Mandatory Procedure Document (MP 4I-1.602-2(d))
FAC-COR Certification and Continuous Learning
(Revision 3 – 6/9/2015)


The document describes the mandatory procedure regarding the Federal acquisition certification for contracting officer’s representatives (FAC-COR).

Background
On September 6, 2011, the Office of Management and Budget issued revisions regarding the FAC-COR certification procedures.  This directive applies to all civilian agencies that perform contracting duties.  The memorandum can be found at http://www.whitehouse.gov/sites/default/files/omb/procurement/revisions-to-the-federal-acquisition-certification-for-contracting-officers-representatives.pdf.

Policy
A.  The term “contracting officer’s technical representative” (COTR) has been replaced by the term “contracting officer’s representative” (COR) in order to align with terminology used in the Federal Acquisition Regulation (FAR).  On January 1, 2012, three certification levels were established.  Each certification category requires varying levels of experience, training, and requirements for maintenance training through continuous learning points (CLPs).

(1)  Level-I.—Eight hours of training, no experience required, and 8 hours of CLPs every 2 years.  This level of COR is generally appropriate for low-risk contracts, such as supply contracts and orders.  This level is also acceptable for construction contracts when the engineering cost estimate is under the simplified acquisition threshold and the individual has the appropriate engineering job approval authority (see National Engineering Manual 210.501). 

(2)  Level-II.—Forty hours of training, 1 year of previous COR experience required, and 40 hours of CLPs every 2 years.  These CORs may be called upon to perform general project management activities and should be trained accordingly.  This level of COR is generally appropriate for contracts of moderate to high complexity, including both supply and service contracts. 

(3)  Level-III.—Sixty hours of training, 2 years of previous COR experience on contracts of moderate to high complexity that require significant acquisition investment, and 40 hours of CLPs every 2 years.  Level-III CORs are the most experienced CORs within an agency and should be assigned to the most complex and mission-critical contracts within the agency.  These CORs are often called upon to perform significant program management activities and should be trained accordingly.  At a minimum, CORs assigned to major investments, as defined by OMB Circular A-11, must generally be designated as Level-III CORs. 

B.   The contracting officer (CO) and the requirements office shall discuss which level FAC-COR is appropriate for each contract.  The CO shall ensure the designated COR has the applicable FAC-COR certification level prior to being appointed.    

C.  All CORs are to be registered in the Federal Acquisitions Institute Training Application System (FAITAS II) Web site accessible at the following link: https://www.atrrs.army.mil/faitas.  FAITAS II allows users to register for courses hosted by the Federal Acquisitions Institute and the Defense Acquisition University.  FAITAS II will also record the courses and certifications an employee has applied for and acquired using the system.  

 

(1)  Registration in FAITAS II requires that the user complete a questionnaire, including identifying the supervisor of record.  This supervisor is not required to be certified in FAITAS II and, however the supervisor must be registered in FAITAS.

(2)  More FAITAS II registration information can be found in the “Employee Quick Start Guide,” accessible at the following link: https://www.atrrs.army.mil/faitas/Content/documents/FAITAS_Employee.pdf.  

D.  Employees applying for a FAC-COR certification should refer to the “Certification Quick Start” guide at https://www.atrrs.army.mil/faitas/Content/documents/FAITAS_CERT.pdf.  The COR application consists of three sections: Education, Experience, and Training.  

(1)  Education.—A COR certification application requires that the education portion of the application be checked even though there is no educational requirement.  Therefore it is unnecessary for a COR to upload supporting documentation regarding his or her educational background. 

(2)  Experience.— A Level-I COR does not have an experience requirement.  Level-II or III CORs do not have to accumulate all of their experience in a consecutive 1- or 2-year time period.  The COR is required to upload appointment letters (when applicable) in order to demonstrate experience performing primary COR duties.  The appointment letters must indicate that the applicant was designated as the primary COR on a contract or the primary COR or Government Representative (GR) on an agreement in order for the work to be counted toward COR experience.  If the appointment letter designates the applicant as a co-COR, as a backup/alternate COR, or as a backup/alternate GR, the experience will only count during the time the person performed primary COR duties.   
   
