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C.P.M. Review Instructor Task Outline
Module 1: Purchasing Process

Part A.
Identifying Requirements

Part B.
Preparation of Solicitations

Part C.
Supplier Analysis

Part D.
Contract Execution, Implementation and Administration

Module 1: 
Purchasing Process

Part A.
Identifying Requirements

TASK 101:
Establish procurement plans and make decisions necessary to purchase products or services in congruence with organizational objectives and sourcing strategies.

Knowledge of:

1)
Internal organization conditions leading to decisions to buy

A) Operational strategies 

B) Financial strategies

C) Marketing strategies

D) Supply strategies

Identifying Requirements

Task 101 continued 

2)
Market conditions leading to decisions to buy

3) 
Supplier/contractor marketing strategies and how they relate to buy decisions

4)
Use of a short- and long-range materials/service plan

5)
Organizational opportunities for 

standardization, consolidation, outsourcing, partnering,  and cooperative purchasing

Identifying Requirements 

TASK 102:
Review purchase requisitions in accordance with organizational requirements and/or budgetary constraints.

Knowledge of:

1)
Types of purchase requisitions

A) Standard requisitions

B) Traveling requisitions

C) Project bill of material (e.g.,construction)

D) Systems-generated requisitions

E) Electronic requisitions

2)
Common organizational requirements for requisitions 

A) Specifications and statements of work, 


format, and content

B) Justification to limit competition

C) Format and content of in-house estimates

Identifying Requirements

Task 102 continued

D) Control of unauthorized buying 


(ratification)

E) Procedures to ensure that  necessary 



approvals have been obtained

F)
Signing limits/approval levels and 


thresholds

G)
Leadtimes

3) Socioeconomic goals and objectives as they        

     relate to requisitions

4)
Budgetary review procedures

A) Procedures for budgeted versus  

      nonbudgeted acquisitions

B) Availability of funds

C) Funding cost reimbursables

5)
Expense allocation

Identifying Requirements

Task 102 continued

6) Types and sources of funds and their relationship to required goods and services (e.g., grants, capital)

7) Priority sequences for handling purchase requests

A) First-come, first-served

B) Arrangement by need date

C) Rush orders/emergencies

D) Order of importance/impact

E) Seasonal

Identifying Requirements 

TASK 103:
Determine appropriate methods of procurement. 

Knowledge of:

1)
Factors in the decision to use competitive bidding and/or negotiations

A) Degree of competition/market situation

B) Industry norms and standards

C) Urgency

D) Dollar value

E) Nature of product/service specifications

F) Type of contract desired

G) Procedure for selection of successful 


offer

H) Organizational policy

I)    Frequency of purchases

2)
Methods of procurement

A) Purchase orders

B) Contracts

Identifying Requirements

Task 103 continued

C) Letters of intent

D) Consignment methods

E) Blanket order

F) Systems contracting

G) Telephone order/fax order

H) Electronic order systems

I)    Stockless buying/inventory systems

J)    Purchase order draft/check with order

K) Petty cash/local small purchases

L) Standing orders

M) Credit cards/procurement cards

N) Kanban/pull signals

O) Direct release

P) Supplier replenishment/supplier 


managed inventory

Q) Other methods

Identifying Requirements 

TASK 104:
Perform cost/benefit analyses on planned acquisitions.

Knowledge of:

1) Definition of “total cost”

2)
Standard costs

A) Purchase price variance

3)
Direct costs

4)
Indirect costs

A) Fixed

B) Variable

C) Semi-Variable

5)
Relevant versus irrelevant costs

6)
Allocation of overhead

Identifying Requirements

Task 104 continued

7)
Life-cycle costing

8) Opportunity cost

9) Activity-based costing

10) Financial tools

A) Return on investment

B) Return on assets employed

C) Return on total assets

D) Margin analysis

E) Profitability

Identifying Requirements 

TASK 105:
Review supplier samples and/or demonstrations with the buying organization management and/or user departments.

Knowledge of:

1) Confidentiality policies

2) Typical policies regarding the possession, use, and return/disposition of supplier’s goods

Part B. Preparation of Solicitations

TASK 106:
Develop/review specifications, statements of work, performance terms, and/or acceptance criteria.  

Knowledge of:

1)
Procedures for developing and/or reviewing specifications

A) Internal input


B) External inputs

2)
Methods of communicating physical and quality attributes of a product or service

A) Performance and design specifications

B) Internal versus external specifications

C) Building quality into the manufacturing 


process

D) Supplier samples

Preparation of Solicitations

Task 106 continued

3)
Specification problems/abuses

A) Over-specification

B) Under-specification 

C) Slanting specifications

D) Non-use of generic specifications

E) Obsolete/outdated specifications

F) International standards differences

4)
Statements of work

A) Work breakdown structure

B) Hold points/milestones

C) Performance evaluation factors

Preparation of Solicitations

TASK 107:
Locate and select potential sources of materials or services.

Knowledge of:

1)
Degrees of competition and their effects on procurement 

A) Full and open competition

B) Limited competition

C) Technical competition

D) Single source

E) Sole source

F) Multiple source

G) Integrated supply

2)

Nature of sources and their effects on procurement

Preparation of Solicitations

Task 107 continued

A) Manufacturers versus distributors

B) Large versus small suppliers

C) National versus local suppliers

D) International versus domestic suppliers

E) Mandatory sources of supply

F) Emergency sources

G) Small and historically underutilized     

      businesses (HUB)

H) Cooperative/leveraged buying

I)    Joint ventures

J)    Internal versus external sources

3)
Locating sources of supply

A) Buyers’ guides

B) Business directories

C) Telephone directories

D) Chambers of commerce

E) Trade and professional associations

F) Shows/exhibits

Preparation of Solicitations

Task 107 continued

G) Trade publications

H) Colleagues/referrals/networking

I) Suppliers /salespersons

J) Government sources

K) International sources

L) Minority supplier sources/emerging 



businesses 

M) Direct marketing

N) Markets/merchandise markets

O) Group purchasing organizations

P) User departments (internal departments)

Q) Barter organizations 

R) Bidder’s list 

S) World Wide Web/Internet

T) Competitor’s practices

4)
Existing versus new sources

A) Market conditions

B) Product complexity/technology changes

Preparation of Solicitations

Task 107 continued

C) Urgency of need

D) Quality expectations 

E) Supplier processes

F) Adequacy of competition 

G) Cost versus value of sources 

H) Long-term needs

I)    Long-term relationships

J)    Need for modification of supplier base

K) Change in supplier’s organization

L) Supply continuity

Preparation of Solicitations

TASK 108:
Prepare and solicit competitive bids, quotations, and proposals with pertinent specifications, terms, and conditions. 

