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TRAINING & CERTIFICATION PROGRAM

(Rev. 02/24/11)

January 11, 2007
Dear Public Purchasing Professionals, Public Officials and Citizens of Florida,
The Florida Department of Management Services is proud to present the State of Florida’s training and certification program for Florida public purchasing professionals, sponsored by the Division of State Purchasing.

This program has been developed to assist those who expend public funds for public purposes to effectively meet the needs of their customers, governmental agencies and the citizens they serve, to meet those needs efficiently, using as little time and as few resources as possible in the process; and to meet those needs economically, achieving the best value for the public funds expended.

The goal of this program is to develop and certify public purchasing professionals, and to assure understanding and adherence to an unwavering code of ethical behavior, and the knowledge, skills and ability to effectively design, solicit, negotiate, award and manage government contracts in Florida, in a manner worthy of the public’s trust.

Florida’s trained purchasing professionals will assure availability of the commodities and services required for completing the missions assigned by the Governor and Cabinet to our State’s agencies, when and where needed, at the lowest overall cost, in order to drive down the cost of delivering government services to the citizens.

We invite you to measure our performance.

Sincerely,
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Linda H. South, Secretary

Florida Department of Management Services
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SECTION I

MISSION STATEMENTS

SECRETARY OF MANAGEMENT SERVICES

Providing Smarter, Better, Faster Services
DIRECTOR OF STATE PURCHASING

To provide effective, economical and efficient purchasing services in order to deliver quality, innovative, resource-saving solutions.

SECTION II

PURPOSE

This training and certification program has two purposes:

First, to provide Florida purchasing professionals and contract managers with training in general public purchasing principles and processes, applicable to most state and local government purchasing programs, training in the specific statutes, rules and policies that govern public purchasing in the State of Florida, and a forum to discuss and develop best practices for public procurement.

Second, to encourage and recognize the professional development and service provided by Florida purchasing professionals who complete these programs and attain professional certification.

SECTION III

STATUTORY AUTHORITY

The Department’s authority is contained in Florida Statutes, section 287.032, “Purpose of Department,” and section 287.042, “Powers, duties and functions.”

Purchasing in Florida is governed primarily but not exclusively by Chapter 287, Part I, Florida Statutes, and Rule 60A-1, Florida Administrative Code.  Other Florida Statutes with substantial impact on public purchasing include Chapters 112, 120, 282, 283, 286, 413, 672, 812, 815, 838, 839 and 946.

SECTION IV

WHO CAN PARTICIPATE

TRAINEES

STATE PERSONNEL

This program has been developed to assist the State’s purchasing professionals who expend public funds for public purposes to effectively meet the needs of their customers, the governmental agencies and the citizens they serve, to meet those needs efficiently, using as little time and as few resources as possible in the process; and to meet those needs economically, achieving the best value for the public funds expended.

The goal of this program is to develop and certify public purchasing professionals who adhere to an unwavering code of ethical behavior, and who possess the knowledge, skills and ability to effectively design, solicit, negotiate, award and manage government contracts in Florida, in a manner worthy of the public’s trust.

Training classes will be open to other State of Florida personnel including, but not limited to, contract managers and contract administrators, accountants, auditors, and other administrative and program managers and staff with a need to be informed on the subject matter of the classes.

POLITICAL SUBDIVISION PERSONNEL

Training is optional for political subdivision personnel who are responsible for compliance with local ordinances, rules and policies that may differ from state requirements, and the use of state term contracts. State purchasing professionals are bound to follow the rules of the Department of Management Services, and to purchase from the state term contracts awarded by the Division of State Purchasing.

Training classes will be open to political subdivision public purchasing personnel, contract managers and contract administrators to the extent that: (a) subdivision purchasing professionals and others request the state program and (b) State Purchasing has a vacancy in the requested class.

We recommend that subdivision purchasing professionals also check training opportunities through their employing entities, through Florida chapters of the National Institute of Governmental Purchasing (NIGP) and through the Florida Association of Public Purchasing Officers (FAPPO).

TRAINERS
NIGP trains and certifies its trainers through an intensive and extensive training program.

Florida specific trainers will be recruited through the Division of State Purchasing.  Potential trainers with purchasing and, if possible, training expertise are encouraged to apply to the Division using the Florida Trainer application at the end of this policy.

Both NIGP and Florida trainers will be paid by NIGP, at their standard rate, currently $350 per day for certified instructors, or $400 per day for master instructors, plus travel costs.  State employees who are compensated for providing training should expect to take leave from their state employment, obtain dual employment authorization, and pay taxes on their earnings.  Payments can be broken down to the half-day amount.  Trainers may perform smaller training segments gratis, and, with their employer’s authorization, on work time, as a courtesy to this professional development program.

In addition, Florida specific trainers offering a half-day or more of training may decline payment, and teach on work time, if authorized by their employer.  In those cases, NIGP will make an equivalent donation to the Tallahassee Chapter of NIGP, which actively supports this training program, and oversees the final examinations for CPPB and CPPO certifications.

Trainers who present and/or attend 50% or more of a Florida-specific course will receive a certificate of completion for that course, valid in pursuing Florida certifications.
SECTION V

COURSE SCHEDULE AND FEES
Training Schedules are published on the Florida Division of State Purchasing website, at http://dms.myflorida.com/business_operations/state_purchasing.  At the State Purchasing home page, select “Florida's Public Purchasing Training and Certification.”
SECTION VI
COURSE CONTENT


SOURCING IN THE PUBLIC SECTOR

Duration: Three (3) Day Seminar


Contact Hours: 24 hours, UPPCC Re-Certification points: 3


General Description:

This course provides the participant with a comprehensive overview of the sourcing process within the public sector.  Essential elements, including pre-sourcing planning, needs assessment, specifications, scope of work, deliverables, procurement strategies, value analysis, and internal control processes are explored.  Determining the appropriate sourcing method, preparing the relevant sourcing invitation document, managing the acquisition process, evaluation of response submissions, and contract awards will also be explored. In addition, trends and technology developments and their effect of processes will be discussed. 
Course Syllabus: 

The following is an outline of the material that will be covered in this three-day course. Practical examples, group exercises and case studies will be utilized during the entire course. 