(i)  If an appointment letter cannot be located, please contact the CO in order to obtain a copy.  If the COR and CO cannot locate the appointment letter, it is acceptable for the CO to provide the COR a letter explaining, in detail, the work completed while performing primary COR duties on a contract or an agreement.  When creating the letter, start with the most recent COR experience and work backwards documenting the contract or agreement number, the dates, the title or description of the contract or agreement, the number of months performing primary COR duties, and the dates the COR worked on each project until the required amount of experience has been documented.  The applicant only needs to list the contracts that demonstrate the amount of experience required.  See Appendix A for a sample format that documents COR experience.

Both the COR appointment letter(s) and a completed Appendix A must be submitted (uploaded) with all Level-II and III certification requests.

(3)  Training.—The training section requires the COR to upload certificates of completion that show how many credit hours or CLPs a training course fulfills.  If the training certificate does not show or indicate the number of CLPs or training hours awarded, please attach any documentation demonstrating the number of learning hours that have been completed.  Only training taken within 2 years of the application date will be counted towards meeting the training requirements.
  
(i)  Training required for COR certification shall cover COR roles and responsibilities as well as fundamental acquisition rules and regulations.  The “Contracting Officer’s Representative (COR) Competencies” list shown on FAI’s website outlines the core competencies a COR should understand.  This list can be accessed at the following link: http://www.fai.gov/drupal/certification/contracting-officers-representative-cor-competencies.  Training on non-acquisition related topics, or those that do not relate to the general business competencies, will not be considered for meeting the training requirements for certification.  For example, training on design, engineering and other technical aspects of a COR’s other assigned duties are not able to be used for certification.  

(ii)  When training is required, the COR should make arrangements to acquire the necessary training by registering for courses using FAITAS II, AgLearn, or by taking courses created by the NRCS National Employee Development Center (NEDC).  For example, NEDC provides a training course entitled “Contract Administration for Construction Contracts” that meets the COR Level-I certification training requirements (counts for eight (8) hours of certification training) and is intended for CORs assigned duties related to construction contracts.  For a listing of other training options that will fulfill the FAC-COR course requirements, please refer to the “Contracting Officer’s Representative (COR) Training Opportunities Guide” accessible at the following link: http://www.fai.gov/pdfs/COR%20Training%20options%20FINAL%20Rev%201.pdf.  .  The COR should work with the CO or the NRCS Acquisition Career Manager (ACM) to determine if training courses not mentioned on the training options guide meets the core competencies. 

E.  Continuous Learning.—Once the FAC-COR certification date has been populated into FAITAS II, the continuous learning (CL) module will track the maintenance training that a certified COR accumulates.  Maintenance training can be found and applied for using FAITAS II.  CORs can search all available courses on the FAITAS II Web site by clicking on the “Manage Career” tab, scrolling down to “Training,” and highlighting the “Search for Training” link.  

(1)   CLPs will not be accepted for attending duplicative events (courses, seminars, conferences, etc.) within a four year period.

(2)  Training courses shall cover acquisition related topics and may be related to the specific work performed by a COR.  For example, CORs managing a construction contract may find it beneficial to take such courses as “CLC 045-Partnering” or “CLE 00-Value Engineering.”  All online coursework hosted by the Defense Acquisition University (DAU), FAITAS II, or AgLearn must be acquisition-related in order for the COR to receive CLPs toward FAC-COR maintenance requirements.  Please know that not all training located on these sites are acquisitions related.  Appendix C provides a list of some of the acquisition related online and classroom courses a COR can register for through FAITAS II or AgLearn.  Other classroom training, not documented in the appendix, include the NEDC course entitled “Contract Administration for Construction Contracts,” mentioned above, counts for forty (40) hours of maintenance training.  The NEDC course entitled “Construction Inspection” counts as ten (10) hours of maintenance training.  OSHA Construction Industry Safety courses also count toward maintenance CLPs, however not all of the COR’s CLPs can come from this one course.  Please contact the ACM prior to taking a course, if there is any question regarding the content counting as acquisition related.
(i)  Training taken through DAU or through FAI will automatically populate in the CORs FAITAS II account.  Training taken in AgLearn or through an outside vendor will only be added to a CORs account by submitting a CL Point request through FAITAS II.  
(ii)  Training cannot be retaken within a four year period.     

