PROFESSIONAL PRACTICES PORTFOLIO

ﬁ PROFESSIONAL PRACTICES PORTFOLIO

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.

Audit Professionals 79
Energy Management Professionals 86
Human Resources Professionals 91
IT Professionals 92
Procurement Professionals 93

Mayor’s Office of Contract Services Courses 94

National Institute of Governmental Purchasing (NIGP)
Foundation Course Alignment for Certification 127

(Located in the Certification & Credit Bearing Portfolio)

Small Business Services M/WBE Courses 140

(Located in the NYC Specific Portfolio)

Project Management Professionals 107
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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.

Developing and Presenting Audit Findings

Receive an 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:

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

e Explain the central role of effective audit objectives in finding development

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

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

e 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
Date: Mar 15-16
Cost: $505
CEUs/CPEs: 1.2/16
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Ethical Decision Making for Auditors

Focus on how to recognize, analyze and resolve ethical dilemmas that auditors face in their professional
activities. The auditor’s mission is to evidence of fraud, waste and abuse, which often results in touch
decisions about how to handle sensitive situations. Since auditor ethics are under greater scrutiny, the
goal of this course is to help each participant develop ethical fitness. Each participant will be armed with
a decision-making matrix — a tool that focuses on shared core values and allows you to approach the
analysis and resolution of ethical dilemmas in an organized way. You use your own examples or real
situations to develop the skills you can use to manage the dilemmas you face every day.

Objectives:

e Develop a consensus on core values

e Describe how establishing shared, core values improves the ethical environment of a government
audit organization

e Discriminate between moral temptations and authentic ethical dilemmas

e Analyze the dilemmas you face according to a new framework

e Resolve the dilemmas according to classic ethical principles

Target Audience: Auditors, inspectors, evaluators and analysts

Course Code: A9010
Days of Training: 1
Date: Apr 5

Cost: $380
CEUs/CPEs: .6/8
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Information Systems Auditing

Learn the basic processes, tools and techniques
involved in auditing today’s information systems.
Through exercises, case studies, lectures and
discussions, you 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:

e Define, select and perform basic audit tests

e Analyze general controls as applied to
application systems

e Evaluate existing application systems

e Audit the various phases of systems
development

e Assess the adequacy of backup and recovery/
business resumption planning

Prerequisite: Information Technology for Auditors
or equivalent

Target Audience: New auditors and experienced
auditors with limited exposure to the subject matter

Course Code: A8029
Days of Training: 2
Date: Apr 13-14
Cost: $505
CEUs/CPEs: 1.2/16
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Information Technology for Auditors

Learn the components of information technology and
how they are organized, developed and managed; how
technology affects your audit responsibilities; and the
the
This course is the

guidelines governing audits performed under
Government Auditing Standards.
prerequisite for all other technology-related courses
offered in our auditing curriculum. The information

systems audit process is presented in Information

Systems Auditing (A8029).

Objectives:

e Describe how information technology is organized,
developed and managed

e Explain how technology affects audit responsibilities

e Cite standards and guidelines governing audits
performed under the Government Auditing
Standards

Target Audience: New auditors and experienced
auditors with limited exposure to the subject matter

Course Code: A8024
Days of Training: 2
Date: Apr 24-25
Cost: $505

CEUs: 1.2/16
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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:

e Describe and apply the five elements of a prosecutable fraud scheme

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

e Describe the current situation that mandates joint task force efforts of auditors, investigators and
prosecutors — in combatting fraud, and the auditor’s role in such a task force

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

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

e Describe the restrictions that a government agency must observe in obtaining evidence for use in
prosecuting a criminal fraud case

e 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
Date: May 8-9

Cost: $505
CEUs/CPEs: 1.2/16
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Planning Audit Assignments

Careful planning is the foundation of audit success.

Receive a structured approach for
that

management principles. Learn to apply a structured

planning

performance  audits parallels  project
risk assessment approach to identify value-added
subjects and issues for audit. Learn to formulate
objectives that address the user’s information needs
and make clear what the audit is to accomplish and
to apply a step-by-step process in selecting the
scope and methodology to achieve the objectives.
Multiple case exercises allow you to apply that

process in class.