Day One:

· A Framework for Sourcing

· Stages in the Solicitation Process

· Methods of Solicitation 

· Solicitation Categories 

· Trends - e-Procurement as a Strategy 

· Requirements Analysis

· Gathering Information 

· The Purchase Requisition 

· Identifying the Need and Requirements Definition 

· Sourcing Suppliers
Day Two:

· Specification and Standards 

· Specifications 

· Standards and Standardization 

· Authorization and Approvals 

· The Sourcing Document: Instructions and General Terms/Conditions

· General Terms and Conditions 

· Statutory and Legal Terms 

· Administrative Terms 

· The Sourcing Document - Special Terms and Conditions

· Pricing Issues 

· Fixed Price 

· Cost Reimbursement 

· Method of Award Issues 

· Risk Management Issues 

· Financial Issues 

· Shipping and Delivery Issues 

· Performance Issues 

· Reporting Issues 

· Warranty Issues 

· Product-related Issues 

· Administrative Issues 

Day Three:

· The Sourcing Document: Technical Specifications or Statement of Work

· Writing Technical Specifications 

· Sources of Specifications 

· Specification Content 

· Writing a Statement of Work 

· Preparing the Statement of Work (SOW) 

· Use of Standard Terms to Define the Scope of Work 

· Administrative Issues 

· Legal Issues 

· Work and Material Issues 

· The Sourcing Documents - The Bid Proposal Form

· Minimum Components of a Bid Proposal Form 

· Optional Components of a Bid Proposal Form 

· Receiving, Opening and Evaluating Bid/Proposal Responses

· Receiving Bids and Proposals 

· Opening Bids and Proposals 

· Bid Protests 

· Evaluating Bids and Proposals 

· Variances in Bid Responses 

· Contract Award 

PLANNING, SCHEDULING AND REQUIREMENT ANALYSIS

Duration: Three (3) Day Seminar


Contact Hours: 24 hours, UPPCC Re-Certification points: 3


General Description:


This course will cover strategic planning within an organization and the importance of its relationship to procurement planning. Planning models will be discussed as will public sector budgeting. Developing key partnerships within the organization in requirements determination will be explored, as this will lead to the development of proper specifications. Pricing strategies employed in the public sector such as cost analysis and life cycle costing will also be covered.
Course Syllabus:
The following is an outline of topics and subject matter to be covered during the three-day class. Practical examples, group exercises and case studies will be utilized throughout. 

Day One:

· Strategy and Choice: Procurement’s Involvement in Organizational Decision Making 

· Public Sector Planning 

· Types of Plans 

· Procurement’s Role in Strategic Planning 

· The Procurement Cycle 

· Integrated Procurement Planning Model 

· Strategic Planning in the Public Sector 

· Environment of Strategic Planning 

· Strategic Planning Model 

· Elements of Strategic Planning 

· Action Agenda for Strategic Planning 

· Organizational Stakeholders 

Day Two:

· Strategic Procurement Planning 

· Procurement Planning and Procurement Model 

· Developing an Organizational Level Strategic Plan 

· Developing Goals, Analyzing Options 

· Supply Positioning 

· Assessing Procurement’s Impact on Key Supply Markets 

· Project Procurement Expenditures 

· Performance Measurement Systems 

· Linking Resource Allocation Decisions to Strategic Planning 

· Budgetary Perspectives 

· Budget Cycle in Government 

· Budgetary Funds, Types of Budgets 

· Preparing an Operating Budget 

· Administering and Auditing the Budget 

· Risk Management 

Day Three:

· Purchasing Strategies: Their Relationship to Requirements Determination in the Acquisition Process 

· Defining Customer Needs 

· Budget Process Models 

· Buying Plans and Analysis Methods 

· Value Analysis 

· Forecasting 

· Determining Method of Solicitation 

· Assessment of Market Conditions 

· Determining the Method of Solicitation 

· Specifications 

· Specification Management 

· Importance of Specifications 

· Specification Development 

· Types of Specifications 

· Standardization Process 

· Specification Writing and Techniques 

· Pricing Strategies 

· Supplier Pricing Strategies 

· Competition 

· Supplier Selection 

· Evaluation Strategies
DEVELOPING AND MANAGING REQUESTS FOR PROPOSALS IN THE PUBLIC SECTOR
Duration: Three (3) Day Seminar


Contact Hours: 24 hours, UPPCC Re-Certification points: 3


General Description:

This course is uniquely designed to prepare procurement professionals to use the RFP process to its maximum potential. The class agenda will identify the process, offer a key understanding of the elements of the proposal and ascertain ways in which the document can be used to its full capability. Pitfalls and success stories will make the class relevant and applicable when planning to incorporate this type of solicitation into the government process.
Course Syllabus:
The following is an outline of the material that will be covered in this three-day course. Practical examples, group exercises and case studies will be utilized during the entire course.

Day One:

· Planning for the RFP – Part One 

· RFP Document Development

Day Two:

· RFP Document Development - Part Two 

· Handling Procedures 

· Evaluation Process and Methodology

Day Three:

· Negotiations 

· Terms and Conditions 

· Completing the Process 

· Review
THE LEGAL ASPECTS OF PUBLIC PROCUREMENT
Duration: Three (3) Day Seminar


Contact Hours: 24 hours, UPPCC Re-Certification points: 3


General Description:


Designed to be an educational exploration of the Legal Aspects of Public Procurement, this course will provide a foundation of the principles and general concepts of the law as it applies to public procurement. Course content will address issues such as the UCC, the Model Procurement Code, Sale of Goods Act and the legal implications surrounding solicitations, contracting and post award issues. Attention will be given to the ethical issues facing the profession relevant to the law. Taught by procurement professional, not an attorney, this course will focus on actual procurement situations with actual procurement implications.
Course Syllabus:
The following is an outline of the material that will be covered in this three-day course. Practical examples, group exercises and case studies will be utilized during the entire course.

Day One:

· History and Antitrust

· Judicial Structure 

· Types of Law

· Law of Agency 

· Types of Authority 

· Model Procurement Code 

· Contract Components

Day Two:

· UCC

· Legal Content

· Bids 

· Solicitation 

· Competition 

· Sealed Bidding 

· Mistakes, Protests, Disputes 

· Debarment and Suspension

Day Three:

· Negotiations

· Software Contracts

· License Agreements

· Legal Options

· Ethics
CONTRACT ADMINISTRATION
Duration: Three (3) Day Seminar


Contact Hours: 24 hours, UPPCC Re-Certification points: 3


General Description:

The class provides a framework for examining contract administration by focusing on essential elements of the discipline. It also provides the participant with a focused look at key considerations related to important contract terms and conditions that must be enforced during contract administration. The intent is for the student to develop a strong understanding of the complexities of contract administration and recognize the importance of planning, monitoring, and proactive insight into and oversight of contract performance. This class provides a comprehensive overview of the contract administration process within the public sector along with illustrations of the various methods available. Determining the appropriate contract administration method, preparing a relevant plan, participating in the process, evaluating the success of the contract and evaluation procedures will all be addressed.
Course Syllabus:
The following is an outline of the material that will be covered in this three-day course. Practical examples, group exercises and case studies will be utilized during the entire course.

