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	PMF TMS Training Opportunity
Template for Agencies


The following template is designed for registered Agency PMF Coordinators and Agency HR Staff to distribute to agency or hosting personnel in collecting appropriate content for posting a training opportunity to the PMF TMS (Talent Management System); templates for other types of opportunities are posted under the Agencies\Resources section on the PMF website at www.pmf.gov. This template enables agencies/organizations to submit their requirements for posting a training opportunity to inform current Finalists or Fellows.  Postings are accessible by current Finalists and Fellows logging into the PMF TMS to search for training opportunities.  If the training opportunity is available for both Finalists and Fellows, separate postings will be required to separate the audiences.
The PMF TMS is the PMF Program Office’s on-line system for posting training opportunities for Finalists and Fellows. Only registered users (e.g., Agency PMF Coordinators, Agency HR Staff, and PMF Program Office staff) can post opportunities within the PMF TMS.  For a current list of participating Federal agencies and their Agency PMF Coordinators, please go to:  https://apply.pmf.gov/coordinators.aspx. 

Posting training opportunities helps to inform program participants and assist Finalists in being informed of webinars or information sessions relevant to them and may assist Fellows in meeting their training and developmental requirements.  Fellows are responsible for documenting their participation, including any appropriate training hours, on their IDP (Individual Development Plan).  It is the responsibility of the hosting organization to collect and track any participation and provide a means for confirmation (e.g., proof of attendance, certificates of completion, etc.), and be prepared to answer any questions from participants. 

Additional information about training and development for Fellows can be found under the Current PMFs\Training and Development section on the PMF website at www.pmf.gov.
Opportunity announcement numbers have a naming scheme of "PMF-XO-YYYY-####"; where "PMF" stands for PMF Program, "XO" is the type of opportunity ("AO" for Appointment, "RO" for Rotational, and “TO” for Training), "YYYY" is the fiscal year, and "####" is a sequential number.

NOTE:  Your agency/organization may have specific policies and procedures for offering training; please consult with your Agency PMF Coordinator, HR Office, or Hosting Organization. Interested Fellows are responsible for obtaining supervisor approval, following their agencies policies and procedures to participate, and documenting their participation.  The PMF Program Office will refer any inquiries to the point of contact identified in the opportunity and/or to the Agency PMF Coordinator.  Agency PMF Coordinators have the ability to view all training opportunities posted by other agencies/organizations within the PMF TMS.
The PMF Program Office welcomes any suggestions for this template.  Please send any suggestions to pmf@opm.gov. 

TRAINING OPPORTUNITY PRE-CHECKLIST:

The following is a suggested pre-checklist for the hosting agency or organization to follow when offering a training opportunity.  This checklist is not all-inclusive; you may have other requirements.

	(:
	ACTION:

	
	Is this training for Finalists, Fellows, or both?  If for both, separate training opportunities will need to be posted for each audience.

	
	Are you able to fill out all of the data fields requested on the next page?

	
	Is the training conducted in-person, on-line, and/or combination?  If so, please clarify in the descriptions on the next page.

	
	Are there any costs associated?  If so, please identify in the descriptions on the next page.

	
	Is there a website that provides additional information or registration?  If so, enter the website address on the next page.

	
	Provide details for the training venue and location on the next page.  Participants may not be familiar with these.

	
	Are there any prerequisites needed, an SF 182, and/or supervisor approval?  If so, indicate on the next page. 

	
	Have you checked with your agency or organization for any specific requirements?


INSTRUCTIONS:

The hosting agency/organization should follow the steps below and any other additional instructions from their Agency PMF Coordinator, if applicable.  When completed, please submit to your designated Agency PMF Coordinator or Agency HR Staff if hosted by an agency for posting.  For other organizations, send the completed template to the PMF Program Office by sending it via email to pmf@opm.gov for review and posting.  Requests should be reviewed for accuracy and written in plain language (e.g., avoid acronyms and government jargon not familiar to most Finalists\Fellows).  The hosting agency or organization should ensure reasonable accommodations are accounted for.  Items marked with a red asterisk (*) are required in order to post.
Once a training opportunity is approved and submitted in the PMF TMS, the system will automatically send a copy via email to the user who entered the opportunity.  The user can forward a copy to the hosting agency/organization contacts, if applicable, or use the “Actions\Email” feature to prompt the system to email a copy at any stage.  In addition, the PMF TMS will send an automated digest email to the audience (e.g., Finalists or Fellows) alerting them of new opportunities the day after posting.
NOTE:  A sample training opportunity posting can be found on the last page of this template.  