Objectives:

e Explain the control role of objectives in
performance auditing

e Use risk assessment to identify areas of
vulnerability and performance improvement for
audit

o Write objectives that make clear what the audit
is to accomplish, provide direction for planning
and field work facilitate report writing and meet
auditing standards

e Apply a step-by-step approach in designing
audits to achieve the objectives and use a
matrix to document the design

e Cite factors to consider in determining staff
needs

Target Audience: Experienced performance
auditors

Course Code: A8451
Days of Training: 2
Date: May 30-31
Cost: $505
CEUs/CPEs: 1.2/16
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Reviewing Audit Reports

As an audit manager or supervisor, reviewing reports is a
crucial aspect of your work, but you do not want to
spend hours rewriting them. By providing constructive
feedback you can help your staff develop better report
writing skills to ensure that audit results are presented
completely and objectively and that recommendations
lead to action. This course is designed to help you
achieve two review goals. First, you learn techniques for
evaluating the accuracy and appropriateness of the audit
reports. Second, you learn methods of communicating
review comments to help your auditors develop better
report writing skills. You participate in individual and
group exercises and apply these techniques to draft
reports.

Objectives:

e Explain the role and responsibility of the reviewer

e Use Government Auditing Standards as the
foundation throughout the report review, feedback
and revision process

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

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

e 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: 1
Date: May 1

Cost: $380

CEUs: .6/8
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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. 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:

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

e Plan and direct the overall coordination and cohesion needed to systematically determine the extent
and type of work to be done throughout audit assignments

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

e Motivate staff to complete assignments successfully

e Evaluate project staff selection and performance

e Learn effective staff management and communication techniques

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

e Prioritize audits and tasks for effective time management

e Apply leadership concepts and various techniques that can be used to successfully plan, manage and
communicate audit assignments

e Become a stronger and more confident leader by applying the tenets of people, principles and
products

Target Audience: Senior auditors responsible for leading and managing audit projects. It will also benefit
those transitioning from a site senior to an audit team leader and manager.

Course Code: A9109
Days of Training: 3
Date: Jan 23-25
Cost: $585
CEUs/CPEs: 1.8/24
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Using Metrics to Assess Performance

If you have audits that call for assessing the economy, efficiency and effectiveness of government
programs and services, you need this course. Learn to identify and document opportunities to reduce
operations costs and improve the quality and timeliness of product and service delivery. The emphasis in
this course is on applying a measurement-based audit approach along with problem-solving tools and

benchmarking.

Objectives:

e Explain the purpose and value in auditing operations

e Plan an audit to assess an entity’s success in producing and delivering quality products and services
timely and efficiently

e Prepare metrics using quantitative and qualitative data and use those metrics, along with problem-
solving tools and benchmarking, to systematically identify performance problems, their causes and
authentic solutions

e Develop findings that consider the nuances that arise in reporting on operations results

Target Audience: Junior auditors and seasoned professionals who have had limited exposure to this audit
approach

Course Code: A8028
Days of Training: 3
Date: May 22-24
Cost: $585
CEUs/CPEs: 1.8/24
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ENERGY MANAGEMENT INSTITUTE COURSES

DCAS Energy Management, in partnership with the City l.p‘glmém"“e’gy
Ener § ... NVE

University of New York (CUNY) School of Professional Studies gy i

(SPS), CUNY Building Performance Lab (BPL) and the Citywide Manag . e_ )

Training Center (CTC), is pleased to announce our schedule for Ipstltlll

courses for Spring 2017. ! '

The goal of EMI is to prepare city facilities personnel to make
energy-smart decisions that will assist the City in meeting its

green house gas (GHG) emissions reductions goals.

Important:

DCAS Energy Management( DEM) covers the cost of city staff participating in this training 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 will be assessed to their agency’s training department for “No Show” in accordance with the
CTC cancellation policy. See course descriptions for respective fee amounts.