Knowledge of:

1)
Types of solicitations/bids

A) Sealed bidding/formal advertising

B) Competitive proposals

C) Restricted competition

D) Two-step bidding

E) Informal bids/quotations

F) Offers to buy versus offers to sell 

G) Alternate/innovative proposals

H) Automated/electronic solicitations (fax,      

      EDI, e-mail)

I)   Non-competitive negotiations

J)   On-line bidding 

Preparation of Solicitations

Task 108 continued

2)
Requests for Information

A) When to use

B) Potential benefits

C) Potential problems 

3)
Prebid or pre-proposal conferences

A) When to use

B) How to arrange and conduct

C) Selection of participants

D) Potential benefits

E) Potential problems

F) Mandatory versus nonmandatory   


conferences

4)
General solicitation procedures and concepts

A) Comparability

B) Fairness/business ethics

C) General format/content of bid requests

Preparation of Solicitations

Task 108 continued

D) Fair response time

E) Issue dates

F) Opening/closing dates

5) Procedures for cancellation of solicitations

6) Regulations affecting the bidding process

A) Oral versus written quotes

B) Existing product compatibility

C) Electronic solicitations (fax, EDI)

7)
Regulations influencing prices and contracts

A) Uniform Commercial Code (UCC)  

      Article 2, Sales

B) Antitrust and trade regulation

C) Regulation of federal procurement and    

      public projects

D) Regulation of international commerce

Preparation of Solicitations

Task 108 continued

E) Americans with Disabilities Act

F) Department of Agriculture rulings

G) Government price support regulations

H) Other federal/state/local laws

8)
Terms and conditions of solicitations and offers

A) Types

B) When to use 

9) Bonds and other types of surety

A) Bid bonds

B) Performance bonds

C) Payment bonds

D) Deposits

E) Letters of credit

Preparation of Solicitations

Task 108 continued

F) Real estate

G) Cash

10)
Problems related to the solicitation and receipt of offers

A) Time extensions and amendments to 


solicitation

B) Late bids (without time extensions)

C) Offers with errors, irregularities or  


omissions

D) Conflicts of interest

E) Protests

F) Confidentiality/security

G) Alternate proposals

H) Debriefing process

Preparation of Solicitations

TASK 109:
Manage and develop lists of recommended sources.

Knowledge of:

1)
Types of supplier lists   

A) Approved suppliers

B) Preferred suppliers

C) Partnered suppliers

D) Certified suppliers

E) Prequalified suppliers

F) Certifiable suppliers

G) Disqualified suppliers

Part C. Supplier Analysis

TASK 110:
Evaluate competitive offerings to determine the overall best offer for a product/service.

Knowledge of:

1)
Receiving, controlling, and abstracting offers

2)
Offer responsiveness     

A) Specifications/statements of work

B) Quality requirements

C) Terms and conditions

D) Product/service substitutions

E) Use of technical proposals (unpriced)

3)
Technical analysis

4)
Operational analysis  

5) Cost and price analysis

Supplier Analysis

Task 110 continued

A) Price analysis methods

B) Profit analysis

C) Total cost versus unit cost

D) Learning curve

E) Life-cycle costing

6)
Offeror capability/offeror responsibility

A) Past performance

B) Capacity 

C) Skills

D) Integrity

E) Time in business/market

F) Certification and licensing

G) Financial factors

7)
Transportation terms

A) International transportation terms

B) Domestic transportation terms

Supplier Analysis

Task 110 continued

8)
Other factors

A) Availability

B) Leadtime

C) Logistical concerns

Supplier Analysis

TASK 111:
Conduct supplier visits/evaluations to determine suitability. 

Knowledge of:

1)
Factors used to analyze a supplier’s ability to perform

A) Frequency and/or volume of orders

B) Length of time to process orders

C) Delivery

D) Quality

E) Product/service expertise

F) Order backlog

G) Contractor’s “make or buy” program

H) Cycle/leadtime

I)    Productivity

J)    Flexibility

K) References

L) Electronic capabilities

Supplier Analysis

Task 111 continued

M) Breadth of product line

N) Available capacity 

2)
Factors used to analyze a supplier’s financial status

A) Balance sheets

B) Income statements

C) Cost control history

D) Credit ratings

E) Certified annual reports

F) 10K reports

G) Financial advisory reports

H) Dun & Bradstreet reports

I)    Other factors

3) Factors used to analyze a supplier’s cost system

Supplier Analysis

Task 111 continued

A) Capability of segregating costs by task

B) Consistent treatment of cost

C) Compliance with cost accounting   


standards

4)
Factors used to analyze a supplier’s quality assurance, quality control, and related systems

A) Acceptance/rejection history

B) Testing capability

C) Process control

D) Organization and management of quality 



systems

E) Documented systems/procedures

F) System certification/validation

G) Process certification (ISO)

Supplier Analysis

Task 111 continued

5)
Factors used to analyze a supplier’s organization and management

A) Top management commitment and 



involvement 

B) Stability

C) Training and certification of personnel

D) Technical competence/service support

E) Equipment capabilities

F) General reputation/ethics

G) Industry status

H) Customer commitment

I)    EEO program commitment

J)    Subcontractor management

6)
Factors used to analyze a supplier’s labor status

A) Employee skills

B) Unionization

C) Labor contract expiration date

Supplier Analysis

Task 111 continued

D) Employee turnover

E) Training programs and initiatives

F) Industrial relations policy

7)
Issues in conducting plant visits/site inspections

A) Reasons for conducting visits

B) Costs versus benefits of visits

C) Site inspection team

D) Factors appraised at site visits

E) Timing of visits

Supplier Analysis

TASK 112:
Measure supplier performance using rating systems and/or predetermined standards.

Knowledge of:

1)
Items typically analyzed using supplier performance ratings

A) Supplier capabilities

B) International, national, and local 

capabilities

C) Pricing methods

D) Financial strength

E) Inventory locations and methods

F) Delivery performance

G) Quality history

H) Service history

I)    Margin performance and inventory     

turnover

J)    Innovation history and performance

Supplier Analysis

Task 112 continued
2) Supplier performance rating methods

A) Benchmarking

B) Weighted-point

C) Categorical

D) Cost-ratio

E) Total acquisition cost

3)
Factors that can distort ratings

4)
Issues in the dissemination of ratings 

A) Confidentiality

B) Supplier reaction to ratings

Part D. Contract Execution, Implementation, and Administration

TASK 113:
Prepare and/or issue 

contracts/purchase orders.