Day One:

· The Parameters and Value of Contract Management 

· History 

· Contract Formation 

· Contract Administration 

· Considerations 

· Mechanisms for Developing Bids 

· Types of Contracts 

· Identifying Contract Risks and Goals 

· Planning for Performance

· Administration Plan 

· Assessment Plan 

· Surveillance Techniques 

· The Contract Administration Team: Roles and Responsibilities

· Limits 

· Ethics 

· Personnel 

Day Two:

· Initial Contract Administration Activities

· Post Award Activities 

· Critical Monitoring Areas 

· Contract Files 

· Inspection and Acceptance

· Obligation of Both Parties 

· Verify Compliance 

· Receiving and Inspection 

· Post Acceptance Rights
· Contract Modifications

· Types of Modifications 

· Constructive Changes 

· Request for Equitable Adjustment (REA) 

· Pricing and Negotiation of Modifications 

· Data Deliverables

· Technical Data 

· Definitions and Parameters 

· Progress Reports 

· Cost Data Reports 

Day Three:

· Delays in Contract Performance

· Excusable Delays 

· Non-excusable Delays 

· Compensable Delays 

· Disputes and Appeals

· Alternate Dispute Resolution 

· Guiding Principles 

· Contract Payments

· Contract Termination

· Notification Requirements 

· Appeals and Waivers 

· Consequences 

· Alternatives 

· Liquidated Damages 

· Contract Closeout Activities
NEGOTIATION STRATEGIES AND TECHNIQUES – 
ESI/GEORGE WASHINGTON UNIVERSITY 
Duration: Four (4) Day Seminar

Course Syllabus:
· A vital skill needed in procurement is the ability to negotiate effectively. Almost every level of contracting involves negotiations, in a wide range of settings, over small and large issues. This course provides you with a solid battery of strategies, tactics and skills that are effective in contract formation and contract administration negotiations. Every key phase of the negotiation process — from start to finish — is covered in this dynamic course.

· This course also recognizes that how you negotiate depends greatly on your personality and individual style. In-class exercises will provide you with insights into your negotiation style and personal techniques. Then, to enable you to learn by doing, you’ll perform a series of increasingly challenging negotiations. These videotaped sessions will give you immediate feedback on your negotiation style and skills and invaluable experience in putting theory into practice. The new skills you gain from this course can be immediately applied to other contracting situations where formal and informal negotiations of all dimensions take place.
1 Preparing for Negotiation
a Issues
b Positions
c Primary vs. secondary issues
2 Conducting the Negotiation
a Creating rapport
b Exploratory contacts
c Hard-core bargaining
d Closure and agreement
3 Influencing the Other Party
a 65 competitive techniques
· Reasoning techniques
· Power techniques
· Rapport techniques
b Two collaborative approaches
· Reciprocity
· Problem solving
c Exerting influence and settling disagreements
4 Negotiation Skills
a Listening
b Questioning
c Verbal and nonverbal skills
d Persuasion
e Stating positions
f Probing for positions
g Reinforcing the giving of concessions
h Reducing tension
i Reaching closure
5 Negotiation Strategies
a Characteristics of competitive and collaborative strategies
b Situational experimentation
c Behavioral congruence
d Selecting strategies
e Practical implications
6 Understanding Your Style of Negotiation
a Behavior
b Motivation
· Analytic-autonomizing
· Assertive-directing
· Altruistic-nurturing
· Flexible-cohering
c Personal strengths
d Personal weaknesses
7 Identifying Your Negotiation Strengths
a Understanding your natural style
b Combining your natural style with a formal, systematic approach
c Enhancing your natural power
8 Characteristics of an Effective Negotiator
a Flexible
b Goal-oriented
c Time-oriented
d Objective
e Strategizing
f Reasonable
g Empowered
h Information-oriented
9 Developing a Negotiation Strategy
a The meaning of strategy in negotiations
b Short-term objectives
c Long-term objectives
d Acquisition planning requirements
e Key considerations - quality, cost, and schedule
f Intra-organizational problems – functional disputes, team development, discipline, cohesion, organizational expectations, and management involvement
g Inter-organizational problems – security; intelligence; strengths and weaknesses of market position; and past, present, and future relationships
10 Documenting Negotiations
a The importance of good documentation
b The price negotiation memorandum
c Post-negotiation clearances and approvals
PUBLIC PURCHASING IN FLORIDA
Duration: Four (4) Day Seminar


Contact Hours: 32 hours, UPPCC Re-Certification points: 4

Course Syllabus:
Day One:

· Overview of Chapter 287, Part I, Florida Statutes

Purpose, what the law allows, what the law requires, what the law provides and what it does not provide

· Overview of Portions of other Chapters 

These chapters are related to public purchasing, especially Chapters 112, 119, 120, 215, 282, 283, 286, 413, 672, 812, 815, 838, 839 and 946.

· Overview of Rule 60A-1
· Florida Administrative Code and Other Purchasing-Related Rules

· Ethics and the Law
Day Two:

· Florida Purchasing Organization
· The Roles of Purchasing Professionals, Customers, Vendors, Office of Supplier Diversity, Accountants, Auditors and Inspector General 
· Cost Control

· Buy/Don’t Buy

· Specifications

· Terms & Conditions

· Competition

· Administration

· P Cards & Purchase Orders

· Contracts

· Centralization/Decentralization

· Defining Requirements

· Needs Assessment

· General and Special Conditions

· Specifications & Statements of Work/Objectives

· State Objectives (One Florida, etc)

· Insurance and Bonding Requirements

Day Three:

· Procurement Methods

· State Term Contracts
· Spa Agreements
· Small Purchases
· Price Quotes
· Invitations to Bid
· Requests for Proposal
· Invitations to Negotiate
· Alternate Contract Sources
· Single Sources, Emergency Purchases
· The Use of Strategic Sourcing by State Purchasing