Please visit the Spring 2017 EMI Course Catalog to view detailed information on all Energy

Management Institute courses.
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Energy Management Institute Building Operator Certification-Level |

Course Description:

Building Operator Certification (BOC) Level | serves as the gateway training program of the Energy
Management Institute. It is designed to help building operators manage their facilities to become more energy
efficient as part of the City’s efforts to meet its greenhouse gas reduction goals. The BOC Level | 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 including lighting, mechanical, and electrical systems and
provides guidance to improve thermal comfort, air quality, and life-safety considerations.

The BOC Level | program offers a unique learning experience. Instruction is delivered both in a traditional
classroom setting, as well as through self-paced, online modules via the Hughes Learning Management System.

The program is facilitated by a CUNY Subject Matter Expert Instructor with deep experience and knowledge in
engineering, and the efficient operation of plants and equipment.

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.

No Show Fee:

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 the CTC cancellation policy.

Course Overview:

Term: Spring 2017

Days: Fridays

Dates: Jan 27, Feb 10, Feb 24, Mar 10, Mar 24, Apr 7, Apr 21, Apr 28, May 12
Sessions: 9

Hours: 9:00am - 4:00pm

Location: Citywide Training Center, 1 Centre Street, 24" Floor-South Tower
Code: (C7200

Registration Deadline: December 22
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Energy Management Institute Building Operator Certification-Level Il

Course Description:

For those who have completed BOC Level 1, this advanced program provides an opportunity to deepen building
performance skills, while working towards earning the BOC Level 2 credential. This 16 week, 4 module course
leverages self-paced, on-line learning modules so employees only need to be in the classroom every other week.

DEM offers this program to help prepare building operators and stationary engineers for energy efficient facility
operations that meet the city’s 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 building efficiency, comfort, and improve their job skills.

Who Should Enroll:

Employees who have already earned the BOC Level | credential at least one year prior to registering for BOC II.

No Show Fee:

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 the CTC cancellation policy.

Course Overview:

Term: Spring 2017

Days: Fridays

Dates: Feb 3, Feb 17, Mar 3, Mar 17, Mar 31, Apr 21, May 5, May 12
Sessions: 8

Hours: 9:00am - 4:00pm

Location: Citywide Training Center, 1 Centre Street, 24™ Floor-South Tower
Code: (C7202

Registration Deadline: January 3
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Energy Management Institute

Course Description:
Building Re-Tuning (BRT) training is designed to give building operators advanced training in analysis of
facility operations to further identify efficiency improvements.

The BRT course is offered as 5 in-class sessions that include integrated project-based work that is completed by
participants in between classroom meetings. The course is aimed at operators and managers with previous
energy management training (BOC Level 1 and/or BOC Level 2, Certified Energy Manager, etc.)

BRT is designed to teach participants the skills that are needed to conduct a re-tuning of facilities that use a
BAS/BMS system.

The course is designed to walk participants through the BRT process from foundational concepts through an
initial BRT tune-up. Topics include:

e What BRT involves
e How to obtain operational data from the BAS to create graphs and charts

e How to analyze the data to diagnose operational problems and uncover no-cost and low-cost improvement
opportunities in equipment operations.

BRT training requires hands-on implementation practice in the participants’ facilities.

NOTE: participants must be able to access trend logging functions in a BAS/BMS.

Who Should Enroll:

This course is designed for building operators with previous energy efficiency/energy management training. It 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 the ability to access trend log functions in their facility’s BAS/BMS.

No Show Fee:
If a city employee registers for the 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 the CTC cancellation policy.

