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Audit Professionals 77 

Energy Management Professionals 86 

Human Resources Professionals 103 

IT Professionals 104 

Project Management Professionals 105 

Procurement Professionals 106 

Mayor’s Office of Contract Services Courses 107 

National Institute of Governmental Purchasing (NIGP)  

Foundation Courses for Certification 

(Located in the Certification & Credit Bearing Portfolio)  

130 

Small Business Services M/WBE Courses 

(Located in the Certification & Credit Bearing Portfolio)  
140 

These courses and programs are designed for specific communities of 

practice to allow for continuity in networking, collaboration, and 

knowledge sharing.  Whether you are in the Energy, Audit, 

Procurement or IT community, or are an HR Professional, you can find 

programs geared specifically to your field of expertise. 

PROFESSIONAL PRACTICES PORTFOLIO 

PROFESSIONAL PRACTICES PORTFOLIO 
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PROFESSIONAL PRACTICES PORTFOLIO 

Developing and Presenting Audit Findings 

 

Receive in-depth, hands-on guidance and practice in developing audit findings.  Adequate finding development 

requires that you compile sufficient, relevant information to satisfy the audit’s objectives, promote an 

adequate and correct understanding of the reported matters and convince readers to recognize the validity of 

the findings and the benefit of implementing any recommendations.  Learn the appropriate finding elements 

to match the kind of audit you are doing.  In multiple case exercises you practice developing audit findings for 

the following types of audits: compliance, processes and controls, accomplishments and impact. 

 

Objectives:  

 Cite the government auditing standards provisions that apply to developing and presenting audit findings 

 Explain the central role of effective audit objectives in finding development 

 Describe two findings paradigms used in performance auditing and the elements they contain 

 Outline a finding and prepare a synopsis summarizing the audit results in response to the audit’s 

objectives 

 Develop and present audit findings and related conclusions and recommendations 

 

Target Audience: New auditors who do performance, contract and grant auditing.   It will also benefit 

experienced auditors who have had limited exposure to the subject matter 

 

Course Code: A7021 

Days of Training: 2 

Dates: Sept 24-25  

Cost: $475 

CEUs/CPEs: 1.2/16 

 

COURSES FOR AUDIT PROFESSIONALS 

City agencies must ensure that all internal audit staff comply with federally mandated Government 

Auditing Standards. To help City auditors meet this standard, Learning & Development offers an extensive 

curriculum of audit training courses. These courses are relevant to auditors' and audit managers' needs, 

and are tailored to the New York City government audit environment. 
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PROFESSIONAL PRACTICES PORTFOLIO: AUDIT PROFESSIONALS 

Dun & Bradstreet Supplier Risk 
Manager: Introduction to Spend 
Analysis 

 

This course serves to introduce City employees to 

the Spend Analysis functions available through D&B 

Supplier Risk Manager (SRM), which is a tool that 

monitors, compiles, and assesses supplier data for 

the purpose of risk management.  In addition to 

vendor monitoring capabilities, D&B also provides 

user access to spend data of their respective 

agencies. In this course, participants will learn about 

how to access their agency spend data and conduct 

research & analysis. The course will show users how 

to view their agency’s overall expenditures, 

investigate spend across time and commodity, and 

conduct other research such as supplier linkage and 

spend across other pertinent indicators (e.g. M/

WBE).  This will enable managers and other 

administrators to develop better informed strategic 

decisions around finance and budget.  

 

Note: This course does not require “Introduction to 

D&B Supplier Risk Manager” as a prerequisite.  The 

class covers SRM basics and key functions, but 

focuses on the Spend Analysis capabilities of the 

system.  Employees are encouraged to view the two 

courses as complementary and to take 

“Introduction to D&B Supplier Risk Manager” if they 

would like to learn more about the breadth of tools 

the platform has to offer. 

 

Target Audience: Auditors, investigators and 

attorneys at all levels who participate on task forces 

to uncover fraud schemes  

 

Course Code: A8215 

Days of Training: ½ Day 

Dates: Sept 23 (12:00p-2:00p) 

Cost: N/C 

CEUs/CPEs: .2/2 

  Information Systems Auditing 

 

Learn the basic processes, tools and techniques involved 

in auditing today’s information systems.  Through 

exercises, case studies, lectures and discussions, 

participants learn the basic audit techniques specified in 

the Federal Information System Controls Audit Manual 

(FISCAM), Information Systems Audit and Control 

Association’s (ISACA) methodology and other audit 

guidance. Alternative methods of evaluating and testing 

general and application controls, including identifying 

indicators of potential fraud, are discussed. 

 

Objectives: 

 Define, select and perform basic audit tests 

 Analyze general controls as applied to application 

systems 

 Evaluate existing application systems 

 Audit the various phases of systems development 

 Assess the adequacy of backup and recovery/

business resumption planning 

 

Target Audience: New auditors and experienced auditors 

with limited exposure to the subject matter 

 

Prerequisite: Information Technology for Auditors or 

equivalent 

 

Course Code: A8029 

Days of Training: 2 

Dates: Sept 30-Oct 1  

Cost: $475 

CEUs/CPEs: 1.2/16 
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PROFESSIONAL PRACTICES PORTFOLIO: AUDIT PROFESSIONALS 

Interviewing Techniques for Auditors 

 

Sharpen your skills in obtaining the information 

necessary for an effective audit through practice 

interviews. Participants learn the mechanics of 

effective interviewing techniques through lectures, 

discussions and simulated interview exercises.  The 

major steps of the interview process will also be 

demonstrated in mock interviews, where role-play 

exercises help identify problems in audit 

interviewing, and provide guidelines for various 

solutions.   

 

Objectives: 

 Plan and conduct effective audit interviews 

using an eight-step model 

 Conduct effective individual and team 

interviews 

 Manage the interpersonal dynamics that occur 

between auditors and auditees 

 Select an appropriate note-taking technique 

 Listen more effectively during an interview 

 Use appropriate questioning and paraphrasing 

skills 

 

Target Audience: New auditors and experienced 

auditors who want to enhance their skills 

 

Course Code: A7012 

Days of Training: 3 

Dates: Oct 27-29  

Cost: $550 

CEUs/CPEs: 1.8/24 

 Introduction to Dun & Bradstreet Supplier 

Risk Manager  

 

This course prepares users with the necessary skills to 

use Dun & Bradstreet’s vendor management tool.  Dun & 

Bradstreet’s “Supplier Risk Manager” monitors, 

compiles, and assesses supplier data including, but not 

limited to, vendor’s demographics, financials, corporate 

family linkage, government and industry compliance 

status, and diversity classifications. The platform provides 

access to over 200 million supplier records, search/look-

up capabilities, and customizable functions such as user-

defined dashboards.  This course will demonstrate how 

Supplier Risk Manager can assist users in conducting 

responsibility determinations, locating M/WBE and 

Green certified vendors, conducting agency spend 

analysis, and establishing active risk alerts for purposes 

of post-award contract management. 

 

Target Audience: Employees conducting responsibility 

determinations, program staff, contract managers, 

budget and finance analysts/managers, legal counsel/

compliance units, data analysts, and other staff that 

interact with vendors on an ongoing basis 

 

Course Code: A8200 

Days of Training: ½ Day 

Dates: Oct 7 (12:00p- 2:00p) 

Cost: N/C 

CEUs/CPEs: .2/2 
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PROFESSIONAL PRACTICES PORTFOLIO: AUDIT PROFESSIONALS 

Making Your Case to Prosecute Fraud 

 

Fraud is a booming business today.  With fraud schemes becoming more sophisticated and defense attorneys more 

proactive, there is a need for more interaction among auditors, investigators and prosecutors.  Often task forces are 

assembled for this purpose.  Learn how each team member contributes to the success of such joint efforts and the 

special rules and procedures that apply in obtaining evidence to substantiate and prosecute fraud.  Learn the pitfalls 

to avoid in pursuing fraud on your own and how to discern whether a potential fraud scheme you have identified in 

an ongoing audit maybe prosecutable.  

