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This workbook is published on behalf of those AT&L Workforce members who are in the Contracting Career field.  

The AT&L Workforce will have, in the aggregate, the knowledge, skills and abilities to shape smart business decisions to support the DoD in delivering goods and services to the warfighter.  Members are expected to possess those competencies necessary to perform in the current assignment and develop potential for career progression.  
Competencies are divided into three levels: Basic (Level I); Intermediate (Level II); and Advanced (Level III).


Basic (Level I) Basic certification standards are designed to establish fundamental qualifications and expertise in the individual’s career field.  Besides participating in the education and training courses, individuals are expected to develop their required competencies through structured on-the-job experience, including rotational assignments.


Intermediate (Level II) At the Intermediate level, specialization is initially emphasized.  The individual should complete broadening experiences that will provide breadth and depth in his or her acquisition career field.  These broadening experiences should provide the competencies and skills necessary to assume positions of greater responsibility.  This may involve multi-functional experience and development.


Advanced (Level III) At the Advanced level, individuals should have the appropriate training, competencies and experience to fill Critical Acquisition Positions, and will comprise the pool from which individuals will be selected to fill Key Leadership Positions.


Individual certification of achievement of competencies may be demonstrated through one of three tracks: DAU functional training, Workplace/Personal Experience, and alternative sources for certification including equivalent Professional Associations and other courses.

The Competency management model is depicted on the following page.
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How to Use This Workbook


Using this career field workbook, an individual employee completes a self-assessment of his or her achieved competencies.  The employee’s supervisor analyzes the demonstrated achievement of the competencies and develops an Individual Development Plan (IDP) for achievement of those required for progression to the next level of certification.  The employee can then achieve the competencies via any of the three tracks and apply for certification.

LEVEL I

COMPETENCY STANDARDS
	
	Competency Title
	Competency Definition
	Y
	N
	Method of Achievement
	Remarks

	1
	Administering Finance Terms


	Identifies the commercial and noncommercial financing arrangements and the impact on contract administration.
	
	
	
	

	
	
	Identifies the administrative issues in labor and environmental laws and other miscellaneous terms and conditions.
	
	
	
	

	2
	Amend/Cancel Solicitations
	Identifies when an amendment or cancellation.
	
	
	
	

	3
	Appropriate Application of Commercial/ Industry Practices 
	Distinguishes between commercial and noncommercial remedies and the appropriate documentation requirements.
	
	
	
	

	4
	Appropriate Application of Competition Requirements, Policies, and Procedures


	Identifies competition requirements for acquisitions other then SAP.
	
	
	
	

	
	
	Identifies competition requirements under simplified acquisition procedures.
	
	
	
	

	5
	Appropriate Application of Pertinent Laws, Regulations, Policies, and Practices (i.e., Labor, Environment, Socioeconomic, International Acquisition, Security) 
	Determines applicable requirements to include foreign acquisition, labor, and environment. 
	
	
	
	

	
	
	Identifies the administrative issues in labor and environmental laws and other miscellaneous terms and conditions.
	
	
	
	

	6
	Award Without Discussion


	Identifies the steps to preparing award documents using SAP.
	
	
	
	

	
	
	Identifies the steps to prepare award documents using other than SAP.
	
	
	
	

	7
	Closeout


	Identifies situations when a contract cannot be closed-out.
	
	
	
	

	
	
	Identifies the close-out procedures in FAR 4.8.
	
	
	
	

	8
	Commercial/
Simplified Acquisition Remedies
	Distinguishes between commercial and noncommercial remedies and the appropriate documentation requirements.
	
	
	
	

	9
	Communications
	Identifies the types of exchanges.
	
	
	
	

	10
	Conduct Discussions (negotiations)  
	Identifies negotiation topics.
	
	
	
	

	11
	Congressional Inquiries and FOIA Requests
	Identifies methods for responding to an inquiry from the general public about a solicitation received prior to contract award.     
	
	
	
	

	12
	Contract Financing
	Identifies the commercial and noncommercial financing arrangements and the impact on contract administration.
	