TEMPLATE:
	*AUDIENCE (e.g., Finalists or Fellows):
	

	NOTE:  Either the “Agency” or “Hosting Organization” is required below.

	*AGENCY NAME (do not abbreviate):
	

	SUB-AGENCY NAME (if applicable):
	

	*HOSTING ORGANIZATION (leave blank if not applicable):
	

	WEBSITE ADDRESS (to promote the training; if applicable; e.g., https://www.pmf.gov):
	

	*TRAINING TITLE:
	

	*TRAINING DATE(S):  Enter the date (mm/dd/yyyy) or range of dates of the training. 
	

	*TRAINING TIME(S):  Enter the time or range of time, including time zone, for the training (e.g., 9:00am – 4:00pm (Eastern Time)).
	

	*OPENING DATE TO POST OPPORTUNITY (mm/dd/yyyy):
	
	*CLOSING DATE OF OPPORTUNITY (mm/dd/yyyy):
	

	*REGISTRATION CAP (enter the number of spaces available (###) or “Many”):
	


The following fields will expand to fit text.

	*DESCRIPTION OF ORGANIZATION:  Use this space to describe your agency, sub-agency, and/or hosting organization.  Please include information about the venue’s address (if applicable) and location details. 

	


	*DESCRIPTION OF OPPORTUNITY:  Use this space to describe the training details (e.g., training objectives, agenda, intended audience, competencies covered, costs, delivery of the training (e.g., on-site, on-line, live/recorded webinar), etc.).

	


	*QUALIFICATIONS REQUIRED:  Use this space to describe the qualifications for the opportunity (e.g., any prerequisites, level of experience, security requirements, transportation issues, supervisory approval, etc.).

	


	*HOW TO PARTICIPATE INSTRUCTIONS:  Use this space to describe the How to Participate instructions (e.g., how to register, a link to RSVP or register, if an SF 182 is needed, if proof of attendance or certificate will be issued, account for any reasonable accommodations, etc.).

	


Identify the point of contact for the training; this should be the contact for any questions and submissions from participants.
	*POINT OF CONTACT:  First and last name.
	

	*CONTACT’S EMAIL ADDRESS:  Enter an email address.
	

	CONTACT’S PHONE NUMBER (###-###-####):
	

	CONTACT’S FAX NUMBER, if applicable (###-###-####):
	


This concludes the steps needed to submit a training opportunity for posting.  The PMF TMS tracks the opportunity history to include who and when drafted, edited, approved, posted live, etc.  If the training opportunity is hosted by an agency, the Agency PMF Coordinator and Agency HR Staff users associated to the agency can view this history and see the number of times a Finalist/Fellow has viewed the opportunity on the PMF TMS. In addition, these users can view other training opportunities posted by other agencies/sub-agencies.  If the training opportunity is hosted by a separate organization and posted by the PMF Program Office, the program office can view the history and see the number of times a Finalist/Fellow has viewed the opportunity on the PMF TMS.
A sample training opportunity posting appears on the next page.
SAMPLE TRAINING OPPORTUNITY (AS IT APPEARS TO THE AUDIENCE):
When a Finalist\Fellow logs into the PMF TMS to search for training opportunities and clicks on the announcement number, a screen appears showing the opportunity in the following format.

Training Opportunity
	Announcement Details

	Announcement Number
	PMF-TO-2018-####
	Type of Opportunity
	Training Opportunity

	Audience
	[Finalists or Fellows]
	Agency/Hosting Organization
	Office of Personnel Management

	Training Title
	[Title]

	Training Date(s)
	[mm/dd/yyyy]
	Website
	https://www.pmf.gov 

	Training Time(s)
	9:00am – 4:00pm (Eastern Time)
	Registration Cap
	[###; Many]

	Opening Date of Announcement
	[mm/dd/yyyy]
	Contact
	Name:  [first and last name]

Phone:  [###-###-####]

Fax:  [if applicable; ###-###-####]

Email:  first.last@agency.gov

	Closing Date of Announcement
	[mm/dd/yyyy]
	
	

	

	Description of Organization

	Here the host would describe the agency or organization.


	Description of Opportunity

	Here the host would provide the training details and method of delivery.


	Qualifications Required

	Here the host would describe the qualifications for the opportunity.


	How to Participate Instructions

	Here the host would describe the process for how to participate. 


	NOTE:  Please direct all questions about this training opportunity to the contact identified. This training opportunity may or may not count towards a Fellow’s training and developmental requirements. Fellows having questions pertaining to training requirements should contact their Agency PMF Coordinator. The PMF Program Office provides agencies and organizations the ability to post training opportunities that may be of interest to program participants and does not necessarily endorse such opportunities.
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