  

Objectives: 

 Describe and apply the five elements of a prosecutable fraud scheme 

 Be conversant with the criteria used by prosecutors in making litigation decisions 

 Describe the current situation that mandates joint task force efforts of auditors, investigators and prosecutors – in 

combating fraud, and the auditor’s role in such a task force 

 Contrast the standards of evidence and rules of collection that apply in auditing from those that apply in 

prosecuting fraud 

 Differentiate the various ways that a government agency may obtain evidence for use in administrative, civil, and 

criminal cases 

 Describe the restrictions that a government agency must observe in obtaining evidence for use in prosecuting a 

criminal fraud case  

 Apply general litigation principles and procedures to audit planning, implementation, and defense to include 

testifying 

 

Target Audience: Auditors, investigators and attorneys at all levels who participate on task forces to uncover fraud 

schemes and prosecute the perpetrators. Also for auditors wanting to know the rules that apply in independently 

pursuing fraud as part of an audit 

 

Course Code: A8090 

Days of Training: 2 

Dates: Nov 6-7  

Cost: $475 

CEUs/CPEs: 1.2/16 
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PROFESSIONAL PRACTICES PORTFOLIO: AUDIT PROFESSIONALS 

Making Your Case to Prosecute Fraud 

 

Fraud is a booming business today.  With fraud schemes becoming more sophisticated and defense attorneys more 

proactive, there is a need for more interaction among auditors, investigators and prosecutors.  Often task forces are 

assembled for this purpose.  Learn how each team member contributes to the success of such joint efforts and the 

special rules and procedures that apply in obtaining evidence to substantiate and prosecute fraud.  Learn the pitfalls 

to avoid in pursuing fraud on your own and how to discern whether a potential fraud scheme you have identified in 

an ongoing audit maybe prosecutable.  

  

Objectives: 

 Describe and apply the five elements of a prosecutable fraud scheme 

 Be conversant with the criteria used by prosecutors in making litigation decisions 

 Describe the current situation that mandates joint task force efforts of auditors, investigators and prosecutors – in 

combating fraud, and the auditor’s role in such a task force 

 Contrast the standards of evidence and rules of collection that apply in auditing from those that apply in 

prosecuting fraud 

 Differentiate the various ways that a government agency may obtain evidence for use in administrative, civil, and 

criminal cases 

 Describe the restrictions that a government agency must observe in obtaining evidence for use in prosecuting a 

criminal fraud case  

 Apply general litigation principles and procedures to audit planning, implementation, and defense to include 

testifying 

 

Target Audience: Auditors, investigators and attorneys at all levels who participate on task forces to uncover fraud 

schemes and prosecute the perpetrators. Also for auditors wanting to know the rules that apply in independently 

pursuing fraud as part of an audit 

 

Course Code: A8090 

Days of Training: 2 

Dates: Nov 6-7  

Cost: $475 

CEUs/CPEs: 1.2/16 

  Practical Statistical Sampling for Auditors 

 

Learn to select and implement sampling methods used in conducting performance audits.  Equip yourself with the 

knowledge and skills needed to solve, appraise and interpret the results of statistical samples.  Participants will also 

use Excel statistical functions and sampling software that are applicable to audits.  Learn all the steps from problem 

formulation to statistical design, sample-size determination, field work, analysis and presentation of findings. 

 

Objectives: 

 Formulate the audit problem and the approach to its solution, including the conduct of a pilot (test) sample 

 Explain the advantages of and when to use random, stratified random and cluster sampling for attributes and var‐

iables 

 Choose an appropriate method of sample selection 

 Determine the appropriate size of sample 

 Select a statistical sample and derive essential facts to form audit findings 

 Present findings with reasonable assurance of their correctness 

 Identify some key problems that can occur when using samples for estimation 

 

Target Audience: Auditors who have some experience in performance auditing 

 

Prerequisite: Basic Governmental Auditing or Conducting Performance Audits or equivalent 

 

Course Code: A8112 

Days of Training: 4 

Dates: Nov 18-21  

Cost: $675 

CEUs/CPEs: 2.4/32 
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PROFESSIONAL PRACTICES PORTFOLIO: AUDIT PROFESSIONALS 

Quick Response Auditing 

 

Learn how to reduce the cycle time for your performance audits while maintaining quality, meeting user needs and 

complying with auditing standards.  In this course, you learn when it is appropriate to offer clients alternatives to 

classic “full scope” audit coverage, such as quick response audits and consulting engagements.  Participants explore 

the unique auditor-customer relationship that must be established to deliver products quickly and learn how to tailor 

audit products to better meet client needs.  Drawing on case studies, learn to write objectives to facilitate prompt 

field  work, timely reporting and ways to narrow or limit the scope of audit work to satisfy the objectives. 

 

Objectives: 

 Discuss why timely receipt of audit results have become increasingly important to those whom government 

auditors serve 

 Identify appropriate conditions for quick response audits 

 Describe techniques for limiting the number and breadth of audit objectives to facilitate quick audits 

 Identify techniques for limiting audit scope 

 Examine the flexibility in Government Auditing Standards that can be leveraged to foster quick response in audit 

engagements 

 Discuss the use of non-audit services in delivering prompt information to government auditor’s clients 

 

Target Audience:  Experienced auditors, including supervisors, team leaders and managers 

 

Course Code: A8011 

Days of Training: 2 

Dates: Oct 14-15  

Cost: $475 

CEUs/CPEs: 1.2/16 
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Quick Response Auditing 

 

Learn how to reduce the cycle time for your performance audits while maintaining quality, meeting user needs and 

complying with auditing standards.  In this course, you learn when it is appropriate to offer clients alternatives to 

classic “full scope” audit coverage, such as quick response audits and consulting engagements.  Participants explore 

the unique auditor-customer relationship that must be established to deliver products quickly and learn how to tailor 

audit products to better meet client needs.  Drawing on case studies, learn to write objectives to facilitate prompt 

field  work, timely reporting and ways to narrow or limit the scope of audit work to satisfy the objectives. 

 

Objectives: 

 Discuss why timely receipt of audit results have become increasingly important to those whom government 

auditors serve 

 Identify appropriate conditions for quick response audits 

 Describe techniques for limiting the number and breadth of audit objectives to facilitate quick audits 

 Identify techniques for limiting audit scope 

 Examine the flexibility in Government Auditing Standards that can be leveraged to foster quick response in audit 

engagements 

 Discuss the use of non-audit services in delivering prompt information to government auditor’s clients 

 

Target Audience:  Experienced auditors, including supervisors, team leaders and managers 

 

Course Code: A8011 

Days of Training: 2 

Dates: Oct 14-15  

Cost: $475 

CEUs/CPEs: 1.2/16 

  

PROFESSIONAL PRACTICES PORTFOLIO: AUDIT PROFESSIONALS 

Reviewing Other People’s Report Writing 

 

Reviewing draft audit reports written by others is a critical and delicate skill.  In this workshop participants will learn a 

structured process for efficiently evaluating the accuracy, appropriateness and readability of audit reports and for 

checking that findings are convincing, clear, objective and complete yet concise. Audit professionals will discover how 

best to provide effective, constructive feedback with the ultimate goals of preparing better drafts and improving 

writing skills.  Through individual and group exercises, participants will practice applying the structured review pro‐

cess and developing new feedback skills. 

 

Objectives: 

 Explain the role and responsibility of the reviewer 

 Use Government Auditing Standards as the foundation throughout the report review, feedback  

       and revision process 

 Describe an eight-step review process for evaluating audit report drafts 

 Apply this structured review process to evaluate communication problems quickly in draft reports you review 

 Provide effective oral and written feedback from the review process to those who draft audit reports 

 

Target Audience: Auditors who review reports written by other auditors 

 

Course Code: A9502 

Days of Training: 2 

Dates: Jan 13-14  

Cost: $475 

CEUs/CPEs: 1.2/16 
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PROFESSIONAL PRACTICES PORTFOLIO: AUDIT PROFESSIONALS 

Skills for Leading & Managing Audit Projects 

 

Acquire the knowledge and skills you need to be an outstanding leader, one who can influence audit teams to 

boost productivity and achieve positive result. Learn concepts and techniques for managing audit projects from 

proposals through reporting and for making the best use of your valuable time.   Participants also learn how to 

communicate with responsible officials and the media; how to evaluate, coach and motivate team members; and 

how to manage conflict. On completion of this course you will possess the leadership and management skills to 

ensure that your staff produces quality products that meet user needs and do so on time and within budget. 

