FAC-COTR 
Frequently Asked Questions

I want to be a COTR! What do I need to do?

(1)  Any individual appointed to serve as a COTR must have a FAC-COTR certification.

(2)  Certification is obtained through competency-based and assignment-specific training.  Ongoing continuous learning is then required to maintain active certification.

(3)  Training taken prior to the implementation of the FAC-COTR certification program must be reviewed to ensure that you have obtained essential competencies sufficient to meet FAC-COTR requirements.  
(4)  Complete 40-hours of continuous learning every two years.  

Where do I get FAC-COTR information and applications form?

FAC-COTR information, application forms, and guidance can be obtained from your servicing ACM or by visiting HHS’ ASAM/OAMP FAC-COTR website (currently under construction).
If you meet FAC-COTR requirements, complete the application form, attach all required documentation, and request certification through your immediate supervisor and ACM.  
Each applicant is responsible for providing training certificates and any other records that provide evidence that he or she satisfied the training requirements for the program.  All training information must be entered into the ACMIS.
What is ACMIS and why do I need to enter my training data into this system?
Acquisition Career Management Information System (ACMIS) is the central acquisition workforce information system for all civilian agencies and has been designed to support the FAC-COTR program.  Each COTR is responsible for maintaining current certification documents in ACMIS.  ACMIS will allow supervisors and ACMs to track training against requirements needed for FAC-COTR certification.  All COTRs must:
  ■   Enter training data into ACMIS;
  ■   Update existing ACMIS records in a timely

       manner; and 
  ■   Keep these records current to reflect 

       certification status and continuous learning

       points.
What are the key competencies required for the FAC-COTR Program?
The following core competencies are required for certification.  These were established by the Federal Acquisition Institute (FAI).  A definition of each competency is provided at www.FAI.gov.  

General Business Competencies:
▪ Oral Communications ▪ Decision-Making ▪ Teamwork ▪ Problem Solving ▪ Attention to Detail ▪ Reasoning ▪ Flexibility ▪ Interpersonal Skills ▪ Self-Mgmt/Initiative ▪ Integrity/Honesty

▪ Planning & Evaluating ▪ Writing ▪ Project Mgmt

Technical Competencies:

▪ Understanding COTR duties, responsibilities, and obligations ▪ Effective communication of contract requirements ▪ Effective performance management ▪ Strategic planning ▪ Detailed evaluation skills ▪ Defining business relationships ▪ Understanding the marketplace ▪ Effective communication ▪ Defining government requirements in commercial / non-commercial terms ▪ Effective negotiation skills and effective analytical skills 
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FAC-COTR Certification Requirements

The Department of Health and Human Services (HHS) Acquisition Policy Memorandum No: 2008-01, effective October 1, 2008, and guidance under HHSAR 301.604, “Training and Certification of Contracting Officers' Technical Representatives”:

■  Represents HHS’ implementation of the Federal Acquisition Certification for Contracting Officers’ Technical Representative (FAC-COTR) program; 
■  Establishes FAC-COTR certification as a prerequisite for serving as a COTR within HHS and the Operating Divisions (OPDIVs); and 
■  Promulgates interim acquisition guidance, pending formal incorporation in the HHS Acquisition Regulation (HHSAR).
HHS’ FAC-COTR program identifies minimum acquisition training requirements for all individuals who serve as a COTR under a written delegation of authority from a Contracting Officer.  Because Project Officers provide technical guidance to the Contracting Officer before award of a contract or order, they are not subject to fulfilling the requirements of the FAC-COTR certification program - unless they will also be required to perform post-award contract activities.  The authorities listed below were used to develop the roles, responsibilities, and limitations for various individuals and offices involved with this FAC-COTR program.  

Training Requirements

You must have a minimum of 40-hours of training.  Twenty-two of the required 40-hours must cover the essential COTR competencies listed in the OFPP FAC-COTR memorandum.  The remaining 18-hours target areas essential to HHS/OPDIV contract management.
Continuous Learning Requirements

To maintain a FAC-COTR, you must earn 40-continuous learning points (CLPs) of skills currency every two years.  Additional guidance on determining CLPs is included in Appendix A of the OFPP FAC-COTR memorandum.  It is your responsibility to ensure that you meet continuous learning requirements, enter the training data into ACMIS, and provide evidence of the training your servicing Acquisition Career Manager (ACM) – with the application for recertification.  
HHS FAC-COTR
Certification Process At-A-Glance
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HHS FAC-COTR
Training & Continuous Learning

Recommended Sources for Training
HHS’ policy and guidance on FAC-COTR states that training may be obtained through the HHS University, the Federal Acquisition Institute (FAI), the Defense Acquisition University (DAU), commercially available sources, colleges, universities, or agency-specific courses.  

Synopsis of Options

■ Classroom-Based Training

■ On-Line Training

■ Agency-specific courses

■ Electives (coursework needed or required for

   managing a particular contract)

Does Becoming a COTR 
Change My Job Responsibilities?
The Office of Federal Procurement Policy (OFPP) issued a memorandum on November 26, 2007, entitled Federal Acquisition Certification for Contracting Officer Technical Representatives (FAC-COTR).  The memorandum establishes a structured training program for COTRs that standardizes competencies and training across civilian agencies.  

Sound contract management depends on the effective execution of COTR responsibilities.  In addition to staying abreast of current acquisition trends and policy, COTRs protect the Department’s interests by ensuring that: 
■  The government receives services and items that meet contract requirements for quality and quantity;

■  Contractor performance is timely; and 
■  Payments to contractors are appropriate.  
It is recommended that at least one critical element in the COTRs performance standards be specific to contract management or the COTR duties described in the appointment letter.
BASIC TRAINING


Complete a minimum of 40-hrs of approved training.
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APPLY FOR RE-CERTIFICATION


Must earn 40-CLPs every 2-years and re-apply or certification expires.
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Enter continuous Learning
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