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Introduction and Overview
The Indiana Certified Public Manager® (CPM) Program is a unique training opportunity for
Indiana public managers and supervisory personnel. It is offered in Indiana exclusively by the
Bowen Center for Public Affairs as a key initiative of its Institute for Public Service. The Indiana
CPM Program provides government and nonprofit employees with a comprehensive course of
study that has recognized public management theories and best practices at its foundation. The
program trains public managers to apply these theories and best practices to the challenges
they face in public service.
Program participants develop and demonstrate their proficiency with learning activities which
include classroom training, application exercises, and other projects that require them to apply
their newly-acquired skills to problems and issues within their workplace.
Program Eligibility, Application, and Registration
The program is designed for the benefit of people employed in public service, who currently
have supervisory or managerial responsibilities or who are expected to assume such
responsibilities in the future. Applicants are eligible to enroll for participation in the program if
they meet the requirements below:
1. The applicant must be currently employed by:
a. a unit of government at the local, state, or federal level, or
b. a nonprofit organization with a significant public service component as part of its
mission.
2. In his or her current position, the applicant must:
a. supervise one or more other employees within the organization, or
b. be on a career path within the organization that will lead to supervisory
responsibilities in the future.
3. The applicant must submit a complete application, including:
a. application form,
b. statement of purpose,
c. supervisor’s nomination and recommendation,
d. applicant signature on the program commitment, and
e. supervisor signature on the supervisor endorsement.
The eligibility of applicants who do not meet requirements 1 or 2, above, will be determined on a
case by case basis.
Once an applicant has received notice that his or her application has been approved, the
applicant must register for an upcoming series of training session and pay applicable program
fees. Registration and payment instructions will be provided upon application acceptance.
Program Sequence and Locations
The Indiana Certified Public Manager Program consists of two phases, each of which consists of
twelve (12) monthly, full-day training sessions.
A new cohort of CPM participants are admitted to the program and a new series of Phase I
sessions begins every six months in March and September. The sessions for each cohort are
offered at locations that rotate through central, northern, and southern Indiana.
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A new series of Phase II sessions begins in the month following the conclusion of a series of
Phase I sessions. CPM participants who have satisfactorily completed the Phase I sessions
may continue their training in Phase II immediately following the completion of Phase I, or they
may wait and begin their Phase II training in a later series of sessions.
The Indiana Certified Public Manager Program is a course of study in which each session is
designed to build on the material presented in prior sessions. Consequently, participants will
receive the maximum benefit if they complete all sessions in chronological order, with the Phase
I curriculum being completed prior to beginning the Phase II curriculum.
We recognize, however, that professional or personal responsibilities and emergencies may
occasionally prevent a participant from attending a given session. For this reason, a participant
will be allowed to make up a missed session by attending the missed session with another
cohort. If an extended emergency, however, results in a participant missing multiple sessions,
the CPM Coordinator may require that the participant temporarily withdraw from the program
and reenter training with a future cohort, beginning with the first missed session.
Substitution of Prior Training
CPM participants must fulfill program requirements by attending Indiana CPM Program training
sessions. No substitution of prior training in other programs will be permitted.
Program Fees
The standard program fees for the Indiana CPM Program are listed below:
Phase I: $1,595
Phase II: $2,695
Program fees cover the cost of all training sessions, books and other study materials, and lunch
and refreshments at the training sessions. Program fees for a given phase of the program must
be paid in full in advance of the first session.
From time to time, The Bowen Center for Public Affairs may be able to provide scholarships that
will partially offset program fees for eligible applicants. Any available scholarships and their
eligibility requirements will be publicized prior to the beginning of each new cohort.
Cancellation and Refunds
In the event that a CPM participant cancels his or her participation in the program, upon return
of all books and other provided materials, the program fee will be refunded as follows:
Cancellation at least two (2) weeks prior to the first session: full refund of the program fee.
Cancellation less than two (2) weeks prior to the first session: refund of program fee less $50
administrative fee.
Cancellation after first session: refund of 90 percent of the program fee.
Cancellation after the second session: refund of 80 percent of the program fee.
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Cancellation after the third session: no refund.
The cost of any damaged or missing books or materials will be deducted from the refund
amount.
Program Curriculum
The Indiana CPM is a course of study consisting of 300 hours of training in the practical
application of recognized public management theories and best practices. The curriculum of the
Indiana CPM Program is designed in conformance with the requirements of the National
Certified Public Manager® Consortium. Participants are required to demonstrate proficiency in
seven fundamental public management competencies:
•
•
•
•
•
•
•