 

Objectives: 

 Gain an understanding of critical skills and behavioral changes needed for successful transition to a leadership 

role 

 Plan and direct the overall coordination and cohesion needed to systematically determine the extent and type 

of work to be done throughout audit assignments 

 Manage all aspects of your audit teams as they move from the proposal through the reporting phase 

 Evaluate project staff selection and performance 

 Communicate professionally and effectively with auditees, other government officials and the media 

 Prioritize audits and tasks for effective time management 

 Apply leadership concepts and techniques that can be used to successfully plan, manage and communicate 

audit assignments 

 

Target Audience: Senior auditors responsible for leading and managing audit projects; and those transitioning from 

a site senior to an audit team leader and manager 

 

Course Code: A9109 

Days of Training: 3 

Dates: Dec 2-4  

Cost: $550 

CEUs/CPEs: 1.8/24 
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PROFESSIONAL PRACTICES PORTFOLIO: AUDIT PROFESSIONALS 

Written Communication for Auditors 

 

Learn the writing tools you will need to be able to produce professional audit documents that comply with 

Government Auditing Standards.  You will learn to develop sound messages in response to audit objectives, support 

those messages by presenting compelling evidence and developing the appropriate elements of a finding, and 

organize your writing to eliminate unnecessary information.  The course includes the instructor’s written evaluation 

of your own writing sample, and a one-on-one 25-minute conference before or after the class.  Enrollment is 

limited to 15 participants to ensure individual attention. 

 

Objectives: 

 Assess the strengths and weaknesses of report messages and structures 

 Develop a strong link from objectives to findings to the recommendations 

 Use all four elements of a finding 

 Master the message-first style 

 Control paragraph unity and coherence 

 Control common sentence problems 

 Avoid common grammar and punctuation problems 

 Review your own and other’s writing effectively 

 

Target Audience: New auditors and junior-level auditors who want basic guidance on writing performance audit 

reports 

 

Course Code: A8611 

Days of Training: 3 

Dates: Dec 9-11  

Cost: $550 

CEUs/CPEs: 1.8/24 
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PROFESSIONAL PRACTICES PORTFOLIO: ENERGY MANAGEMENT PROFESSIONALS 

DCAS Energy Management, in partnership with the City University of New York (CUNY) School of Professional 

Studies, CUNY Building Performance Lab and the Citywide Training Center (CTC), has been working to transform 

the Energy Management training courses we have been providing since 2009 into a comprehensive Energy 

Management Institute (EMI).  The EMI will prepare city personnel to contribute to the reduction of municipal 

greenhouse gas (GHG) emissions 30% by 2017, by providing relevant energy management-related training and a 

variety of optional elective courses. 

 

The EMI is being designed to help facility professionals across city agencies envision a learning path specifically 

targeted for them.  

 

Where do you stand on this learning path? 

 

 

 

  

Energy Management Institute 
Fall 2014 
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PROFESSIONAL PRACTICES PORTFOLIO: ENERGY MANAGEMENT PROFESSIONAL 

Course Description: 

Building Operator Certification (BOC) Level I serves as the gateway training program of the Energy Management 
Institute, and is designed to help building operators manage their facilities more energy efficiently as part of the 
City’s efforts to meet its 30% greenhouse gas reduction goal.  The course is a competency-based training and 
certification program that prepares participants with the tools necessary to increase the energy efficiency of City 
facilities, while maintaining comfort for the building occupants.  The course provides an overview of building 
systems, especially those related to energy use including lighting, mechanical, and electrical systems, as well as 
provides guidance to improve thermal comfort, air quality, and life-safety considerations.   

 

The BOC Level I program is a unique learning experience because instruction is delivered both in a traditional 
classroom setting as well as through self-paced, online modules.  Participants meet on Fridays in the Citywide 

Training Center’s new instructional space at 1 Centre Street, and also take 14 30-minute module in-
between classroom sessions.  The program is facilitated by a Subject Matter Expert CUNY Instructor 
with deep experience in engineering, and the efficient operation of plant and equipment.   

 

Objectives: 

 Expand knowledge of building mechanical and electrical systems—HVAC equipment and controls, electrical 
distribution, motors, and lighting–and how their operation relates to energy efficiency performance and 
building comfort conditions; 

 Recognize system configurations, drawings of schematics, observation and interpretation of operating 
conditions; 

 Develop strategies for systematic maintenance and performance monitoring; 

 Understand energy data sources, data management and interpretation, including use of software tools, 
calculation of indices;  

 Participate in a structured approach to surveying and assessing energy-using systems, leading to qualitative 
and quantitative formulation of energy projects. 

 

Grading & Certification: 

To earn the nationally-recognized Building Operator Certification-Level I credential, participants must (a) attend 
and participate in at least 8 of the 9 in-class sessions, (b) satisfactorily complete the 14 online lessons, (c) take 
and pass 4 exams, and (d) submit 4 practical project assignments which focus on applying concepts studied in 
class to the facilities the trainees work in.   

 

Who Should Enroll: 

The course is designed for building operators who may have limited formal systems training, but have substantial 
work experience in building systems. This course is also beneficial to facility managers who have entered the field 
from a management background and seek to improve their understanding of physical and equipment principles.  
Employees in the following position titles should consider participating in this program: Deputy Director of 
Facilities, Deputy Director of Optimization, Energy Manager, Architect, Engineer, Design Engineer, Engineering 
Project Manager, Construction Project Manager, Supervisor of Maintenance, Thermostat Repairer, and High 
Pressure Plant Tender.  

Energy Management Institute Building Operator Certification-Level 1 
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PROFESSIONAL PRACTICES PORTFOLIO: ENERGY MANAGEMENT PROFESSIONALS 

Textbooks and other Learning Materials: 

On the first day of training, each participant will receive several a course binder, textbooks published by the 
Building Operator Certification program and a copy of Energy-Efficient Operation of Commercial Buildings: 
Redefining the Energy Manager's Job by Peter Herzog. 

 

**NOTE: 

DCAS Energy Management covers the cost of city staff participating in order to improve the energy efficiency of 
building operations and maintenance, and to encourage building staff to develop, implement and monitor 
energy efficiency projects. If a city employee registers for the course but drops out before satisfactory 
completion, a fee of $1,875 will be assessed to their agency training department for “no show” in accordance 
with CTC cancellation policy. 

 

Prerequisites: 

Prior to enrolling in BOC Level I, city agency employees are advised to view the following Energy Awareness 
Videos, at least once each: 

 Saving Energy In NYC; It’s All About Us! 

 Available on the DCAS Energy Management homepage 

 Advice from NYC’s Operations & Maintenance Champions 

 Available on the DCAS Energy Management website, “Training” page 

 

Prep Courses: 

Soon after an application to participate in BOC-Level I training is accepted, the employee will receive a 
“welcome” note from CUNY providing links to two assessments.  Program instructors have developed these 
assessments to guarantee that participants are effectively prepared for the energy management instruction 
delivered.  The Math assessment and the Excel assessment will take approx. 15 minutes each.  Depending on 
how well the employees do in the assessments, they may be encouraged to take online, self-paced Math and 
Excel prep courses prior to their BOC-Level I start date. 

 

The Math and Excel prep courses will also arrive as links embedded in an email from CUNY. 

 

 

Recommended Optional Elective Courses: 

Communications Skills for Technical Professionals; Outlook 2010 Level 1; Writing Effective and Efficient E-Mails 

Course: Building Operator Certification (BOC) Level I 

 
Term:  Fall 2014 

Days:  Fridays 

Dates:   Sept. 12 & 26; Oct. 10 & 24; Nov. 7 & 21; Dec. 5, 12 & 19 

Sessions: 9 

Hours:   9:00AM-4:00PM 

Location: Citywide Training Center, 1 Centre Street, 24th Floor-South Tower 

Code/CEU:  C7200; 5.4 
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PROFESSIONAL PRACTICES PORTFOLIO: ENERGY MANAGEMENT PROFESSIONALS 

Course Description: 

For those who have successfully completed the BOC Level I course, this advanced course provides an 
opportunity to deepen building performance skills while working towards earning the BOC-Level 2 credential.  
This 16 week, four (4) module course has recently been re-designed to take advantage of virtual learning tools 
so that employees only need to leave their work site 8 times in order to participate in the program.  DCAS 
Energy Management offers this program to help prepare building operators and stationary engineers on energy 
efficient facility operations to meet the city’s 30% greenhouse gas reduction goal.  The BOC-Level 2 course is a 
competency-based training and certification program that will teach participants the tools necessary to increase 
the energy efficiency and comfort of City facilities.  It also offers participants the opportunity for improved job 
skills. 

