25.  COTS Training

The procedures to request COTS training have been developed based on these sources:  DID 622 ECS Training Plan DID 611-CD-001-005 ECS Mission Operations Procedure, M&O Certification Plan 626-CD-001-005, Section 3, 4 of the ECS M&O Position Description DID 607-CD-001-002.  The ECS System Support Office (SSO) Operations Trainer arranges for COTS training by working with the COTS Training Coordinator, the ILS Manager, as well as the potential students.
The Activity Checklist in Table 25.1-1 outlines the role of the COTS Training Coordinator and the section number where details for performing the tasks can be found.

Table 25.1-1.  COTS Training - Activity Checklist

Task
Section

DAAC’s SMC. SSO, ILS, and ECS Development submit requests for COTS Training 
25.1

Forward request to ILS Manager
25.2

Arrange for equipment and classroom space
25.2

Ensure that initial registration will be filled or arrange for cancellation without penalty
25.3

Maintain COTS training records
25.4

Monitor DAAC COTS training budget
25.5

25.1
Requesting COTS Training

The COTS Training Coordinator must request training to initiate the following procedures at least 30 days prior to the desired training date.  The procedures are accomplished in the following order:

a.
The COTS Training Coordinator requests training using COTS Training Request Format via cc:mail to the ECS (SSO) Operations Trainer, the COTS Training Request Format must include the following information:

· Student(s) name and DAAC representation

· Training need

· COTS course requested 

· Dates preferred
· Price of COTS course

· Manager approving purchase of training

· Course location

· Duration of course

b.
EDS (SSO) Operations Trainer) verifies that the training request meets the following criteria:

•
Relates to an ECS M&O function

•
Relates to COTS product in the ECS system design

•
Is cost effective and within budget constraints

c.
COTS Training Coordinator determines the proposed training details, including the following: 

•
Training vendor

•
Individual or group training, based on cost effectiveness

•
On-site or off-site class location

•
Available vendor training dates

d.
(All COTS training must be approved by both the ECS (SSO) Operations Trainer and the ILS Manager prior to procurement.)  COTS Training Coordinator forwards the training request to the ECS (SSO) Operations Trainer for approval, once approved by the ECS (SSO) Operations Trainer, it is then forwarded to the ILS Manager.  The ILS Manager will either approve or deny the request. 

e.
COTS Training Coordinator maintains record of approval of training purchase. 

25.2
Coordinating COTS Training

If the ILS Manager approves the request for COTS training, the COTS Training Coordinator will provide all vendor training details to the COTS Purchasing Manager.  The COTS Purchasing Manager produces the purchase order and provides a copy to the COTS Training Coordinator, who will then order the training from the vendor.  The procedures to coordinate training are accomplished in the following order:

a.
When approved, the COTS Training Coordinator submits all training details to the COTS Purchasing Manager.

b. 
The COTS Training Coordinator orders training from the vendor.

c. 
Purchasing Manager processes the purchase order and provides a copy to the COTS Training Coordinator.

d. 
The COTS Training Coordinator forwards the purchase order to the vendor to reserve training.

e. 
The COTS Training Coordinator generates a notice to students that includes training vendor, course, date(s), other relevant information.

f. 
For on-site training, COTS Training Coordinator makes necessary arrangements for classroom space and equipment configuration; coordinates use of any operational equipment required for course, with on-going operations; forwards site location details to vendor instructor.

g. 
Students attend training.

h. 
Prior to Group COTS training, the COTS Training Coordinator provides students with a COTS Training Evaluation Form, which evaluates the effectiveness of the course.  In cases when COTS training is found to be substandard or ineffective, the COTS Training Coordinator contacts the ECS (SSO) Operations Trainer, ILS Manager, and the DAAC or site manager, together they come to a consensus as to whether or not to pursue compensation for the training.

i. 
Depending upon the decision rendered, the COTS Training Coordinator seeks refund, replacement training seat, or training credit from the vendor.

j. 
The COTS Training Coordinator maintains training records for the DAACs, SMC. SEO, ILS and ECS Development in accordance with DIDs 622 and 525.  Required record fields include:  price, student name, vendor name, course name and number, course dates, and location.  

k. 
The (COTS Training Coordinator) will forward a copy of the training record to the ECS (SSO) Operations Trainer in format specified by DID 622.

25.3
Canceling/Rescheduling COTS Training

COTS training vendors generally withhold all or part of registration fees for course seats canceled too close to the start date of training.  The deadline for cancellation without penalty varies between vendors, but the maximum deadline is three weeks prior to course start date.  In order to preserve ECS COTS training funds, any cancellations of COTS training by ECS personnel must be made before three weeks of the start date to avoid these financial penalties. 

· If student(s) need to cancel within this three-week deadline, the (DAAC or site manager) will be responsible for substituting an equally qualified individual to attend the course, and for notifying the COTS Training Coordinator to ensure proper record keeping and registration with the vendor.  
25.4
Maintenance of COTS Training Records

The (COTS Training Coordinator) will maintain records of all training accomplished as specified in Training Plan DID-622-CD-001-005.  COTS training records are maintained by the COTS Training Coordinator which monitors the allocation of funds and reports back to ECS (SSO)  Operations Trainer to adjust the budget.  The COTS Training Coordinator will submit training record information to the ECS (SSO) Operations Trainer for DID 625-CD-001-001 as specified in the Training Plan DID 622-CD-001-005.

25.5
Contractor COTS Training Funds Accounting

COTS training funds will be allocated to each ECS M&O organization, based upon staffing levels and functions performed at the site.  The COTS Training Coordinator maintains the training budget spreadsheets for each of the DAAC’s, SMC, SEO, ILS and ECS M&O Development Facility.  The COTS Training Coordinator updates the spreadsheets as training is complete and submits quarterly balance reports to the ECS (SSO) Operations Trainer for planning purposes.

While the coordination and purchasing responsibilities for COTS training fall primarily with the ECS COTS Training Coordinator, the ECS (SSO) Operations Trainer will be responsible to  the M&O organization for spending the allocated COTS training budget judiciously.

Travel funds are not included in the COTS training budget.  These must be secured from the organization to which each student belongs. 
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