
Program Management Professional Development Courses

Appropriate for Level 1

Course Title
Vendor
Description
Prerequisite
Length
Cost

Problem Solving, Analysis & Decision-Making - Strategies, Techniques & Tools

INTRODUCTION TO 
USDA Graduate School
The course presents a problem-solving model that includes 
No Prerequisite
4 Days
$280

MANAGEMENT ANALYSIS
problem definition, fact gathering, analysis and 

communicating results/findings.  Includes planning for data 

gathering and analysis, descriptive statistics and work 

MICROSOFT ACCESS 97 
Computer Technology 
This course introduces the key concepts and skills of 
Basic familiarity 
3 Days
$297

(INTRODUCTION)
Service, Inc.
Microsoft Access 97 database management capabilities.
with PC's and 

Windows.

MICROSOFT EXCEL 97 1 
Computer Technology 
The course presents basic concepts of the electronic 
Basic familiarity 
3 Days
$297

(INTRODUCTION)
Services Inc.
spreadsheet program - Microsoft Excel 97.
with PC's and 

Windows (or the 

Mac).

PRESENTING STATISTICS USING 
Transition 
This course introduces steps for translating raw data into 
"Introduction to 
2 Days
$200

CHARTS, GRAPHS & TABLES
various charts, graphs, and tables and identifies the "best" use 
Management 

of charts, graphs, and tables.
Analysis" or 

equivalent work 

experience or 

academic study
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Program Management Professional Development Courses

Appropriate for Level 1

Course Title
Vendor
Description
Prerequisite
Length
Cost

Verbal & Written Communications - Strategies, Techniques & Tools

COMMUNICATING WITH STYLE
Management Training 
The course introduces skill sets to promote effective 
No prerequisite
1 Day
$125

Systems
communications and reduce misunderstandings and conflict.

COMMUNICATION SKILLS: 
BrownMiller Group
The course introduces skill sets to promote effective 
No prerequisite
1 Day
$120

CRITICAL FOR CAREER SUCCESS
communications that increase understanding and reduces 

CONSTRUCTING PERSUASIVE 
Marconi Systems 
The course introduces a step-by-step process for developing 
No Prerequisite
1 Day
$125

PROPOSALS
Technology
proposals that garner attention and support.

GRAMMAR WITHIN BUSINESS 
Professional 
This course presents the usage of Standard English 
No prerequisite
3 Days
$200

CONTEXTS
Communication 
grammatical rules.  Business formats (e.g., memos, letters and 

reports) are utilized as the primary contexts in which these 

INTERPERSONAL 
Progressive Success
The course introduces the technical and social aspects of 
No prerequisite
2 Days
$145

COMMUNICATION SKILLS
interpersonal communication to include appropriate level of 

assertiveness.

INTRODUCTION TO PC's AND 
Software Technology
This course provides an introduction to microcomputers and 
No Prerequuisite
3 Days
$300

WINDOWS
Windows and includes managing hardware components, 

organize files, folders and documents, etc.

MICROSOFT POWERPOINT
Software Technology
This course provides instruction on creating presentations 
Basic familiarity 
2 Days
$200

using the PowerPoint program.
with PC's and 

Windows.

MICROSOFT WORD 1 
Software Technology
The course introduces the key concepts and skills to the word 
Basic familiarity 
3 Days
$300

(INTRODUCTION)
processing program, Microsoft Word.
with PC's and 

Windows.

PRESENTATION SKILLS
Professional 
The course increases the ability to make effective oral 
No prerequisite
4 Days
$250

Communication 
presentations, focusing on planning, researching, organizing, 

writing, practicing, delivering and evaluating verbal briefs.
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Program Management Professional Development Courses

Appropriate for Level 1

Course Title
Vendor
Description
Prerequisite
Length
Cost

TECHNICAL WRITING IN RDT&E
Veda, Inc
Through classroom briefings and writing exercises, the course 
No Prerequisite
3 Days
$156

presents the NAVAIR Plan of Action and Milestone (POAM) 

and the NAVAIR draft instruction 13000.13 on Work 

Breakdown Structure (WBS).

USING OUTLOOK
INFO/tek
This course introduces the key concepts and skills to fully 
Basic familiarity 
2 Days
$250

utilize Microsoft Outlook to organize emails, meetings, 
with PC's and 

calendar, contact lists, and journal entries.
Windows.