(3)  Once the required acquisition related CLPs have been earned, a COR will be required to submit a CL Achievement request through FAITAS II in order to receive final approval that he or she met the 2 year maintenance training requirement.    (3)  In addition to training courses, various acquisition related activities, such as formal COR rotations or experiential on-the-job learning, teaching COR-related courses, and participating in COR professional development activities, are creditable towards earning CLPs.  The individual must submit documentation describing the activities for which they are requesting hours of credit.  See Appendix B for a sample request format for COR rotation or experiential on-the-job learning CLPs.  Additional information regarding maintenance training can be found at the following link: http://www.fai.gov/pdfs/Continuous%20Professional%20Learning%20FINAL.pdf.  

(4)  If there are any questions regarding whether or not a particular event or course will count for CLPs the COR and/or CO may contact the ACM.

(5)  A FAC-COR certification will expire if the required CLPs are not earned every 2 years, and if an achievement request is not approved in FAITAS II.  If the COR allows the FAC-COR certification to expire, his or her appointment may be revoked.  The CO must notify the COR and contractor, in writing, of any changes to the COR’s delegation of authority.  The COR will then need to be recertified in the system before performing any COR duties.

F.  Courses registered through FAITAS II and taken through FAI and DAU will automatically populate in the CL module.  Any CL training registered for outside of FAITAS II will require that a CLP request be applied for and approved in order to have the training tallied for the CLPs required for the 2-year period.  

(1)  CORs will receive automated emails from FAITAS II during their 2 year maintenance training period.  These emails are sent at the following intervals: 1 year; 6 months; and 90, 60, 30, and 15 days in advance.  The required number of CLPs must be earned and any CL Point requests must be approved by the user’s supervisor of record prior to the end of the individual’s CL period.  Not all of the CLPs listed in a COR’s CL history may necessarily be acquisition related.  It is the responsibility of the COR to ensure the proper number of acquisition related CLPs have been met prior to submitting a CL Achievement request.  Appendix C provides a list of some of the acquisition related online and classroom courses a COR can register for through FAITAS II or AgLearn.  The “FAITAS II Continuous Learning (CL) Quick Start Guide” found at: https://www.atrrs.army.mil/faitas/Content/documents/FAITAS_CL.pdf provides the steps for creating a CLP request as well as submitting a CL achievement request.
  
(2)  CORs are responsible for maintaining a copy of their FAC-COR certification, appointment letters, and other documentation.  The COR must also provide a copy of his or her FAC-COR certificate and CL achievement certificate to the CO.  

G.  If a COR already has a FAC-COTR or COR certificate from FAI please forward it to the ACM for review, along with copies of the COR’s maintenance training for his or her latest CL Period.  If everything is in order, the ACM will request, on behalf of the COR, that a FAC-COR certification be manually created in FAITAS II.

Appendix A
Certification of COR Experience




Appendix B
CLP Request for Experiential Learning Activities




Appendix C
List of Courses

The number of CLPs for each course can be found when browsing the course detail on the website at the links provided below.

