U.S. Department of Transportation
Contracting Officer’s Technical Representative (COTR) 
Training Standards

I. Introduction

The U.S. Department of Transportation depends heavily upon its program management community to support mission-critical acquisition functions. DOT relies on its Contracting Officer's Technical Representatives (COTRs) to ensure that these acquisitions yield the highest quality products for the department. The purpose of this policy is to implement training standards to ensure that COTRs are provided with appropriate basic and refresher training.

In accordance with the Clinger-Cohen Act and Office of Federal Procurement Policy (OFPP) Letter 05-01, DOT has developed the following minimum training requirements for COTRs. Operating administrations (OAs) are required to develop a COTR training and appointment policy using these minimum requirements as the framework.

II. Applicability

These minimum training requirements are applicable to all DOT employees appointed as COTRs in accordance with TAM 1242.7004.  Employees performing related acquisition functions are encouraged to comply with these requirements.  

III. OA Responsibilities

A. Policy Development

OAs are required to develop a COTR training policy using these minimum requirements as the framework.  Policies shall be approved by the HOA, who has the authority to redelegate no lower than the OA Deputy Administrator or equivalent.  The DOT Senior Procurement Executive will also review the policies for adequacy.  OAs are encouraged to make their policies available on their website.

In addition to training requirements, OAs are also required to establish a standard process for appointment of COTRs and include this process in their COTR training policy. Procurement and program offices shall be made aware of this process.  Current COTRs, with written appointments, do not need to be reappointed.

OA policies should also address the training requirements of other members of their acquisition workforce whom they feel would benefit from this or similar training (e.g., contracting officers, task order COTRs, etc.).

B. Monitoring System

OAs shall develop a system for monitoring and tracking progress for the basic course and the continuous learning (refresher training) requirements.  The Acquisition Career Management Information System (ACMIS) can be used for this purpose.  COTRs must provide documentation of completion for the basic COTR course, any additional courses, and any refresher training, to an approving official specified by the OA.

IV. COTR Training Requirements

The changing nature of acquisition work places significant importance on COTR activities.  It is essential that all COTRs understand their responsibilities and are provided with appropriate support, training experiences, and developmental tools to effectively perform these responsibilities. 
A. Basic COTR Training Requirements
The role of basic COTR training is to provide an overall framework of contract management that will be useful to the COTR in the performance of his or her duties.  Ideally when encountering a contract management situation, the COTR should know what action to take and be capable of doing so, or the COTR should know what issues must be addressed before the acquisition team can decide what needs to be done.

The basic COTR training course shall consist of at least twenty-four hours of instruction in the areas listed in the Appendix E Basic COTR Training Detailed Course Outline.  OAs can increase the number of hours of instruction and can vary the concentration level of any of the subjects depending on the needs and complexity of work of the COTRs in that organization.  The basic COTR training should provide the participants with the contract management knowledge and skills to perform proficiently as COTRs.  

B. Core Training Standards
Appendix E Basic COTR Training Detailed Course Outline provides basic COTR training standards which cover the following training areas.
· General understanding of the federal procurement system including:

· process,

· organization,

· management,

· statutory and regulatory foundation,

· contracting authority,

· the role of electronic commerce 

· roles and responsibilities of all parties, and

· standards of conduct.

· Work Package - Understand components of the work packages which include developing:

· purchase requests, 

· program plans,

· surveillance plans,

· contract type recommendations

· understand justifications for other than full and open competition 

· detailed and accurate cost estimates,

· comprehensive market research skills (including documentation),

· schedules and milestones, and

· developing concise and accurate statements of work to include:

· performance-based contracting methods, 

· compliance with all Executive Orders and statues regarding environmental contracting requirements

· task order contract requirements,

· instructions, conditions, and notices to offerors, and

· evaluation factors for award

· Contracting for Services - Develop understanding of:

· contracting for inherently governmental functions, 

· personal services,

· the requirements of the Service Contract Act, and

· DOT policy on the acquisition of services.

· Managing grants, cooperative agreements, and interagency agreements (as applicable within the OA)
· Financial Management - Understand the basic tenets of contract financial management and appropriations law including:

· the Anti-Deficiency Act, 

· partial payments, 

· withholdings, 

· award fees structures, 

· the "Limitation of Funds" and "Limitation of Cost" clauses.

· Government Property 

· identify the correct policies and procedures given the type of property at issue (e.g., material, special tooling and test equipment, facilities, or agency peculiar property),

· understand the property accounting system for contractor acquired property and government furnished property

· Postaward Orientation - Assist in the postaward presentation to the contractor of regarding rights, duties, and milestones of both parties that affect performance.

· Contractor's Performance - Monitor actions for:

· constructive changes, 

· excusable delays, 

· performance problems,

· other potential breaches, and

· other problems which might impact the performance/delivery requirements and other compliance issues.

· Inspection and Acceptance - 

· Inspect all deliverables and determine and document acceptance.
Understand the "Inspection" clause.

· Past Performance - Document past performance information fairly and validly characterize the contractor's actual performance.

· Modifications -

· Provide technical evaluation sufficient to support a determination if a change is not outside the scope of the contract.

· Understand the "Changes" clause, and the types of contract modifications that will best satisfy the requirement.

· Options - Recommend exercising an option within the time frame established in the contract and only when the option represents the most advantageous offer that in all likelihood would be available from the market.

· Delays - 

· Correctly distinguish delays that are beyond the contractor's control and are without the fault or negligence of the contractor. 

· Assist contracting officer in negotiating reasonable consideration.

· Stop Work Orders - Assist the contracting officer in issuing a stop work order when necessary

· Claims - 

· Correctly determine the validity of the claim and prepare a proper and complete report.

· Protect the Government's interests while treating the contractor fairly and equitable within the terms of the contract.
Understand the "Disputes" Clause.

· Remedies - Recommend the remedy that will best minimize the impact of the contractor's performance problems on the requirements, delivery schedule, and cost.

· Termination - Understand termination situations and procedures.

· Payment - 

· Authorize appropriate payment.

· Understand agency policies and the Prompt Payment Act.

· Understand the tools available to assist COTRs in this effort.

· Closeout -

· Correctly dispose of records.

· Complete closeout within the timeframes of FAR 4.804-1.

· Ethics

· Understand procurement integrity requirements,

· Understand how to manage new procurements while working with the incumbent contractor,
· Understand conflicts of interest

V. Continuous Learning (Refresher Training) Requirements

OA policies must include a requirement for continuous learning (refresher training) commensurate with the complexity of the duties assigned to their COTRs.  The COTR continuous learning (refresher training) requirements shall consist of instruction on new procurement regulations, changes to agency regulations, new procurement practices, or other OA requirements.  This can be achieved through classroom study, conferences, seminars, or any other type of instruction designated by the OA's head of the contracting activity (HCA). Additionally, the Administrator of the Federal Procurement Policy may prescribe specific continuous learning courses to ensure that training is provided on topics such as ethics, performance based contracting, strategic sourcing, or others as needed.

A minimum of 40 continuous learning points are required every two years.  OA policies may increase the minimum number of continuous learning points that COTRs must have for refresher training.  Because this number may vary depending on the scope of the COTR's duties, the minimum number of points should be specified when that employee is appointed as a COTR.