	
	
	

	13
	Contract Modification and Adjustment


	Identifies the steps for processing a contract modification.
	
	
	
	

	
	
	Identifies the types of modifications.
	
	
	
	

	14
	Contract/
Performance Management 


	Defines performance assessment methods.
	
	
	
	

	
	
	Identifies the administrative issues in labor and environmental laws and other miscellaneous terms and conditions.
	
	
	
	

	
	
	Identifies the two principal objectives of contract administration planning.
	
	
	
	

	
	
	Selects the appropriate actions to achieve customer satisfaction through the use of metrics.
	
	
	
	

	15
	Cost Analysis 
	Identifies the factors that affect cost analysis and cost realism analysis considerations.
	
	
	
	

	16
	Customer Business Analysis and Strategy 


	Identifies the elements of a Written Acquisition Plan.
	
	
	
	

	
	
	Identifies the factors in developing your mission support strategy.
	
	
	
	

	
	
	Selects the appropriate actions to achieve customer satisfaction through the use of metrics.
	
	
	
	

	17
	Debriefing
	Identifies the procedures for debriefing.
	
	
	
	

	18
	Decision Making 
	Identifies the steps to ethical decision making.
	
	
	
	

	19
	Disputes Resolution Processes and Alternatives
	Identifies the procedures for ADR.
	
	
	
	

	20
	Documenting Past Performance


	Identifies administrative roles and responsibilities including those of the Administering Contracting Officer (ACO), and the procedures for contract monitoring and acceptance of the product or service.
	
	
	
	

	
	
	Identifies the processes and procedures for exercising an option.
	
	
	
	

	21
	Evaluating Non-Price Factors 
	Identifies the methods of evaluation.
	
	
	
	

	22
	Familiarity With Evolving Acquisition Issues, Techniques, Solutions
	Recognizes the changing world, national events, technological improvements and Congressional actions that influence changes in the acquisition environment.                                                             
	
	
	
	

	23
	Familiarity With Financial Concerns of Public and Private Sector Entities


	Describes the key characteristics of how the Government conducts business with the private sector and how those characteristics have evolved over time.                                                                                                                     
	
	
	
	

	
	
	Describes the similarities between the private and public sector acquisitions.                                                                                                                        
	
	
	
	

	
	
	Explains the differences between the private and public sector acquisition due to unique Government requirements. 
	
	
	
	

	
	
	Identifies the commercial and noncommercial financing arrangements and the impact on contract administration.
	
	
	
	

	24
	Identify Possible Sources 


	Identifies required sources for a supply or service. 
	
	
	
	

	
	
	Recognizes procedures for using a qualified bidders list (QBL), qualified manufacturers list (QML), or qualified products list (QPL).
	
	
	
	

	25
	Integrity
	Outlines the variety of customer mission areas and the corresponding market segments that contracting professional support.
	
	
	
	

	26
	Invoices
	Identifies the various methods and procedures to pay an invoice.
	
	
	
	

	27
	Knowledge of Acquisition Methods and Appropriate Applications (including non-contract alternatives) 
	Identifies the basic types of contracts and agreements.
	
	
	
	

	28
	Knowledge of Appropriate Source Selection Techniques


	Identifies price related information that influences the competitive range.
	
	
	
	

	
	
	Identifies the characteristics of best value.
	
	
	
	

	
	
	Identifies the relationship between best value, Acquisition Planning, and achieving mission goals.
	
	
	
	

	29
	Knowledge of Contract Financing Arrangements, and the Impact of Each on the Government and Private Sector
	Identifies the commercial and noncommercial financing arrangements and the impact on contract administration.
	
	
	
	

	
	
	Identifies the criteria and procedures for providing contract financing in the solicitation.
	
	
	
	

	30
	Knowledge of Contracting Laws, Regulations, and Policies 

 
	Identifies how the DFARS is organized.
	
	
	
	

	
	
	Identifies how the FAR is organized.
	