Course Overview:

Term: Spring 2017

Days: Thursdays

Dates: Apr 13, Apr 20, Apr 27, May 4, May 18

Sessions: 5

Hours: 9:00am - 12:00pm

Location: Citywide Training Center, 1 Centre Street, 24" Floor-South Tower
Code: (7300

Registration Deadline: March 13
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Energy Management Institute Additional Courses

The classes listed below are held at the CUNY School of Professional Studies, 119 W. 31°% Street, New York, NY
10001

Registration
Course Name g R Course Dates
Deadline
Certified Energy Manager (CEM) Exam Mav 7 June 12, June 13, June 14, June 15 June 16
Prep Class y (8:30am-4:30pm)
Certified Building Commissioning Feb 13 Mar 13, Mar 14, Mar 15, Mar 16
Professional (CBCP) (8:30am-4:30pm)
Energy Efficient Operations of Mar 4 Apr 4, Apr 18, May 2, May 16, June 6
Control Systems* (8:30am-3:30pm)
Energy Efficient Operations of Feb 6 Mar 7, Mar 21, Apr 4, Apr 18, May 2
Mechanical Systems* (8:30am-3:30pm)
Energy Efficient Operations of Apr 25 May 25, June 8, June 22
Piping Systems* P (8:30am-3:30pm)
Energy Efficient Operations of Mav 1 June 1, June 15, June 29
Plumbing Systems* y (8:30am-3:30pm)

*NOTE: these courses are offered on an every-other week schedule, requiring participants to be in class on
alternating weeks.
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e O
.v 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:

e Strategic Management

e Workforce Planning and Employment
e Human Resource Development

e Risk Management

e Employee and Labor Relations

Please call 212.386.0004 for more information.

IN PARTNERSHIP WITH

SOCIETY FOR HUMAN
RESOURCE MANAGEMENT

91 L&D Spring 2017 Course Catalog



PROFESSIONAL PRACTICES PORTFOLIO

COURSES FOR IT PROFESSIONALS

IT Professional & Certification Courses

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:

e (isco e Exin

e CompTIA e  Microsoft

e EC-Council ® Project Management Institute
e (ISC)

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 Spring 2017 IT Course Catalog.

Spring 2017 Information Technology Course Catalog
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COURSES FOR PROCUREMENT PROFESSIONALS

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.

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:

e Understand the Conflicts of Interest Law (including
but not limited to: accepting gifts, reporting
misconduct by others, post-employment
restrictions)

e Determine to whom the law applies

e 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: 1/2 day

Dates: Mar 15 (9:30am - 12:00pm)
Cost: N/C

CEUs: .3
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Contract Management/Administration

This course will discuss the range of activities in the
contract management and administration process,
from contract award through contract closeout.

Objectives:

e Develop a plan for contract administration and
management

e Recognize contract terms and conditions

e |dentify and define roles of project team
members

e Monitor contractor performance

e Manage invoices and payment

e Modify contract terms and/or conditions
e Resolve conflicts

e Closing the contract

Target Audience: Managers and professionals who
manage and administer contracts. It is strongly
recommended that participants take “Introduction
to Procurement” as a prerequisite to this course.

Course Code: P3016
Days of Training: 1
Date: Apr 14

Cost: $470
CEUs/CPEs: .6/8
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Mayor’s Office of
M ocs Contract Services

A Healthy Board and Staff

Building and managing Board with the capacity to ensure the continued operations of an organization
is the most complex and significant asset a nonprofit can develop. For an organization to achieve its
goals efficiently and with a minimum of friction between the staff and board, it is essential for the
board chair and executive director or CEO to eliminate confusion by making everyone’s working role
crystal clear. This training session will describe best practices, tools, references for building and
maintaining a strong and dedicated Board and Staff.

Course Code: P6175M
Days of Training: 1/2 day
Date: Apr 20 (9:00am-12:30pm)

Cost: N/C
CEUs: .3

APT (Automated Procurement Tracking) Basics

This course is designed for new APT users to learn about the system. The participants should have
basic procurement knowledge.

Objectives:

e Provide participants with the information they need to complete their tasks in the system

Target Audience: City procurement personnel who are involved with Automated Procurement
Tracking

Course Code: P6049M
Days of Training: 1/2 day
Date: Apr 6 (1:30p-5:00p)

Cost: N/C
CEUs: .3

L&D Spring 2017 Course Catalog 94




City Council Discretionary Funding
Requirements

Discretionary spending is a critical tool in meeting
needs in our communities. Each fiscal year,
members of the City Council allocate discretionary
funds to nonprofit organizations in order to meet
local needs and fill gaps in City Agency services.
Programs funded range from job training to after-
The City

Council, in conjunction with the Mayor's Office of

school programs to legal services.