WRITING FOR BUSINESS 
Professional 
This course introduces writing techniques to increase the 
Basic English 
3 Days
$200

PURPOSES
Communication 
ability to communicate in writing.
grammar

WRITING IN THE INFORMATION
People Synergy
This course is an overview of the basics of good business 
No prerequisite
2 Days
$195

 AGE
writing.  It is designed for those who need a refresher course in 

writing skills.
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Program Management Professional Development Courses

Appropriate for Level 2

Course Title
Vendor
Description
Prerequisite
Length
Cost

Problem Solving, Analysis & Decision-Making - Strategies, Techniques & Tools

DATA ANALYSIS WITH 
Transition 
The course introduces the capability of Microsoft Excel in 
"Introduction to 
4 Days
$390

MICROSOFT EXCEL
analyzing data and forming conclusions. Basic statistical 
Management 

theory and practice is introduced and applied in a case study.
Analysis" or 

equivalent work 

experience or 

academic study

DATA COLLECTION 
Transition 
The course emphasizes the data collection steps of the 
"Introduction to 
4 Days
$250

problem-solving model to include data collection design and 
Management 

techniques (measurement, survey, interview, and observation), 
Analysis" or 

Sampling procedures, size and errors.
equivalent work 

experience or 

academic study

INTERMEDIATE MANAGEMENT 
USDA Graduate School
The course builds upon the "Introductory" class and examines 
"Introduction to 
4 Days
$280

ANALYSIS
the impact of internal and external factors (organizational 
Management 

structure, decision-making authority, legislation, GPRA and 
Analysis" or 

reinvention initiative).
equivalent work 

experience or 

academic study

MICROSOFT ACCESS 97 
Computer Technology 
This course introduces the key concepts and skills of 
Basic familiarity 
5 Days
$625

(ADVANCED)
Service, Inc.
Microsoft Access 97 database management capabilities.
with PC's, Windows 

and Access 97

MICROSOFT EXCEL 97 2 
Computer Technology 
The course presents key concepts and skills needed for full use 
Introduction to 
2 Days
$198

(ADVANCED)
Services Inc
of Excel 97's sophisticated features to include pivot tables, 
Excel 97 or 

modeling or scenarios, macros, etc.
equivalent skills and

 knowledge.
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Program Management Professional Development Courses

Appropriate for Level 2

Course Title
Vendor
Description
Prerequisite
Length
Cost

MICROSOFT PROJECT
Charles County 
The course introduces the theoretical underpinning and 
Basic familiarity 
3 Days
$368

Community College
practical applications of Microsoft Project 98
with PC's, operating

 system and 

peripheral 

components.
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Program Management Professional Development Courses

Appropriate for Level 2

Course Title
Vendor
Description
Prerequisite
Length
Cost

Leadership Skills & Human Resources Management

COACHING, COUNSELING, AND 
Cornerstone 
This workshop distinguishes and defines the activities, 
No prerequisite
2 Days
$285

CONFRONTING
Management Services, 
techniques and issues surrounding the activities of coaching, 

Inc.
counseling and confronting.  This workshop answers questions 

of how, when and where to perform these skills.

HOW TO HANDLE DIFFICULT 
Fred Pryor Seminars
The course is designed to help understand and deal effectively 
No prerequisite
1 Day
$96

PEOPLE
with difficult personalities you may encounter.

INTRODUCTION TO PERSONNEL
Human Resources 
The course introduces a broad spectrum of personnel-related 
No prerequisite
4 Days
No cost

 MANAGEMENT
Department, 
issues to newly assigned supervisory personnel.

PROBLEM SOLVING AND 
Leadership Dynamics 
In this course, participants learn strategies for planning, 
No prerequisite
1 Day
$115

DECISION-MAKING SKILLS FOR 
Consulting Inc
preparing and facilitating individual and group decision-making

SUPERVISORS AND TEAM 
 and problem solving.

LEADERS

SCIENCE OF LEADERSHIP AND 
Dr. Warren Blank/The 
The course introduces the concept of "leadership" and 
No prerequisite
4  1/2 day 
$400

THE ART OF GAINING 
Leadership Group
"management"; identify opportunities to achieve 
sessions

FOLLOWERS
organizational objectives; communicate and motivate others.

SHAPING THE 
Cornerstone 
The workshop provides potential mentors with the knowledge 
No prerequisite
1 Day
$145

MENTORING-PROTEGE 
Management Services, 
and coaching skills for effective performance as a mentor.

Inc.

