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Management System

1.
SUMMARY
The purpose of this Procurement Advisory is to establish policy and procedures for United States Department of Agriculture (USDA) Acquisition Workforce (AW), as defined in Section 5 of this Advisory.  USDA’s Office of Procurement and Property Management, Procurement Policy Division (OPPM/PPD) strives to promote AW excellence and enable achievement of successful mission outcomes, while safeguarding Government interests, through:

· Human Capital Planning and Career Development
· Professional Certification Training

· Warrant Management

· Tools and Technology

· Oversight, Review, and Compliance

· Consistency and Transparency

2.
BACKGROUND
A well-trained, well-prepared, and well-managed AW is pivotal in effective stewardship of the billions of taxpayer dollars spent annually on USDA procurements.  In order to maintain:  (1) high standards of professionalism,  (2) competency mastery, and (3) consistent management processes; USDA supports and adheres to the requirements and processes outlined by the Office of Management and Budget (OMB) and the Federal Acquisition Institute (FAI).  The guidance herein defines USDA’s AW and describes the steps inherent for fair, consistent, and effective promulgation of the Acquisition Workforce Training, Certification, Delegation and Management System.  This guidance shall supersede guidance provided in Departmental Regulation (DR) 5001-1.  This guidance shall also supersede guidance provided in the previous version of Procurement Advisory 85. 
3. REFERENCES (With hyperlinks) 
Federal Acquisition Regulation (FAR)


Office of Federal Procurement Policy (OFPP) Policy Letter No. 05-01.
Office of Management and Budget (OMB) memorandum regarding the Federal Acquisition Certification in Contracting Program (FAC-C) dated May 7, 2014
OMB memorandum on the Federal Acquisition Certification for Contracting Officer Representatives (FAC-COR) dated September 6, 2011
OMB memorandum regarding the Federal Acquisition Certification for Program and Project Managers (FAC-P/PM) dated December 16, 2013
Procurement Advisory 100
Procurement Advisory 112
Definitions – Refer to Appendix B of this Advisory
4. ACTIONS 
Contracting activities shall provide AW employees opportunities to complete government-wide training for creating and maintaining the skills necessary to deliver best value supplies and services, to find the best business solutions, and to provide strategic business advice to accomplish agency missions.  On behalf of the Chief Acquisition Officer (CAO) and Senior Procurement Executive (SPE), each Head of the Contracting Activity (HCA) is responsible for developing and maintaining an acquisition career management program that is in compliance with mandatory acquisition training and experience standards as outlined in this Advisory.

5. APPLICABILITY

The guidance contained herein shall apply to AW employees who, by USDA definition, are identified in the Federal Acquisition Institute’s Training Application System (FAITAS) as one, or more, of the following:

A. Contracting Officers regardless of General Schedule (GS) series;

B. All employees in the GS-1102 Contracting series;

C. All employees in the GS-1105 Purchasing Series;
D. All FAC-C certified employees;
E. All FAC-COR certified employees;
F. All FAC-PPM certified employees;
G. Heads of Contracting Activity Designees (HCAD); and

H. Any other position identified by the CAO to be an AW position.

6. QUALIFICATION STANDARDS FOR USDA GS-1102s
The Office of Personnel Management (OPM) outlines the Qualification Standards, which includes educational requirements for GS-1102 Personnel, at http://www.opm.gov/policy-data-oversight/classification-qualifications/general-schedule-qualification-standards/1100/contracting-series-1102/.  Furthermore, all GS-1102 employees being hired, reassigned, or promoted to, GS-1102-13 and above positions shall meet the requirements for FAC-C Level III certification prior to hire, reassignment, or promotion.  Additional details regarding FAC-C certification are in Section 9(A) of this Advisory.   
7. WAIVERS FOR USDA GS-1102s