 

NEW and IMPROVED!! 

During FY14, DCAS Energy Management worked with the CUNY School of Professional Studies and the CUNY 
Building Performance Lab to re-design the BOC-Level 2 program that had been offered since 2010.  The result: 

 A four module program focused on “Best Practices for High Performance Operations & Maintenance,” 
“HVAC Controls Optimization,” “Optimizing Building Electrical Systems,” and “Optimizing Boiler Operations.” 

 Synchronous virtual sessions – each of the four modules will begin with a 1-hr, synchronous web-based 
meeting, where the trainees will connect with their instructor to discuss the content covered in the 
upcoming module so that they are fully prepared for what is expected of them to succeed. 

 Classroom Instruction – 2 days of classroom instruction during each module will allow the employees to 
walk thru technical curriculum with CUNY Subject Matter Expert trainers, as well as network with, and learn 
from, peers at other agencies. 

 Online, self-paced lessons – the classroom instruction will be complimented by self-paced online lessons on 
topics ranging from “Commissioning,” to “Troubleshooting HVAC Controls,” to “Preventive Maintenance for 
Boiler Optimization.”  Three self-paced online lessons will be assigned during each of the four modules in 
this new program. 

 Practical Projects – DCAS and CUNY have found that the project assignments, the “homework” trainees 
produce back at their job sites, is one of the most important learning elements of the BOC-Level 2 program, 
so one practical project will be assigned as part of each of the four modules. 

 

Objectives: 

At the conclusion of this training experience, the participant will: 

 Have the ability to collect facility operating data for monitoring and troubleshooting of operations; 

 Understand sophisticated controls and control strategies; 

 Be able to identify, diagnose and correct control errors; 

 Be able to use of energy and other performance data to maintain high levels of building performance; 

 Know how to select and apply maintenance strategies and techniques. 

Energy Management Institute  Building Operator Certification-Level 2 
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PROFESSIONAL PRACTICES PORTFOLIO: ENERGY MANAGEMENT PROFESSIONALS  

Grading & Certification: 

To earn the nationally-recognized Building Operator Certification Level 2 credential, participants must (a) attend 
and participate in at least 7 of the 8 in-class sessions, (b) take and pass 4 exams, and (c) submit 4 practical 
project assignments. 

 

Who Should Enroll: 

Employees who have already earned the BOC Level I credential, and hold one of the following position titles: 
Building Operator, Senior Stationary Engineer, Stationary Engineer, Custodian Engineer, Building Manager, 
Deputy Director of Facilities, Deputy Director of Optimization, Energy Manager, Architect, Engineer, Design 
Engineer, Engineering Project Manager, Construction Project Manager, or Supervisor of Maintenance.  

 

Textbooks and other Learning Materials: 

On the first day of training, each participant will receive a course binder, a complete set of BOC Level 2 
Handbooks, and additional study materials.   

 

**NOTE: 

DCAS Energy Management covers the cost of city staff participating in BOC-Level II training in order to improve 
the energy efficiency of building operations and maintenance, and to encourage building staff to develop, 
implement and monitor energy efficiency projects. If a city employee registers for the course but drops out 
before satisfactory completion, a fee of $1,875 will be assessed to their agency’s training department for “no 
show” in accordance with CTC cancellation policy. 

 

Pre-requisites: 

The BOC Level I credential; must have earned it prior to August 2013. 

 

 

 

Recommended Optional Elective Courses: 

Fundamentals of Supervision; Communications Skills for Technical Professionals; Writing Effective and Efficient E-
Mails; Building Positive Workplace Relationships 

Course: Building Operator Certification (BOC) Level 2 

 
Term:  Fall 2014 

Days:  Fridays 

Dates:   Sept. 5 & 19; Oct. 3, 17 & 31; Nov. 14; Dec. 5 & 19 

Sessions: 8 

Hours:   9:00AM-4:00PM 

Location: Citywide Training Center, 1 Centre Street, 24th Floor-South Tower 

Code/CEU:  C7202; 4.8 
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PROFESSIONAL PRACTICES PORTFOLIO: ENERGY MANAGEMENT PROFESSIONALS 

Energy Management Institute Building Re-Tuning Training 

Course Description: 

DCAS Energy Management, in partnership with the City University of New York (CUNY) School of Professional 
Studies and CUNY Building Performance Lab, is introducing a new training known as Building Re-Tuning (BRT).  
This new addition to the Energy Management Institute is designed to give building operators advanced training 
in analysis of facility operations, to further identify efficiency improvements as part of the City’s efforts to meet 
its 30% greenhouse gas reduction goal.  The BRT course will be offered as 5 in-class sessions with integrated 
project-based work to be completed by participants in between classroom meetings. The course is aimed at 
operators and managers with previous energy management training (BOC-1 and/or BOC-2, CEM, etc.) and will 
teach participants skills needed to conduct a re-tuning of facilities that use a BAS/BMS controls system.   

 

The course walks participants through the BRT process from foundational concepts through an initial BRT tune-
up.  Participants learn what BRT involves, how to obtain operational data from the BAS to create graphs and 
charts, how to analyze the data to diagnose operational problems and uncover no-cost and low-cost 
improvement opportunities in equipment operations. The course requires hands-on implementation practice in 
the participants’ facilities and participants must be able to access trend logging functions in a BAS/BMS. Future 
offerings will address methods for BRT without use of BAS/BMS.   

 

Objectives: 

At the conclusion of BRT Training, participants will be able to: 

 Explain and understand the overall BRT process from start to finish. 

 Understand how BRT protocol relates to retro-commissioning and continuous commissioning concepts/
practices. 

 Create trend logs using BAS data collection function.  

 Learn basic methodologies for creating graphic displays from BAS/BMS data   

 Develop ability to interpret graphical trend data for diagnostics and identification of energy reduction/
optimization opportunities.   

 

Grading & Practical Projects:   

Participants will be evaluated based on their ability to conduct an initial BRT project, using BAS/BMS data, in 
discrete steps during the 5 weeks of the course. 

 

Who Should Enroll:    

The course is designed for building operators with previous energy efficiency/energy management training, and 
is also beneficial to facility managers who have entered the field from a management background and seek to 
gain skills in data-driven facility diagnostics.    Participants should have a working knowledge of energy efficiency 
in building systems and ability to access trend log functions in their facility’s BAS/BMS.   
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Texts and other Learning Materials: 

Each participant will receive a course handbook based on materials from the Pacific Northwest National Lab and 
access to on-line study materials.  The field project component will be conducted over the course of the 5-week 
program.  CUNY student engineering interns will be available to assist with various aspects of the project, 
especially around new graphing software applications.   

 

**NOTE: 

DCAS Energy Management covers the cost of city staff participation in BRT training in order to improve the 
energy efficiency of building operations and maintenance, and to encourage building staff to develop, 
implement and monitor energy efficiency projects. If a city employee registers for this course but drops out 
before satisfactory completion, a fee of $975 will be assessed to their agency’s training department for “no 
show” in accordance with CTC cancellation policy. 

 

Prerequisites:   

The BOC Level I credential. 

 

 

 

 

Course: Building Re-Tuning 

 
Term:  Fall 2014 

Days:  Wednesdays 

Dates:   October 1, 8, 15, 22 & 29 

Sessions: 5 

Hours:   9AM-12PM 

Location: Citywide Training Center, 1 Centre Street, 24th Floor-South Tower 

Code/CEU:  C7300; 1.5 
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Energy Management Institute 

Certified Building Commissioning  

Professional (CBCP) 

Course Description: 

The Certified Building Commissioning Professional credential (CBCP), sponsored by the Association of Energy Engineers, 
acknowledges an individual’s deep understanding of the commissioning process, and recognizes them as a Subject Matter 
Expert in applying commissioning techniques.  Holding the CBCP credential prepares the building operator or facility 
professional to meet the requirements of Local Law 87 which requires all buildings in New York City over 50,000 square feet 
to perform retro-commissioning of systems and to submit an energy efficiency report based on a building audit.  This five-
day course is designed to prepare participants to sit for the CBCP certification exam, and will include several workshops 
where participants are challenged to produce real retro-commissioning (RCx) deliverables, and come up with practical 
solutions to typical RCx problems.  The CBCP exam will be administered on the last day of the course (separate application 
required).   