Personal and Organizational Integrity
Developing Self
Managing Work
Public Service Focus
Leading People
Change Leadership
Systemic Integration

The Indiana CPM program is divided into two segments. The first phase features 12 monthly,
day-long sessions which focus upon basic skills needed to supervise other workers. Participants
who complete the first phase are eligible to continue their development in the second phase, in
which they gain additional management skills for leading a department or entire organization.
Phase I – Supervisory Training
Overall focus: The Phase I curriculum focuses primarily on tools, techniques, and concepts that
help a public manager direct and manage personnel within the manager’s organization. The
methods taught in Phase I facilitate the adoption of a results-oriented perspective toward public
management. By “beginning with the end in mind” public managers can better organize their
own activities and the activities of their staff members to produce public value.
Teaching methods: For a typical session, participants will read book chapters, articles or other
readings to familiarize them with concepts to be discussed in the training session. Additional
pre-assignments will require them to gather data and/or reflect on their current management
practices, so that they will be prepared prepare to compare their current practices to the new
practices taught in the session.

During the training sessions, participants will engage in a number of learning activities that
illustrate the management concepts presented and allow them to begin applying the concepts to
their own work environment. Follow up post-assignments will provide additional opportunities for
participants to put the lessons learned into practical application.
Course materials: Phase I relies on three primary reading sources:
Buckingham, Marcus, and Curt Coffman. 1999. First, Break All the Rules: What the World’s
Best Managers Do Differently. New York: Simon and Schuster.
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Covey, Steven R. 1991. Principle-centered Leadership. New York: Free Press.
Covey, Steven R. 2004. The Seven Habits of Highly Effective People. New York: Free Press.
For most of the sessions, there will be additional supplementary readings. All books and other
materials will be provided to the participants and will be theirs to keep.
Session Schedule: Phase I consists of twelve monthly, full day sessions. A new series of Phase
I training sessions begins each March and September, in locations that rotate through central,
northern, and southern Indiana.
Each full day training session is typically organized as follows:
Required pre-assignments
and/or post-assignments:
Training session activities:

3.0 hours
6.5 hours

Phase I comprises 113 training hours of the Indiana CPM Program, as shown below:

Session	
  
No.	
  