In unusual situations when a GS-1102 candidate fails to meet the specifications in Section 6 above, the SPE may consider waiving: (i) one or more requirements from the Qualification Standards for GS-1102’s; or (ii) the FAC-C Level III certification requirement  for hire, reassignment, or promotion to GS-1102-13 and above.  Prior to consideration, the SPE and Acquisition Career Manager (ACM) must receive a formal Waiver Request from the applicable HCA or HCA’s Designee (HCAD) that includes, at a minimum, the following information:
A. A description of the position, location, grade and anticipated procurement      workload/warrant level;

B. Adherence to the Agency’s Human Capital Plan and the recruiting strategy used;

C. Why qualified candidates are not readily available for the position;

D. The candidate’s efforts to meet the standard and the estimated timeframe for completion;

E. Details on how the candidate shows potential for advancement to levels of greater responsibility and authority based on demonstrated analytical and decision making capabilities, job performance, qualifying experience, etc.;

F. The impact on the agency should the SPE not issue a waiver for the candidate; and

G. A request that the SPE certify the candidate’s potential for advancement to levels of greater responsibility and authority based on demonstrated analytical and decision-making capabilities, job performance, and qualifying experience.
Following receipt of a Waiver Request which discusses the seven areas mentioned above, and any other requested information, the SPE will determine if the Waiver Request should be approved.  Hire or promotion of GS-1102’s is only permissible if the candidate meets the requirements outlined in Section 6 above, or if the HCA or HCAD receives a Waiver Approval signed by the SPE prior to hire, reassignment, or promotion.
8.  TRAINING HCAD’s
Each HCAD shall have a cumulative sum of 160 hours of procurement training within one year after designation by the HCA.  Non-GS-1102 HCADs shall obtain at least 40 hours of procurement training every two years.  GS-1102 employees shall comply with the continuous learning requirements outlined in Procurement Advisory 112.  Listed below are some activities for accumulating procurement training:
A.   Attend seminars to remain current with new procurement reforms;

B.   Attend courses via formal classroom training, brown-bag luncheons, on line, etc;
C.   Attend NCMA and other meeting with special speakers on procurement issues; or

D.   Attend procurement courses.


HCADs shall submit all requests for exceptions or extensions to the SPE.
9. ACQUISITION CERTIFICATIONS
Acquisition related certifications serve to ensure that an employee has met the requisite federal experience, education and training standards.
A. Federal Acquisition Certification in Contracting (FAC-C)
The FAC-C program is founded upon formal education, acquisition-related training, and experience to develop core contracting competencies.  The general requirements for FAC-C certification are outlined in OMB’s FAC-C memorandum dated May 7, 2014.  There is an On the Job Training  (OJT)Toolkit (available at http://www.dm.usda.gov/procurement/career/index.htm) which must be completed to document experience for FAC-C certification requests.  Once completed, upload the OJT Toolkit and Resume in the FAITAS FAC-C Request under the “Experience” tab.   
A FAC-C Level III is the acceptable standard throughout the Federal Government and is evidence that senior level employees have met the requirements for a GS-1102, grade 13 and above position.  All FAC-C certifications are processed and managed through the FAITAS system.  For Continuous Learning requirements please refer to OMB’s May 7, 2014 memorandum and Procurement Advisory 112.
Per Procurement Advisory 100, FAC-C certification is required for newly issued Level I, II, and III Contracting Officer warrants.  In unusual situations, the SPE may waive one or more of the FAC-C requirements for warranting purposes by granting a non-transferable waiver when it is determined to be in the best interest of the agency.  The HCA or HCAD shall submit their Waiver Request to the SPE and ACM.  At a minimum, each request shall include a description of the deficiency, the estimated time required to meet the FAC-C warrant requirement, and the impact on the agency should the SPE not grant a waiver.  Also, please complete and submit Appendix A (WAIVER DETERMINATION – Supplemental Information Form).  Following receipt of said information, the SPE will determine if the Waiver Request should be approved.  No warrant shall be issued unless the candidate meets the FAC-C requirements outlined in Procurement Advisory 100, or the HCA or HCAD received a Waiver Approval signed by the SPE prior to issuing the warrant.  
B. Federal Acquisition Certification for Contracting Officer Representatives (FAC-COR)
The general requirements for FAC-COR certification are available in the OMB Memorandum regarding the FAC-COR, dated September 6, 2011.  At USDA, employees designated/appointed to serve as Contracting Officer Representatives (CORs) must first show as being FAC-COR certified in FAITAS.  In addition, at USDA, to satisfy FAC-COR Experience requirements, a Contracting Officer (CO) must certify that the proposed individual served as the primary COR on one or more contracting actions for a period  that totals at least one year (for Level II certification) or at least two years (for Level III certification).  Examples of adequate documentation for consistency and transparency include (1) Appointment/Designation memorandums signed by the Contracting Officer or (2) a letter from, and signed by, a Contracting Officer.  Either form of documentation shall include at a minimum:  contract number, who the COR was, COR duties performed, limitations on the CORs duties, a statement that the CORs authority is not redelegable, a statement that the COR may be personally liable for unauthorized acts, and time period in which COR duties were performed.  As a reminder, in accordance with the Federal Acquisition Regulation (FAR) 1.604(a), COR’s shall maintain a copy of the CO’s letter of designation and other documents describing the COR’s duties and responsibilities.    CO’s and Program managers shall use a consistent and transparent process to determine when a COR is required and the level necessary to administer the contract.  For Continuous Learning requirements please refer to OMB’s Sept.6, 2011 memorandum and Procurement Advisory 112.
C. Federal Acquisition Certification for Program and Project Managers (FAC-P/PM) 
The FAC-P/PM is critical in fostering enhanced program outcomes through, among other things, improved: (i) development of Government requirements, (ii) definition/measurement of performance standards, (iii) management of life-cycle activities, (iv) and management of budgeting and governance processes.   The general requirements for FAC-P/PM are outlined in the OMB memorandum on the FAC-P/PM program dated December 16, 2013.  All FAC-P/PM certifications are processed and managed through the FAITAS system.  For Continuous Learning requirements please refer to OMB’s Dec. 16, 2013 memorandum and Procurement Advisory 112.
10. APPOINTING CONTRACTING OFFICERS AND THEIR WARRANT AUTHORITY