 

Objectives: 

The goals of the CBCP program are to distinguishing facility professionals who possess the full scope of knowledge requisite 

for the effective commissioning of existing buildings, and who demonstrate high levels of experience, competence, and 

specialized knowledge within the field.   

 

Certification Process: 

To obtain the CBCP credential, each applicant is required to (a) attend the 4-day exam prep course, (b) submit an AEE exam 

application form before sitting for the exam (available here: http://www.nyc.gov/html/dem/html/training/
training.shtml), and (c) pass the CEM exam.  Note: The CBCP application fee will be covered by DCAS Energy Management, 
participants do not need to send a check with the application. 

 

Who Should Enroll: 

This five-day course is not intended as an immersive opportunity for building operators and others to learn about the 
Commissioning process; rather, it will review the technical details of the commissioning process for participants interested 
in earning the CBCP credential.  Building Operators, Senior Stationary Engineers, Stationary Engineers, Custodian Engineers, 
Building Managers, Architects, Engineers, Engineering Project Managers, Construction Project Managers, and Supervisors of 
trades teams such as Electricians and Maintenance Mechanics who have earned their BOC Level I credential are 
encouraged to enroll. 

 
Textbooks & Other Learning Materials: 

AEE course materials will be provided to registrants two weeks in advance of the course start date.   

 

**NOTE: 

DCAS Energy Management covers the cost of city staff participation in this CBCP exam prep course in order to improve the 
energy efficiency of building operations & maintenance, and to encourage building staff to develop, implement and 
monitor energy efficiency projects. If a city employee registers for this course but drops out before satisfactory completion, 
a fee of $1,875 will be assessed to their agency’s training department for “no show” in accordance with CTC cancellation 
policy. 

http://www.nyc.gov/html/gbee/html/plan/training_ll87.shtml
http://www.nyc.gov/html/dem/html/training/training.shtml
http://www.nyc.gov/html/dem/html/training/training.shtml
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Prerequisites:   

The BOC-Level I credential. 

 

 

 

 

 

 

 

Course: CBCP certification exam prep course 

 
Term:  Fall 2014 

Days:  Tuesday through Friday; exam following Monday 

Dates:   Nov. 18-21; exam Nov. 24 

Classroom: 4 days 

Exam:  1 day (final day) 

Hours:   8:30AM-3:30PM 

Location: CUNY School of Professional Studies, 119 W. 31st Street, 4th Floor, Room 416 

Code/CEU:  C7101; 2.5 

Registration Deadline:  October 22 
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Energy Management Institute Certified Energy Manager 

 

Course Description: 

The Certified Energy Manager (CEM) credential has become widely used as a measure of professional accomplishment 

within the energy management field. It has gained recognition as the standard for qualifying energy professionals both in 

the United States and abroad. It is recognized by the U.S. Department of Energy, the Office of Federal Energy Management 

Programs (FEMP), and by numerous state energy offices, major utilities, corporations and energy service companies. This 

course is a comprehensive four-day exam preparation course designed to prepare facility professionals to earn their CEM 

certification.  The CEM exam will be administered at the conclusion of the four-day review (separate application required).  

The certification is sponsored by the Association of Energy Engineers (AEE), and is hosted by the City University of New 

York’s School of Professional Studies (CUNY SPS). 

 

Objectives: 

The objectives of the CEM program are to raise the professional standards of those engaged in energy management, to 

improve the practice of energy management by encouraging energy managers in a continuing program of professional 

development and to award special recognition to those energy managers who have demonstrated a high level of 

competence and ethical fitness for energy management.   

 

Eligibility: 

The CEM candidate must meet one of the following criteria sets: 

 

 

 

Education   Experience 

4-yr degree in Engineering or Architecture, OR 

be a PE or RA 

And 3+ yrs in Energy Engineering or Energy 

Management 

4-yr degree in environmental science, physics or And 4+ yrs of experience in energy engineering 

4-yr degree in business (or related field) And 5+ yrs experience in energy engineering or 

energy management 

2-yr Associate’s degree in Energy Management And 6+ yrs experience in energy engineering or 

energy management 

2-yr Associates degree in a technical topic And 8+ yrs experience in energy engineering or 

energy management 

NONE And 10+ yrs experience in energy engineering 

or energy management 
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Certification Process: 

To obtain the CEM credential, each applicant is required to: 

a) attend the 4-day exam prep course,  

b) submit an AEE exam application form before sitting for the exam (provided during the exam prep training session, and 

also available here: http://www.nyc.gov/html/dem/html/training/training.shtml), and  
c) pass the CEM exam.   

 

Who Should Enroll: 

Building Operators, Senior Stationary Engineers, Stationary Engineers, Custodian Engineers, Building Managers, Architects, 
Engineers, Engineering Project Managers, Construction Project Managers, and Supervisors of trades, such as Electricians 
and Maintenance Mechanics, are encouraged to enroll if they meet the eligibility requirements noted in the chart above.  

 

Textbooks & Other Learning Materials: 

AEE course materials will be provided to registrants two weeks in advance of the course start date.   

 

*NOTE: 

DCAS Energy Management covers the cost of city staff participation in this CEM exam prep course in order to improve the 
energy efficiency of building operations & maintenance, and to encourage building staff to develop, implement and 
monitor energy efficiency projects. If a city employee registers for this course but drops out before satisfactory completion, 
a fee of $1,875 will be assessed to their agency’s training department for “no show” in accordance with CTC cancellation 
policy. 

 

Pre-requisites:   

The BOC-Level I, BOC-Level II and CBCP credentials. 

 

 

 

 

 

 

Course: CEM exam prep course 

 
Term:  Fall 2014 

Class Days: Tuesday thru Friday (exam on the following Monday) 

# of Class Days:    4 days 

Class Dates:  Sept. 16-19; exam Sept. 22 

Hours:                 8:30AM-4:30PM 

Exam Day: Monday 

# of Exam Days: 1 (final exam) 

Exam Hours:   8:30AM-3:30PM 

Location: CUNY School of Professional Studies, 119 W. 31st Street, 4th Floor, Room 416 

Code/CEU:  C7100; 2.5 

Registration Deadline:  August 27 

http://www.nyc.gov/html/dem/html/training/training.shtml
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Energy Management Institute Electrician Energy Management Course 

Course Description: 

In recognition of the critical role they play in the repair and maintenance of city operated facilities, particularly in relation to 
lighting systems, DCAS has invested resources in developing an energy management program geared to the 400+ 
Electricians and Electrical Supervisors working in city agencies.  The program will include training on topics related to 
Lighting and Lighting Controls, Motors and Motor Controls, Planned Maintenance, Meters and Sub-meters, Commissioning, 
Safety, and others.  While the program will include some basic training on concepts and the primary systems Electricians 
come into contact with on a daily basis, it is not intended to serve as an apprenticeship training program.  This energy 
management program will rely on the Electricians’ working knowledge of lighting, heating and electrical systems, and train 
the employees on optimal operations and maintenance techniques. 

 

Objectives: 

 Train the Electrician and Electrical Supervisor on the goals of PlaNYC, and their role in achieving them. 

 Emphasize the importance of identifying waste as an important step toward energy consumption reduction, with a 
concentration on the key areas where waste can be identified and reduced. 

 Explain what Planned Maintenance is, the various types of planned maintenance, and how to create and use planned 
maintenance schedules. 

 To understand what Power Quality is, why it matters, where efficiency problems come from, and how to investigate 
and mitigate power quality issues. 

 How Solar Photovoltaic (PV) systems work, monitoring their effectiveness, and troubleshooting maintenance problems. 

