GENERAL GUIDANCE FOR COMPLETING THE SUPERVISORY REVIEW 

AND PMCDP PARTICIPANT PROFILE 


General Information

The Supervisory Review/Participant Profile is designed to be used by program/site offices and the Project Management Career Development Program (PMCDP) Certification Review Board (CRB) to document completion of competency requirements for certifying federal project directors in the U.S. Department of Energy (DOE).  Program and site offices have key responsibilities in approving individual competencies, tracking the certification status of project directors, and submitting applications (i.e., Supervisory Review/Participant Profile) for certification review.  Accordingly, incumbent federal project directors (i.e., federal project directors) and candidate federal project directors (i.e., candidate project directors) should critically document how competencies are achieved through training/education, experience, or appropriate certification (e.g., Project Management Professional) or licensure (e.g., Professional Engineer), etc.  Correspondingly, Site and Line Managers are requested to critically assess incumbent federal project directors’ and candidate federal project directors’ competencies leading to certification. It is expected that Site/Line Managers and Program Secretarial Offices will review appropriate documentation, conduct interviews as necessary, and/or consult with appropriate persons at site or program offices to adequately determine that persons purposed for certification meet required competencies for federal project director certification within the U.S. Department of Energy/National Nuclear Security Administration (NNSA).  

Documentation of competencies by federal project directors and candidate project directors should be prepared using the PMCDP Certification and Equivalency Guidelines (CEG), which lists detailed knowledge and skill requirements of the four levels of certification (i.e., Levels 1, 2, 3, and 4) which are contained in 11 knowledge and skill categories: General Project Management, Leadership/Team Building, Scope Management, Communication Management, Quality/Safety Management, Cost Management, Time Management, Risk Management, Contract Management, Integration Management, and Behavioral.



In completing the Supervisory Review/Participant Profile, federal project directors, candidate project directors, and program/site offices should note the following:

· All submittals should be completed electronically using the MSword or excel spread template.  Copies of the Supervisory Review/Participant Profile and CEG are available at 

http://oecm.energy.gov/Default.aspx?tabid=287.
· Competencies are cumulative through Levels 1 through 4. For example, those seeking certification at Level 4 are required to document how competencies are achieved for Levels 1, 2, 3 and 4.  Similarly, those seeking certification at Level 3 are required to document how competencies are achieved for Levels 1, 2 and 3. Those seeking Level 2 are required to document competencies for Levels 1 and 2. Those seeking Level 1 are required to document competencies for Level 1.

· To assist the Office of Engineering and Construction Management (OECM) in identifying persons who should be considered a part of the PMCDP, program/site offices are requested to forward a copy of the coversheet (non–signed) to OECM (via djoy@legin.com).  The coversheet captures general information about federal project directors and candidate project directors that will be used to identify persons as part of the PMCDP cadre, forecast and plan for CRB reviews, facilitate communications, and identify persons who may receive priority placement when registering and participating in PMCDP coursework.

· Please note that the certification candidate’s completed Supervisory Review/Participant Profile is to be submitted to their program office for submission to the CRB for certification.
· Formal submission of a signed Supervisory Review/Participant Profile to OECM by the program office constitutes a request for certification review.  Please note submission of the Supervisory Review/Participant Profile does not equate to certification.  Certifications will be issued by OECM and NNSA.  Persons recommended for certification following a CRB review will receive a certificate via their program office signed by both OECM and NNSA that indicates their status as a certified federal project director.  The completed electronic Supervisory Review/Participant Profile should be sent to djoy@legin.com.  The original signed copy should be submitted to OECM to Wanda Chambers, PMCDP Program Manager (Forrestal Building, ME-90, 4B-122).
· Persons who previously submitted preliminary profiles to the PMCDP are requested to update and re-submit in the format of the Supervisory Review/Participant Profile to their program offices for submission to the CRB for certification.  The completed electronic Supervisory Review/Participant Profile should be sent to djoy@legin.com.  The original signed copy should be submitted to OECM to Wanda Chambers (PMCDP Program Manager, Forrestal Building, ME-90, 4B-122).
· Please note that the certification candidate’s PMCDP profile information will need to be subsequently entered into CHRIS/ESS by the certification candidate; CHRIS/ESS serves as the official tracking system for documenting completion of competency requirements, as well as tracking participation in PMCDP.  

· Program Secretarial Officers and Field Element Managers (including operations offices, site offices, area offices, project offices, and service centers) will ensure training and certification records for project directors are accumulated and maintained in the DOE CHRIS/ESS. Generally a Human Resources official who has administrative authority for CHRIS/ESS must associate individual participants to the PMCDP.  When this occurs, the individual PMCDP link will become active.  Otherwise, the ESS link will indicate that the individual is not a PMCDP participant.  Association of the project directors in CHRIS is outlined in a tutorial on the CHRIS website: http://chris.inel.gov/HR_Admin/CHRIS_PMCDP.pdf
Fields in the Supervisory Review/Participant Profile  

Coversheet /First Page

Certification Candidate Name – please list name as the candidate wishes to appear on official documentation if approved for certification (e.g., John G. Smith, Jonette Smith, John George Smith, etc.).

Operations/Area Office – please identify the operations and/or area office (e.g., Chicago Operations Office/SC).

Requested Level of Certification – please identify Level as 1, 2, 3, or 4.

Project TPC – Total Project Cost (in millions (M)) corresponding to the requested level of certification (should also be documented in the history of project management experience).