Please reference FAR 1.602-1.603 and Procurement Advisory 100 for general requirements regarding appointment of warranted Contracting Officers, the scope of warrant authority, and the consequences of exceeding or inappropriately using warrant authority.
A.   USDA Warrant Authority and Intra-Agency /Interagency Procurements
The contracting activity has the ultimate responsibility for determining the acceptability of intra-agency and interagency work assignments.  Contracting Officers are authorized to award contracts for other agencies or government entities using the USDA Certificate of Appointment when the work assigned by their supervisor is approved by the Contracting Officer’s HCAD.
B. Exemptions from Warranting Requirements 
The Contracting Officer warranting requirement does not cover personnel carrying out transactions or executing documents listed below.  Contracting activities should duly authorize and instruct employees on their responsibilities and limitations when obligating the Government using these procedures.  Although the following transactions and documents are exempt by the FAR warranting requirements, a HCA/HCAD may require a warranted Contracting Officer to sign any or all of the listed procedures:  

(1) Request, Authorization, Agreement, and Certification of Training, SF-182;
(2)  Government Bills of Lading;
(3) 
Use of Purchase Card and Related Alternative Payment Methods (in accordance with Departmental Regulation (DR) 5013-6); or
(4)  Cooperative agreements and grants.
C.   Micro-Purchase Training for Nonprocurement Personnel
Unwarranted Micro-purchase cardholders are not AW members.  USDA issued purchase cards to employees to reduce the issuance of administratively costly purchase orders for inexpensive goods and services up to the Micro-purchase threshold.  Purchase Card Managers are responsible for providing cardholders training prior to issuance of the purchase card.  See DR 5013-6 for additional details. 
D. Termination/Suspension of Appointment
The HCA/HCAD, ACM, or ACM Designees may terminate or suspend a Contracting Officer warrant at any time.  Termination/suspension is appropriate for the following situations: 
(1)     Failure to comply with applicable laws and regulations;
(2)    Violation of the Standards of Conduct for Employees of the Executive Branch. (See       C.F.R. Part 2635);
(3) Failure to maintain training standards after appointment;
(4) Failure to maintain a satisfactory performance rating;
(5) Reassignment to a position not requiring a warrant;
(6) Discontinuance of the organization’s need for the appointment; or 