· Elements in the Purchasing Processes

· Team/Individual Roles & Responsibilities

· Vendor Questions & Purchasing Answers

· Conducting Pre-Bid/Proposal Conferences

· Amending a Solicitation

· Revising a Due Date

· Receiving Bids & Proposals

· Handling Late Bids

· Opening Bids & Proposals

· Debriefing Vendors

· Conducting Discussions/Negotiations

· Resolving Tie Bids

· Best and Final Offers

· Determining Responsiveness & Responsibility

· Mistakes in Bids & Proposals

· Posting Intended Decisions

· Handling Protests, Including Florida Cases

· Maintaining a Procurement File

· Public Records Requests

· Deferred Payment Contracts
· Blanket Purchase Orders

· Emergency Purchasing
· Post-Award Processes

· Purchase Order/Contract File

· Contract Management

· Change Orders

· Receipt and Acceptance

· Inspection, Damages & Claims

· Liquidated Damages

· Releasing or Calling a Bond

· Prompt Payment Requirements & Exceptions

· Resolving Performance Problems, Incl. Complaints & Resolution

· Vendor Default & Suspension

· Contract Termination Clauses and Their Operation

· Requests for Assignment to Alternate Payee or Successor

· Evaluating Contractor Performance

· Transition Between Contractors

· Lessons Learned and their Application

· PURCHASING MANAGEMENT
· Mission Leadership

· Vendor & Customer Relations, Vendor Guides, Purchasing Manuals, Desk Procedures, Customer Surveys

· Performance Standards and Measurement

· Adding Value

· Professional Development

· Internet Resources

· MyFloridaMarketPlace

· Record Keeping

· Florida Certifications for Purchasing Agents, Purchasing Managers, Contract Negotiators, Contract Managers and Purchasing Offices
NEGOTIATION IN FLORIDA
Duration: One (1) Day Seminar


Contact Hours: 8 hours, UPPCC Re-Certification point: 1

Course Syllabus:
· Definition
· Statutory and Rule Requirements; Public Meetings

· Comparison with Other Procurement Methods

· Pros and Cons

· Process from Start to Finish

· Concurrent and Serial Negotiations

· Negotiation Teams

· Team Objectives

· Team Meetings

· Vendor Meetings

· Initial Offer, Intermediate Offers, Best and Final Offer

· Price, Quality and Value
CONTRACT MANAGEMENT IN FLORIDA
Duration: One (1) Day Seminar


Contact Hours: 8 hours, UPPCC Re-Certification point: 1

Course Syllabus:
· Florida Statutes and Rules Governing Contracts

· Contract Language
· Contract Review
· Contract Management and Contract Administration
· Planning to Contract

· Requirements Analysis
· The Make/Buy Decision
· Stakeholders in the Process
· Building a Team
· Roles

· Agency Purchasing Agent
· Program Management
· Finance and Accounting
· Contract Manager and Contract Administrator
· Ethics and Responsibility

· Pre-Selection & Selection Process
· Contract Management
· Invoice Approval 
· Procurements Exceeding the Bid Threshold

· Invitation to Bid
· Request for Proposal
· Invitation to Negotiate
· Single Source
· Emergency
· Exemptions
· Statement of Work, Statement of Objectives

· Outputs and Outcomes
· Deliverables
· Reports
· Performance Measures
· Price and Cost Analysis

· Selection and Award Processes

· The Concepts of Lowest Responsive Bid

· Best Value

· Best-and-Final-Offer

· Relative Weights of Price and Other Factors

· Contract Language
· Contract Review 

· Amendments and Renewals
· Establishing and Maintaining the Contract File
· Managing the Contract
· Problem Resolution

· Complaints to Vendor
· Contract Termination
· Protests & related issues
· Contract Administration
· Oversight Agencies

· Department of Management Services
· Department of Financial Services
· Auditor General - Roles and Responsibilities
ADVANCING ACCOUNTABILITY: BEST PRACTICES FOR CONTRACT AND GRANT MANAGEMENT

Duration: One (1) Day Seminar

Contact Hours: 8 hours, UPPCC Re-Certification point: 1

Course Syllabus:

· Seven Crucial Elements Model

· Planning

· Procurement/Selection

· Price and Cost Analysis

· Expenditure Guidelines

· Price and Cost Analysis Exercise

· Agreements

· Scope of Work

· Deliverables

· Payment Terms

· Reports

· Modifications, Amendments, Renewals

· Files

· Monitoring

· Programmatic and Fiscal

· Plan

· Activities

· Corrective Action

· Payments

· Closeout 

CERTIFIED PROFESSIONAL PUBLIC BUYER (CPPB) EXAM REVIEW
Duration: Two (2) Day Seminar


Contact Hours: 16 hours, UPPCC Re-Certification point: 2
Course Syllabus:
This course highlights the 10 objective topics covered in the CPPB exam:

· Administration aspects of purchasing (16 questions) 

· Procurement requests (35 questions) 

· Solicitation and evaluation of bids (40 questions) 

· Supplier analysis (16 questions) 

· Negotiation process (23 questions) 

· Contract award and administration (35 questions) 

· Internal/external relationships (40 questions) 

· Material flow (21 questions) 

· Inventory management (7 questions) 

· Miscellaneous questions (7 questions)

CERTIFIED PUBLIC PURCHASING OFFICER (CPPO) EXAM REVIEW

Duration: Two (2) Day Seminar


Contact Hours: 16 hours, UPPCC Re-Certification points: 2

Course Syllabus:
Since approximately 30% of the CPPO exam covers topics related to the CPPB exam, this review incorporates the entire CPPB review as well as nine specific objective topics covered in the CPPO exam as follows:

· Administration aspects of a purchasing department (24 questions) 

· Personnel issues (41 questions) 

· Forecasting and strategies (18 questions) 

· Negotiation process (20 questions) 

· Contract award and administration (26 questions) 

· Supplier Analysis (12 questions) 

· Internal/external relationships (41 questions) 

· Solicitation and Evaluation of Bids (36 questions) 

· Procurement Requests (22 questions)
SECTION VII

CERTIFICATIONS OFFERED
The Florida Division of State Purchasing and the National Institute of Governmental Purchasing (NIGP) offer the Florida State Purchasing Training and Certification Program.  Hence the Program affords participants the opportunity to achieve the Certified Professional Public Buyer (CPPB) and Certified Professional Purchasing Officer (CPPO) designations offered by the NIGP through the Universal Public Purchasing Certification Council (UPPCC), and Florida specific certifications offered by the Florida Division of State Purchasing.

