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FAA DPA Level II  Certification Application Instructions
1.  Employee completes the application as follows:
PART A:  Employee Information.  Fill in all fields.
PART B:  Experience.  Check the appropriate box and attach your resume or a development plan/waiver if experience requirements have not been met.  Your resume should be limited to the relevant positions you have held during the time period required for certification.
PART C:  Education.  Formal Education is not required.
PART D:  Demonstrating Proficiency in Essential Competencies.  Review the definition of each competency and place a mark in the appropriate box (es) that reflect how you achieved this competency.  Insert narrative describing how the training, experience, and/or certification program supported your achievement of the competency.
PART E:  Core Training Requirements.  Enter the dates you completed each of the required courses and the length (in hours) of the course you attended.  Submit a copy of your eLMS training history or the actual training certificate for all courses identified.
PART F:  Signatures.  Review your application thoroughly and sign and date the application once you are satisfied that the application is complete and accurate.
2. Employee's supervisor submits completed application with supporting documentation to the following mailbox - 9-AJA-ACM-DPAs.
To save and edit data please download form to your computer.
PART A – EMPLOYEE INFORMATION
Name (Last, First, Middle Initial)
Organization Name
Routing Symbol
Phone 
    Fax
Email Address
Work Address
Title, Series, Grade
Do you meet the experience requirement?  Yes       No       (If you selected “Yes”, a resume must be submitted. If “No” a waiver application for additional time must be submitted.)
At least 1 year of current (within last 3 years) purchasing and contracting experience with progressively broader work assignments.
PART C – EDUCATION
There are no specific educational requirements for DPA certification
 
PART B – EXPERIENCE
PART D  - DEMONSTRATING PROFICIENCY IN ESSENTIAL COMPETENCIES
Competencies may be met through: (1) training; (2) demonstrating knowledge, skills, and abilities; or (3) eligible certification.
 
          Notes:
           1.  Select one or more of the three method(s) to demonstrate how you met the competencies.
           2.  Attach certificates and summary information from training or other eligible certification programs or academic transcripts with this application.      .  
1.  Simplified Purchasing Methods
Simplified purchasing covers methods used to obtain noncomplex products, services, or construction through a contract, purchase order, blanket purchase agreement, and Federal Supply Schedule order.  Simplified purchase methods apply to noncomplex products, services, or construction that have been sold at established catalog or market prices or where prices can be determined fair and reasonable.
Insert supporting narratives here:
Method(s) competency met by:
Training
Demonstrated Knowledge, Skills, Abilities
Eligible  Certification Program 
2.  Market Research
Ability to collect and analyze relevant market information and identify possible sources for the acquisition through effective market analysis and industry knowledge. 
Method(s) competency met by:
Training
Demonstrated Knowledge, Skills, Abilities 
Eligible Certification Program 
Insert supporting narratives here:
3. Managing Competition
Ability to advise customers on competitive options based on business strategies, market environments, acquisition goals, and AMS requirements. Ability to determine whether to limit competition to socio-economic concerns.
 
Method(s) competency met by:
Training
Demonstrated Knowledge, Skills, Abilities 
Eligible Certification Program 
Insert supporting narratives here:
4. Small Business and Preference Program Participation
Ability to identify opportunities for small business and other preference programs to participate in solicitations.  Ability to strategize with program officials to encourage preference program participation.
Method(s) competency met by:
Training
Demonstrated Knowledge, Skills, Abilities 
Eligible Certification Program 
Insert supporting narratives here:
5. Defining Contractual/Business Relationships         
Insert supporting narratives here:
Method(s) competency met by:
Training
Demonstrated Knowledge, Skills, Abilities 
Eligible Certification Program 
Knowledge of techniques in the identification and selection of the most appropriate terms and arrangements; for example, in pricing, financing, and payment methods.  Skills to perform the following: determine whether and how to provide for recurring requirements; prepare priced orders and contracts; determine whether to provide for government financing and where necessary the method of financing; determine bonding requirements for the solicitation and contract; determine the method of payment.
6.  Detailed Bid Evaluation Skills
Insert supporting narratives here:
Method(s) competency met by:
Training
Demonstrated Knowledge, Skills, Abilities 
Eligible Certification Program 
Knowledge of technical requirements sufficient to evaluate bid responsiveness, contractor responsibility, and/or contractor performance.  Skill in receiving, handling, and evaluating bids adhering to proper procedures.
7. FAA General Leadership
FAA has defined 16 general leadership competencies that are considered essential to the success of the entire FAA organization.
  No one person will possess all of the competencies below, however all employees in the agency are expected to work towards
 developing these general leadership competencies.  
 
These competencies appear in successive levels to emphasize the process of evolving, developing, and maturing general
 leadership skills.  
 
- Managing Organizational Performance         - Accountability and Measurement                   - Vision
- Problem Solving                                           - Business Acumen                                     - Strategy Formulation
- Customer Focus                                           - Building Teamwork and Collaboration                   - Agility
- Building a Model EEO Program                         - Developing Talent                                     - Innovation
- Communication                                           - Building Alliances                                     - Integrity and Honesty
 - Interpersonal Relations and
    Influence
Insert supporting narratives here:
Method(s) competency met by:
Training
Demonstrated Knowledge, Skills, Abilities 
Eligible Certification Program 
PART E  – CORE TRAINING REQUIREMENTS
Provide information on contract-related training. 
Courses 
Title
Dates
Length
(Hours)
CON 110  - Mission Support Planning
CON 111  - Mission Strategy Execution
CON 112  - Mission Performance Assessment
CON 120  - Mission Focused Contracting
FAA 60004257  - AMS Procurement (1102 Specific)
PART F  - SIGNATURES (electronic signatures are optional)
Applicant Certification:
Applicant’s Signature
Date
Supervisor’s (or designee) Endorsement:
I have discussed and reviewed the above information with the applicant and recommend certification at the Level II.
Name
Signature
Date
ACM Reviewer Initials and Date:
Initials
Date
ACM Recommendation:
Name
Rebecca Deloney
Signature
Date
FAE Approval:
I approve the above individual for certification at the Level II.
Name
Patricia A. McNall
Signature
Date
Chief of the Contracting Office Concurrence:
I concur with the Supervisor’s endorsement for the above individual and recommend certification at the Level II.
Name
Signature
Date
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