(7) Separation from the organization (Automatic Termination).
11. Continuous Learning for Acquisition Workforce Employees
Refer to Procurement Advisory 112 for the requirements, roles, and processes involved in managing continuous learning for USDA’s acquisition workforce.  Failure of Contracting Officers to meet continuous learning requirements will result in suspension of their Contracting Officer warrants until their continuous learning requirements are met.  Failure of CORs to meet their continuous learning requirements will result in revocation of appointment/designation to any assigned contracts.  Eligibility for reappointment/redesignation will not occur until continuous learning requirements are met.  
12. Responsibility for the Acquisition Workforce Career Management Program
A. OPPM/PPD shall develop and issue policies, procedures, training plans, and other guidance for implementation of acquisition workforce mandates.  As the oversight authority for USDA’s AW programs, OPPM/PPD shall:

(1) Make final determinations on applicability of this Advisory;
(2) Review certification requests;

(3) Manage continuous learning completion;

(4) Manage Contracting Officer appointments;
(5) Ensure Contracting activities require their AW to use FAITAS; and
(6) Review agency supplements to this Advisory.
B. HCADs shall:

(1) Establish and prescribe an AW accountability system that:
(a) Sets a performance standard;
(b) Includes an adequate set of checks and balances;
(c) Includes external and internal review coverage;
(d) Involves annual appraisals; and
(e) Identifies effective and ineffective performance. 
(2) Ensure supervisors and ACMDs are fully knowledgeable of the program requirements and comply with the provisions.
(3) Ensure supervisors or ACMDs schedule and evaluate classroom training.

(4) Review Contracting Officer requests.

(5) Approve Contracting Officer Certificates of Appointment, as appropriate, and assure Contracting Officers properly display the Certificates.

C. Supervisors or ACMDs shall:

(1) Assess needs and, as appropriate, recommend employees for Contracting Officer appointments.
(2) Assist AW in planning and scheduling appropriate training.
(3) Assist HCA/HCAD in preparation and submission of Waiver Requests.
(4) Review certification requests and recommend approval/disapproval.
(5) Monitor and evaluate employees’ progress in completion/maintenance of training standards.
D.  Participating Employees shall:

(1) Make a personal effort to take maximum advantage of developmental experiences, and training opportunities, as required and as authorized by supervisors.

(2) Actively participate with supervisors and ACMDs in discussing, developing, and preparing training plans.

(3) Maintain an updated personal file in FAITAS containing certifications, CO warrants, training certificates and other verification of education, procurement training, and job experience.
(4) Consistently monitor acquisition workforce related competencies and actively work to achieve and maintain proficiency.
13. Acquisition Workforce Contractor-Employees
Contract Specialist awarding contracts for the performance of acquisition functions as outlined in OFPP Policy Letter 05-01 (Appendix B) shall ensure solicited personnel meet comparable training requirements for government employees performing the same or similar functions.  
14. Civil Rights
The USDA prohibits discrimination in all its programs and activities (including the hiring, developing, and assigning of personnel) based on race, color, national origin, gender, age, religion, disability, and where applicable, political beliefs, marital or family status, or sexual orientation.
15. Conflict of Interest/Ethics
USDA acquisition workforce personnel must comply with existing conflict of interest regulations/laws, and file the approved forms as required.  At a minimum, all individuals whose duties involve procurement and contracting shall file a financial disclosure statement.
AW employees must also comply with the high standards of ethical behavior to assure complete trust in the integrity of the acquisition system.

16. Agency Supplements
The policy provided in this Advisory supersedes supplemental guidance issued by a contracting activity.  A departure from this Advisory requires a written request and authorization from the SPE.  Changes to the FAC-C, FAC-COR, and FAC-P/PM programs by FAI supersede this Advisory.  Federal program changes are not considered a departure from this Advisory.  