Contract Services and the Cities Agencies, ensure
these funds go to organizations with the capacity
This
training will cover the fundamentals of how the

and integrity to provide quality services.

City vets and processes these contracts to ensure
that nonprofits receiving funds are adhering to all
applicable laws and City Council requirements.

Course Code: P6173M

Days of Training: 1/2 day

Dates: Feb 15 29 (9:00am - 12:30pm)
Cost: N/C

CEUs: .3
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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:

e Describe what documentation is required from the
Agency in the APT System for the Public Hearing.

e Review the various methods of source selection for
each contract.

e Discuss the Public Hearing Notices to be advertised in
The City Record.

e Highlight notification documents to be submitted to
elected officials prior to the Public Hearing.

e Requirements for designation letters from agency
heads to be transmitted prior to the Public Hearing.

e Master Schedule for Contract Public Hearings.

e APT Tasks, Process and Review.

Course Code: P6140M

Days of Training: 1/2 day
Dates: May 23 (9:00a - 12:30p)
Cost: N/C

CEUs: .3
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Ethics/Legal Compliance* Financial Management: Budgeting for Full
Cost of Programs

In this course participants will learn about core

ethical concepts arising in the procurement

- . Understanding the nature of revenues and expenses
context such as accountability for compliance,

. . . . . lati hat k [ i i
conflicts of interest avoidance, confidentiality and and translating that knowledge into programmatic

. planning and success is a critical skill for nonprofits,
openness in government. The course also explores

the historical evolution of the Mayor's which are required to track financials and in-kind

. recourses by contract or funding source. This session
procurement authority. The course uses an

interactive approach and creative problem solving will provide board and staff with an understanding of

techniques to teach how to identify and address budgeting and cost allocation principles and the

L . . financial tools and systems needed to record and
ethical issues that might arise in the procurement y

world review an organization’s revenues and expenses by
program, as well as provide best practices templates to

Objectives: implement a comprehensive budgeting process.

e Accountability for compliance

e Conflicts of interest avoidance Course Code: P6177M
Days of Training: 1/2 day
Dates: June 20 (9:00a —12:30p)
e Historical evolution of the Mayor’s procurement Cost: N/C

authority CEUs: .3

e Confidentiality and openness in government

Target Audience: All City Procurement personnel

Course Code: P6005M
Days of Training: 1
Dates: Mar 1

Cost: N/C

CEUs: .6

*CLE credit pending
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Franchises and Concessions*

This course will provide participants with an
overview on concessions and franchises, and the
various regulatory requirements as provided in
the NYC Charter, laws and rules.

Course Code: P6191M

Days of Training: 1/2 day
Dates: Dec 13 (9:00a —12:30p)
Cost: N/C

CEUs: .3

*CLE credit pending
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HireNYC: Goods and Services

This course will provide participants with an overview
of HireNYC: Goods and Services and the requirements
surrounding process, compliance and reporting.

Course Code: P6057M

Days of Training: 1/2 day
Dates: Apr 19 (9:00a - 12:30p)
Cost: N/C

CEUs: .3
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HireNYC: Human Services

This course will provide participants with an
overview of HireNYC: Human Services and the
requirements surrounding process, compliance
and reporting.

Course Code: P6192M

Days of Training: 1/2 day
Dates: May 24 (9:00a - 12:30p)
Cost: N/C

CEUs: .3

L&D Spring 2017 Course Catalog

Intergovernmental Contracting

In this class, participants will learn how to procure goods
and services through New York State Office of General
Services (0OGS) 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
Date: Mar 23 (1:30p-5:00p)
Cost: N/C

CEUs: .3
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Introduction to Procurement

This course will provide an introduction to basic

procurement methods, and principles. The
purpose of the course is to provide an
introductory  framework for  procurement
planning. The course will cover the following

areas:

e Methods definitions
e Business requirements
e Municipal tracking systems

o Key local laws

Target Audience: Agency procurement and
program staff with no background knowledge on

municipal procurement

Course Code: P3014M

Days of Training: 1/2 day

Date: Jan 19 (9:00am-12:30pm)
Cost: N/C

CEUs: .3
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Legal Compliance in Procurement*

This class will provide an overview of procurement

laws related to a variety of topics relevant to

procurement personnel.