FAITAS II (DAU)
	[bookmark: RANGE!A1:C137]Course Number
	Course Name
	Online

	CLB 007
	Cost Analysis
	Y

	CLB 008
	Program Execution
	Y

	CLB 016
	Introduction to Earned Value Management
	Y

	CLB 025
	Total Ownership Cost
	Y

	CLC 003
	Sealed Bidding
	Y

	CLC 004
	Market Research
	Y

	CLC 005
	Simplified Acquisition Procedures
	Y

	CLC 006
	Contract Terminations
	Y

	CLC 007
	Contract Source Selection
	Y

	CLC 008
	Indirect Costs
	Y

	CLC 009
	Service-Disabled, Veteran-Owned Small Business Program
	Y

	CLC 011
	Contracting for the Rest of Us
	Y

	CLC 013
	Services Acquisition
	Y

	CLC 020
	Commercial Item Determination
	Y

	CLC 023
	Commercial Item Determination Executive Overview
	Y

	CLC 025
	Small Business Program for Contracting Officers
	Y

	CLC 026
	Performance-Based Payments Overview
	Y

	CLC 027
	Buy American Act
	Y

	CLC 031
	Reverse Auctioning
	Y

	CLC 044
	Alternative Dispute Resolution
	Y

	CLC 045
	Partnering
	Y

	CLC 046
	Green Procurement
	Y

	CLC 047
	Contract Negotiation Techniques
	Y

	CLC 051
	Managing Government Property in the Possession of Contractors
	Y

	CLC 054
	Electronic Subcontracting Reporting System (eSRS)
	Y

	CLC 055
	Competition Requirements
	Y

	CLC 056
	Analyzing Contract Costs
	Y

	CLC 057
	Performance Based Payments and Value of Cash Flow
	Y

	CLC 058
	Introduction to Contract Pricing
	Y

	CLC 060
	Time and Materials Contracts
	Y

	CLC 062
	Intra-Governmental Transactions
	Y

	CLC 063
	Sole Source Proposal Technical Evaluations
	Y

	CLC 064
	Wage Determinations for Service and Construction Contracts
	Y

	CLC 102
	Administration of Other Transactions
	Y

	CLC 104
	Analyzing Profit or Fee
	Y

	CLC 106
	Contracting Officer's Representative with a Mission Focus
	Y

	CLC 108
	Strategic Sourcing Overview
	Y

	CLC 110
	Spend Analysis Strategies
	Y

	CLC 113
	Procedures, Guidance, and Information
	Y

	CLC 114
	Contingency Contracting Officer Refresher
	Y

	CLC 125
	Berry Amendment
	Y

	CLC 131
	Commercial Item Pricing
	Y

	CLC 132
	Organizational Conflicts of Interest
	Y

	CLC 133
	Contract Payment Instructions
	Y

	CLC 206
	Contracting Officer's Representatives in a Contingency Environment
	Y

	CLC 222
	Contracting Officers Representative (COR) Online Training
	Y

	CLE 001
	Value Engineering
	Y

	CLE 003
	Technical Reviews
	Y

	CLE 004
	Introduction to Lean Enterprise Concepts
	Y

	CLE 010
	Privacy Protection
	Y

	CLE 015
	Continuous Process Improvement Familiarization
	Y

	CLE 016
	Outcome-Based Performance Measures
	Y

	CLE 017
	Technical Planning
	Y

	CLE 028
	Market Research for Engineering and Technical Personnel
	Y

	CLE 036
	Engineering Change Proposals for Engineers
	Y

	CLM 003
	Overview of Acquisition Ethics
	Y

	CLM 005
	Industry Proposals and Communication
	Y

	CLM 012
	Scheduling
	Y

	CLM 013
	Work-Breakdown Structure
	Y

	CLM 014
	IPT Management and Leadership
	Y

	CLM 016
	Cost Estimating
	Y

	CLM 017
	Risk Management
	Y

	CLM 021
	Introduction to Reducing Total Ownership Costs (R-TOC)
	Y

	CLM 024
	Contracting Overview
	Y

	CLM 025
	Commercial-Off-The-Shelf (COTS) Acquisition for Program Managers
	Y

	CLM 030
	Common Supplier Engagement
	Y

	CLM 031
	Improved Statement of Work
	Y

	CLM 032
	Evolutionary Acquisition
	Y

	CLM 035
	Environmental Safety and Occupational Health
	Y

	CLM 049
	Procurement Fraud Indicators
	Y

	CLR 252
	Developing Key Performance Parameters
	Y

	CLV 016
	Introduction to Earned Value Management
	Y

	CLV 017
	Performance Measurement Baseline
	Y

	FAC 001
	HUBZone Empowerment Contracting Program Certification and Eligibility
	Y