 Safety protocols to follow, and personal protective equipment to wear, during the course of their day. 

 

Online lessons included: 

The program has been designed to maximize employee skill building while being sensitive to the need for Electricians to be 
in the field in order to respond to work orders.  Five (5) in-classroom training sessions will be complimented with self-
paced, online lessons which can be taken on days that work best for the trainee.  The trainees will be provided with access 
to the online learning system, a username and password on their first day in class.  Trainers and help desk personnel at 
CUNY will be available to support the employees while in training if they experience any log-on issues. 

 

Program schedule: 

The program will meet for a full day of training (8:30am-4:30pm) every other Wednesday for nine (9) weeks.  This involves 
five (5) out-of-the-field classroom training days total.  The first four training days will meet at the DCAS Citywide Training 
Center, the final training day will meet on the campus of Bronx Community College for a hands-on training on Solar PV 
systems. 

 

Who Should Enroll: 

Any Electrician or Electrical Supervisor working in city agencies. 

 

Textbooks & Other Learning Materials: 

Selected materials will be provided to the participants during each training day. 
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*NOTE: 

DCAS Energy Management covers the cost of city staff participation in this course in order to improve the energy efficiency 
of building operations & maintenance, and to encourage building staff to develop, implement and monitor energy 
efficiency projects. If a city employee registers for this course but drops out before satisfactory completion, a fee of $750 
will be assessed to their agency’s training department for “no show” in accordance with CTC cancellation policy. 

 

Pre-requisite:  

DCAS “Saving Energy in NYC, It’s All About US!” video, found on DCAS Energy Management homepage. 

 

Course: Electrician Energy Management Course 

Term:  Fall 2014 

Class Day: Wednesday 

Class Dates:  Oct. 1, 15 & 29; Nov. 12 & 26 

Sessions:   5 

Class Hours: 8:30AM-3:30PM 

Location: CUNY School of Professional Studies, 119 W. 31st Street, 4th Floor, Room 416 

Code/CEU:  C7104/2.5 

Registration Deadline:  September 17 
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Energy Management Institute 

Thermostat Repairer Energy  

Management Course 

Course Description: 

Thermostat Repairers play a critical role in managing energy at agencies across the city.  Proper operation and 
maintenance of the pneumatic and DDC systems in city owned and managed buildings dictate whether or not 
our Greenhouse Gas (GHG) emission reduction goals are met.  To make sure city Thermostat Repairers know the 
full range of energy savings strategies available, DCAS Energy Management has engaged CUNY to deliver a 
customized training program that will involve in-classroom instruction, as well as self-paced online courses. 

  

Objectives: 

 Describe the important role you play in energy efficiency and energy savings. 

 Complete your assigned daily work orders in the most energy efficient manner possible. 

 Perform planned maintenance that will extend equipment life and reduce repairs. 

 Explain “green” technologies the Thermostat Repair interacts with. 

 Protect your personal safety and the safety of those around you. 

 Communicate more effectively with building occupants, colleagues and supervisors. 

 

Online lessons included: 

The program has been designed to maximize employee skill building while being sensitive to the need for 
Thermostat Repairers to be in the field responding to work orders.  Five (5) in-classroom training sessions will be 
complimented with self-paced, online lessons which can be taken on days that work best for the trainee.  The 
trainees will be provided with access to the online learning system, a username and password, on their first day 
in class.  Trainers and help desk personnel at CUNY will be available to support the employees while in training if 
they experience any log-on issues. 

 

Program schedule: 

The program will meet for a full day of training (8:30am-4:30pm) every other Tuesday for nine (9) weeks.  This 
involves five (5) out-of-the-field classroom training days total.   

 

Who Should Enroll: 

Any Thermostat Repairer or TR Supervisor working in city agencies. 

 

Textbooks & Other Learning Materials: 

Selected materials will be provided to the participants during each training day. 

efficiency projects. If a city employee registers for this course but drops out before satisfactory completion, a 
fee of $750 will be assessed to their agency’s training department for “no show” in accordance with CTC 
cancellation policy. 
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*NOTE: 

DCAS Energy Management covers the cost of city staff participation in this course in order to improve the energy efficiency 
of building operations & maintenance, and to encourage building staff to develop, implement and monitor energy 
efficiency projects. If a city employee registers for this course but drops out before satisfactory completion, a fee of $750 
will be assessed to their agency’s training department for “no show” in accordance with CTC cancellation policy. 

 

Pre-requisite:  

DCAS “Saving Energy in NYC, It’s All About US!” video, found on DCAS Energy Management homepage. 

 

 

 

 

Course: Thermostat Repairer Energy Management Course 

 
Term:  Fall 2014 

Class Day: Tuesdays 

Class Dates:  Sept 30, October 14 & 28, Nov. 18, and Dec 2 

Sessions:   5 

Class Hours: 8:30AM-3:30PM 

Location: CUNY School of Professional Studies, 119 W. 31st Street, 4th Floor, Room 416 

Code/CEU:  C7103/2.5 

Registration Deadline:  September 17 
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Energy Management Institute 

Pipe & Steamfitter Energy  

Management Course 

Course Description: 

Pipefitters and Steamfitters are important partners in achieving the energy consumption reduction and 
Greenhouse Gas (GHG) emission reduction goals of PlaNYC.  DCAS Energy Management Division and CUNY are 
now offering a training program that focuses on the heating, cooling, steam and hot water, and controls systems 
Pipefitters and Steamfitters come into contact with each day, and emphasizes the energy efficiency practices for 
critical equipment in these systems.  The training will include both classroom sessions, and self-paced online 
lessons, and be delivered by CUNY Subject Matter Expert Trainers. 

  

Objectives: 

 Describe the important role you play in energy efficiency and energy savings. 

 Complete your assigned daily work orders in the most energy efficient manner possible. 

 Perform planned maintenance that will extend equipment life and reduce repairs. 

 Protect your personal safety and the safety of those around you. 

 Communicate more effectively with building occupants, colleagues and supervisors. 

 

Online lessons included: 

The program has been designed to maximize employee skill building while being sensitive to the need for Pipe & 
Steamfitters to be in the field responding to work orders.  Three (3) in-classroom training sessions will be 
complimented with self-paced, online lessons which can be taken on days that work best for the trainee.  The 
trainees will be provided with access to the online learning system, a username and password on their first day 
in class.  Trainers and help desk personnel at CUNY will be available to support the employees while in training if 
they experience any log-on issues. 

 

Program schedule: 

The program will meet for a full day of training (8:30am-4:30pm) every other Tuesday for five (5) weeks.  This 
involves three (3) out-of-the-field classroom training days total.   

 

Who Should Enroll: 

Any Pipe or Steamfitter, or Pipe & Steamfitter Supervisor working in city agencies. 

 

Textbooks & Other Learning Materials: 

Selected materials will be provided to the participants during each training day. 
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*NOTE: 

DCAS Energy Management covers the cost of city staff participation in this course in order to improve the energy efficiency 
of building operations & maintenance, and to encourage building staff to develop, implement and monitor energy 
efficiency projects. If a city employee registers for this course but drops out before satisfactory completion, a fee of $750 
will be assessed to their agency’s training department for “no show” in accordance with CTC cancellation policy. 

 

Pre-requisite:  

DCAS “Saving Energy in NYC, It’s All About US!” video, found on DCAS Energy Management homepage. 

 

 

 

 

Course: Pipe & Steamfitter Energy Management Course 

 
Term:  Fall 2014 

Class Day: Tuesdays 

Class Dates:  Sept 23, October 7 & 21 

Sessions:   3 

Class Hours: 8:30AM-3:30PM 

Location: CUNY School of Professional Studies, 119 W. 31st Street, 4th Floor, Room 416 

Code/CEU:  C7102/1.5 
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Agency Personnel Officer (APO) Master Class 

 

The Agency Personnel Officer (APO) Master Class is designed specifically for mid to senior level human 
resource managers to help reinforce the competencies essential to the functions of a City human 
resource manager.  The class offers an immersion in City-specific human resource policies and 
procedures that are beneficial for every HR manager to know and practice.  Each session of the APO 
Master Class is taught by in house experts who address a myriad of topics including: civil service law, 
certification, investigations, civil service examinations, processing of PARs, health benefits, use of 
computerized HR systems, EEO policy and discipline. 