NIGP CERTIFICATIONS

CERTIFIED PROFESSIONAL PUBLIC BUYER

CERTIFIED PUBLIC PURCHASING OFFICER

CERTIFIED PROFESSIONAL PUBLIC BUYER

Only qualified applicants passing the necessary examination will be awarded the CPPB designation.  Applicant qualifications for CPPB include a bachelor’s degree, college or seminar training in purchasing, and two years of public purchasing experience.  Some additional qualifying experience, education or training can be substituted for the degree and the public purchasing experience.  For more information on alternative qualifications, visit the NIGP web site at www.nigp.org.

CERTIFIED PUBLIC PURCHASING OFFICER

Only qualified applicants passing the necessary examinations will be awarded the CPPO designation.  Applicant qualifications for CPPO include a bachelor’s degree, college or seminar training in purchasing, and three years total purchasing experience, of which two years must be public purchasing experience, in a public purchasing management function.  Some additional qualifying experience, education or training can be substituted for the degree and the public purchasing experience.  For more information on alternative qualifications, visit the NIGP web site at www.nigp.org.

FLORIDA CERTIFICATIONS

FLORIDA CERTIFIED PURCHASING AGENT

FLORIDA CERTIFIED PURCHASING MANAGER

FLORIDA CERTIFIED CONTRACT MANAGER

FLORIDA CERTIFIED CONTRACT NEGOTIATOR
FLORIDA CERTIFIED PURCHASING AGENT

This designation requires CPPB or CPPO certification, a certificate of completion of the Public Purchasing in Florida seminar offered by State Purchasing, and a minimum of twelve (12) months experience in a full time purchasing position for the State of Florida or one of its political subdivisions.  A purchasing position is one where the incumbent spends the majority of work time making final decisions on procurement methods, contract and purchase order terms and conditions, source and price, which decisions may be subject to approval by a purchasing manager, and conducting source selection processes.

FLORIDA CERTIFIED PURCHASING MANAGER

This designation requires CPPB or CPPO certification, a certificate of completion of the Public Purchasing in Florida seminar offered by State Purchasing, and a minimum of three years experience in a full time purchasing position for the State of Florida or one of its political subdivisions, of which at least one year must be in a Florida public purchasing management position.  A purchasing management position is one where the incumbent spends the majority of work time supervising one or more purchasing position incumbents as defined above, and which may include developing purchasing policies and procedures, and making final decisions on procurement methods, contract and purchase order terms and conditions, source and price, which decisions may be subject to approval by higher level manager, and conducting source selection processes.

FLORIDA CERTIFIED CONTRACT MANAGER

This designation requires a certificate of completion of the NIGP Contract Management or Contract Administration seminar, a certificate of completion of the Contract Management in Florida seminar, Best Practices for Contract and Grant Management in Florida and a minimum of either twelve (12) months experience in a full time purchasing position for the State of Florida or one of its political subdivisions, or twelve months cumulative experience managing one or more contracts for a Florida state agency or political subdivision.  A purchasing position is one where the incumbent spends the majority of work time making final decisions on procurement methods, contract and purchase order terms and conditions, source and price, which decisions may be subject to approval by a purchasing manager, and conducting source selection processes.  Managing a contract means having the responsibility to assure that a contractor performs satisfactorily its obligations, on time, and within budget, as a condition to contract continuation and invoice payment.

FLORIDA CERTIFIED CONTRACT NEGOTIATOR

This designation requires compliance with rule 60A-1.041(4) through (7), Florida Administrative Code.  Candidates for Florida Certified Contract Negotiator must possess certificates of completion of the NIGP General Public Procurement or Sourcing in the Public Sector seminars, and the ESI/George Washington University Negotiation Strategies & Techniques seminar, or approved equivalent, a certificate of completion of the Negotiation in Florida seminar offered by State Purchasing, and must have worked a minimum of (12) months in a full time purchasing, contract management, or contract administration position for the State of Florida or one of its political subdivisions where the job description for the position required that at least half of the individual’s designated duties included procuring commodities or services or participation in contract negotiation, contract management or contract administration.  Alternatively, the candidate may have worked as a state or political subdivision agency attorney whose duties included providing legal counsel to an agency’s purchasing or contracting staff. The candidate must have led a team through at least one procurement through negotiation, or served on at least three federal, state or local government negotiation teams.    
In lieu of the above, qualification for certification is also available to any person holding an M.B.A. (or similar graduate degree) who has: (1) led a federal, state or local government negotiation team through a negotiated procurement or served on at least three federal, state or local government negotiation teams; (2) completed either a semester-long business school or graduate level class on negotiation or possess a certificate of completion of the ESI/George Washington Negotiation Strategies & Techniques seminar, or approved equivalent;  and 3) completed the Department’s Negotiations in Florida class or approved equivalent training by another agency of the State of Florida; (4) Must possess certificates of completion of the NIGP General Public Procurement or Sourcing in the Public Sector seminar; (5) Who has worked a minimum of (12) months for the State of Florida or one of its political subdivisions; or
Any state or political subdivision agency attorney currently licensed by the Florida Bar who has: (1) led a federal, state or local government negotiation team through a procurement or served on at least three federal, state or local government negotiation teams; (2) completed a semester-long business school or graduate level class on negotiation or possess a certificate of completion of the ESI/George Washington University Negotiation Strategies & Techniques seminar, or approved equivalent; (3) Must possess certificates of completion of the NIGP General Public Procurement or Sourcing in the Public Sector seminar; (4) completed the Department’s Negotiations in Florida class or approved equivalent training by another agency of the State of Florida and (5) Who has worked a minimum of (12) months for the State of Florida or one of its political subdivisions.

ALTERNATIVE PREREQUISITES FOR FLORIDA CERTIFICATION, ALTERNATIVE CERTIFICATIONS BY STATE AGENCIES

Some purchasing professionals who lack UPPCC certification (CPPB or CPPO) and/or who have not completed NIGP negotiation or contract management classes have none the less completed equivalent professional training and certification offered, for example, by the Institute of Supply Management (formerly NAPM), the National Contract Management Association, or other comparable purchasing/contracting training and certification programs.  Such professionals may complete the Florida specific courses and apply for approval of their prerequisite training and certification provided by these other sources, in order to obtain Florida certification.  When submitting an application for Florida certification, these applicants must submit documentary proof of completion of appropriate alternatives to the NIGP courses and the UPPCC certifications, a copy of the curriculum offered in substitution, and a written explanation of the equivalency to the NIGP/UPPCC prerequisites identified above, provided by themselves or the alternative professional training and certification authority.  The decision by State Purchasing on whether or not to accept the equivalent training/certification and award Florida certification shall be final.

