Memorandum Format for Applying for Acquisition Certification – All Levels


Applicability: This is the mandatory memorandum format for employees to use to request acquisition certification. 



ACTION: Request for Acquisition Certification Level ___ (insert I, II, or III) 

From: (Employee’s name, series, grade, OA name, OA address) 

To: (Certifying Official name and title, see chapter III, paragraph C)

Through: (Employee’s supervisor, name and title) 

I hereby apply for acquisition certification at level ___ (insert I, II, or III as appropriate). Attached is documentation as to completion or fulfillment of the DOT-mandatory core training classes. (Attach supporting documentation such as a completed copy of Appendix E, Equivalent Training Courses (Training “Crosswalk”), and/or a completed competency package, Appendix G). 

Applicant’s signature and date: 

__________________________________________

Applicant’s supervisor: 

____ Recommend Approval
____ Recommend Disapproval


____________________________________________
Signature, title, date


Certifying Official: 

____ Approved
____ Disapproved


____________________________________________
Signature, title, date 