Knowledge of:

1)
Elements of a contract

A) Offer and acceptance

B) Consideration

C) Competent parties

D) Legality of purpose

2)
Types of obligation documents

Contract Execution, Implementation, and Administration

Task 113 continued

A) Written versus oral contracts

B) Purchase orders

C) Letters of intent

D) Types of contracts

3) Exchange of standard forms and battle of 

      the forms

A) Use of Purchase Orders

B) Exceptions to terms and conditions

C) Battle of the forms

4)
Considerations in preparing obligation 


documents

     A) Legal issues

     B) Notice of awards

     C) Notification/debriefing of unsuccessful  

          bidders

Contract Execution, Implementation, and Administration

TASK 114:
Obtain legal review and approval of a contract when required. 

Knowledge of:

1)
Law of agency

A) Definition of an Agent

B) Fiduciary duty

C) Limits of authority

D) Actual versus apparent authority

E) Ratification

2) Role of legal counsel

3) Examples of issues that may require legal    


advise

A) Force Majeure
B) Choice of law/choice of forum

C) Intellectual property

D) Restraint of trade/antitrust

E) Assignability provisions

Contract Execution, Implementation, and Administration

Task 114 continued

F) Domestic versus international legal   

       relationships

G) Protests

H) Claims

I)     Insurance and indemnification

J)     Limitation of liability

K) Merger/integration clause

L) Parole evidence rule

M) Collusive activities

N) Suspension and termination clauses

O) Exception to approved terms and 

       conditions

P) Special contractual circumstances

Q) Reservation of rights

R) Hazardous/regulated materials

S) Liquidated damages

Contract Execution, Implementation, and Administration

TASK 115:
Administer contracts/ purchase orders from award to completion.

Knowledge of:

1)
Contract administration concepts

A) Work control

B) Compliance

C) Financial responsibility

D) Approving systems

E) Administrative responsibilities 

F) Contract close-out

G) Contract terms and conditions

H) Documentation requirements 

2)
Supplier management concepts

A) Standards of performance

B) Supplier feedback

Contract Execution, Implementation, and Administration

Task 115 continued

C) Supervision of supplier

D) Management by exception

E) Progress reports

F) Customer feedback

G) Statement of work

H) Annual work plan

3) Conflict/dispute resolution

Contract Execution, Implementation, and Administration

TASK 116:
Expedite deliveries and conduct follow-up procedures when necessary.

Knowledge of:

1)
Circumstances requiring follow-up and expediting

A) Adequacy of delivery schedules

B) Open orders

C) Back orders

D) Late orders

E) Short-cycled requests 

2)
Rationale for expediting 

3)
Follow-up procedures

A) Early deliveries

B) Late deliveries

C) Future deliveries

D) Short leadtime requisitions

Contract Execution, Implementation, and Administration

Task 116 continued

E) De-expediting 

F) Rescheduled deliveries

4)
Expediting and follow-up personnel

A) By buyers

B) By separate staff

C) By the user department

5)
Methods used for expediting and follow-up

A) Verbal/informal

B) Written/formal

C) Electronic

D) Personal visits

6)
Contingency planning and performance measures

7) Cost considerations

Contract Execution, Implementation, and Administration 

Task 116 continued

8) Logistical considerations

Contract Execution, Implementation, and Administration

TASK 117:
Resolve contract/purchase order differences with suppliers. 

Knowledge of:

1)
Typical purchase order/ contract problems

A) Description errors

B) Pricing errors/omissions

C) Failure or refusal to perform

D) Liability issues

E) Financially troubled suppliers

F) Delivery/transportation problems

G) The “Law of Mistake”

H) Acceptance/rejection/revocation

I)    Modification, recision, and waiver

J)    Breach of contract/default/remedies

K) Termination of contract

L) Suspension of contract

M) Inspection/rejection rights

N) Revocation of acceptance

Contract Execution, Implementation, and Administration

Task 117 continued

2) Dispute and conflict resolution

A) Alternative dispute resolution

B) Re-negotiation

C) Reformation

D) Litigation

3)
Ownership issues 

A) Point of acceptance


B) Title liability relationships

4)
Warranties

A) Express

B) Implied

C) Latent conditions

D) Effective date

5)
Typical management procedures for dealing with contract problems

Contract Execution, Implementation, and Administration

TASK 118:
Resolve payment problems with suppliers and user departments.

Knowledge of:

1)
Progress/milestone payments

A) How to implement

B) How to protect against loss

2)

Partial payments not directly linked to performance

A) Potential problems

B) How to protect against loss

3)
Cost/price overruns

A) Implications in fixed price/cost-type 

contracting

B) Purchaser’s obligations

C) Supplier’s obligations

Contract Execution, Implementation, and Administration

Task 118 continued

4)   Issues pertaining to the funding and control 
     of cost reimbursable-type contracts
5)
Invoice problems

A) Nonperformance

B) Rejection

C) Errors

D) Debit/credit memos

E) Open orders

F) Over, short, damage

6)
Accounts payable problems

A) Discrepancies between original P.O. and



invoice

B) Delinquent payments

C) No receiving report

D) Credit holds

E) Tax considerations

F) Liens and stop notices

Contract Execution, Implementation, and Administration

Task 118 continued

G) Stop payment

7) Implications of the time-value of money

8) Procedures for avoiding payment problems

A) Evaluated receipts

B) Pay on production

C) Electronic Funds Transfer

D) Federal/state/local government payment   

mechanisms

Contract Execution, Implementation, and Administration

TASK 119:
Review and revise purchasing practices to ensure their conformance with established laws, policies, and ethical principles.

Knowledge of:

1)
Laws and regulations affecting procurement

A) Health and safety laws

B) Environmental laws

C) Confidentiality

D) Business regulation Laws

2)
Laws governing issues in ethics

A) Libel and slander

3)
Issues in ethical purchasing practices

A) Loyalty to employer

B) Conflict of interest

C) Fairness

Contract Execution, Implementation, and Administration

Task 119 continued

D) Gifts and gratuities

E) Misleading business  practices

F) Handling of information/confidentiality

G) Misrepresentation of authority

H) Kickbacks

I)    Reciprocity

J)    Other

4)
ISM Principles and Standards of Purchasing Practice

Contract Execution, Implementation, and Administration

TASK 120:
Manage files of agreements, equipment records, and/or specifications.

Knowledge of:

1)
Requirements for records management 

A) Government/Legal

B) Organizational

C) Other

2)
Formats for record retention

A) Records on paper

B) Electronic/computer records/CDs

C) Microfilm/microfiche

D) Other media

MODULE 2: SUPPLY ENVIRONMENT  

A. Negotiations

B. Information Technology

C. Quality Issues

D. Internal Relationships

E. External Relationships

Part A. Negotiations

TASK 201:
Prepare for and develop strategies and tactics for negotiations. 