	
	
	

	
	
	Identifies the administrative issues in labor and environmental laws and other miscellaneous terms and conditions.
	
	
	
	

	
	
	Identifies the Disputes Process.           
	
	
	
	

	
	
	Identifies the procedures for ADR.
	
	
	
	

	
	
	Identifies the requirements for using the Economy Act.
	
	
	
	

	31
	Knowledge of DoD Unique Contracting Environments (defense priorities, contingency contracting, etc.)
	Summarizes the DoD contracting mission.
	
	
	
	

	32
	Knowledge of the Range of Contract Pricing Techniques and Appropriate Applications 


	Determines whether to use price analysis or cost analysis to evaluate the contractor’s proposal.
	
	
	
	

	
	
	Identifies the purpose of conducting an analysis of a contractor’s price proposal.
	
	
	
	

	33
	Market Research


	Identifies resources and types of market research information necessary for the acquisition.
	
	
	
	

	
	
	Identifies the benefits of conducting market research.
	
	
	
	

	
	
	Identifies the characteristics of strategic & tactical market research.
	
	
	
	

	34
	Method of Acquisition 


	Identifies methods of acquisition for other than simplified acquisition procedures.
	
	
	
	

	
	
	Identifies the various methods and procedures to pay an invoice.
	
	
	
	

	35
	Mistakes in Offers
	Identifies the conditions that may require the rejection and cancellation or rejection and re-solicitation.
	
	
	
	

	36
	Non-Commercial Acquisition Remedies 
	Distinguishes between commercial and noncommercial remedies and the appropriate documentation requirements.
	
	
	
	

	37
	Options
	Identifies the processes and procedures for exercising an option.
	
	
	
	

	38
	Organizational Structure, Roles, and Relationships 


	Compares and contrasts the differences and relationships of the acquisition, technology and logistics missions.
	
	
	
	

	
	
	Describes the significance of the role of contracting in conducting business for DoD.
	
	
	
	

	
	
	Identifies administrative roles and responsibilities including those of the Administering Contracting Officer (ACO), and the procedures for contract monitoring and acceptance of the product or service.
	
	
	
	

	39
	Performance Management 
	Identifies administrative roles and responsibilities including those of the Administering Contracting Officer (ACO), and the procedures for contract monitoring and acceptance of the product or service.
	
	
	
	

	40
	Post-Award Orientations


	Identifies administrative roles and responsibilities including those of the Administering Contracting Officer (ACO), and the procedures for contract monitoring and acceptance of the product or service.
	
	
	
	

	
	
	Identifies the two principal objectives of contract administration planning.
	
	
	
	

	
	
	Selects the appropriate actions to achieve customer satisfaction through the use of metrics.
	
	
	
	

	41
	Pre-Bid/Quote/ Proposal Conference
	Identifies the procedures to conduct a pre-quote, pre-bid, or pre-proposal conference when appropriate.
	
	
	
	

	42
	Price Analysis (negotiated acquisitions)


	Chooses the appropriate rationale to support the Government price objective.
	
	
	
	

	
	
	Identifies any subcontract pricing considerations.
	
	
	
	

	
	
	Identifies factors that affect price comparability.
	
	
	
	

	
	
	Identifies other information that maybe used in support of price analysis.
	
	
	
	

	
	
	Identifies the factors that affect price analysis considerations.
	
	
	
	

	
	
	Identifies the preferred price analysis techniques to review a contractor’s proposal.
	
	
	
	

	
	
	Selects a price evaluation technique to review a contractor’s proposal.
	
	
	
	

	
	
	Selects the Government’s pre-negotiation objective.
	
	
	
	

	43
	Procurement Requests 


	Determines the reasonableness of the Independent Government Estimate (IGE).
	
	
	
	

	
	
	Identifies factors to consider when determine the adequacy of funding in the purchase request package.
	
	
	
	

	
	
	Identifies factors to consider when determining the adequacy of supporting documents.
	
	
	
	

	
	
	Identifies the elements of the purchase request package.
	