Similarly, the Division of State Purchasing may accept in lieu of the Florida specific courses delivered by State Purchasing, similar courses delivered by Florida state agencies.  Several agencies have for instance already implemented negotiation and contract management training programs which may meet the requirements or the Florida specific training delivered through this program.  When submitting an application for Florida certification, applicants requesting equivalency for other Florida agency training and certification programs must submit documentary proof of completion of appropriate alternatives to the Florida courses and certifications, a copy of the curriculum offered in substitution, and a written explanation of the equivalency to the Florida courses and certifications identified above, provided by themselves or the alternative professional training and certification agency.  The decision by State Purchasing on whether or not to accept the equivalent training/certification and award Florida certification shall be final.

RECERTIFICATION

Florida certifications will be valid for a period of five years.  Recertification will require recertification by the UPPCC (or approved alternative) where such certification was a prerequisite of the Florida certification, and completion of a Florida Recertification Seminar and Application for Recertification, or as required by rule 60A-1.041(7) for Florida Certified Contract Negotiators.
SECTION VIII

INCENTIVES

PROFESSIONAL AND CAREER DEVELOPMENT
Purchasing and contracting professionals will enjoy the benefits of enhanced knowledge, skills and abilities, and the recognition of their peers in the State of Florida and nationally, through this combination of training and certification by the National Institute of Governmental Purchasing, the Universal Public Purchasing Certification Council (NIGP & NASPO), and the State of Florida.  The training provided through this program will enable successful participants to work smarter and accomplish more.  We anticipate that the improved effectiveness, efficiency and economies of Florida trained and certified purchasing professionals will be recognized also by the agencies employing them.

PROCESS ADVANTAGES

Chapter 287, Florida Statutes, and Rule 60A-1, require the use of Florida certified contract negotiators for the award of negotiated contracts exceeding $1,000,000 in total value in any one fiscal year.

PAY AND PROMOTION

At present there are no statutory or rule provisions for salary increases upon certification, or the requirement of certification for employment in purchasing agent, purchasing manager, negotiator, contract manager, or contract administrator positions.  In order for the Division of State Purchasing to commit to these incentives, legislative approval would be required.  However, agencies may take into consideration or even require certifications as part of their recruitment, selection and promotional processes.  We anticipate that Florida certified purchasing professionals will experience improved employment and promotional opportunities with Florida state agencies.

SECTION IX

FORMS

Certification Applications and accompanying documentation may be submitted via facsimile, scanned and transmitted electronically or mailed.

Fax to: 850-414-6122

Scanned and transmitted electronically to: jennifer.prime@dms.myflorida.com




Mailed to:
Department of Management Services

                
Division of State Purchasing

                
Attention: Jennifer Prime   

                
4050 Esplanade Way, Suite 360



Tallahassee, Florida   32399-0950
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Seminar Title:  
       

Seminar Dates:
       

Seminar Location:
       

	Name:
	     

	Title:
	     
	Agency
	     

	Address:
	     

	City, State, Zip:
	     

	E-mail:
	     

	Phone:
	     
	Fax:
	     


Credit Card Information:  (Please Print)

Card Type:
       


Name Printed on Card:
       


(Please Print Name Legibly)

Individual Name:  
       


   (Person Attending Seminar)

Account Number:
       


Expiration Date:
       

Amount of Charge:
       


Authorized Signature:
  

If Pre-payment is made by check, please make payable to: NIGP-Herndon.  Check should be mailed to the address and attention above at least two weeks prior to class.
[image: image4.wmf]
APPLICATION FOR
FLORIDA TRAINER

Name:       
     
     


Last Name 
First Name
 Middle Initial

Agency        
  Official Position/Title:       


Primary responsibility:       

Work Address:       


City:       
  Zip Code:       
  County:       


Work E-mail:  


Work Phone (     )       
  Work Fax (     )       

Training Offered

Training to be offered:       

Attach suggested curriculum and any sample training materials, e.g. PowerPoint presentations, handouts, etc.

Duration of the proposed presentation:       

Qualifications

Purchasing/contracting experience:       

Purchasing certifications:       

Training experience:       

Trainer credentials:       

References:       

Add lines or pages as necessary.  Submit electronically to both of the following:

Kelley Scott, Bureau Chief, kelley.scott@dms.myflorida.com  
Jennifer Prime, Administrative Assistant, jennifer.prime@dms.myflorida.com  


[image: image5.wmf]
APPLICATION FOR CERTIFICATION FOR FLORIDA
PURCHASING AGENT

PLEASE READ APPLICATION THOROUGHLY.  COMPLETE ALL SECTIONS.  PRINT OR TYPE 

FLORIDA CERTIFIED PURCHASING AGENT REQUIREMENTS:

This designation requires Certified Professional Public Buyer (CPPB) or Certified Public Purchasing Officer (CPPO) certification, a certificate of completion of the Public Purchasing in Florida seminar offered by State Purchasing, and a minimum of twelve (12) months experience in a full time purchasing position for the State of Florida or one of its political subdivisions.  A purchasing position is one where the incumbent spends the majority of work time making final decisions on procurement methods, contract and purchase order terms and conditions, source and price, whose decisions may be subject to approval by a purchasing manager, and conducting source selection processes. 

A.  BIOGRAPHICAL INFORMATION:  Date submitted:        

 FORMCHECKBOX 
 Mr.  FORMCHECKBOX 
 Ms.  FORMCHECKBOX 
 Mrs.  FORMCHECKBOX 
 Dr.

If any documentation related to this application was issued under a different last name, please indicate the name as it appears on the documentation (i.e. Transcripts, course completion certificates)         


Name:       
     
     


Last Name 
First Name
 Middle Initial

Agency        
  Official Position/Title       

Work Address       

City:       
  Zip Code:       
  County:       


Work E-mail:       


Work Phone (     )       
  Work Fax (     )       

Home Street Address       

City:       
  State:       
  Zip Code       

Home Phone (     )        
  Home Fax (     )       

B. ELIGIBILITY REQUIREMENTS: 
Please include copies of all certifications and class attendance certificates applicable.

Certified Professional Public Buyer (CPPB) 
       

or
Date Certified

Certified Public Purchasing Officer (CPPO) 
       


Date Certified

Public Purchasing in Florida Seminar  
     


Date Attended

C. WORK EXPERIENCE:

List current public purchasing position on the first line below.  List other previously held procurement related positions on subsequent lines.  You must be currently employed in a public purchasing position, to qualify for the Florida Certified Purchasing Agent program.  An Official Position Description must be included for each purchasing position submitted to meet the experience criteria as indicated.  Applications without the Official Position Description(s) will not be considered until such time as they are provided.  If the position description does not list purchasing responsibilities, a working position description will be required to complement the official position description and to substantiate purchasing functions.  A working position description must be signed and dated by your immediate supervisor.  RESUMES ARE NOT ACCEPTABLE AS A SUBSTITUTE FOR OFFICIAL OR WORKING POSITION DESCRIPTIONS.    

