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Federal Acquisition Certification – Contracting Professional (1102) Certification Level I 

	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

	At least 1 year of current (within last 3 years) purchasing and contracting experience with progressively broader work assignments.
Do you meet the experience requirement?  Yes (  No (  (If you selected “Yes”, a resume must be submitted. If “No” a development plan or a waiver request must be submitted.)

	PART C – EDUCATION

	Baccalaureate degree OR at least 24 semester hours from among the following disciplines:  accounting, business, finance, law, contracts, purchasing, economics, industrial management, marketing, quantitative methods, or organization and management OR meet the Exceptional Provision and occupied an 1102 series position at grades 5 through 12 on January 1, 2000.

Do you meet the education requirement?  Yes (  No (  (If you selected “Yes”, a copy of your transcript must be submitted. If “No” a development plan or a waiver request must be submitted.)

	PART D – DEMONSTRATING PROFICIENCY IN ESSENTIAL COMPETENCIES

	Competencies 1 to 18 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.

           3.  Visit http://atoexperience.faa.gov/acqbus/index.php?option=com_content&task=view&id=247&Itemid=60 for detailed information on competencies.  

	1.  Acquisition Strategy Development

	Individuals at this level should be able to recognize and apply, the concepts related to acquisition –related roles and the development 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.  Procurement Planning

	Individuals at this level should be able to recognize and apply the concepts related to developing and maintaining a workable plan and managing resources to accomplish the overall goal of the acquisition project.

	Method(s) competency met by:
	Training
	Demonstrated Knowledge, Skills, Abilities 
	Eligible Certification Program 

	
	
	
	

	Insert supporting narratives here:



	

	3.  Market Research

	Individuals at this level should be able to recognize and apply the concepts related to collecting and analyzing relevant market information and identifying 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:



	

	4. Managing Competition 

	Individuals at this level should be able to recognize and apply the concepts related to advising 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:


	


	5. Small Business and Preference Program Participation 

	Individuals at this level should be able to recognize and apply the concepts related to identifying 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:


	

	6.  Defining Government Requirements in Commercial/Non-Commercial Terms

	Individuals at this level should be able to recognize and apply the concepts related to legislations, regulations, and methods used in government contracting.  Skill in selecting appropriate offer evaluation factors for incorporation into the solicitation that tie back to clear and unambiguous technical requirement included in the Request for Proposals.  Skill in determining the method of acquisition.

	Method(s) competency met by:
	Training
	Demonstrated Knowledge, Skills, Abilities 
	Eligible Certification Program 

	
	
	
	

	Insert supporting narratives here:



	

	7.  Defining Requirements

	Individuals at this level should be able to recognize and apply the concepts related to the determination or development of offer evaluation factors that will discriminate between offerors and that tie back to the technical requirements included in the solicitation.  Ability to determine 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:



	


	8. Performance Based Acquisition 

	Individuals at this level should be able to recognize and apply the concepts related to the determining if performance based acquisition is the appropriate acquisition strategy to use in procurement.  Ability to develop a performance work statement or a statement of objectives.  Ability to conduct research to determine performance standards or incentives that will effectively measure contractor results.

	Method(s) competency met by:
	Training
	Demonstrated Knowledge, Skills, Abilities 
	Eligible Certification Program 

	
	
	
	

	Insert supporting narratives here:


	

	9.  Defining Contractual/Business Relationships

	Individuals at this level should be able to recognize and apply the concepts related to techniques in the identification and selection of the most appropriate contractual 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 unpriced 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; determine whether a written source; selection plan is necessary or desirable.

	Method(s) competency met by:
	Training
	Demonstrated Knowledge, Skills, Abilities 
	Eligible Certification Program 

	
	
	
	

	Insert supporting narratives here:



	

	10. Solicitation of Offers 

	Individuals at this level should be able to recognize and apply the concepts related to solicitation and selection methods.  Skill in conducting oral solicitations and in preparing written solicitations that includes the appropriate provisions and clauses tailored to the requirement and assembled in a format appropriate to the acquisition method and market for the required supply or service.  Knowledge of formal advertising techniques.  Skill in responding to an inquiry about the solicitation received prior to contract award or a request for information under the Freedom of Information Act.  Skill in conducting a pre-quote, pre-bid, pre-proposal conference when appropriate.  Skill in amending or canceling solicitations.

	Method(s) competency met by:
	Training
	Demonstrated Knowledge, Skills, Abilities 
	Eligible Certification Program 

	
	
	
	

	Insert supporting narratives here:


	


	11.  Detailed Bid Evaluation Skills

	Individuals at this level should be able to recognize and apply the concepts related to technical requirements sufficient to evaluate bid responsiveness, contractor responsibility, and/or contractor performance.  Skill in receiving, handling, and evaluating bids adhering to proper procedures

	Method(s) competency met by:
	Training
	Demonstrated Knowledge, Skills, Abilities 
	Eligible Certification Program 

	
	
	
	

	Insert supporting narratives here:



	

	12. Proposal Analysis and Evaluation 

	Individuals at this level should be able to recognize and apply the concepts related to cost and/or price analysis techniques and auditing standards and procedures.  Skill in receiving, handling, and evaluating quotations/proposals adhering to proper procedures.  Skill in obtaining proper disclosure of accounting practices and in determining if the firm’s accounting practices comply with Government cost accounting standards.