17. Authorization to Waive the Requirements of This Advisory
Unless otherwise specified, the SPE and CAO are the only individuals authorized to waive the requirements in this Advisory.
18. CONTACTS
If you have questions or comments regarding this advisory please contact your ACMD listed at http://www.dm.usda.gov/procurement/career/index.htm  or Crandall Watson at Crandall.Watson@dm.usda.gov.
Procurement Advisories are issued by the Procurement Policy Division of the Office of Procurement and Property Management, Departmental Management, USDA, Dorothy Lilly, Chief, and posted on the USDA World Wide Web site at the following URL: http://www.dm.usda.gov/procurement/policy/advisories.html.

EXPIRATION DATE:  Effective upon issue date until canceled.
-END-

WAIVER DETERMINATION – Supplemental Information Form

Submit this form to the SPE through the USDA Acquisition Career Manager along with the HCA or HCAD’s official Waiver Request memorandum and pertinent backup documentation. 
	Existing Warrant 

[List the current warrant level and maximum $ authority that your employee currently administers.  Also, note the date said warrant was issued.]
	Requested Warrant

[List the requested warrant level and requested maximum $ authority for which your employee may award/ administer contracting actions.]

	Current warrant level_______________

Maximum $ authority_______________

Date Signed_________________


	Requested warrant level______________

Requested $ authority________________


	Warrant Requirements

[List the current warrant requirements from Procurement Advisory 100A for consideration at the requested amount.]

	


	Gap Analysis

[Of the current warrant requirements from Procurement Advisory 100B, list those that are not currently achieved for the requested warrant level.  Explain how long completion will take, and the actions that are planned to facilitate completion of the remaining requirements.]

	


	Quantity of Warrants

[Describe how many warrants exist in your organization that are equal to, or higher than, the requested warrant authority.]

	


	Criticality of Warrant

[Describe the mission-related urgency of approving the waiver request as well as the mission-related consequences forecasted if the request is disapproved.]

	


	Spending Trends

[Highlight previous fiscal year spending trends for your contracting activity.  Include the total $ amount spent, average $ amount per action, and total number of actions.] 

	


	Other Information

[Identify any other relevant information that may assist in determining if approving the waiver request is in USDA’s best interest.]

	


Prepared by ________________________________          Date______________________

DEFINITIONS
a. Acquisition Career Manager.  An employee responsible for an agency’s acquisition career management program.  The ACM helps to assure the agency’s acquisition workforce meets the requirements of OFPP Policy Letter 05-01.  The ACM for USDA is in OPPM/PPD.  Each contracting activity appoints an ACM Designee to carry out their agency’s workforce activities.

b. Appointing Official.  A person authorized to confer warrant authority (issue a Contracting Officer warrant) consistent with the applicable requirements of the FAR, AGAR, and this Advisory.

c. Certification.  An assurance that an employee has the experience, education and training plus personal factors such as business acumen, judgment, character, reputation, and ethics to perform selected duties.
d. Chief Acquisition Officer.  A non-career employee designated by the Secretary  pursuant to Public Law 108-12, Title XIV (Title 41, Chapter 7 §414) to assure best value acquisition services are delivered to USDA customers in support of their mission, while balancing an emphasis on compliance, ethics, and integrity.  The CAO is responsible for managing a broad range of acquisition activities including: 

(1) Managing USDA’s contract activities;

(2) Overseeing the development of procurement systems;

(3) Evaluating system performance in accordance with approved criteria;

(4) Enhancing career management of the AW;