	Dates Employed

(from mo/yr to mo/yr)
	Employer
	City/State
	Official Title

	     

	     
	     
	     

	     

	     
	     
	     

	     

	     
	     
	     

	     

	     
	     
	     

	     

	     
	     
	     


D.  AFFIRMATION STATEMENT:

I hereby affirm that the statements and information set herein are true and correct, and that any falsification or willful misstatements or omissions intended to mislead the State of Florida, Department of Management Services will forfeit my right to certification as a Florida Certified Purchasing Agent.  

Applicant’s Signature  


Date       


[image: image6.wmf]
APPLICATION FOR CERTIFICATION FOR FLORIDA

PURCHASING MANAGER

PLEASE READ APPLICATION THOROUGHLY.  COMPLETE ALL SECTIONS.  PRINT OR TYPE 

FLORIDA CERTIFIED PURCHASING MANAGER REQUIREMENTS:

This designation requires Certified Professional Public Buyer (CPPB) or Certified Public Purchasing Officer (CPPO) certification, a certificate of completion of the Public Purchasing in Florida seminar offered by State Purchasing, and a minimum of three (3) years experience in a full time purchasing position for the State of Florida or one of its political subdivisions of which at least one year must be in a Florida Public Purchasing Management position.  A purchasing management position is one where the incumbent spends the majority of work time supervising one or more purchasing position incumbents, and which may include developing purchasing policies and procedures, and making final decisions on procurement methods, contract and purchase order terms and conditions, source and price, whose decisions may be subject to approval by a higher level manager, and conducting source selection processes. 

 A.  BIOGRAPHICAL INFORMATION:  Date submitted:        

 FORMCHECKBOX 
 Mr.  FORMCHECKBOX 
 Ms.  FORMCHECKBOX 
 Mrs.  FORMCHECKBOX 
 Dr.

If any documentation related to this application was issued under a different last name, please indicate the name as it appears on the documentation (i.e. Transcripts, course completion certificates)       

Name:       
     
     


Last Name 
First Name
 Middle Initial

Agency        
  Official Position/Title       

Work Address       

City:       
  Zip Code:       
  County:       


Work E-mail:       


Work Phone (     )       
  Work Fax (     )       

Home Street Address       

City:       
  State:       
  Zip Code       


Home Phone (     )        
  Home Fax (     )       ________________________

B. ELIGIBILITY REQUIREMENTS: 

Please include copies of all certifications and class attendance certificates applicable.

Certified Professional Public Buyer (CPPB) 
       

or
Date Certified

Certified Public Purchasing Officer (CPPO) 
       


Date Certified

Public Purchasing in Florida Seminar  
     


Date Attended

C. WORK EXPERIENCE:

List current public purchasing position on the first line below.  List other previously held procurement related positions on subsequent lines.  You must be currently employed in a public purchasing position, to qualify for the Florida Certified Purchasing Manager program.  An Official Position Description must be included for each purchasing position submitted to meet the experience criteria as indicated.  Applications without the Official Position Description(s) will not be considered until such time as they are provided.  If the position description does not list purchasing responsibilities, a working position description will be required to complement the official position description and to substantiate purchasing functions.  A working position description must be signed and dated by your immediate supervisor.  RESUMES ARE NOT ACCEPTABLE AS A SUBSTITUTE FOR OFFICIAL OR WORKING POSITION DESCRIPTIONS.    

	Dates Employed

(from mo/yr to mo/yr)
	Employer
	City/State
	Official Title

	     

	     
	     
	     

	     

	     
	     
	     

	     

	     
	     
	     

	     

	     
	     
	     

	     

	     
	     
	     


D.  AFFIRMATION STATEMENT:

I hereby affirm that the statements and information set herein are true and correct, and that any falsification or willful misstatements or omissions intended to mislead the State of Florida, Department of Management Services will forfeit my right to certification as a Florida Certified Purchasing Manager.  

Applicant’s Signature  


Date       


Application for Certification as 
Contract Negotiator

PUR 2011

Instructions.  Section A, subsections 1, 2, or 3 of Section B, and Section C of this form must be completed by applicants seeking certification by the Department of Management Services as a contract negotiator pursuant to rule 60A-1.041, Florida Administrative Code.  The completed application may be sent to the Department by either emailing the scanned image of the application to PURCertification@dms.myflorida.com  , faxing to the Department at (850) 414-6122, or if the applicant cannot submit this form electronically, it may be mailed to State Purchasing, 4050 Esplanade Way, Tallahassee, FL 32399.  A cover sheet is not required.
A.  APPLICANT INFORMATION.

Applicant’s Name    


                                           Last Name                                          First Name                                          Middle Initial

AGENCY ______________________________________________________________________________________ 
Official Position/Title   

Work Address   

City ____________________________ ZIP Code __________ COUNTY   

Work E-mail   

Work Phone (     ) _____________________________ WORK Fax (     )   

B.  Certification Criteria.  

Please check which one of the following three certification criteria applies to the Applicant and provide the information requested (if any).  Applicant may be asked to provide to the Department documentation verifying that applicant has satisfied the criteria provided in rule 60A-1.041, Florida Administrative Code, for certification as a contract negotiator (e.g., copies of course completion certificates, etc.).
___
(1) I have:

(a) Completed either ___ the NIGP General Public Procurement seminar, ___ the NIGP Sourcing in the Public Sector seminar, or ___ Department-approved equivalent on _______________________ [date].  If applicant completed a Department-approved equivalent, please provide the title of the course and attach the corresponding PUR 2012.

_______________________________________________________________________________
(b) Completed ___ the Negotiation Strategies seminar offered by the Department or, ___ Department-approved equivalent on ______________________ [date].  If Applicant completed a Department approved equivalent, please provide the title of the course and attach the corresponding PUR 2012.  