Session	
  Topic	
  
Overview:	
  Managing	
  for	
  High	
  Performance	
  
Emotional	
  Intelligence	
  
Organizational	
  Integrity	
  and	
  Ethical	
  Behavior	
  
Managing	
  Work	
  
On-‐boarding	
  New	
  Employees	
  
Focusing	
  on	
  Public	
  Service	
  	
  
Performance	
  Coaching	
  
Performance	
  Measurement	
  
Process	
  Improvement	
  
Financial	
  Stewardship	
  
Effective	
  Communication	
  
Life	
  and	
  Career	
  Management	
  

1	
  
2	
  
3	
  
4	
  
5	
  
6	
  
7	
  
8	
  
9	
  
10	
  
11	
  
12	
  
Total	
  Phase	
  I	
  Hours	
  

In-‐session	
  
6.5	
  
6.5	
  
6.5	
  
6.5	
  
6.5	
  
6.5	
  
6.5	
  
6.5	
  
6.5	
  
6.5	
  
6.5	
  
5.5	
  
77.0	
  

Training	
  hours	
  
Pre-‐	
  and	
  
post-‐
activities	
  
3	
  
3	
  
3	
  
3	
  
3	
  
3	
  
3	
  
3	
  
3	
  
3	
  
3	
  
3	
  
36	
  

Total	
  
9.5	
  
9.5	
  
9.5	
  
9.5	
  
9.5	
  
9.5	
  
9.5	
  
9.5	
  
9.5	
  
9.5	
  
9.5	
  
9.5	
  
113.0	
  

Phase II – Managerial Training
Overall focus: In contrast to the Phase I curriculum, which is focused primarily on directing and
managing personnel within the manager’s organization, the Phase II curriculum presents
concepts, skills, and tools that a manager uses to analyze the external environment of his or her
agency. By properly analyzing the external environment, a public manager can identify the other
political actors with influence over his or her agency and which of these actors are likely to
support or oppose agency initiatives. This knowledge of the external environment will aid a
manager in crafting a politically feasible and technically practical strategy for the agency that will
create value for the public.
4

Teaching methods: The curriculum is organized around a series of public management teaching
cases from the Evans School of Public Affairs at the University of Washington, Harvard
Business School, and the Kennedy School of Government. For a typical session, participants
will read the main case materials and complete other assignments to prepare to discuss the
case. The debriefing at the end of the case discussion will focus on how to apply the lessons
from the case within the participants’ own organizational environment. The remainder of each
session will be spent discussing the other readings, reviewing the frameworks and concepts
used in analyzing the case scenarios, and in-class exercises to aid the participants in learning to
apply the case concepts to their own management situation. Follow up homework assignments
will provide additional opportunities for participants to put the lessons learned into practical
application.
Course materials: In addition to the teaching cases, Phase II relies on three primary
supplementary readings:
Moore, Mark H. 1995. Creating Public Value: Strategic Management in Government.
Cambridge, MA: Harvard University Press.
Daly, Peter H., and Michael Watkins. 2006. The First 90 Days in Government: Critical Success
Strategies for New Public Managers at All Levels. Boston: Harvard Business School
Press.
Fisher, Roger, and William Ury. 1983. Getting to Yes: Negotiating Agreement Without Giving In.
New York: Penguin Books.
For most of the sessions, there will be additional supplementary readings. All books and other
materials will be provided to the participants and will be theirs to keep.
Session Schedule: Like Phase I of the CPM program, Phase II consists of twelve monthly, full
day sessions. A new series of Phase II training sessions begins each March and September
immediately after the last Phase I session at a given location. Anyone who has satisfactorily
completed Phase I is eligible to continue in Phase II. If a participant chooses not to continue
immediately after Phase I, they can begin the Phase II sessions with a future cohort.
A typical full day training session is organized as follows:
Required pre-assignments
And/or post-assignments:
Training session activities:

6.0 hours
6.5 hours

Capstone Projects: Phase II participants will also complete a capstone project during the year in
which they are completing the Phase II training. A major portion of the last session will be
concerned with presenting the results of the projects.
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Phase II comprises 187 training hours of the Indiana CPM Program, as shown below:

Session	
  
No.	
  
1	
  
2	
  
3	
  
4	
  
5	
  
6	
  
7	
  
8	
  
9	
  
10	
  
11	
  
12	
  

Session	
  Topic	
  
Overview:	
  Leadership	
  in	
  Public	
  Organizations	
  
Tools	
  for	
  Gaining	
  Influence	
  and	
  Authority	
  
Selecting	
  Managerial	
  Strategies	
  	
  
Change	
  Leadership	
  
External	
  Communications	
  and	
  Media	
  
Relations	
  
Responding	
  to	
  Crisis	
  
Long-‐Term	
  Managerial	
  Strategies	
  
Negotiation	
  and	
  Conflict	
  Resolution	
  
Labor-‐Management	
  Relations	
  
Working	
  with	
  a	
  Legislative	
  Body	
  or	
  Council	
  (I)	
  