Participants will learn about:

e Local Law 50 of 2011, relating to the purchase of
New York State food, and the New York City Agency
Food Standards;

e Environmentally Preferable Purchasing (EPP) laws;

e Corrective Action Plans (CAPs) for nonprofit
providers;

e The New York state Preferred Source law and
reporting on preferred source contract awards under
Local Law 125 of 2013

e The Living Wage Law

e local Law 18 of 2012, relating to disclosure of project
cost increases; and

e Small Purchases under PPB Rule 3-08.

Course Code: P6152M

Days of Training: 1/2 day
Dates: Apr 5 (9:00a - 12:30p)
Cost: N/C

CEUs: .3

*CLE credit pending
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Local Law 34 Compliance/DBA (Doing Business Accountability) Project
*This class is held at the Mayor’s Office of Contract Services, 253 Broadway, 9th Floor.

Local Law 34 of 2007 (LL34) established a public Doing Business Database of all entities that are
doing or seek to do business with the City, as well as their principal officers, owners, and senior
managers. Doing Business Data Forms (DBDF) are collected by City agencies with proposals, at the
beginning of contract negotiations or discussions with proposed vendors, as well as when a contract
is awarded. When an entity has proposed and has been awarded business by the City that reaches
or exceeds threshold amounts, the persons associated with the entity are considered to be doing
business with the City. They are then listed on the public Doing Business Database and are subject
to the stricter limits for campaign donations defined by the law. This training provides an overview
of LL34, when and for what types of purchases the DBDF is collected, and how the information is
used for campaign finance purposes.

Course Code: P6155M

Days of Training: 1.5 hours

Dates: Jan 10, Feb 14, Mar 21, Apr 18, June 6 (11:00a - 12:30p)
Jan 25, Mar 1, Apr 5, May 10, June 21 ( 1:00p-2:30p)

Cost: N/C
CEUs: .15
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Local Law 63 of 2011*

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:

e The background and requirements of Local Law
63

e How to conduct a displacement analysis

e How to put together the Local Law 63 annual
contracting plan

e How to conduct a cost-benefit analysis

Course Code: P6193M

Days of Training: 1/2 day
Dates: Feb 9 (9:00a-12:30p)
Cost: N/C

CEUs: .3

*CLE credit pending
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New York City's Pay-to-Play Campaign
Finance Law: Local Law 34 of 2007

Compliance*

Local Law 34 of 2007 amended the Campaign Finance
Act, establishing a public Doing Business Database of
all entities that are doing or seek to do business with
the City, as well as their principal officers, owners, and
senior managers, which are subject to the stricter
limits for campaign donations. This training provides an
overview of Local Law 34, when and what types of
transactions the law considers to be “doing business,”
the Board the
information, and relevant case law. The goal of this

how Campaign Finance uses
course is to give procurement professionals, and in
staff, a in-depth

understanding of the legal underpinnings of Local Law

particular agency legal more

34 in addition to compliance procedures.

Course Code: P6194M

Days of Training: 1/2 day
Dates: June 7 (9:00a - 12:30p)
Cost: N/C

CEUs: .3

*CLE credit pending
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Nonprofit Legal Requirements

For Attorneys Only: This course will be an

overview of the legal compliance requirements
and regulations in which nonprofits are subject to,
with a focus on NYC Contract requirements. We
will also review board member’s responsibilities
which include overseeing an organization’s policy
and activities. They are responsible for assuring
that the organization’s work is consistent with its
mission and that it complies with applicable laws.
By carrying out the duties of care, obedience, and
loyalty, board members help to ensure that a
nonprofit uses accountable practices, develops
strategies that will lead to success and
sustainability, and operates in fulfilment of
mission goals.