Knowledge of:

1)
Conditions favoring the use of negotiations

A) Lack of competition

B) Price, quality, and service needs

C) Buying production/service capabilities

D) High buyer/seller uncertainty

E) Urgency

F) Long supplier leadtimes

G) Necessity for flexible contract type(s)

H) Lack of firm specifications

I)    Single source strategies

2)
Preparations for negotiations

A) Negotiation objectives

B) Negotiation site

Negotiations

Task 201 continued

C) Team selection

D) Relevant information (e.g., proposals, 



learning curves, backgrounds of players)

E) Analysis of seller’s and purchaser’s 



positions

F) Market and product conditions

G) Development of strategies and tactics

H) Organization cultural factors

I)    Fall-back alternatives

3)
Negotiation philosophies

A) Win-win/cooperational

B) Win-lose/adversarial/competitive

C) Lose-lose/confrontational

Negotiations

TASK 202:
Conduct negotiations with potential and/or current suppliers to obtain maximum value. 

Knowledge of:

1) Negotiation tactics

2) Special considerations in conducting 


negotiations

A) Fact-finding sessions

B) Best and final offers

C) Negotiating with sole offeror versus   


entire competitive range

D) Negotiating with small and historically 



underutilized businesses (HUB)

E) Documentation of negotiations

F) Negotiations as a consortium or 



cooperative

Part B. Information Technology

TASK 203:
Develop/utilize a computerized purchasing system (e.g., online buying, EDI, Web-based electronic commerce).

and

TASK 204:
Develop/implement/maintain a database of specifications, suppliers, products, and/or services.

and

TASK 205:
Develop/utilize a computerized inventory and/or capital equipment tracking system.

Information Technology

Knowledge of:

1)
Information technology basics

A) Common computer hardware/software 



terminology

B) Standard computer network systems 



terminology 

2)
Hardware types and configurations

A) Personal computers

B) Minicomputers

C) Mainframe computers

D) Computer workstations

E) Client-server configurations

3)
Software types

A) System software

B) Application software

C) Network software

D) Enterprise software

Information Technology

Tasks 203, 204 and 205 continued

3) Computer hardware/software uses  

A) Word processing

B) Desktop publishing

C) Spreadsheets

D) Database management

E) Forecasting/modeling

F) Graphics/drawing

G) Electronic mail

H) Firewall/security

5)
Electronic applications in purchasing, materials and supply management

A) Database management systems

B) MRP/DRP/ERP

C) Electronic Data Interchange/electronic 



commerce

D) Electronic Funds Transfer

Information Technology

Tasks 203, 204, and 205 continued

E) Internet/intranet/extranet

F) Decision support systems/negotiation 



support systems

G) Electronic file transfer (ftp)

H) Performance measurement (e.g., 



purchasing, supplier)

I)    Project management

J)    Analytical applications

K) Transactional uses

L) Cost data management

M) Asset management

N) Maintenance management

6)
Software for purchasing and supply management

A) Off-the-shelf

B) In-house

C) Outsourced 

Information Technology

Tasks 203, 204, and 205 continued

7)
Hardware/software training

A) In-house

B) Outsourced

8)
Impact of computer systems

A) Within the department

B) Within the organization

C) External (e.g., suppliers)

Part C. Quality Issues

TASK 206:
Resolve quality problems with suppliers and user departments.

Knowledge of:

1)
Documentation of corrective action process

2)
Root cause analysis

3)
Alternative solutions

A) Return to supplier

B) Rework documentation

C) Rework parts and materials

D) Re-negotiation

E) Disposal

F) Retraining

4)
Corrective action options 

Quality Issues

TASK 207: 
Develop measurements for quality improvement and target setting  (e.g.,  “best in class” benchmarks). 

Knowledge of:

1)
Quality assurance

A) Definition of quality

B) Acceptance testing

C) Certification requirements

D) Levels of inspection

E) Quality documentation

F) Quality system modules

2)
Total quality management

A) Definition

B) Meeting customer needs

C) Quality tools


D) Statistical tools

Quality

Task 207 continued

3)
Quality function deployment

A) Definition

Part D. Internal Relationships

TASK 208:
Develop/manage/evaluate relationships with other internal departments. 

Knowledge of:

1)
Basic functions performed by other key departments in an organization and their relation to purchasing  

A) Top management

B) Engineering/design

C) Quality control/quality assurance

D) Manufacturing/production

E) Accounting/finance

F) Marketing/sales

G) Facilities

H) Logistics/supply chain

I)    Product/business managers

J)    Management information systems

Internal Relationships

Task 208 continued

K) Legal

L) Public relations/affairs

M) Merchandising

N) Production/service planning

O) Research and development

P) Product development

Q) Field service

R) Maintenance

S) Other departments

2)
Interdepartmental communication

A) Mechanisms

B) Role/perception of purchasing within the 



organization

C) Establishment of trust and credibility

D) Early Purchasing Involvement (E.P.I.)

E) Internal customer surveys

Internal Relationships

TASK 209:
Participate in cross-functional and/or multifunctional teams (e.g., project management, process improvement).

Knowledge of:

1)
Purpose of cross-functional teams

2)
Types of teams related to purchasing 

A) Cost reduction

B) Value analysis

C) Capital equipment

D) Sourcing

E) Product development

F) Budgeting

G) Supplier development

H) Information systems

I)    Finance

J)    Cycle-time reduction

K) Quality improvement

Internal Relationships

Task 209 continued

L) Inventory control

M) Other 

3)
Role of purchasing in teams

A) Support/service/information

B) Project management

C) Leadership

D) Facilitation

4)
Advantages/disadvantages of teams

A) Consensus building

B) Time considerations

C) Ownership issues

D) Managing or introducing change

E) Groupthink

F) Synergy

Internal Relationships

Task 209 continued

5)
Phases of team building

6)
Problem solving models

7)
Personality profiles

8)
Effectiveness measures

A) Individual

B) Team 

9)
Process improvement models

10)
Project management 

Internal Relationships

TASK 210:
Recommend/implement changes to the organization’s purchasing, supply management, and material usage policies as needed.

Knowledge of:

1)
The scope of the procurement process

A) Purchasing/procurement

B) Contracting

C) Materials management

D) Supply management

E) Service management

F) Logistics/supply chain

G) Licensing

H) Merchandising/inventory planning

I)    Quality systems

J)    Document control

K) Risk management

L) Investment recovery

Internal Relationships

Task 210 continued

2)

The role of purchasing in organizational strategies

A) Public sector

B) Private sector

C) Not-for-profit

D) Non-profit

3) Management of the change process (“change   

 management”)

4) Legal ramifications

Internal Relationships

TASK 211:
Disseminate information and provide training related to purchasing and supply management policies and procedures.