SUPERVISION I:  INTRODUCTION
Cornerstone 
The course presents the practical skills of coordinating, 
No prerequisite
4 Days
$650

 TO SUPERVISION
Management Services, 
leading, and supervising the work of others.  Delivery methods

Inc.
 include lectures, discussions, videos, group projects.  Required 

within the first 6 months for newly appointed supervisors.
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Program Management Professional Development Courses

Appropriate for Level 2

Course Title
Vendor
Description
Prerequisite
Length
Cost

SUPERVISION II:  SHAPING THE 
Cornerstone 
This is a skills development workshop for personnel with 
Supervision I
2 Days
$285

PERFORMANCE OF OTHERS
Management Services, 
responsibility for supervising and shaping the work 

Inc.
performances of others.  It reinforces the practices of positive

 coaching and problem solving with employees.

TEAM SKILLS AND CONCEPTS
NAWCAD TQL Office
The course covers the process by which people are 
No prerequisite
4 Days
$325

transformed into effective teams.  Topics include: team 

development process, mission and goals, roles and 

responsibilities, decision-making process and the fundamentals 

TURNING TEAM CONFLICT 
Cornerstone 
The course introduces coaching techniques for gaining 
No Prerequisite
2 Days
$285

INTO A POSITIVE SOURCE OF 
Management Services, 
increased teamwork and effectiveness through the systematic 

Inc.
resolution of conflict.

Budget

BUDGET ESTIMATING 
The Learning Curve 
The course uses lectures, class readings, and practical exercises 
No Prerequisite
3 Days
$375

TECHNIQUES
Training Group
to forecast a budget for various organizations and to introduce 

the definition and use of common budget terms.  Eight 

standard estimating techniques are presented, explained, and 

RDT&E,N BUDGET 
Naval Air Systems 
This course is designed to familiarize participants with the 
Basic understanding 
1 Day
No Cost

Command
basic concepts and exhibits used by NAVAIR to develop 
of PPBS

RDT&E,N budgets.  This course focuses on the major exhibits 

and the procedures to develop these exhibits.

WPN/OPN/PAN&MC BUDGET 
Naval Air Systems 
This course introduces the basic concepts and exhibits used by 
Basic understanding 
1 1/2 Days
No Cost

FORMULATION
Command
NAVAIR to develop WPN/OPN/PAN&MC budgets.  This 
of PPBS

course focuses on the major exhibits and the procedures to 

develop these exhibits.

Thursday, February 10, 2000
Page 7 of 11

Program Management Professional Development Courses

Appropriate for Level 2

Course Title
Vendor
Description
Prerequisite
Length
Cost

Contract & Acquisition Management

NAVSUP CONTRACTING 
Fleet and Industrial 
The course explains the duties and responsibilities inherent in 
No Prerequisite
2 Days
$110

OFFICER'S REPRESENTATIVE 
Supply Center
the COR delegation.

COURSE (COR)

UNDERSTANDING THE FEDERAL
Caldwell Consulting 
The course introduces the key provisions and clauses in 
No Prerequisite
2 Days
$275

 ACQUISITION REGULATION 
Associates
contracting, applicable parts of the FAR as they relate to 

contracting matters, and the rights and remedies of  all parties.

Verbal & Written Communications - Strategies, Techniques & Tools

MAKING MEETINGS WORK
Leadership Dynamics
In this course participants learn to plan, prepare and facilitate 
No prerequisite
1 Day
$90

effective meetings.  Students practice strategies that encourage

 participation and group problem-solving.

MICROSOFT WORD 2 
Software Technology
This course introduces the current Microsoft Word users to 
Introduction to 
2 Days
$200

(ADVANCED)
additional and more powerful features.
Microsoft Word or 

equivalent skills and

 knowledge.

RISK COMMUNICATIONS
NAWC-AD Public 
The course introduces principles of Risk Communications that
No prerequisite
1 - 2 Days
No Cost

Affairs Office
 focus on gaining trust and credibility as the basis for dialogue 

about emotionally charged issues with people experiencing 

high concern.

SEVEN HABITS OF HIGHLY 
Covey Leadership 
The course introduces concepts and principles of personal and 
No Prerequisite
3 Days
TBA

EFFECTIVE PEOPLE
Center
interpersonal effectiveness.  The course leads participants to 

develop a personal mission statement, practice empathetic 

communication and develop a personal improvement plan.
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Program Management Professional Development Courses

Appropriate for Level 3

Course Title
Vendor
Description
Prerequisite
Length
Cost

Problem Solving, Analysis & Decision-Making - Strategies, Techniques & Tools

ADVANCED MANAGEMENT 
USDA Graduate School
This course builds on the two previous courses and introduces 
"Introductory 
4 Days
$300

ANALYSIS
the "Design of Study" concept and performance measures that 
and/or Intermediate 

capture program/organizational-level effectiveness, efficiency,
Management 

 productivity, team morale, etc.
Analysis"  or 

equivalent work 

experience or 

academic study

Thursday, February 10, 2000
Page 9 of 11

Program Management Professional Development Courses

Appropriate for Level 3

Course Title
Vendor
Description
Prerequisite
Length
Cost

Leadership Skills & Human Resources Management

BUILDING AND SUSTAINING 
Stanley E. Portny & 
This course presents techniques for creating high performance 
No prerequisite
3 Days
$500

HIGH PERFORMANCE PROJECT 
Associates
teams to include the distinction between "Leadership" and 

TEAMS
"Management". A self assessment determines individual 

personal operating style.