	FAC 002
	HUBZone Empowerment Contracting Program Contractual Assistance
	Y

	FAC 003
	HUBZone Empowerment Contracting Program Historical Overview
	Y

	FAC 004
	HUBZone Empowerment Contracting Program Protests and Appeals
	Y

	FAC 007
	Certificate of Competency Program
	Y

	FAC 008
	Competition in Contracting Act (CICA)
	Y

	FAC 013
	Shaping Smart Business Arrangements Expert Edition
	Y

	FAC 016
	Buy American Act
	Y

	FAC 017
	COTR Refresher
	Y

	FAC 018
	Green Purchasing for Civilian Acquisition
	Y

	FAC 019
	FAPIIS Training
	Y

	FAC 021
	Price Analysis
	Y

	FAC 022
	Combating Human Trafficking
	Y

	FAC 023
	Basic Contracting for GSA Schedules
	Y

	FAC 024
	GSA Global Supply
	Y

	FAC 025
	Energy Savings Performance Contracting Online Course
	Y

	FAC 026
	Cost Analysis
	Y

	FAC 027
	GSA Schedules and the Utilization of Small Business
	Y

	FAC 028
	GSA Schedules and Sustainable Acquisition
	Y

	FAC 029
	GSA Schedules vs. Open Market
	Y

	FAC 030
	A-76 Post-Competition Accountability Training
	Y

	FAC 031
	Small Business Programs
	Y

	FAC 033
	Contract Management: Strategies for Mission Success
	Y

	FAC 034
	Interagency Acquisitions Basics
	Y

	FAC 035
	Guide to Preparing an Independent Government Cost Estimate
	Y

	FAC 036
	GSA Schedules BPAs and CTAs
	Y

	FAC 037
	GSA eBuy: An Overview
	Y

	FAC 038
	How to Integrate Green into Acquisition
	Y

	FAC 039
	GSA's Governmentwide Acquisition Contracts (GWACs) for IT Service
	Y

	FAC 040
	GSA's GWAC VETS
	Y

	FAC 041
	GSA Alliant GWAC
	Y

	FAC 042
	GSA GWAC: 8(a) STARS II
	Y

	FAC 043
	Ethics and Procurement Integrity for the Acquisition Workforce
	Y

	FAC 044
	Contractor Performance Assessment Reporting System (CPARS)
	Y

	FAC 045
	Federal Procurement Data System Next Generation (FPDS-NG)
	Y

	FAC 047
	Micro-purchases and Section 508 Requirements
	Y

	FAC 048
	The GSA MAS Program: Buying Services Through GSA Schedules
	Y

	HBS 302/305
	Negotiating for Results
	Y

	HBS 401
	Budgeting
	Y

	HBS 412
	Difficult Interactions
	Y

	HBS 417
	Finance Essentials
	Y

	HBS 428
	Negotiating
	Y

	HBS 435
	Project Management
	Y

	CON 090
	Federal Acquisition Regulation (FAR) Fundamentals
	Y

	CON 216
	Legal Considerations in Contracting
	Y

	CON 237
	Simplified Acquisition Procedures
	Y

	CON 243
	Architect-Engineer Contracting
	

	CON 244
	Construction Contracting
	

	CON 260A
	The Small Business Program, Part A
	Y

	CON 260B
	The Small Business Program, Part B
	

	COR 206
	Contracting Officer's Representatives in a Contingency Environment
	

	COR 222
	Contracting Officers Representative Course
	


Course descriptions, prerequisites, and the number or CLPs a course is worth can be found at:
· http://icatalog.dau.mil/onlinecatalog/tabnav.aspx?tab=RQM
· http://icatalog.dau.mil/onlinecatalog/tabnavcl.aspx 