Course Code: P6176M
Days of Training: 1/2 day
Dates: May 17 (9:00am-12:30pm)

Cost: N/C
CEUs: .3

L&D Spring 2017 Course Catalog

Performance Management and Results
Tracking

Performance management oversight is a critical role
and responsibility of that board. The board should
determine the critical objectives, budget/financial
elements, program data, and strategic plan progress
milestones that it will track, recommended by the
executive committee/staff leader and individual board
committees. Mission impact should be clearly defined
and included in the performance management system.
The best tool should be selected for performance and
results tracking, including a balanced scorecard and
dashboard as well as traditional performance reports,
at the committee level.

Course Code: P6174M
Days of Training: 1.5 hours
Dates: Mar 15 (9:00am-12:30pm)

Cost: N/C
CEUs: .3
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Procurement Law for Beginners Project Labor Agreements (PLA) for Contract
Administrators

This course presents a basic introduction to the legal
framework for City procurements. City
This course will focus on the role of Contract
procurements are governed by State Law, the
Charter, the Administrative Code, and the PPB

Rules. The class will discuss these rules and how

Administrators as part of The City’s team effort to
implement NYC’'s Project Labor Agreements (PLAs). It
they apply to the decisions procurement will include a brief overview of the City’s PLAs,
applicability of PLAs, a discussion of how prevailing wage
standards are affected by the PLAs, and the

responsibilities of contract administrators including ‘tell-

professionals make every day in solicitations,
evaluations, responsibility determinations and
more. The class is an opportunity for program staff
to understand the rules that procurement tale signs’ of potential non-compliance with the PLAs.

professional have to follow.
Course Code: P6072M
Days of Training: 1/2 day

Course Code: P60GAM Dates: May 10 (9:00am-12:30pm)

Days of Training: 1/2 day Cost: N/C
CEUs: .3

Dates: May 3 (9:00am - 12:30pm)

Cost: N/C

CEUs: .3
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Subcontractor Tracking

Subcontracting will provide participants with an overview of the requirements surrounding subcontractor
data collection and reporting. Participants should be prepared to discuss practices within their Agency and
share best practices with colleagues.

Objectives:

e A demonstration of the Payee Information Portal (PIP) subcontractor data collection system and the
subcontractor screens in FMS

e Cover the regulatory requirements around subcontracting in the PPB Rules and Local Law 1 of 2013
(M/WBE)

Target Audience: Procurement officers, ACCO’s and project managers

Course Code: P6118M

Days of Training: 1/2 day

Dates: Jan 17, Feb 21, Mar 21, Apr 25, May 31, June 27 (1:30pm-5:00pm)
Cost: N/C

CEUs: .3
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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.

Objectives:

e Understand the VENDEX statute and other legal requirements for determining vendor responsibility
e Learn about the various VENDEX forms and the information vendors are required to provide

e Use the VENDEX system, including how to conduct queries and initiate vendor name checks

e Understand the sources of information that appear on the VENDEX system and how to analyze this
information in making responsibility determinations

Target Audience: City contracting personnel

Course Code: P6008M

Days of Training: 1/2 day
Dates: Apr 26 (9:00a - 12:30p)
Cost: N/C

CEUs: .3

105 L&D Spring 2017 Course Catalog



PROFESSIONAL PRACTICES PORTFOLIO

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:

Understand the legal requirements for determining vendor responsibility, including VENDEX
Review policies and processes for submitting responsibility determinations to MOCS/Comptroller
Learn skills that will enable agency personnel to gather and analyze data on prospective vendors

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.

Target Audience: This course is designed for all City procurement personnel

Course Code: P6154M

Days of Training: 1/2 day
Dates: Feb 28 (1:30p - 5:00p)
Cost: N/C

CEUs: .3
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COURSES FOR PROJECT MANAGEMENT PROFESSIONALS

@ \®
" Project Management Practical
e ©

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. As with all Citywide Executive
Development Programs, emphasis will be placed on building professional networks and developing collaborative
relationships.

The next Project Management Practical is scheduled to be offered in 2017. For additional information, please email
executivedevelopment@dcas.nyc.gov or call 212.386.6403.
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