Federal Project Director or Candidate - please indicate if the certification candidate is an incumbent federal project director or a candidate federal project director.

Phone Number – please provide office number where certification candidate can be reached.

Email – please provide office email address where certification candidate can be reached.
Title – please provide certification candidate’s title in his/her project management capacity (e.g., project director, project engineer, office director, program manager, COR, etc.) or his/her job position title if applicable (e.g., financial analyst, program director, general engineer, physical scientist, etc.).

Grade – please list in your current Grade in your job capacity with DOE.

Years Project Management Experience in DOE – please list total cumulative years (e.g., 0.5 years, 3.0 years, 20.5 years, etc.).


In Other Agencies – please see above.


In Private Sector – please see above.

Highest Degree Earned – please identify earned degree from an accredited college or university.

Field of Study – please identify major field of study.

Certificates/Licenses – please list certifications and licenses that may be used to document PMCDP competencies, e.g., Professional Engineer (PE), Registered Architect (RA), Project Management Professional (PMP), etc.

Site Manager Name – please list name of candidate/federal project director’s site manager.

Site Manager Signature – site manager is requested to please sign in the field identified for signature and date.

First Line Manager Name – please list name of candidate/federal project director’s first line manager.

First Line Manager Signature – Line Manager is requested to please sign in the field identified for signature and date.  Also please check yes or no to indicate if the First Line Manager is also the candidate/project director’s supervisor.

General Comments:  certification candidates and site/program office officials (e.g., Site/Line Managers) are invited to include any general comments related to the review of federal project directors’ competencies or any information that may be pertinent in regard to the CRB’s consideration of the project director or candidate project director as a certified federal project director.  

Required Competencies by Level

Yes/No

· Based on information provided in the “Comments” field by the certification candidate and any subsequent supporting documentation, site manager is requested to please check YES if the competency is achieved. If the competency is not achieved, please check NO.

TRG (Training)

· Please check if the competency is achieved through training/education in entirety or a combination with experience.  If this field is checked, information in the “Comments” field should identify training or what part of that documents how the competency is achieved (e.g., 24 hours Earned Value Management Approaches completed June 1999 from ESI; one semester Applications of Earned Value Management completed May 2000 at University of Texas; 24 hours Contract Administration for Technical Representatives completed December 2003 at DOE, etc.).

EXP (Experience)

· Please check if the competency is achieved through experience in entirety or a combination with training. If this field is checked, information in the “Comments” field should identify experience that documents how the competency is achieved in detail (e.g.,  served five years as COR on the Leading Edge Environmental Management Procurement with the Pittsburgh Energy Technology Center from 1998 to 2003).

Comments section (Comments should be completed for each competency in the level.  Please do not leave any blank)
· Please document in as much detail as possible about how the competency is achieved.  If achieved, where applicable, via PMP certification, please list “PMP” and include certificate number.  If achieved via professional engineer license, where applicable, please list “PE” and likewise if achieved via registered architect license, please list “RA”.  If achieved via training and/or experience, please document title of training/education coursework, organization, duration, and when taken and/or what specific part of the course(s) address the competency (e.g., 24 hours Earned Value Management Systems completed December 2003 at DOE, 8 hours of  a 32 hour course on Project Management for Financial Specialists focused on cost estimating, etc. ).  Additionally where achieved via experience please document accordingly (e.g., 1997-2001 served as a team leader for implementing environmental regulations and was responsible for preparing annual NEPA documentation and conducting routine environmental regulatory analyses for the Facility Waste Project at Los Alamos). Over use of repetitive responses are not encouraged (e.g., listing the same eight courses to meet individual PMCDP competency requirements).  Please specifically list what training, education, or experience meet the competency.  Quality response is better than quantity in this case.
History of Project Management Experience  

· Please provide project history over the past ten years, may additionally include any projected future projects that will enter start-up during the next twelve months

· Project Cost (i.e., "Total Project Cost" and not "Life Cycle Cost").

· Project Name (also include location and current decision/project phase. If project is not a DOE funded project, then please include the name of the organization/company and brief description of project). 

· Project Schedule/Decision Phase (i.e., start and end date).

· Specific role  - Please provide detailed information (i.e., please identify your specific project role(s), e.g., project director, project manager, integrated project team member, program director, office director, program manager, COR, scientist, engineer, architect, etc. and describe project management activities that you conducted or are conducting in relation to your role in the project.  Also please describe in detail your specific involvement during project life cycle (e.g., served as project manager during CD-0 through CD-1 from 7/95 through 9/97; served as project engineer during project closeout from 1/03 through 9/03; currently serve as federal project director during CD-4 project closeout from 9/03 to present;  currently serving as project engineer during project closeout; served as COR/COTR for years 3 and 4 during the seven year project life cycle (1990-1997); served as site supervisor for six months during the 3rd year of the 5 year project; as project scientist/engineer/program representative, served in the capacity of the project director during pre-project planning stages for one-year; etc.). The type of project (e.g., remediation, design/build, GPP, line item capital project, operating funded projects, including major items of equipment (MIEs)), etc.; CD phases the project progressed through while you were assigned; whether you were the only project director or shared responsibility with other assigned project directors; if you were one of many assigned to the project, what were the specific areas for which you were responsible during the life cycle of the project; and if you were you preceded or followed by other project director(s).  For instance, you took the project through CD-0 and then followed by others for the completion of the project, or you took the project from CD-1 through CD-3 only and then others took it to completion.
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