APPENDIX 1

HHS APPLICATION FOR FAC-COTR 
CERTIFICATION OR RECERTIFICATION

PART A - EMPLOYEE INFORMATION

Name (Last, First, Middle Initial) __________________________________________________

Email Address__________________________

Phone_________________________

Agency/OPDIV:
____________________________________________________________ 
Agency Address________________________________________________________________

Title, Series, Grade______________________________________________________________

This is a request for (check one):

___  New Certification -- Complete Parts B and D


___  Recertification -- Complete Parts C and D


PART B – NEW CERTIFICATION REQUIREMENTS

1. Training requirements: Send all certificates for applicable courses below to your servicing ACM.

2. Method of Completion (Provide the applicable information on the space provided).  

HHS University
Basic COTR Training


(40-Hours)
_____________











Date Completed

HHS University
COTR Refresher 


(__-Hours)
_____________











Date Completed

_____________
____________________

________
_____________

Vendor


Course




Hours

Date Completed
_____________
____________________

________
_____________

Vendor


Course




Hours

Date Completed
Required Courses – Essential COTR Competencies (23 hours) 
Online Training Options with DAU for Certification

CLC 106 COR With a Mission Focus  


___8____
_____________









Hours

Date Completed
CLC 004 Market Research



___3____
_____________









Hours

Date Completed
CLC 007 Contract Source Selection


___2____
_____________









Hours

Date Completed
CLM 003 Ethics Training for Acquisition 

___2____
_____________



Technology & Logistics (or similar)

Hours

Date Completed
CLM 024 Contracting Overview


___8____
_____________









Hours

Date Completed
Required HHS-Specific Courses (18 hours):

CLM 031 Improved Statement of Work

___4____
_____________









Hours

Date Completed
CLC 013 Performance Based Services


___6____
_____________









Hours

Date Completed
CLM 016 Cost Estimating



___8____
_____________









Hours

Date Completed

CLB – 016 Intro to Earned Value Management
___1____
_____________









Hours

Date Completed
**In the first recertification period, a COTRs handling IT contracts must earn a minimum of 4 CLPs to further develop their understanding of both EVM and PBSA methodologies.**
 FORMCHECKBOX 
 Previously held FAC-COTR certification from another Federal agency 
(Attach a copy of certification)
· Name of Agency:_______________________________________

· Date Certification Issued:________________________________

PART C -- RECERTIFICATION TRAINING / ACTIVITIES (At least 40-Hours)

__________________________________________________   
______________

(Course /Activity name)




           (Date completed)

__________________________________________________   
______________

(Course /Activity name)





(Date completed)

__________________________________________________   
______________

(Course /Activity name)





(Date completed)

__________________________________________________   
______________

(Course /Activity name)





(Date completed)

__________________________________________________   
______________

(Course /Activity name)





(Date completed)

PART D – SIGNATURES

Applicant’s Signature________________________________________ Date ___________

Supervisor’s Endorsement:

I recommend the above individual for COTR certification. 

Typed or Printed Name_____________________________________

Signature__________________________________________________ Date ___________

Acquisition Career Manager Approval:*
□
Approved
□
Disapproved  -  Explanation:
____________________________________________
Typed or Printed Name_____________________________________

Signature__________________________________________________ Date ___________

*If the HCA has delegated this authority to an official other than the ACM, please modify accordingly. 
Privacy Act Notice: FAC-COTR Certification is required for HHS employees that have been or will be delegated authority, by a Contracting Officer, to serve as a COTR.  Acquisition Career Managers (ACMs) must collect general as well as prescribed training data for this certification program.  The legal authority for this data collection is Section 5 U.S.C. Chapter 41.  The data will be included in a Departmental database on an HHS intranet website, which will include the first name, last name, and certification expiration date for FAC-COTR certified personnel.  HHS’ routine uses for the information are provided in System of Records No. 09-90-0018, which is available at http://hhsstage.cit.nih.gov/foia/privacy/recordsnotices/09900018.html.  Failure to provide the requested information may result in a denial of an individual’s request for FAC-COTR certification.
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