Working	
  with	
  a	
  Legislative	
  Body	
  or	
  Council	
  (II)	
  
Career	
  Management	
  and	
  Project	
  
Presentations	
  
Capstone	
  Project	
  

Total	
  Phase	
  	
   II	
  Hours	
  
Total	
  CPM	
  Program	
  Hours	
  

In-‐session	
  
6.5	
  
6.5	
  
6.5	
  
6.5	
  

Training	
  hours	
  
Pre-‐	
  and	
  
post-‐
activities	
  
6	
  
6	
  
6	
  
6	
  

Total	
  
12.5	
  
12.5	
  
12.5	
  
12.5	
  

6.5	
  
6.5	
  
6.5	
  
6.5	
  
6.5	
  
6.5	
  
6.5	
  

6	
  
6	
  
6	
  
6	
  
6	
  
6	
  
6	
  

12.5	
  
12.5	
  
12.5	
  
12.5	
  
12.5	
  
12.5	
  
12.5	
  

5.5	
  
0.0	
  
77.0	
  
154.0	
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40	
  
110	
  
146	
  

9.5	
  
40.0	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  
187.0	
  
300.0	
  

Assignments and Evaluation
The Indiana CPM Program uses three different types of assignments to facilitate, reinforce and
evaluate learning among CPM participants. Assignments that are applicable to both phases of
the CPM Program include pre-assignments to be completed prior to each training session and
post-assignments to be completed after each training session. Participants who continue their
training in Phase II of the program are required to complete a capstone project in which they
apply the tools, techniques, and concepts acquired in the CPM Program to a significant project
within their work environment.
Pre-assignments are used to help prepare participants for learning new concepts during the
training sessions. Most pre-assignments fall into one of three categories: reading, data
gathering, and reflection on current practice. Reading assignments are intended to familiarize
participants with new concepts and techniques prior to discussion during the session. Data
gathering assignments require participants to gather information about current operations at
their work environment that they can use during in-class exercises to begin applying new
concepts to their own work responsibilities. Assignments requiring reflection on current practice
provide participants with an opportunity to consider existing management and supervisory
procedures used in their current work environment so that they will be prepared to discuss those
procedures in an upcoming training session. This preparation allows them to compare their
practices both to those of other participants in their cohort and to practices taught in the training
session.
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Participants will receive written feedback concerning their data gathering and reflection preassignments. As the pre-assignments are intended to facilitate learning during the session,
there is no opportunity to redo unsatisfactory assignments. A participant who is repeatedly
unprepared for training sessions may be asked to withdraw from the program until a time when
the participant’s schedule will allow him or her to prepare for each training session.
Post-assignments are used to reinforce the new concepts taught during a training session. Postassignments consist of application exercises that require participants to apply particular
concepts in their work environments.
Participants will receive written feedback concerning their application exercise postassignments. Each assignment will be evaluated for satisfactory application of the assigned
material. In the event that the assignment is evaluated as unsatisfactory, the participant will be
provided written feedback about how to improve the assignment and will be allowed to redo and
resubmit it.
All CPM participants are required to complete and document a capstone project as a part of
their Phase II learning activities in order to receive a certificate designating them as a Certified
Public Manager. Additional information regarding capstone project requirements is included in
the appendix.
All capstone project reports will be evaluated for compliance with project requirements.
Certificates and Requirements
CPM participants who satisfactorily complete the Phase I training sessions and associated
assignments will be awarded a certificate recognizing their designation as a Certified Public
Supervisor. Participants who satisfactorily complete Phase I and Phase II training sessions and
associated assignments will be awarded a certificate recognizing their designation as a Certified
Public Manager. The specific requirements for earning each certificate are listed below.
Requirements for earning a Certified Public Supervisor Certificate:
1. Attend and participate in at least 9 of 12 Phase I training sessions and
2. Satisfactorily complete all pre- and post-assignments associated with each Phase I
training session attended.
Requirements for earning a Certified Public Manager® Certificate:
1. Attend and participate in all 12 Phase I training sessions,
2. Satisfactorily complete all pre- and post-assignments associated with each Phase I
training session,
3. Attend and participate in all 12 Phase II training sessions,
4. Satisfactorily complete all pre- and post-assignments associated with each Phase II
training session, and
5. Satisfactorily complete an approved capstone project, including report and presentation.
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Confidentiality of Program Records
Records related to individual CPM participants is protected from disclosure pursuant to the
provisions of the Family Educational Rights and Privacy Act (FERPA), (20 U.S.C. § 1232g; 34
CFR Part 99) and/or applicable Indiana law.
Program Governance
The Indiana Certified Public Manager Program is a key initiative of the Institute for Public
Service within The Bowen Center for Public Affairs. The Bowen Center is a research and public
service institute affiliated with the Department of Political Science at Ball State University.
Bowen Center Staff
Three academic staff members affiliated with The Bowen Center are responsible for the
operation of the Indiana CPM Program. Co-directors Sally Jo Vasicko and Ray Scheele are
responsible for oversight of all Bowen Center programs, including the Indiana Certified Public
Manager Program. CPM Coordinator Charles Taylor is responsible for oversight of CPM
curriculum development and day-to-day operation of the program. All three academic staff
members are tenured or tenure-track faculty within the Department of Political Science.
Advisory Boards
The Bowen Center Board of Advisors is responsible for the ongoing evaluation of The Bowen
Center and its programs. The Bowen Center also has a Public Service Advisory Board, which
provides advice and guidance regarding the Certified Public Manager® Program. Specifically,
the Public Service Advisory Board provides advice and expertise on such issues as emerging
trends in the field of public management, unmet public sector training needs in Indiana, training
content and curriculum, and short- and long-range planning goals for the Indiana CPM Program.
Program Policies
Operation of the Indiana CPM Program is guided by the policies contained within this handbook
and other applicable rules and regulations governing units within Ball State University.
Appeals
Any CPM participant who disagrees with a decision of the CPM Coordinator may appeal the
decision, by first submitting a written appeal to the CPM Coordinator. If the issue is not resolved
to the satisfaction of the CPM participant, then he or she may submit a written appeal to the Codirectors of The Bowen Institute for Public Affairs. The resulting decision of the Co-directors is
final.

