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ABOUT THE GRADUATE SCHOOL,
USDA

For more than 80 years the Graduate School,

USDA has provided professional development

programs for people working to meet the 

challenges of—and make a difference in—

government. A continuing education institution

offering career-related courses to government

employees and private sector staff working with

government programs, the Graduate School,

USDA promotes improvements in government

performance and fosters individual advancement

and lifelong learning.

COURSES AND ACADEMIC STATUS

The Graduate School, USDA offers a wide range

of programs to serve you.  Each year we deliver

nearly 1,000 courses: day, evening and weekend

classes; residential training programs; correspon-

dence and self-study courses; and technology-

enabled instruction.  Classes are held in

Washington, D.C. and at sites across the country

and around the world.  Continuing Education

Units (CEUs) or Continuing Professional

Education Units (CPEs) are granted for most

courses, and certificates of accomplishment are

awarded to participants completing programs in

selected areas.  Although the Graduate School is

not a degree-granting institution, some of our

courses receive college credit recommendations. 

Courses presented by the Graduate School focus

on current practices, policies, tools and tech-

niques. Developed to meet your needs, these

courses are rigorously reviewed and updated by

subject matter experts and experienced 

curriculum designers.  
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All courses are instructor-led/group live
programs, and all courses are for all levels
except for 7 Steps to Performance-Based
Acquisition and Performance-Based
Management, which is designed for 
journeyman-level staff. Unless noted, no
advance preparation or prerequisites are
required for course attendance.  COTR and
COR are equivalent terms according to the
Federal Acquisition Institute. 

COTR/COR TRAINING

COMPREHENSIVE COTR WORKSHOP
ACQI7523D 5 days 40 CPE

Master the position of Contracting Officer’s Technical
Representative (COTR) or Contracting Officer’s Representative
(COR) with our Federal Acquisition Institute-compliant course
that covers all knowledge areas and satisfies most agency require-
ments for certification.

CONTRACTING BASICS FOR COTRS
ACQI7503D 3 days 24 CPE

Similar to the comprehensive workshop but without the pre-
award phase knowledge areas, this course provides training that
satisfies most agency certification requirements for administering
contracts of $1 million or less.

PURCHASING

GOVERNMENTWIDE COMMERCIAL PURCHASE CARD
ACQI7504D 1 days 8 CPE

Learn the rules and procedures of the purchase card program and
use this convenient micropurchasing method correctly.

SIMPLIFIED ACQUISITION PROCEDURES
ACQI7506D 5 days 40 CPE

Perform all purchasing activities correctly and efficiently with this
comprehensive course.  You learn to apply the latest electronic
enhancements in the purchasing process.

PERFORMANCE-BASED
ACQUISITION
7 STEPS TO PERFORMANCE-BASED ACQUISITION AND
PERFORMANCE-BASED MANAGEMENT
ACQI9299D 5 days 40 CPE

Create contracts that are results-focused and manage the 
performance of the contractor to successful completion. Bring
your current acquisition requirements to the classroom, where
expert faculty apply performance-based acquisition concepts to
develop the critical documentation and understanding necessary
for program success.

PERFORMANCE-BASED SERVICE ACQUISITION
ACQI8002D 2 days 16 CPE

This course covers the same topics as above using standardized
case studies.

PERFORMANCE-BASED STATEMENTS OF WORK 
ACQI8517 D 3 days 24 CPE

Apply a step-by-step process for developing a results-oriented
statement of work, including performance standards and a quality
assurance surveillance plan.  Take this course with Performance-
Based Service Acquisition for a fuller understanding of the evolving
acquisition process.

REFRESHERS
COTR REFRESHER
ACQI7513D 1 day 8 CPE

Most agency certification programs require a refresher every three
years. Keep your knowledge up-to-date and maintain your certifi-
cation with our one-day course.

SIMPLIFIED ACQUISITION REFRESHER
ACQI7516D 3 days 24 CPE

Keep your purchasing skills and warrant current with our three-
day refresher.  You review the principles and policies for acquiring
items and services.

The Certificate of Accomplishment in Acquisition program helps
participants acquire basic knowledge and skills in the business of
purchasing and contracting. The program is designed especially for
employees who are involved with acquisition as a collateral duty.
Acquisition knowledge and skills are balanced with the need for
analytical and communication skills to help the individual attain a
higher level of self-confidence and professionalism. This program is
not designed for acquisition staff who need to obtain certification
under the Federal Acquisition Certification in Contracting
Program (FAC-C). However, Graduate School, USDA courses may
be taken to meet the continuing education requirements of FAC-C.
Our certificate program consists of four required courses and three
electives. All courses are available nationwide.  For course descrip-
tions, tuitions and schedules, and to apply for the certificate pro-
gram, visit:  www.grad.usda.gov/acqi.

REQUIRED COURSES (COMPLETE FOUR COURSES)

INTRODUCTION TO GOVERNMENT CONTRACTING
ACQI7501D 40 CPE  

OR

CONTRACTING BASICS FOR ADMINISTRATIVE PERSONNEL
ACQI7502D      24 CPE

OR

SHAPING SMART BUSINESS ARRANGEMENTS (CON100 EQUIVALENT)

ACQI7030D 40 CPE

ACQUISITION PLANNING
ACQI7505D 40 CPE  

BASIC CONTRACT ADMINISTRATION
ACQI7500D 40 CPE  

OR

CONTRACTING BASICS FOR COTRS
ACQI7503D 24 CPE

OR
COMPREHENSIVE COTR WORKSHOP
ACQI7523D 40 CPE

SIMPLIFIED ACQUISITION PROCEDURES
ACQI7506D 40 CPE  

ELECTIVE COURSES (COMPLETE THREE COURSES)

ANALYTICAL (SELECT ONE)

BASIC STATISTICS
STAT7001D 2.4 CEU

INTRODUCTION TO FINANCIAL MANAGEMENT
FINC7000D 24 CPE

MANAGEMENT ANALYSIS: OVERVIEW 
PGMT7000D 2.4 CEU

PROJECT MANAGEMENT 
PGMT7005D 2.4 CEU

WRITING, COMMUNICATION AND
INTERPERSONAL SKILLS (SELECT ONE)

BRIEFING TECHNIQUES
COMM7002D 1.8 CEU

CLEAR WRITING THOUGH CRITICAL THINKING
WRIT7100D 1.8 CEU

INTERPERSONAL COMMUNICATIONS
COMM7006D 1.2 CEU

SPECIALIZED ACQUISITION (SELECT ONE)

GOVERNMENT CONTRACT LAW
ACQI7501D 40 CPE

OMB CIRCULAR A-76:  PERFORMANCE OF COMMERCIAL
ACTIVITIES
ACQI7525D 32 CPE

PERFORMANCE-BASED STATEMENTS OF WORK 
ACQI8517D 24 CPE

7 STEPS TO PERFORMANCE-BASED ACQUISITION AND
PERFORMANCE-BASED MANAGEMENT 
ACQI9299D 40 CPE

ACQUISITION TRAINING FOR GOVERNMENT PROFESSIONALS WWW.GRAD.USDA.GOV/ACQI

CERTIFICATE OF ACCOMPLISHMENT IN ACQUISITION

If you require information about this program, activity or facility in
a language other than English (or in Braille, large print, audiotape,
etc.), contact the registrar of the Graduate School, USDA at 
(888) 744-4723.
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