AgLearn
	Course Name

	Biobased Training for the Acquisition Community 

	Contracting with Service Disabled Veteran-Owned Small Businesses 

	Government Contracting Essentials 

	Sustainable Acquisition Training 

	Procurement Integrity 

	Vehicle Acquisition and VAM Overview

	Appropriations Law

	USDA Federal Appropriations Law Training 

	Ethics and Procurement 

	Ethics: Gifts from Outside Sources 

	Ethics and Employment: Rules for Finding and Having Employment Outside the Government 

	Ethics: Basic Post-Employment Restrictions 

	Ethics: Outside Employment 

	Ethics: Seeking Non-Federal Employment 


Course descriptions, prerequisites, and the number or CLPs a course is worth can be found at:
· http://www.aglearn.usda.gov/ 
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Dear Acquisition Career Manager, 


I hereby certify, as the Contracting Officer, that the COR mentioned below was assigned 
as the Primary COR on the contracts listed and for the period of performance shown. 


Name: 


Title:  Series: 


Office Address: 


Phone: 


 Contract or 
Agreement Number 


Title / Description No. Months 
Performing 


Primary 
COR duties 


Dates of 
Performance 


Sincerely, 


Name: 


Title: 


 Appendix A - Certification of COR Experience


Date: 





		Contract or Agreement NumberRow1: 

		Title  DescriptionRow1: 

		 Months Performing Primary COR dutiesRow1: 

		Dates of PerformanceRow1: 

		Contract or Agreement NumberRow2: 

		Title  DescriptionRow2: 

		 Months Performing Primary COR dutiesRow2: 

		Dates of PerformanceRow2: 

		Contract or Agreement NumberRow3: 

		Title  DescriptionRow3: 

		 Months Performing Primary COR dutiesRow3: 

		Dates of PerformanceRow3: 

		Contract or Agreement NumberRow4: 

		Title  DescriptionRow4: 

		 Months Performing Primary COR dutiesRow4: 

		Dates of PerformanceRow4: 

		Contract or Agreement NumberRow5: 

		Title  DescriptionRow5: 

		 Months Performing Primary COR dutiesRow5: 

		Dates of PerformanceRow5: 

		Contract or Agreement NumberRow6: 

		Title  DescriptionRow6: 

		 Months Performing Primary COR dutiesRow6: 

		Dates of PerformanceRow6: 

		Text1: 

		Text2: 

		Text4: 

		Text5: 

		Text6: 

		Text8: 

		Text9: 

		Text3: 
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Number of Hours 


Total CLP Hours Requested 


I request continuous learning point (CLP) credit for experiential learning as listed below. 


Series: 


Name: 


Title:  


Office Address: 


Phone: 


Assignment Start and End Dates:


Dear Acquisition Career Manager, 


 Appendix B - CLP Request for Experiential Learning Activities


Employee Signature: 


 Appendix B - CLP Request for Experiential Learning Activities


Please describe how these actvities are outside the scope of your role as a COR:


Learning Activities Accomplished During Assignment:  


Employee Supervisor Signature: 


Acquisition Career Manager Signature: Hours Approved 
by ACM:





		Number of HoursRow1: 

		Number of HoursRow4: 

		Text4: 

		Text5: 

		Text6: 

		Text7: 

		Text8: 

		Text9: 

		Text10: 

		Text11: Describe the learning activity(ies) for this assignment by replacing this text.  If multiple activities were accomplished as part of the assignment, please list them in separate rows.  If additional space is needed completed on a separate sheet of paper and attach to this request.

		Text14: 

		Text19: 

		Text20: 

		Text21: 