 

Participants are selected for the APO Master Class based on results of an extensive application review.  
Additional information about the HR Programs can be found on the OED website or by calling this 
number 212.386.0004. 

 

COURSES FOR HUMAN RESOURCE PROFESSIONALS 

Human Resources Management Certificate Course 

 

The Human Resource Management (HRM) certificate course is designed for middle and senior level HR 
managers seeking to become certified HR professionals. The course, offered in cooperation with the 
Society for Human Resource Management (SHRM) and Pace University, provides an overview of the 
key roles and functions of a senior Human Resource generalist. In addition to preparing participants to 
sit for SHRM certification exams, the course provides a solid foundation for managing the HR 
challenges faced in today’s demanding work environment. HRM focus areas include: 

 Strategic Management 

 Workforce Planning and Employment 

 Human Resource Development 

 Risk Management 

 Employee and Labor Relations 

 

 

http://www.nyc.gov/html/dcas/html/employees/leadership_execdev.shtml
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COURSES FOR IT PROFESSIONALS 

The Citywide Information Technology (IT) Professional and Certification Courses offered by the Citywide Training 

Center provides access to over 200 high quality technical training courses and 60 certifications from industry 

leaders such as:  

 Cisco 

 Citrix 

 CompTIA 

 EC-Council 

 (ISC)2 

 

 

Special Course packages for certification and exam information for Databases, Help Desk, Networking, Network 

Server Administrator, and Networking Security are listed in this catalog.  For a complete listing of all IT 

Professional and Certification Course offerings, please see the  Fall 2014 IT Course Catalog. 

 

IT Professional & Certification Courses 

 Linux 

 Microsoft 

 Oracle 

 Project Management Institute  

http://www.nyc.gov/html/dcas/downloads/pdf/misc/ctc_itcatalog.pdf
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COURSES FOR PROJECT MANAGEMENT PROFESSIONALS 

The Project Management Practical introduces City managers to the most realistic and applied aspects 

of project management. The curriculum is based on Project Management Institute (PMI) guidelines – 

the industry standard – and is designed to support a range of project management challenges. The 

program is offered in a blended learning format; combining instructor led sessions with online 

instruction and access to Blackboard to facilitate learning and group collaboration. As with all Citywide 

Executive Development Programs, emphasis will be placed on building professional networks and 

developing collaborative relationships. 

 

Participants are selected to the Project Management Practical based on results of an extensive 

application review.  Additional information about the Practical can be found on the OED website or by 

calling 212.386.0004 

Project Management Practical 

http://www.nyc.gov/html/dcas/html/employees/leadership_execdev.shtml
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COURSES FOR PROCUREMENT PROFESSIONALS 

Conflicts of Interest Seminar for Procurement Professionals 

 

This course provides an overview of the Conflicts of Interest Law, Chapter 68 of the New York City 

Charter.  In-class case studies and practical exercises are used to provide participants with a general 

understanding of the Conflicts of Interest Law, how to avoid conflicts and appearances of conflict, and 

the responsibilities of the Conflicts of Interest Board (COIB). 

 

Objectives: 

 Understand the Conflicts of Interest Law (including but not limited to: accepting gifts, reporting 

misconduct by others, post-employment restrictions)  

 Determine to whom the law applies 

 Know when to seek an opinion from  COIB 

  

Target Audience: Procurement personnel employed by the City of New York 

 

Course Code: P4002 

Days of Training: 3 hours  

Dates: Oct 22 (9:30a - 12:30p)  

Cost: N/C 

CEUs: .3 

 

As one of the nation's largest public contracting entities, New York City is dependent on a procurement 

workforce with high-level skills and knowledge in all areas of the procurement field.   Procurement classes 

are intended to increase the professionalization of procurement staff at all employment levels, to provide 

staff development opportunities that will lead to improved efficiency and productivity in City 

procurement, to encourage innovation in procurement, and to foster excellence in all aspects of the 

procurement function.  
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                   NYC Nonprofit Assistance:             

                   Strategic  Options for Securing 
the Future, A Workshop for Long-Term 
Executive Directors and Board 
Leadership 

 

Long-term founders and executive directors may 

seem like they will be around forever, but the 

organization needs to develop a plan to guide the 

agency through what can be a dramatic transition 

when they leave. The departure of a long-term 

executive is an opportunity to explore a possible 

new direction or a new structure for the 

organization.  Strategic Planning offers an ideal 

context for both staff and board to think about the 

organization’s future.  Responsibility for future 

planning lies with both the Board of Directors and 

the current Executive Director.  

This workshop will be led by expert faculty from 

Support Center for Nonprofit Management  

Partnership in Philanthropy and will offer an 

overview of succession planning, strategic 

restructuring opportunities and the basics of 

strategic planning.  

Target Audience: Limited to Executive Directors and 

Board Members of nonprofits with EDs serving for 

more than 8 years. 

 

Course Code: P6144M 

Days of Training: 1/2 day 

Dates: Sept 9 (9:00a – 12:30p)  

Cost: N/C 

CEUs: .3 

 Subcontractor Tracking 

 
Subcontracting will provide participants with an overview 

of the requirements surrounding subcontractor data 

collection and reporting. The course will include a 

demonstration of the Payee Information Portal (PIP) 

subcontractor data collection system and the 

subcontractor screens in FMS. The course will also cover 

the regulatory requirements around subcontracting in 

the PPB Rules and Local Law 1 of 2013 (M/WBE). 

Participants should be prepared to discuss practices 

within their agency and share best practices with 

colleagues. 

 

Course Code: P6118M 

Days of Training: 1/2 day 

Dates: Sept 10, Oct 7, Nov 19, Dec 17 (2:00p-4:00p) 

Cost: N/C 

CEUs: .2 

NEW! 



 

L&D Fall 2014 Course Catalog                                                108 

PROFESSIONAL PRACTICES PORTFOLIO: PROCUREMENT PROFESSIONALS 

Understanding the VENDEX Process 

 
In this course, participants will learn about the 

Vendor Information Exchange System (VENDEX), the 

City’s primary tool for determining vendor 

responsibility.  Participants will learn VENDEX 

policies and procedures as well as how to query the 

database.  The objective of the class is to 

understand the VENDEX statute and other legal 

requirements for determining vendor responsibility; 

to learn about the various VENDEX forms and the 

information vendors are required to provide; how to 

use the VENDEX system, including how to conduct 

queries and initiate vendor name checks; to 

understand the sources of information that appear 

on the VENDEX system and how to analyze this 

information in making responsibility determinations. 

 
Course Code: P6008M 

Days of Training: 1/2 day 

Dates: Oct 16 (9:00a – 12:30p)  

Cost: N/C 

CEUs: .3 

 Intergovernmental Contracting 
 

In this class, participants will learn how to procure goods 

and services through New York State Office of General 

Services (OGS) and federal General Services 

Administration (GSA) Contracts.  Participants will also 

learn proper solicitation procedures for OGS and GSA 

intergovernmental contracting, relevant local, state, and 

federal rules that govern such contracting, and best 

practices. 

 
Course Code: P6143M 

Days of Training: 1/2 day 

Dates: Oct 21 (1:30p – 5:00p)  

Cost: N/C 

CEUs: .3 
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Working in HHS Accelerator 

 

Working in HHS Accelerator will provide participants 

with an introduction to new Procurement Policy 

Board (PPB) Rules and processes for human services 

procurement. The HHS Accelerator System was 

launched to streamline procurement for the City of 

New York and current and prospective vendors 

(primarily nonprofits). The System was designed to 

make document exchange faster, allow Agencies to 

select qualified vendors more efficiently, and 

increase accuracy in the financial transactions which 

follow contract registration. Participants will learn 

how the new system builds on existing rules, shifts 

Agency practices, and introduces innovation to 

procurement and vendor management. 

 

Objectives: 

 Review procurement basics and the role of the 

Procurement Policy Board  

 Understand Human Services Contracting and 

Vendors 

 Learn about HHS Accelerator and human 

services vendor prequalification  

 Examine HHS Accelerator Procurements 

 Preview HHS Accelerator Financials 

 

Target Audience: New York City procurement 

professionals who work on human services 

contracts. 