Knowledge of:

1)
The development of training manuals

A) Responsibility

B) Relationship to general training manuals

C) Use as an ongoing reference

2) Training cost, effectiveness, and outcomes measurement

3) “The Learning Organization” concept

4) Training delivery methods

Internal Relationships

Task 211 continued

5) Selection of training personnel

Part E. External Relationships
TASK 212:
Develop/manage effective relationships with suppliers, utilizing such techniques as supplier partnerships, strategic alliances, supply chain management, and supplier training programs.

Knowledge of:

1)
Benefits of good supplier relations

2)
Ways of promoting good relations

A) Top management meetings

B) Relations between suppliers and 



customer functions

C) Timely payment of invoices

D) Equitable treatment of suppliers

E) Periodic supplier surveys

F) Enhanced two-way communication

External Relationships

Task 212 continued

G) Supplier training

H) Encouraging confidentiality

3)

Issues in supplier product education and involvement

A) Advantages

B) Possible problems

C) Site visits 

4)
Issues in reciprocity

A) Legality

B) Impact on suppliers and buyers

C) Domestic versus international

5)
Concepts of continuous improvement

A) Quality

B) Cost

C) Design

External Relationships

Task 212 continued

D) Service

E) Cycle time reduction

6)

Supplier partnerships/strategic alliances

A) Rationale

B) Methods for identifying potential 



alliances

C) Forms of alliances

D) Developing alliances

E) Maintaining/sustaining alliances

F) Concluding alliances

G) Supplier certification issues

7)
Reverse marketing

8)
Supplier mentorship

External Relationships

Task 212 continued

9)
Early supplier involvement

A) New product development

B) Supply chain involvement

C) Development cycle reduction time

D) Collocated engineering

10) Supply chain management

A) Definition

B) Potential benefits

C) Procurement cycle reduction (process 



mapping)

D) Risk management

E) Supplier process layout

F) Role of purchasing

G) Second-tier purchasing agreements

11)
Development of trust

External Relationships

TASK 213:
Review product availability and/or pricing information with suppliers.

Knowledge of:

1) Factors which may affect availability and pricing

A) Market drivers

B) Economic conditions

C) Industry capacity

D) Supplier capacity

E) Buyer’s share of supplier business

F) Quotas

G) Labor status

2)
Price model analysis 

External Relationships

TASK 214:
Conduct interviews with current and prospective supplier sales personnel.

Knowledge of:

1) Typical sales methods

2) Approaches to handling sales methods

3) Typical organization policies for meeting with sales personnel

4) Professional courtesies

External Relationships

TASK 215:
Coordinate/review/respond to supplier inquiries, protests, and appeals.

Knowledge of:

1) Procedures for dealing with inquiries and protests

2) Legal requirements

A) Freedom of Information Act

External Relationships

TASK 216:
Develop/implement a small business/disadvantaged supplier development program.

Knowledge of:

1)

Sources of information on socially or economically disadvantaged suppliers/historically underutilized businesses


A) Small Business Administration

B) Minority Business Directories

C) Minority Business Development 


Councils

D) Local minority chambers of commerce

E) Business fairs

2) Small Business/Small Disadvantaged Business (SB/SDB) requirements

External Relationships

Task 216 continued

3) Issues in developing programs

A) Organizational policies

B) Impediments

C) Benefits

D) Assessing program goals

E) Disparity studies

F) Customer-driven requirements  

External Relationships

TASK 217:
Represent the buying organization in meetings with corporations, government agencies, professional associations, media, and other organizations.

Knowledge of:

1)
Meeting dynamics

2)
Associations

A) Trade

B) Professional

3)

Issues in the external role and perception of purchasing

4)
Other organizations

A) Group Purchasing Organizations (GPO)

External Relationships

Task 217 continued

5) Antitrust restrictions

6) Professional decorum

A) SEC restrictions on information 

disclosure

7) Feedback to management

MODULE 3: VALUE ENHANCEMENT

STRATEGIES 

A. Sourcing Analysis

B. Supply and  Inventory Management

C. Value Enhancing Methods

D. Forecasting and Strategies

Part A. Sourcing Analysis
TASK 301:
Conduct decisions to “make or buy,” privatize, or outsource products or services.

Knowledge of:

1)

Procedures for conducting “make-or-buy” analyses

A) Determining feasibility

B) Determining need

C) Methods/processes

2)
Factors influencing “make-or-buy” decisions

A) Long-term material supply implications

B) Strategic factors

C) Labor and other organizational 



constraints

D) Quality considerations

E) Risk

F) Supplier technical support capability

Sourcing Analysis

Task 301 continued

G) Socioeconomic goals/objectives

H) Expertise in the area 

3)
Post audit evaluation of “make-or-buy” decision

4)
Privatization/outsourcing

A) Definition

B) Applicability

C) Procedures for conducting

D) Criteria

E) Monitoring/evaluating the project

F) Public/private partnerships

Sourcing Analysis

TASK 302:
Conduct decisions to lease or buy equipment.

Knowledge of:

1)
Types of leasing arrangements

A) Operating lease

B) Financial lease

C) Leveraged lease

D) Master lease

E) Dry lease

F) Sale and leaseback

G) Other types of leases

2)
Types of lessors

A) Third-party 

B) Manufacturers

C) Banks

D) Internal 

E) Other

Sourcing Analysis

Task 302 continued

4) Factors in a lease/buy decision

A) Inflation

B) Obsolescence

C) Maintenance services

D) Capital/budget considerations

E) Administrative overhead

F) Reimbursement from third parties

G) Interest

H) Ownership benefits

I)    Limitation of sources of supply

J)    Balance sheet considerations

K) Cash flow analysis

L) Depreciation

M) Tax considerations

N) Operating costs

O) Life of the asset

P) Residual value

Q) Customization of asset

R) Early termination

Sourcing Analysis

Task 302 continued

S) Payment schedules

T) Insurance

U) Company/organization policy

V) Term of lease

W) Emergency situations

4)
Legal/accounting considerations

A) Uniform Commercial Code 2A – Leasing

B) FASB-13

C) Other

Sourcing Analysis

TASK 303:
Develop financing and leveraging strategies for purchases.

Knowledge of:

1) Depreciation and appreciation

2) Bond and currency markets

3) Market conditions

4) Type of organizations

A) Private

B) Non-profit

C) Public

5) Commodity markets

6) Tax laws

Sourcing Analysis

Task 303 continued

7) Interest rates

8) Payment terms

9) Cash flow

10) Regulations

11) Supplier financing

12) Centralized buying

13) Lead divisional buying

14) Cooperative purchasing

15) Group purchasing organizations

16) Import/export quotas

Part B. Supply and Inventory Management

TASK 304:
Organize, control, and minimize the storage of materials. 

