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FAA/FAI FAC-COTR Certification Application Instructions
1.  Employee completes the application as follows:
PART A:  Employee Information.  Fill in all fields.
PART B:  Experience.  There are no specific experience requirements for COTR 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:  Certification Held.  Enter the title and issuing authority of all acquisition-related certifications that you hold as well as the date you attained the certification.  Submit a copy of the actual certificate for all certifications you identified.
PART G:  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-COTRs.
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
PART B – EXPERIENCE
There are no specific experience requirements for COTR certification
 
PART C – EDUCATION
There are no specific educational requirements for COTR certification
 
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. Acquisition Planning
Individuals should be able to assist in the planning and implementation of strategies needed to assure that supplies and services are available when needed to meet mission requirements.
Method(s) competency met by:
Training
Demonstrated Knowledge, Skills, Abilities
Eligible  Certification Program 
Insert supporting narratives here:
2.  Defining Government Requirements in Commercial/Non-Commercial Terms
Individuals should be able to define the necessary requirements to assist the Program Office to communicate to the CO in determining the most appropriate method of acquisition for each procurement request.
Method(s) competency met by:
Training
Demonstrated Knowledge, Skills, Abilities 
Eligible Certification Program 
Insert supporting narratives here:
3.  Effective Contract Management
Individuals should be able to communicate with the CO any recommended scope changes or other changes that may result in the modification to the contract, recognize the impact of changes on milestones, and identify and resolve technical problems and develop alternative solutions; participate in IBRs and analyze EVM data.
Method(s) competency met by:
Training
Demonstrated Knowledge, Skills, Abilities 
Eligible Certification Program 
Insert supporting narratives here:
4. Effective Pre Award Communication 
Individuals should be able to assist CO with technical issues related to industry questions concerning the procurement, conducting pre-proposal and pre-bid conferences, and protecting procurement sensitive information.
Method(s) competency met by:
Training
Demonstrated Knowledge, Skills, Abilities 
Eligible Certification Program 
Insert supporting narratives here:
5. Market Research (Understanding the Marketplace)           
Insert supporting narratives here:
Method(s) competency met by:
Training
Demonstrated Knowledge, Skills, Abilities 
Eligible Certification Program 
Individuals should be able to conduct, collect and analyze relevant market information and identify possible sources for the acquisition through effective market analysis and industry knowledge.
6.  Negotiation
Insert supporting narratives here:
Method(s) competency met by:
Training
Demonstrated Knowledge, Skills, Abilities 
Eligible Certification Program 
Individuals should be able to assist in the planning of negotiation positions and preparation of negotiation strategies, conducting a negotiation session, and documenting the elements of the negotiated agreement when requested by the CO.  
Individuals should be able to monitor contract performance and recommend necessary action to the CO, in order for the CO to protect the rights of the government, and use performance metrics to evaluate actual performance against goals.
7.  Performance Management
Insert supporting narratives here:
Method(s) competency met by:
Training
Demonstrated Knowledge, Skills, Abilities 
Eligible Certification Program 
8. Technical Analysis of Proposals
Insert supporting narratives here:
Method(s) competency met by:
Training
Demonstrated Knowledge, Skills, Abilities 
Eligible Certification Program 
Individuals should be able to evaluate technical proposals against the evaluation criteria and participate in the evaluation of cost proposals; assist in best value trade-off analysis; evaluate past performance information and contact references if the CO delegates this responsibility; assist in the evaluation of return on investment (ROI).
9. 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 COTR-related training. 
Courses
Title
Dates
Length
(Hours)
FAA04200 - COR/COTR Basic Training or Equivalent
FAA30200338 - PRISM Acceptance Training (Online Course)
PART F  – CERTIFICATIONS HELD
Provide information on any contracting professional certifications you current hold. 
Certification   Authority/Title
Date 
Attained
Submit a copy of all certifications held.
PART G  - SIGNATURESb
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.
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.
I concur with the Supervisor's endorsement for the above individual and recommend certification.
Name
Patricia A. McNall
Signature
Date
OSPE Approval:
I approve the above individual for FAC-COTR.
 
Name
Signature
Date
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