 
Course Code: P6000M 

Days of Training: 1/2 day 

Dates: Oct 22 (1:30p – 5:00p)  

Cost: N/C 

CEUs: .3  

 Ethics/Legal Compliance  

 
In this course participants will learn about core ethical 

concepts arising in the procurement context such as 

accountability for compliance, conflicts of interest 

avoidance, confidentiality and openness in government. 

The course also explores the historical evolution of the 

Mayor’s procurement authority. The course uses an 

interactive approach and creative problem solving 

techniques to teach how to identify and address ethical 

issues that might arise in the procurement world. 

 
Course Code: P6005M 

Days of Training: 1 

Dates: Oct 23  

Cost: N/C 

CEUs: .6 

 



 

L&D Fall 2014 Course Catalog                                                110 

PROFESSIONAL PRACTICES PORTFOLIO: PROCUREMENT PROFESSIONALS 

               Performance Evaluation Process 

 
In this course, participants will learn the step by step 

process of evaluating a contract through the 

VENDEX database.  Participants will learn how to 

determine which contract needs evaluating, create 

and complete a performance evaluation, as well as 

review and upload the evaluation into VENDEX. 

Participants will also learn how to monitor the 

evaluation throughout the evaluation process using 

various VENDEX reports.   

 

Target Audience:  This course is designed for City 

procurement personnel involved in all stages of 

evaluating a vendor performance on a contract.  

 

Course Code: P6142M 

Days of Training: 1/2 day 

Dates: Nov 6, Dec 2 (9:00a – 12:30p)  

Cost: N/C 

CEUs: .3 

 

                    NYC Nonprofit Assistance:  
 

Building Capacity for Program Evaluation 

 
Funders such as City agencies evaluate City-funded 

programs regularly to measure whether providers are 

providing required services and reports on time, 

operating programs according to the financial guidelines 

and budgets, and providing quality services to clients. 

More and more nonprofits are now building their own 

internal capacity to evaluate the success of their 

programs based on whether a program is making the 

desired change in the world and their clients’ lives. 

Nonprofits invest in program evaluation capacity so the 

management and board can understand whether the 

organization is achieving its mission. Having a mission-

aligned outcome framework can also help nonprofit 

organization manage and inform funders' expectations of 

their outcomes.  

 

This training session will describe best practices for 

building and maintaining evaluation systems and a 

culture of evaluation and will be led by expert faculty 

from ReLearning Curve. 

 

Target Audience: Nonprofit executives and program 

managers. 

 

Course Code: P6148M 

Days of Training: 1/2 day 

Dates: Nov 13 (9:00a – 12:30p)  

Cost: N/C 

CEUs: .3 

 

NEW! NEW! 
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Contract Public Hearings 

 
This course provides an overview of the relevant 

rules, pursuant to Section 326 of the New York City 

Charter and Section 2-11 of the Procurement Policy 

Board Rules, procedures, deadlines and submissions 

before a Public Hearing is held in order to receive 

testimony on any contract over $100,000.  

 

Objectives: 

 Describe what documentation is required from 

the Agency in the APT System for the Public 

Hearing. 

 Review the various methods of source selection 

for each contract. 

 Discuss the Public Hearing Notices to be 

advertised in The City Record. 

 Highlight notification documents to be submitted 

to elected officials prior to the Public Hearing. 

 Requirements for designation letters from agency 

heads to be transmitted prior to the Public 

Hearing. 

 Master Schedule for Contract Public Hearings. 

 APT Tasks, Process and Review. 

 
Course Code: P6140M 

Days of Training: 1/2 day 

Dates: Nov 18 (9:00a – 12:30p)  

Cost: N/C 

CEUs: .3 

 Environmentally Preferable Purchases and 
Green Building Principles and Requirements 

 
In this course, participants will learn about the 

procurement impacts of the recent "Green Buildings" and 

"Environmentally Preferable Purchasing" (EPP) local laws. 

Participants will be given an overview of the 

requirements of Local Law 86.  

 

Objectives: 

 Determine whether a project must comply with a 

Green Building/LEED (Leadership in Energy and 

Environmental Design) standard or energy/water 

efficiency requirements 

 Explore potential exemptions and waivers 

 Discuss the oversight review process and reporting 

provisions 

 Examine the following Local Laws as they relate to 

design and construction projects: 

 Local Law 119 - Energy and Water Efficiency 

 Local Law 120 - Hazardous Materials 

 
Course Code: P6015M 

Days of Training: 1/2 day 

Dates: Nov 18 (1:30p – 5:00p)  

Cost: N/C 

CEUs: .3 
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                   NYC Nonprofit Assistance: 
 

Building Capacity for Volunteer 
Management 

 
Volunteers impact their communities, the people 

they serve, and themselves. Research demonstrates 

that volunteers experience career enhancement, 

more happiness, better health, and longer 

lives.  Volunteers support nonprofit organizations in 

fulfilling their mission, providing essential programs 

and engaging New Yorkers in service to their 

community.  

 

This workshop will provide participants with an 

understanding of a high impact Volunteer 

Management System to ensure that volunteers 

achieve their goals in service, make a long term 

volunteer commitment and provide a real benefit to 

your organization. This training will be facilitated by 

NYC Service, a connector, a channel, a champion 

and a catalyst for youth and adult volunteers, 

building the capacity of city agencies and nonprofit 

organizations to effectively utilize volunteers and 

positively impact our city. New York Cares and other 

leading volunteer-focused nonprofits will participate 

with NYC Service in this training.  

 

Target Audience: Nonprofit executives and program 

managers, registration required.  

 

Course Code: P6147M 

Days of Training: 1/2 day 

Dates: Dec 3 (9:00a – 12:30p)  

Cost: N/C 

CEUs: .3 

 APT (Automated Procurement Tracking) 
Basics 

 
This course is designed for new APT users to learn about 

the system.  It will provide you with the information you 

need to complete your tasks in the system.  The 

attendees should have basic procurement knowledge. 

 
Course Code: P6049M 

Days of Training: 1/2 day 

Dates: Dec 4 (1:30p – 5:00p)  

Cost: N/C 

CEUs: .3 

 

 
 
 
 
 

Local Law 63 Compliance 

 
This course provides an overview of Local Law 63 of 

2011, which governs displacement in City 

contracting.  During this training session, agency 

contracting and legal staff will learn: 

 

 The background and requirements of Local Law 63 

 How to conduct a displacement analysis 

 How to put together the Local Law 63 annual 

contracting plan 

 How to conduct a cost-benefit analysis 

 
Course Code: P6091M 

Days of Training: 1/2 day 

Dates: Dec 10 (1:30p – 5:00p)  

Cost: N/C 

CEUs: .3 

NEW! 
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   Prevailing Wage for Procurement and 
Contract Administrators 

  
This course will focus on the role of Procurement 

and contract Administrators as part of The City’s 

team effort to enforce prevailing wage 

requirements on construction and building service 

contracts. The course agenda will include an 

overview of prevailing wage laws in New York State; 

EO 102 due diligence; review of documentation 

including sign-in sheets and certified payrolls as well 

as ‘tell tale signs’ of potential prevailing wage 

abuses for procurement and contract 

administrators. 

 

Course Code: P6110M 

Days of Training: 1/2 day 

Dates: Dec 11 (9:00a – 12:30p)  

Cost: N/C 

CEUs: .3 

 Vendor Responsibility & Determinations 

 
In this course, participants will learn about the vendor 

responsibility process as governed by the Procurement 

Policy Board Rules.  Participants will learn skills on how to 

analyze data and will be provided resources to help 

research prospective vendors.   

 

Objectives include understanding the legal requirements 

for determining vendor responsibility, including VENDEX; 

to review policies and processes for submitting 

responsibility determinations to MOCS/Comptroller; to 

learn skills that will enable agency personnel to gather 

and analyze data on prospective vendors; to learn how to 

gather vendor information from the Internet and other 

resources, including VENDEX, Lexis and other 

governmental databases; step by step instructions on 

how to query Internet and other online resources. 

 
Course Code: P6151M 

Days of Training: 1/2 day 

Dates: Dec 16 (1:30p – 5:00p)  

Cost: N/C 

CEUs: .3 