CAPITAL HILL WORKSHOP
Naval Aviation 
The course examines the organization and operations of the 
No Prerequisite
4 Days
Tuition 

Executive Institute
U.S. Congress with emphasis on defense-related authorization 
paid by 

and appropriations processes.
NAEI

CONTEMPORARY 
Naval Aviation 
A residential program emphasizing results-oriented 
No Prerequisite
9 Days
Tuition 

MANAGEMENT ISSUES & 
Executive Institute
management practices in relation to business planning, 
paid by 

decision analysis, management control, and corporate 
NAEI

strategy.  SEMDP participants ONLY.

DYNAMIC LEADERSHIP
Stanley E. Portny & 
This course presents a summary of research on the topic of 
No prerequisite
3 Days
$500

Associates
leadership.  The theoretical is supplemented with leadership 

trait assessment and the creation of a personal leadership 

development plan.

EEO MANAGERIAL AND 
Human Resources 
The course is required for all managers and supervisors.   At 
No prerequisite
1/2 Day
No cost

SUPERVISORY REFRESHER 
Department, 
the conclusion of this course, supervisors should be equipped to

TRAINING
 deal with a variety of personnel issues that affect their 

EXECUTIVE LEADERSHIP AND 
Naval Aviation 
Residential program focusing on developing leadership 
No Prerequisite
6 Days
Tuition 

CAREER DEVELOPMENT 
Executive Institute
potential to include situational leadership, managerial style, 
paid by 

WORKSHOP
etc.  Official participants of the Senior Executive 
NAEI

Management Development Program ONLY.

LEADING ORGANIZATIONAL 
Daniels and Associates
This course is designed to help those in leadership or 
No prerequisite
1 Day
No cost

CHANGE
supervisory positions deal with organizational change and 

employ strategies for managing the negative impact of any 
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Program Management Professional Development Courses

Appropriate for Level 3

Course Title
Vendor
Description
Prerequisite
Length
Cost

POLITICS OF NATIONAL 
Naval Aviation 
Residential seminar exploring the military, economic, and 
No Prerequisite
5 Days
Tuition 

SECURITY
Executive Institute
political environment of American defense decision making, 
paid by 

focusing on concepts, issues, and institutions which shape 
NAEI

defense programs and policies and internal structures and 

processes.

SUPERVISORY REFRESHER 
Cornerstone 
The focus of the course is influencing others performances by 
Supervision I and II
1 Day
$165

COURSE
Management Services, 
communicating and problem solving.

Inc.

TEAM DEVELOPMENT 
Naval Aviation 
The course is directed at a newly created or an existing team.  
No Prerequisite
1 - 3 Days
Tuition 

WORKSHOP (TTT-300)
Executive Institute
The objective is to accelerate team progress by working on 
paid by 

"real life" team needs/concerns.  Topics include Team charter,
NAEI

 roles & responsibilities, norms/operating guidelines, etc.

THE WASHINGTON ARENA
Naval Aviation 
Seminar with key officials briefing on TEAM organizational 
No Prerequisite
5 Days
Tuition 

Executive Institute
and policy issues; formal and informal interfaces between the 
paid by 

TEAM and higher DON and DOD organizations; and the 
NAEI

Congress and White House roles in defining the Navy's 

Verbal & Written Communications - Strategies, Techniques & Tools

ADVANCED BRIEFING 
Lausanne Institute
This course is designed for those experienced presenters who 
Previous 
2 Days
$195

TECHNIQUES
wish to practice and refine their speaking ability.  The focus is 
communication 

skill development and application of techniques to ensure that 
courses or prior 

communication objectives are met within time restrictions.
experience in 

delivering oral 

presentations.

LEADERSHIP 
Cornerstone 
This course introduces strategies that enhance personal 
No prerequisite
2 Days
$285

COMMUNICATIONS:  
Management Services, 
effectiveness in influencing others, dealing with criticism, 

CONFIDENCE & COMPETENCE
Inc.
negotiating, and confronting problem behaviors.
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