	Method(s) competency met by:
	Training
	Demonstrated Knowledge, Skills, Abilities 
	Eligible Certification Program 

	
	
	
	

	Insert supporting narratives here:


	

	13. Negotiation

	Individuals at this level should be able to recognize and apply the concepts related to negotiation techniques to meet and reach agreement through discussion with a proposed contractor on the price and performance terms, and to set forth all these terms in a contract document.  Skill in conducting a negotiation session and documenting in the contract file the principal elements of the negotiated agreement.

	Method(s) competency met by:
	Training
	Demonstrated Knowledge, Skills, Abilities 
	Eligible Certification Program 

	
	
	
	

	Insert supporting narratives here:



	


	14.  Award Resolution

	Individuals at this level should be able to recognize and apply the concepts related to contract formation procedures.  Skill in determining and documenting the responsibility and non-responsibility of a prospective contractor.  Skill in preparing purchase orders/contract and documenting the award recommendation.  Skill in making the contract award and related notification.  Skill in debriefing offerors at their request.  Skill in acting to resolve acquisition complaints and concerns.


	Method(s) competency met by:
	Training
	Demonstrated Knowledge, Skills, Abilities 
	Eligible Certification Program 

	
	
	
	

	Insert supporting narratives here:



	

	15. Requirements/Contract Management

	Individuals at this level should be able to recognize and apply the concepts related to post award contracting procedures to oversee or ensure compliance with the terms of contracts.  Skill in effective communication of contract requirements.  Skill in planning for contract administration.  Skill in conducting a post-award orientation.  Skill in monitoring contractor subcontract management in accordance with prime contract requirements.  Skill in modifying or adjusting a contract when needed.  Skill in determining whether or not to exercise an available option.

	Method(s) competency met by:
	Training
	Demonstrated Knowledge, Skills, Abilities 
	Eligible Certification Program 

	
	
	
	

	Insert supporting narratives here:



	

	16. Performance Management

	Individuals at this level should be able to recognize and apply the concepts related to monitoring contract performance and taking any necessary action and applying remedies to protect the rights of the Government.  Ability to use performance metrics to evaluate actual performance against goals.

	Method(s) competency met by:
	Training
	Demonstrated Knowledge, Skills, Abilities 
	Eligible Certification Program 

	
	
	
	

	Insert supporting narratives here:



	


	17.  Financial Management

	Individuals at this level should be able to recognize and apply the concepts related to all financial aspects of contract administration including cost/pricing remedies, authorizing payments, recovering debts, and detecting fraud.


	Method(s) competency met by:
	Training
	Demonstrated Knowledge, Skills, Abilities 
	Eligible Certification Program 

	
	
	
	

	Insert supporting narratives here:



	

	18. Resolution of Contract Termination and/or Closeout

	Individuals at this level should be able to recognize and apply the concepts related to contract termination procedures and negotiation techniques to represent the Government in terminations for convenience or default and in claims and settlements.  Skill in analyzing, negotiating and preparing a Contracting Officer's decisions.  Skill in terminating contracts when it is in the best interest of the Government.  Skill in performing contract closeout.

	Method(s) competency met by:
	Training
	Demonstrated Knowledge, Skills, Abilities 
	Eligible Certification Program 

	
	
	
	

	Insert supporting narratives here:




	PART E  – CORE TRAINING REQUIREMENTS

	Provide information on contract-related training. 


	Courses (Bolded font = Mandatory for Level I Certification Effective 10/1/04)

	Title
	Dates
	Length

(Hours)

	CON 101 – Fundamentals of Contracting (legacy – prior to 10/1/04)
	
	

	CON 104 – Fundamentals of Contract Pricing (legacy – prior to 10/1/04)
	
	

	CON 100 – Shaping Smart Business Arrangements
	
	

	CON 110 – Mission Support Planning
	
	

	CON 111 – Mission Strategy Execution
	
	

	CON 112 – Mission Performance Assessment
	
	

	CON 120 – Mission Focused Contracting
	
	

	Elective:  
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


	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 – SIGNATURES b

	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 I.


	Name
	     
	Signature
	     
	Date
	     

	Chief of the Contracting Office Concurrence:

I have discussed and reviewed the above information with the applicant and recommend certification at the Level I.
Name                                                                    Signature                                                                                      Date

	Name
	
	Signature
	
	Date
	

	ACM Recommendation:

	Name
	Helen M. Pernell
	Signature
	     
	Date
	     

	FAE/CAO Approval:
I approve the above individual for certification at the Level I.


	Name
	James H. Washington
	Signature
	
	Date
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