Knowledge of:

1)
Functions of inventory

A) Uncertainty

B) Decoupling

C) Anticipation

D) Economies of scale

E) Transportation

2)
Inventory classifications

A) Raw materials

B) In-process

C) Finished goods

D) MRO

E) Resale goods

F) Capital goods

G) Construction materials

Supply and Inventory Management

Task 304 continued

H) Hard goods/soft goods

I)    Components

J)    Obsolete

K) Defective

3)
Inventory management systems

A) Order-point

B) Cyclical

C) Just-In-Time (JIT)

D) JIT II

E) ABC Concept

F) Supplier managed systems

G) Point of sale/point of use/auto 



replenishment

H) Other

4)
Procedures for determining when to order materials

A) Usage rates/demand variation

Supply and Inventory Management

Task 304 continued

B) Safety stock determination

C) Unique items

D) Leadtime

5)
Stores management systems

A) Open stores

B) Closed stores

C) Random access

D) Automated warehouse approach

6)
Inventory performance

A) Turnover rate/investment

B) Service level

8) Purchasing’s role in dependent demand systems

Supply and Inventory

Task 304 continued

A) MRP

B) MRP II

C) DRP

D) ERP

8)

Shelf life, expiration rates, and storage conditions

9)
Accounting valuation of inventory

A) LIFO

B) FIFO

C) Average

D) Lower of cost or market

E) Retail inventory method

F) Zero-value inventory 

Supply and Inventory Management

TASK 305:
Meet with appropriate departments to discuss current material inventories, and establish restock levels or just-in-time strategies.

Knowledge of:

1) Financial implications of inventory

A) Working capital

B) Cash flow

C) Asset turnover

D) Return on investment

E) Inventory costs

F) Commodity speculation

G) Exchange rate issues

2) Capacity issues

Supply and Inventory Management

Task 305 continued

A) Seasonality

B) Contingency plans (i.e., disasters, 

strikes)

C) Process variation

3) Sales and marketing related issues

A) New product introduction

B) Product discontinuance

C) Obsolescence

D) Promotional activities

E) Forecasting errors

F) Sales plan interface

Supply and Inventory Management

TASK 306:
Determine sources of and reconcile inventory discrepancies.

Knowledge of:

1)
Concepts of inventory control

A) Perpetual versus periodic

B) Inventory flow control procedures

C) Inventory reconciliation procedures

D) External inventory specialists

E) Sources of error

Supply and Inventory Management

TASK 307:
Handle obsolete equipment/materials, surplus equipment/materials, and scrap.

Knowledge of:

1)

Reasons for the disposition of obsolete/surplus materials

A) Investment recovery

B) Space management

C) Technical and economic obsolescence

2)

Reasons for placing disposal function with purchasing

A) Access to services/sources

B) Knowledge of requisitioners' ordering 



habits

C) Knowledge of market

Supply and Inventory Management

Task 307 continued

D) Knowledge of legal issues regarding 



disposal

E) Product line discontinuance

F) Changes in labeling requirements

3)

Classes of materials subject to disposal

A) Surplus/obsolete inventory

B) Surplus/obsolete equipment, tooling, and 



fixtures

C) Scrap

D) Waste

4)
Hazardous materials

A) Material Safety Data Sheets

B) Manifesting

C)  ISO 14000

Supply and Inventory Management

Task 307 continued

5)
Methods of disposal

A) Return, resale, or trade-in to suppliers

B) Use in other parts of the organization

C) Sale 

D) Donations

E) Disposal/recycling

F) “Abandon in place”

G) Cannibalization

H) Reclamation

I)    Barter

6)
Legal issues regarding the disposal of materials

A) Warranties

B) Liability

C) Tax implications and benefits

D) Applicable regulations

Part C. Value Enhancing Methods
TASK 308:
Develop/implement a standardization program. 

Knowledge of:

1)
General issues in standardization and simplification

A) Advantages and disadvantages

B) Procedures/steps in applying

C) Application to high-use or high-volume 



items

D) Application to procurement of facilities

E) Application to procurement of MRO 



items

F) Brand names versus generic names

G) Administration cost per part number

H) Maintenance cost

I)    Legislative issues

J)    Cost-benefit analysis pertaining to    



standardization

Value Enhancing Methods

Task 308 continued

2)
Organization standards

3)
Government standards

A) National Institute of Standards and   

Technology (formerly National Bureau of Standards)

4) International standards

5) Standards associations/organizations

A) Society of Automotive Engineers (SAE)

B) American National Standards Institute 



(ANSI)

C) American Society for Testing and 



Materials (ASTM)

D) International Standards Organization 



(ISO)

Value Enhancing Methods

Task 308 continued

E) Underwriter’s Laboratory (UL)

F) National Institute of Standards and 



Technology

G) Others

Value Enhancing Methods

TASK 309:
Develop/implement a process improvement program.

Knowledge of:

1)
Steps in continuous improvement

A) Definition of the process

B) Definition of the measurement system

C) Improvement of methodology

D) Execution of the action plan

E) Results measurement

F) Benchmarking

G) Evaluation and follow-up

Value Enhancing Methods

TASK 310:
Develop a cost reduction, cost avoidance, cost containment program (e.g., value analysis, consolidation of orders/suppliers, leadtime reduction).

Knowledge of:

1)
Issues to be considered when establishing a cost-control program

A) Status of the standards program

B) Coordination with other departments

C) Time requirements

D) Effect on quality and service

E) Effect on operations

F) Calculating cost avoidance/reduction

G) Market testing

H) Top management support

I)    Design flexibility

J)    Product longevity

Value Enhancing Methods

Task 310 continued

2)
Elements of a cost-control program

A) Organization-wide buying agreements

B) Pool buying and cooperative purchasing

C) Long-term agreements

D) Contracting for total requirements

E) Supplier productivity

F) Target cost

G) Target price

H) Consortia

3)
Quality issues

A) Purchaser coordination with quality 



assurance/control

B) Purchaser coordination with 


receiving/using department

C) Coordination with supplier quality 



assurance/control efforts

D) Mutual cost reduction

Value Enhancing Methods

Task 310 continued
4)
Value analysis/value engineering

A) Process

B) Techniques

C) Organizational requirements

D) Function in relation to cost and quality

5)
Other forms of cost control

A) Improved form, fit, and function

B) Easier use

C) Administrative savings

D) Improved quality

Value Enhancing Methods

TASK 311:
Coordinate the introduction of new and modified products and services with appropriate departments.

Knowledge of:

1)
Role of purchasing in product/service design

A) Research and development

B) Substitution

C) Product innovation

D) Contracting for design services

E) Qualified Products Lists (QPL)

F) Early Supplier Involvement (ESI)

G) Early Purchasing Involvement (EPI)

H) Sourcing and cost profitability issues

Part D. Forecasting and Strategies
TASK 312: 
Plan purchasing, sourcing, and 

supply strategies based on forecasted data. 

and

TASK 313: 
Develop supply plans and strategies based on forecasts of future demand.