	
	
	

	
	
	Selects the appropriate actions to achieve customer satisfaction through the use of metrics.
	
	
	
	

	44
	Protests
	Identifies appropriate actions to resolve protests.
	
	
	
	

	45
	Publicizing Proposed Acquisitions


	Determines the need for publicizing proposed contract actions.
	
	
	
	

	
	
	Identifies the methods and tools for publicizing information on proposed contract actions.
	
	
	
	

	
	
	Identifies when early exchanges with industry are appropriate.
	
	
	
	

	46
	Purchase Card 
	Identifies the various methods and procedures to pay an invoice.
	
	
	
	

	47
	Receiving Quotes and Proposals


	Identifies the requirements for conducting oral presentations.  
	
	
	
	

	
	
	Lists the procedures for processing timely and late offers.
	
	
	
	

	
	
	Lists the procedures for safeguarding quotes and proposals.
	
	
	
	

	48
	Recurring Requirements 
	Identifies the methods of providing for recurring.
	
	
	
	

	49
	Requirements Analysis 


	Identifies the elements of a Written Acquisition Plan.
	
	
	
	

	
	
	Identifies the various issues and elements required to be considered when developing the requirements documents (i.e., performance base, best commercial practices, green procurement, etc.).
	
	
	
	

	
	
	Identifies what additional documents are required for specific acquisitions for services, construction, A&E etc.
	
	
	
	

	
	
	Selects the appropriate actions to achieve customer satisfaction through the use of metrics.
	
	
	
	

	50
	Resolving Disputes 
	Identifies the Disputes Process.           
	
	
	
	

	51
	Responsibility
	Identifies the responsibility of a contractor to include past performance information.
	
	
	
	

	52
	Responsiveness
	Identifies the conditions that may require the rejection and cancellation or rejection and re-solicitation.
	
	
	
	

	53
	Simplified Acquisition Procedures 
	Identifies the simplified acquisition methods.
	
	
	
	

	54
	Socio-Economic Requirements


	Identifies the characteristics of a socioeconomic program(s).
	
	
	
	

	
	
	Identifies the procedures for setting aside an acquisition under the Small Business Act.
	
	
	
	

	55
	Solicitation Preparation


	Identifies price and non-price related factors for incorporation in the solicitation.
	
	
	
	

	
	
	Identifies the different types of solicitations.
	
	
	
	

	
	
	Identifies the purpose of the Uniform Contract Formation (UCF).
	
	
	
	

	56
	Termination 
	Distinguishes between commercial and noncommercial remedies and the appropriate documentation requirements.
	
	
	
	

	57
	Understanding the Mission (buyer and customer)


	Identifies key characteristics for successful customer relationships.
	
	
	
	

	
	
	Outlines the variety of customer mission areas and the corresponding market segments that contracting professional support.
	
	
	
	

	58
	Use of Knowledge/ Information Management Resources
	Identifies potential sources of information.
	
	
	
	


LEVEL II
COMPETENCY STANDARDS
	
	Competency Title
	Competency Definition
	Y
	N
	Method of Achievement
	Remarks

	1
	Ability to Develop Productive Relationships Between Suppliers, Requiring Activities, and Contracting Functions
	Establishes effective business relationships within existing law/regulations/policies, to meet mission needs/requirements.
	
	
	
	

	2
	Accounting and Estimating Systems 
	Evaluates the impact/implications of KTR accounting and estimating systems in proposal evaluation.
	
	
	
	

	3
	Adaptability and Flexibility
	Changes courses of actions, when necessary.
	
	
	
	

	
	
	Develops a proactive strategic approach to satisfy the customers evolving requirements in a changing environment.
	
	
	
	

	4
	Amend/Cancel Solicitations
	Recommends amendment or cancellation of solicitations.
	
	
	
	

	5
	Appropriate Application of Commercial/ Industry Practices 
	Demonstrates understanding of market segments and business practices to develop effective business strategies to meet customer requirements.
	