8

Appendix

Capstone Project Requirements
All CPM participants are required to complete and document a capstone project in order to
receive their designation as a Certified Public Manager.
Purpose
The capstone project serves three purposes: learning, accreditation, and validation.
Learning. The capstone project provides CPM participants with an opportunity to apply and
integrate the knowledge and skills they’ve acquired in the CPM training sessions. This helps to
reinforce these concepts in a way that isn’t possible within a classroom setting.
Accreditation. The National Certified Public Manager® Consortium, which is the accrediting body
for all CPM programs, requires that participants demonstrate that they can apply the CPM
competencies in their working environment. The capstone project provides that demonstration.
Validation. The overall purpose of the Indiana Certified Public Manager® Program is to improve
the efficiency and effectiveness of public service in Indiana. CPM capstone projects
demonstrate the value of the CPM Program in enhancing public management.
Project Requirements
All projects must be:
1. Described in a CPM Capstone Project Proposal,
2. Approved by the CPM Coordinator prior to implementation, and
3. Documented in typewritten report in standard English, in a style that is complete,
concise, and clear and formatted according to Indiana CPM Program guidelines.
The overall goal of the capstone project is to improve the efficiency and or effectiveness of the
participant’s organization or work unit by applying the skills and knowledge acquired in CPM
training sessions, such as project management, performance measurement, and process
improvement. In order to be approved, a capstone project must meet these specific
requirements:
1. It must improve the efficiency or effectiveness of the organization or work group.
2. It must relate to the mission of the participant’s organization or work unit.
3. It must have the support of the participant’s supervisor and/or the manager responsible
for the work unit where the project will take place.
4. It must be a new project rather than an ongoing one.
5. It must be able to be completed within the time available.
6. It must have quantifiable goals for improvement.
7. It must utilize specific principles, tools, and techniques learned in the Indiana CPM
Program.
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Selecting a Project
Session 9 of the Phase I CPM training covered the main principles for selecting process
improvement projects. In that session, you learned the key items to consider when selecting a
project:


