOPMENT

TRAINING COMPLETED (Type: TC=Technical, A/M = Administration/Management, M = Mandatory, FC = Formal Classroom, D = Distance Learning.
G = Correspondence, AS = Acceptable Substitute Training. ET = Equivalency Test, O =Other)

TITLE DATE LOCATION Fa| GIVEN BY NO. OF TY'PE
{mm-dd-yyyy) COMPETENCY HOLIRS
N,

ON-THE-JOB DEVELOPMENT {Method: 1 =work assignment, 2 = rotational assignment, 3 =practicum. 4 = other)

DESCRIPTION FAl COMPETEMNCY METHOD DATE FROM DATE TO
NO, {mm-dd-yyyy) | (mm-dd-yyvy)
DS-13114 ATTACH ADDITICNAL SHEETS AS NECESSARY Fage 1af1

11-z002
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