	
	
	

	6
	Appropriate Use of Technology 
	Uses available technology to develop and implement effective business strategies.
	
	
	
	

	7
	Appropriate Use of Contracting and Non-Contracting Methods for Satisfying Requirements  
	Executes appropriate contract arrangement to support customer needs.
	
	
	
	

	8
	Audits
	Demonstrates knowledge of various types of audits.
	
	
	
	

	
	
	Uses a DCAA audit to prepare a negotiation position.
	
	
	
	

	9
	Awareness of the Contemporaneous Political Environment, and Implications for Appropriate Business Arrangements
	Demonstrates awareness of the contemporaneous political/legal environment, and implications for appropriate business arrangements.
	
	
	
	

	10
	Communication
	Effectively communicates orally and in writing.
	
	
	
	

	11
	Congressional Inquiries and FOIA requests
	Responds to Congressional inquiries and FOIA requests.
	
	
	
	

	12
	Contract Financial Management
	Assesses the financial implications of various types of contracts and incentive arrangements.
	
	
	
	

	
	
	Justifies the appropriate pricing arrangement, including incentives, for a given acquisition.
	
	
	
	

	13
	Cost Accounting Standards
	Applies cost accounting standards.
	
	
	
	

	
	
	Determines appropriate CAS requirements.
	
	
	
	

	14
	Customer Business Analysis and Strategy 
	Develops a business strategy for the acquisition plan.
	
	
	
	

	15
	Decision Making 
	Utilizes a decision-making model to resolve a complex issue.
	
	
	
	

	16
	Dilemma Resolution 
	Resolves a complex acquisition dilemma.
	
	
	
	

	17
	Evaluating Exceptions to Terms and Conditions
	Resolves assumptions and exceptions to terms and conditions.
	
	
	
	

	18
	Familiarity with Evolving Acquisition Issues, Techniques, Solutions
	Demonstrates awareness of current acquisition issues/techniques/solutions. 
	
	
	
	

	19
	Familiarity with Financial Concerns of Public and Private Sector Entities
	Demonstrates awareness of financial concerns of public and private sector entities.
	
	
	
	

	20
	Integrity
	Demonstrates ethical and professional acumen in all business relationships.
	
	
	
	

	21
	Knowledge and Support of Contemporaneous Organizational and Governmental Priorities and Goals
	Demonstrates awareness of contemporaneous organizational and governmental priorities and goals.
	
	
	
	

	22
	Knowledge of Appropriate Source Selection Techniques
	Applies source selection procedures.
	
	
	
	

	
	
	Develops source selection documents.
	
	
	
	

	23
	Knowledge of Contracting Laws, Regulations, and Policies 
	Applies applicable laws, regulations and policies that impact a complex requirement.
	
	
	
	

	24
	Knowledge of Financial Management Regulation (FMR)
	Demonstrates knowledge of types of money, their uses and limitations.
	
	
	
	

	25
	Knowledge of International Acquisition Laws/ Processes/Issues
	Demonstrates awareness of international acquisition laws/processes/issues.
	
	
	
	

	26
	Knowledge of Interoperability Issues/Concerns
	Demonstrates awareness of interoperability issues/concerns.
	
	
	
	

	27
	Leadership
	Leads effectively and persuasively.
	
	
	
	

	28
	Limiting Competition
	Recommends when to limit competition and by what authority.
	
	
	
	

	29
	Other Transactions
	Distinguishes the appropriate use of OT, grants and cooperative agreements.
	
	
	
	

	30
	Pre-Bid/Quote/
Proposal Conference
	Conducts a pre-bid/quote/proposal conference.
	
	
	
	

	31
	Recurring Requirements 
	Determines the appropriate contract arrangement to support recurring customer mission support needs.
	
	
	
	

	32
	Requirements Analysis 
	Provides business and contracting advice on performance outcomes for the acquisition.
	
	
	
	

	33
	Risk Management
	Develops acquisition strategy that provides greatest degree of satisfaction at least risk in terms of schedule, cost and quality.
	