What is the greatest expense to your department?



What outcomes are not being met within in your work environment which negatively
impact the success of meeting your departmental goals?



Where is the greatest gap between what your customer values most and the
department’s performance?



Are there work process barriers that are contributing to poor employee performance?



Do employees register frequent frustration with hand-off challenges, confusion about
procedures, or their inability to measure their own effectiveness and efficiency?

In that session you also learned about using the Action Work-Out as a way to identify projects
for which you and your team have sufficient expertise and authority, that have a relatively high
payoff, and that can be achieved relatively quickly. We also briefly reviewed tools from earlier
sessions, such as the Customer Value Structure, Department Outcome Map, and Process
Mapping, that can be used to help identify beneficial projects.
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Capstone Project Proposal Guidelines
Before beginning your capstone project, you must submit a project proposal for approval by the
CPM Coordinator. The proposal is a written description of the problem you want to solve, your
plan for solving it, and the measures you will use to evaluate the success of your project.
Proposal Contents
The written proposal will have the following components:
1. Project Title
2. Problem Description: Your proposal must include a section describing the problem you
will be solving. In what process or program does the performance problem exist? How
does actual performance deviate from desired performance? What impacts does this
have within the organization?
3. Goals: Describe your goals for improving efficiency or effectiveness with your project.
For example, is your goal to eliminate waste and thereby reduce the amount of material
used in some process? Or to decrease the delay between the report and correction of a
problem, such as a pothole in the street? Or to eliminate non-value added steps from a
process to reduce processing time?
4. Evaluation: How will you know if you have achieved your goals? What measures will you
use to evaluate the success of your project? How will you collect the data? Do you have
existing baseline data that measure your current performance or will collecting that data
be a part of your project?
5. Action Plan: Outline your plan for carrying out your project. Who will be on your team
and what will be their responsibilities? What activities will team members need to
undertake? What is your tentative schedule for completing each task?
6. CPM Principles and Tools: List the principles and tools you have gained from the CPM
sessions that will be used in your project.
Formatting and Submitting Your Proposal
Your proposal should be typewritten with a section for each required component listed above.
Once your proposal is written and proofread, fill out the Proposal Cover Sheet, have your
supervisor review and approve your proposal, and then submit it to the CPM Coordinator for
approval.
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Indiana Certified Public Manager® Program
Capstone Project Proposal Cover Sheet

Participant Name: _________________________________
Organization Name: _______________________________
Work Phone: ___________________________ Work Email: ___________________________

Project Information
Project Title: __________________________________________________________________
Brief Description of Problem: _____________________________________________________
____________________________________________________________________________
____________________________________________________________________________
____________________________________________________________________________
Participant Signature: __________________________________________ Date: ___________

Supervisor Approval
I have reviewed the attached project proposal and have determined that the project is
appropriate for the organization and the development of this manager. I agree to support the
implementation and evaluation of the project.
Supervisor Signature: __________________________________________ Date: ___________
Supervisor Name: ____________________________

Title: ___________________________

This section for Indiana CPM Program use only
Action: _______ Approve
_______ Recommend revision and resubmission (see attached)
Date Participant Notified of Action: _____________ Notified by: ________________________
CPM Coordinator Signature: ____________________________________ Date: ____________
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