Knowledge of:

1)
Buying strategies

A) Hand-to-mouth buying

B) Buying to requirements

C) Forward buying

D) Speculative buying/volume purchase 



agreements

E) Life-of-product supply

F) Just-In-Time

G) Consignment

Forecasting and Strategies

Task 312 and 313 continued

H) Commodities

I)    Supplier replenishment systems

J)    Outsourcing

2)
Implementation techniques

A) Hedging

B) Spot buying

C) Dollar averaging

D) Contracting


E) Decision tree analysis

3)
Forecasts of volume

A) Determining annual requirements

B) Part (or product) life

4) Supply markets relative to short- and long-

    term buying needs

5) Supply chain management strategies

Forecasting and Strategies

TASK 314:
Provide forecasted data of future organization buying requirements to suppliers. 

Knowledge of:

1)
Elements of Early Supplier Involvement (ESI)

A) Manufacturing process

B) Capital acquisitions budget

C) Product or service 



development/implementation

D) Cost

E) Quality

F) Availability

G) Technology

H) Design

I)    Product co-development

J)    Cycle time

2) Confidentiality

Forecasting and Strategies

Task 314 continued

3)
Parameters for disclosure

A) Product Development Model

B) Production Plan

4)
Legal implications

Forecasting and Strategies

TASK 315:
Develop and maintain market awareness through merchandise shows, trade periodicals, and other resources to secure new product and pricing information.

Knowledge of:

1)
Rationale

A) New product development/introductions

B) Alternate source development

C) Evaluation of supply forecasts and 




market capacity

D) Development of supplier profiles

E) Technological updates

2) Processes for collecting, prioritizing,

    filtering, and managing the data

3) Dissemination of information throughout the organization

Forecasting and Strategies

TASK 316:
Provide data on current and future market conditions to management, sales management, and/or user departments.

Knowledge of:

1)
Purpose of forecasting

A) Quantity

B) Industry capacity and availability

C) Cost or price

D) Technology

E) Planning

F) Ensured supply

2)
General issues in economics

A) Industries, firms, and markets

B) Global markets

C) Business cycles and trends

D) Transportation trends

E) Economic indicators

Forecasting and Strategies

Task 316 continued

F) Governmental policies

G) Net national income

H) Political stability/instability

I)    World industrial migration

J)    Import/export issues

K) Environmental

3)

Economic concepts and terms used in forecasting

A) Price indices

B) Interest rates

C) Economic indicators

D) Inflation/deflation

E) Capacity utilization

F) Economic indexing

Forecasting and Strategies

Task 316 continued

4)
Sources of data used in forecasting

A) ISM Report On Business®  



(Manufacturing and Nonmanufacturing)

B) Government publications (international 



and domestic)

C) Private publications

D) Commercial forecasts

E) Regional surveys

F) Internal historical data

G) Industry sources

H) Internet

5)
Forecasting methodologies/techniques

A) Short-term versus long-term forecasting

B) Macro versus micro forecasting

C) Delphi concept

D) Correlation/regression analysis

E) Time series

Forecasting and Strategies

Task 316 continued

F) Central tendency

G) Variability

H) Analysis of cyclical data

I)    Trend analysis

6)
Factors that can affect forecasts

A) Fluctuating leadtimes

B) Changing labor conditions

C) Changes in money markets

D) Political factors

E) Technological shifts

F) Climatic conditions

G) Changes in global trade

MODULE 4: MANAGEMENT 

A. Management and Organization

B. Human Resources Management

Part A. Management and Organization
TASK 401:
Develop strategic plans and objectives (short and long term).

Knowledge of:

1)
Issues in strategic planning

A) Purchasing support for organizational 



strategy

B) Planning process and objectives

C) Planning time frames

D) Developing commodity plans

E) Developing contingency plans

F) Decision making

G) Profit planning

H) Periodic review

I)    Advanced acquisition planning

Management and Organization

Task 401 continued

2) Supplier strategies

3) Commodity strategies

4) Departmental strategies

Management and Organization

TASK 402:
Develop goals and objectives of a purchasing and supply department aligned to organizational goals. 

Knowledge of:

1)
Typical organization vision, mission, and goals statements

2)
Fundamental objective of the purchasing department: To provide the highest value at optimum cost to the organization

3)
Strategic goal of the purchasing department: To lead/manage supplier relationships for goods, services, and materials in support of the organization’s overall mission/vision 

Management and Organization

Task 402 continued

4)
Issues related to the establishment of objectives

A) Priority of objectives

B) Integration of objectives

C) Goal alignment

D) Measurability of objectives

Management and Organization

TASK 403:
Plan/develop/provide operating policies, guidelines, and procedures.

Knowledge of:

1)
Nature of management control

A) Before-the-fact controls

B) During-the-fact controls

C) After-the-fact controls

2)
Workload distribution

A) Commodity or class

B) Department

C) Special project

D) Volume

E) In rotation

F) Type of contract

G) Staff expertise

H) Supplier

Management and Organization

Task 403 continued

3)
Procedures for controlling purchase requests

A) Logging

B) Location information

C) Status information

4)
Relationships between policies, procedures, objectives, work instructions, and forms

5)
Organization policies that affect purchasing/supply

6)
Centralization versus decentralization

A) Advantages

B) Disadvantages

7)
Reengineering processes

A) Order cycle

B) Direct user releases

C) Inventory

Management and Organization

Task 403 continued

D) Invoice payment

E) In-plant stores

F) Other

8)
Applicable industry standards

Management and Organization

TASK 404:
Prepare periodic reports of department activities for senior management and other areas of the organization. 

Knowledge of:

1) Identification of relevant purchase activities, performance, and other information to report

2) Effective presentation techniques

A) Written

B) Oral

C) E-mail

D) Internet

E) Intranet

3) Data management techniques

Management and Organization

Task 404 continued

4) Customer needs

A) The “language” of top management

B) Investor viewpoint

C) “Bring solutions — not problems” 

approach

D) Executive overview and supporting 

detail

Management and Organization

TASK 405:
Analyze and resolve issues raised in purchasing and supply audit reports.

Knowledge of:

1)
Measurement of change initiatives

2)
Validation of current policies, procedures, work instructions, and forms

3)
Conflict resolution skills

4)
Non-defensive problem solving 

5)
Corrective action process

A) Establishment of time frames

B) Prioritization

C) Cost/benefit analysis

Management and Organization

TASK 406:
Develop/utilize criteria for evaluating purchasing and supply department performance.