	
	
	

	34
	Socio-Economic Requirements
	Applies the knowledge of socio-economic programs to contracting decisions.
	
	
	
	

	35
	Solicitation Preparation
	Uses the acquisition plan, source selection plan, requirements document, and applicable federal laws, regulations, and policies to prepare a solicitation to satisfy the requirement.
	
	
	
	

	36
	Task and Delivery Contracts (creation and using) 
	Awards a delivery task ordered contract.
	
	
	
	

	37
	Teaming
	Participates as an effective, contributing team member.
	
	
	
	

	38
	Technical or Business Management Expertise 
	Develops a variety of options/alternate strategies to meet mission needs and promote customer satisfaction.
	
	
	
	

	39
	Understanding the Mission (buyer and customer)
	Applies knowledge of roles of stakeholders to meet mission requirements.
	
	
	
	

	40
	Unpriced Contracts 
	Processes an unpriced contract action (change order).
	
	
	
	

	41
	Use of Knowledge/ Information Management Resources
	Finds appropriate information.
	
	
	
	

	
	
	Utilizes information effectively.
	
	
	
	

	42
	Workload Management
	Completes work assignments in most efficient/effective and timely manner.
	
	
	
	


LEVEL III
COMPETENCY STANDARDS
	
	Competency Title
	Competency Definition
	Y
	N
	Method of Achievement
	Remarks

	1
	Ability to Develop Productive Relationships Between Suppliers, Requiring Activities, and Contracting Functions
	Analyzes examples of good and bad stakeholder relationships to determine the necessary steps to maintain good relations and repair bad relationships.
	
	
	
	

	2
	Adaptability and Flexibility
	Leads a contracting activity with consideration for inevitable changes in workforce, mission, funding, threats and world conditions. 
	
	
	
	

	3
	Appropriate Application of Pertinent Laws, Regulations, Policies, and Practices (i.e., labor, environment, socioeconomic, international acquisition, security) 
	Manages resources to accomplish the mission.
	
	
	
	

	4
	Appropriate Use of Technology 
	Evaluates technology necessary to improve the operation of the contracting organization.
	
	
	
	

	5
	Appropriate use of Contracting and Non-Contracting Methods for Satisfying Requirements  
	Recommends an innovative strategy to meeting mission support needs.
	
	
	
	

	6
	Communication
	Prepares a decision brief. 
	
	
	
	

	7
	Contract Financial Management
	Manages resources to accomplish the mission.
	
	
	
	

	8
	Contract/Performance Management 
	Establishes local policies for contract and performance management.
	
	
	
	

	9
	Customer Business Analysis and Strategy 
	Assesses a customer’s short term and long term contract support requirements and how a strategic perspective might contribute to improving mission support.
	
	
	
	

	10
	Decision Making 
	Justifies the decision made in a contracting scenario.
	
	
	
	

	11
	Dilemma Resolution 
	Analyzes and proposes solutions to multifaceted dilemmas.
	
	
	
	

	12
	Familiarity With Evolving Acquisition Issues, Techniques, Solutions
	Develops procedures to implement new or evolving acquisition solutions in a contracting activity.
	
	
	
	

	13
	Familiarity With Financial Concerns of Public and Private Sector Entities
	Assesses the financial impact of a policy decision on the public and private sectors affected.
	
	
	
	

	14
	Leadership
	Effectively manages complex interrelationships.
	
	
	
	

	15
	Market Research
	Presents a decision brief to senior leadership.
	
	
	
	

	16
	Multi-Functional Capabilities (within contracting and across acquisition functions) 
	Determines the impact of other functional areas on the contracting process.
	
	
	
	

	17
	Resolving Disputes 
	Employs disputes resolution strategies to minimize or preclude adverse mission impact.
	
	
	
	

	18
	Risk Management
	Applies risk management techniques.
	
	
	
	

	19
	Understanding the Mission (buyer and customer)
	Develops a solution to improve mission effectiveness.
	
	
	
	

	20
	Workload Management
	Implements a project management approach to the contracting environment.
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