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April 4, 2012

To: Agency Directors 

All Purchasing Offices 

All Primary CPOs 

From: DCS Central Purchasing 

Re: Certified Procurement Officer (CPO) Training Course 

This is to inform you that Central Purchasing will conduct the Basic Certified Procurement Officer training. The training will lead to certification for those in the State purchasing field who need to obtain the certification as part of their job responsibilities.

This year we are doing something different.  The coursework this year will consist of three (3) online sessions, the first of which has three modules.  Each session is 1 to 2 hours long.  Candidates will be required to pass an exam after each session or module. Candidates will not be eligible to sit for the CPO examination until they have completed both the online and live classes.  

The first live class will be scheduled for late spring.  Another live class will be held early in the fall.  The fee for the online course is $300.00.  The fee for the live class is $250.00.  Enrollment fees may be paid with a P/Card.

Enrollment and attendance requires written approval by the learner’s Agency Chief Procurement Officer or Agency Director.  For those individuals without a Chief Procurement Officer, the Agency Director is the only approval needed.  

For any questions related to this announcement, contact jan_hall@dcs.state.ok.us or phone (405) 522-0702.

BASIC CPO CERTIFICATION PROGRAM COURSE REGISTRATION, REQUIREMENTS, PREREQUISITES & INFORMATION:

DCS Central Purchasing has been busily assembling a new training curriculum for purchasing staff.  The Department has developed a new online CPO course curriculum for anyone who needs the Basic Certification.  The path to certification allows the enrollee the flexibility to proceed at their own pace and within certain time restrictions.  Learners can access the modules independent of place and time. 

The Certified Procurement Officer (CPO) training curriculum includes content that will reflect critical information required to do the job.  The purpose of the online training is to provide introduction to ethics, statutes, terms, processes, and regulations of State Purchasing.  

Based on a core list of training courses, learners who successfully attend training and pass the required online tests with a score of 70% or better will qualify for the live training.  Successful completion of the final live course and exam taken at the Office of Personnel Management permits the candidate to be awarded certification from the State Purchasing Director.

HOW DOES IT WORK?

	· Enrollment in the Basic CPO course requires approval by the learner’s Agency Chief Procurement Officer or Agency Director in writing (email is ok).  

· After approval, you will get an introductory email providing you with instructions for accessing our online classroom. 

· You have up to 90 days from the time you receive your instructions to complete each Online Course and pass the exam, so only enroll when you are ready to begin.  

· The three courses build on one another and should be taken in the following order:

· Introduction to Public Procurement (Modules 1, 2 & 3)

· Introduction to Acquisition Methods

· Introduction to Solicitation Development

· If you do not pass the exam, you are allowed to review and retake the exam 1 more time.  If you fail to pass the exam after 2 tries, you must wait 1 year to try again.
· You can start your learning whenever you want – there is no schedule or start date. 

· You can work through the classes any time of day or night, at your own pace.
· Learners can access these modules independent of place and time. 

· Each session takes approximately 1 – 2 hours to complete.  


	Once you have completed all sessions and passed the quizzes, you are eligible to attend the live session and take the final OPM certification exam.

The first live session will be scheduled for May, 2012. You will receive information concerning the live session once you have passed all online sessions.   You are required to take the OPM certification exam within a few days of completing the live sessions.  A testing schedule will be sent to you later.  The final test will consist of 100 multiple choice questions. Each candidate will be notified of the results. In the event a passing score is not achieved for the initial examination, individuals may re-test one time, if necessary.  If a passing grade is not achieved within these two testing opportunities, a candidate must attend all the training sessions again before repeating the test.
When you pass the final OPM certification exam and we verify completion of all coursework and payment of invoice, you will receive a certificate officially designating you as a Certified Procurement Officer.

CPOs are required to take 24 hours of pre-approved continuing education classes every 24 months.  Your period begins January 1st of the year following your initial CPO certification.  As a Procurement professional, you are required to keep track of your own credits and assure these hours are met by the re-certification deadline.


Please complete the CPO Certification training registration form (Form 009) attached and return to vicki_spivey@dcs.state.ok.us
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	State of Oklahoma
Department of Central Services

Central Purchasing
	CPO Certification Training

Registration Form


For Questions, please contact Jan_Hall@dcs.state.ok.us 
Please complete this registration form and submit it to VICKI_SPIVEY@DCS.STATE.OK.US 

	GENERAL INFORMATION

	Name (First Middle Last): 
	     
	Employee ID:
	     

	Agency:
	     
	Agency#
	     
	Date of Birth
	     

	Billing Address:
	     

	City:
	     
	State
	     
	Zip
	     

	Telephone:
	(     )      
	Email:
	     


	Approval Signature of Agency Director/Primary CPO
	

	 FORMCHECKBOX 
  I need special accommodations.  Please specify
	     

	
	

	FEES

	

	$550 includes all online webinars and live course.

“No Shows” will be invoiced.

	PAYMENT INFORMATION

	PAYMENT OPTIONS (Check One):
	 FORMCHECKBOX 
 P/Card
	 FORMCHECKBOX 
 Purchase Order

	Invoice will be mailed to billing address
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