(5) Certifying to the Secretary that procurement systems meet approved criteria.
The Secretary has designated the Senior Procurement Executive as the Deputy CAO.
e. Continuous Learning Point (CLP).  Continuous learning activities enhance the employees’ ability to stay current by learning new skills and improving current competencies.  These activities may consist of events, self-paced and instructor-led training, and other educational activities.  One continuous learning point is typically equivalent to one hour of instruction or learning activity.  Reference Procurement Advisory 112 for additional details.
f. Contract.  See definition in FAR 2.101.  A mutually binding legal agreement signed by a Contracting Officer that obligates the Government to an expenditure of funds, despite the character of the funding.  
g. Contract Specialist.  Federal employees in the GS-1102 series.
h. Contracting Activity.  A USDA organization with a written departmental delegation from the SPE establishing it as a contracting activity with authority to manage its contract function and those of other organizations for which it provides contracting support.
i. Contracting Officer (CO). A person delegated authority to (1) enter, administer, and terminate contracts in accordance with Federal acquisition laws and regulations, and (2) make related determinations and findings.  Reference Procurement Advisory 100 for additional details.
j. Contracting Officer’s Representatives (COR).  A person designated in writing by the Contracting Officer to assist in the technical monitoring or administration of a contract.  Procedures vary slightly from agency to agency, but following verification of FAC-COR certification in FAITAS, agencies must designate CORs in writing with a copy furnished to the contractor.  The designation does not include authority to make commitments or changes that affect price, quality, quantity, delivery, or other terms and conditions of the contract.

k. Contracting Officer Warrant Authority.  Authority to bind the Government.  Reference Procurement Advisory 100 for additional details.
l. Current Certification.  A certification that meets all continuous learning requirements.  Reference Procurement Advisory 112 for additional details.
m. Defense Acquisition University (DAU) Equivalency.  A course approved by FAI or DAU used as a substitute for one or more of the mandatory contracting coursed required by the Department of Defense. 

n. Equivalent Course..  A course approved by FAI used as a substitute for one or more of the mandatory government-wide courses as specified by FAI.
o. Federal Acquisition Institute Training Application System (FAITAS).  FAITAS is a federal system of records to track acquisition workforce training, certification, warrants, and continuous learning.  FAI developed the system to assist civilian agencies in making informed budgeting, staffing, training, and employment development decisions.  It also supports agencies' requirements to maintain AW training records as directed under the Clinger-Cohen Act.  Acquisition workforce employees are responsible for updating and maintaining their training record using FAITAS. 

p. Head of the Contracting Activity (HCA).  The official delegated broad authority by the SPE to manage the contracting activity (e.g., Chief, Forest Service, USDA Agency Administrator, etc.).  Unless stated otherwise, the HCA may designate, on a non-delegable basis, an employee (not a position), to act as the HCA. 
q. Head of the Contracting Activity Designee (HCAD). An employee (not a position) designated by the HCA to carry out the functions of the HCA.  The HCAD must meet the requirements of Procurement Advisory 85 and be no lower in the organization than the Director of Administrative Services or an equivalent position. 
r. Procurement Authority.  Includes one or more of the rights to appoint contracting officers on a SF-1402, Certificate of Appointment, sign FAR determinations, or bind the government by signing contracts.  Procurement authority within USDA flows from the SPE, to the HCA, to the HCAD, on to the Contracting Officer.
s. Procurement System.  The integration of the procurement process, the professional development of the AW, and the management structure for carrying out the procurement function.  Authority over the procurement system flows from the CAO, to the SPE, to the HCA, on to the HCAD.
t. Program Manager.  The person with overall responsibility for program plans, budgets, schedules, and timely completion within cost limitations.  Planning responsibilities include developing acquisition strategies and promoting full and open competition.

u. Project Manager.  The person with knowledge of the principles, methods, or tools for developing, scheduling, coordinating, and managing projects and resources, including monitoring and inspecting cost, work, and contract performance.
v. Senior Procurement Executive (SPE).  The Agency official designated by the Secretary pursuant to Executive Order No.12931 and the OFPP Act, 41 U.S.C. 414.  Through a delegation to the Assistant Secretary for Administration, the Secretary has designated the Director, Office of Procurement and Property Management, to serve as the SPE.  
w. Warrant.  A Certificate of Appointment, SF-1402, authorizing an employee to serve in the capacity of a Contracting Officer.  It also assures the public that the Contracting Officer has authority to enter into, administer, and/or terminate contracts.  Reference Procurement Advisory 100 for additional details.
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