Knowledge of:

1)
Organizational expectations of purchasing

A) Congruence with organizational 



objectives

B) Congruence with supplier and customer 



objectives

2)
Reasons for departmental (macro-level) performance appraisal

A) To determine departmental effectiveness 



in meeting organizational needs

B) To determine effectiveness of department 



Management

Management and Organization

Task 406 continued

C) To measure improvement/deterioration

D) To provide incentives for improvement

E) To determine resources needed for 



improvement

F) To determine if value is added to the    

      process

3)
Steps in department-level evaluation

A) Identify department objectives

B) Identify criteria for success

C) Identify appraisal factors

D) Internal audits/self-governance/self-



assessment

E) Process benchmarking

F) Exercising management control in 



response to results

Management and Organization

Task 406 continued

4)
Concepts of the purchasing department

A) Purchasing as a profit center

B) Purchasing as a cost center

C) Purchasing as an independent center

5) Evaluation of external purchasing

Management and Organization

TASK 407:
Prepare and/or administer a purchasing department/supply management budget. 

Knowledge of:

1)
Purposes for a budget

A) Control of expenditures

B) Preapproved funding

C) Monitoring of expenditures

D) Development of standard costs

2)

Typical elements subject to budgetary control

A) Inventory

B) Wages and salaries

C) Travel

D) Occupancy/energy

E) Communications

F) Books and supplies

G) Training

Management and Organization

Task 407 continued

3)
Steps in budgeting 

A) Review goals and objectives

B) Define needed resources (e.g., personnel, 



equipment, furnishings, training)

C) Estimate the dollar value of  resources

D) Develop standard purchase costs

E) Present the budget/obtain the 



appropriation

F) Variance analysis

4)
Types of budgets

A) Zero-based budgets

B) Cash-flow budgets

C) Line item

D) Program/project

E) Capital

F) Flexible

G) Purchase price variance

Management and Organization

Task 407 continued

H) Open-to-Buy (OTB)

Management and Organization

TASK 408:
Design, modify, and/or manage 

operational forms (paper and/or electronic). 

Knowledge of:

1)
Reasons for forms

A) Communication

B) Operational control

C) Records

D) Consistency of approach

E) Legal requirements 

2)
Types of forms and communication formats used by purchasing

A) Purchase requisition

B) Traveling requisition

C) Bill of materials

D) Purchase order/contract

E) Receiving documents

F) Inspection documents

Management and Organization

Task 408 continued

G) Change orders

H) Material return form

I)    Nonconformance form

J)    Statement of work

K) Check request form

L) Evaluation forms (e.g., supplier 



evaluation)

M) Capital equipment justification form

N) Other

3)
Elements of form design/management

A) Available media

B) Organization of information

C) Instructions

D) Forms control

E) Retention periods

F) Privacy Act/public information 



implications

G) Cost implications

Management and Organization

Task 408 continued

H) Printed versus electronic generated

I)   Compatibility with equipment

J)   Periodic review

Part B. Human Resources Management
TASK 409:
Supervise and lead purchasing/supply staff. 

Knowledge of:

1)

Issues in organizational management and administration

A) Delegation of authority and 



responsibility

B) Chain of command

C) Span of control/span of information 



dissemination

D) Line and staff relationships

E) Management By Objectives (MBO)

F) Continuous improvement

G) Rightsizing/workload 

H) Process reengineering

I)    Quality improvement

J)    Diversity in the workplace

K) Incentive programs

L) Matrix organizations

Human Resources Management

Task 409 continued

2)
Theories of management

A) Universal theories

B) Operational theories

C) Behavioral theories

D) Systems theories

E) Contingency theories

F) Styles

G) Empowerment

3)
Topics in group dynamics

A) Formal work groups

B) Informal work groups

C) Group characteristics

D) Advantages/disadvantages

E) Group leadership

Human Resource Management

TASK 410:
Hire, promote, and/or dismiss purchasing/supply personnel. 

Knowledge of:

1)
Issues in selection and recruitment

A) Position requirements

B) Knowledge, skills, and attitudes of 



applicants

C) References, experience, and training

D) Questions in the interview process

E) Organizational hiring and human 



resource policies

2)
Issues in employee promotion

A) Standards/certification

B) Career advancement

C) Advantages/disadvantages of promoting 



within

D) Advantages/disadvantages of 



recruiting/hiring outside employees

Human Resources Management

Task 410 continued

E) Training needs

F) Succession planning

G) Goal attainment

3)
Issues in the termination of employees

A) Consistent documentation/evaluation

B) Adherence to established personnel 



policies/procedures/union 



requirements/due process

C) Quantifying/qualifying discussion to 



terminate employees

D) Outplacement

E) Exit interviews

4)
Legal 

Human Resource Management

TASK 411:
Evaluate purchasing/supply staff performance. 

Knowledge of:

1)
Issues in the evaluation of employees

A) Determine employee objectives

B) Determine criteria for success

C) Determine appraisal factors

D) Conduct interviews/Give feedback

E) Team and/or peer input

F) Self-assessment

G) Employee accountability

H) Internal customer input

I)    Supplier input  

2)
Uses of performance appraisal data

A) Compensation

B) Promotion

C) Personal/career development

D) Employee morale

Human Resources Management

Task 411 continued

E) Disciplinary action

F) Employee recognition

G) Improvement of performance

Human Resource Management

TASK 412:
Conduct/authorize job training for the development of the professional competence of the staff. 

Knowledge of:

1)
Determination of training and development needs

A) Skills assessment

B) Gap analysis

C) Designing and planning training 



programs

2)

Types of initial job training (functional orientation)

A) Orientation

B) Learning by doing

C) Sponsor/mentor system

D) Classroom training

E) Functional rotation

Human Resources Management

Task 412 continued

3)

Types of continuous professional development

A) Job rotation

B) On-the-job training

C) Self training

D) Management development training

E) Apprenticeship training

F) Formal/classroom training programs

G) Continuing educational offerings

H) Site visits to organizations/suppliers

I)    Audio/videotapes

J)    Books/publications

K) Peer-to-peer

L) Experiential learning

M) Job analysis/Diagnostic evaluation (e.g., 



FOCUS, SkillQuest)

N) Computer-based training

O) Interactive training

P) Competency-based training

Human Resources Management

Task 412 continued

3) Professional certification

4) Formal education/advanced degrees

5) Professional association involvement

Human Resource Management

TASK 413:
Resolve employee performance problems. 

Knowledge of:

1)
Issues in employee nonperformance

A) Corrective action process


B) Types of issues

C) Documentation

D) Collective bargaining requirements


E) Employee assistance programs

Human Resource Management

TASK 414:
Implement programs to prevent and respond to discrimination or harassment.

Knowledge of:

1) Equal Employment Opportunity laws and regulations

2) Affirmative Action

3) Americans with Disabilities Act

4) Court rulings pertaining to employment discrimination

5) Sexual harassment

A) Definitions

B) Procedures

(END)
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