_______________________________________________________________________________
(c) Completed ___ the Department’s Negotiation in Florida seminar or ___ Department-approved equivalent training by another agency of the State of Florida on ______________________ [date].  If Applicant completed a Department-approved equivalent training by another agency of the State of Florida, please provide the title of the course and attach the corresponding PUR 2012.
_______________________________________________________________________________
(d) Worked a minimum of twelve (12) months as either a ___ purchasing agent, ___ contract manager, or ___ contract administrator for the ___ State of Florida or one of its ___ political subdivisions where the job description for the position required that at least half of the individual’s designated duties  included: ___ procuring commodities or services; ___ their participating in ___ contract negotiation, ___ contract management or ___ contract administration; or ___ working as a state or political subdivision agency attorney whose duties included providing legal counsel to an agency’s purchasing or contracting staff (check all that apply).  Please provide the job description for the position(s) identified above.

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
and
(e) ___ led at least one federal, state or local government negotiation team through a negotiated procurement or ___ served on at least three federal, state or local government negotiation teams.  Please identify the negotiation team(s) applicant has led or has served on, the type(s) of services procured and the date Applicant led or served on the negotiation team(s).

___________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
___
(2) I hold a Masters in Business Administration degree or other graduate level business degree from a state accredited college or university and have: 

(a) Completed either ___ the NIGP General Public Procurement seminar, ___ the NIGP Sourcing in the Public Sector seminar or ___ Department-approved equivalent on _______________________ [date].  If Applicant completed a Department-approved equivalent, please provide the title of the course and attach the corresponding PUR 2012.

_______________________________________________________________________________
(b) Completed ___ a semester-long business school or graduate level class on negotiation, the ___ Negotiation Strategies seminar offered by the Department, or ___ Department-approved equivalent on _______________________ [date].  If Applicant completed a semester-long business school or graduate level class on negotiation please provide the name of the business school, the course title, number of semester hours of the course, indicate whether Applicant received a passing grade in the course and provide the date the course was completed by Applicant.   If Applicant completed a Department-approved equivalent, please provide the title of the course and attach the corresponding PUR 2012.  

_______________________________________________________________________________

_______________________________________________________________________________

_______________________________________________________________________________

(c) Completed ___ the Department’s Negotiation in Florida seminar or ___ Department-approved equivalent training by another agency of the State of Florida on _____________________ [date].  If Applicant completed a Department-approved equivalent training by another agency of the State of Florida, please provide the title of the course and attach the corresponding PUR 2012.

_______________________________________________________________________________

(d) worked a minimum of twelve (12) months as either ___ a purchasing agent, ___ contract manager, or ___ contract administrator for the State of Florida or one of its political subdivisions where the job description for the position required that at least half of the individual’s designated duties included: ___ procuring commodities or services; ___ participating in contract negotiations, ___ contract management or ___ contract administration; or ___ working as a state or political subdivision agency attorney whose duties included providing legal counsel to an agency’s purchasing or contracting staff (check all that apply).  Please provide the job description for the position(s) identified above.

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

_______________________________________________________________________________

and
(e) ___ Led at least one federal, state or local government negotiation team through a negotiated procurement or ___ served on at least three federal, state or local government negotiation teams.  Please identify the negotiation team(s) applicant has led or has served on, the type(s) of services procured and the date Applicant led or served on the negotiation team(s). 

___________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

___
3) I am a state or political subdivision agency attorney currently licensed by the Florida Bar and have: 

(a) Completed either: ___ the NIGP General Public Procurement seminar, ___ the NIGP Sourcing in the Public Sector seminar or ___ Department-approved equivalent on _____________________. [date]  If Applicant completed a Department-approved equivalent, please provide the title of the course and attach the corresponding PUR 2012.

_______________________________________________________________________________
(b) Completed ___ a semester-long business school or graduate level class on negotiation, ___ the Negotiation Strategies seminar offered by the Department, or ___ Department-approved equivalent.  If Applicant completed a semester-long business school or graduate level class on negotiation please provide the name of the business school, the course title, number of semester hours of the course, indicate whether Applicant received a passing grade in the course and provide the date the course was completed by Applicant.   If Applicant completed a Department-approved equivalent, please provide the title of the course and attach the corresponding PUR 2012.

_______________________________________________________________________________

_______________________________________________________________________________

_______________________________________________________________________________

_______________________________________________________________________________
_______________________________________________________________________________
(c) Completed ___ the Department’s Negotiations in Florida seminar or ___ Department-approved equivalent training by another agency of the State of Florida.  If Applicant completed a Department-approved equivalent training by another agency of the State of Florida, please provide the title of the course and attach the corresponding PUR 2012.

_______________________________________________________________________________

(d) ___ Worked a minimum of twelve (12) months as a state or political subdivision agency attorney whose duties included providing legal counsel to an agency’s purchasing or contracting staff.  Please provide the job description for this position.

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

and
(e) ___ Led at least one federal, state or local government negotiation team through a negotiated procurement or ___ served on at least three federal, state or local government negotiation teams.  Please identify the negotiation team(s) applicant has led or has served on, the type(s) of services procured and the date Applicant led or served on the negotiation team(s). 

___________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
C.  Applicant AFFIRMATION.

I hereby affirm that the statements and information provided herein are true and correct. 

_____________________________________

Applicant’s Signature  


_____________________________________

Date  


the remainder of this page is intentionally left blank

Department of management services use only
Request for Certification:

· Approved:

________


· Denied:

________

Basis for denial (if applicable):

_____________________________________________________________________________________________

_____________________________________________________________________________________________

_____________________________________________________________________________________________

_____________________________________

Director of State Purchasing (or designee)  


_____________________________________
Date  

[image: image7.wmf]
APPLICATION FOR CERTIFICATION FOR FLORIDA
CONTRACT MANAGER
PLEASE READ APPLICATION THOROUGHLY.  COMPLETE ALL SECTIONS.  PRINT OR TYPE 

FLORIDA CERTIFIED CONTRACT MANAGER REQUIREMENTS:

This designation requires a certificate of completion of the National Institute of Governmental Purchasing (NIGP) Contract Management or Contract Administration seminar, a certificate of completion of the Contract Management in Florida seminar, Best Practices for Contract and Grant Management in Florida, and a minimum of either twelve (12) months experience in a full time purchasing position for the State of Florida or one of its political subdivisions, or twelve (12) months cumulative experience managing on or more contracts for a Florida state agency or political subdivision.  A purchasing position is one where the incumbent spends the majority of work time making final decisions on procurement methods, contract and purchase order terms and conditions, source and price, whose decisions may be subject to approval by a purchasing manager, and conducting source selection processes.  Managing a contract means having the responsibility to assure that a contractor performs satisfactorily its obligations, on time, and within budget, as a condition to contract continuation and invoice payment.

 A.  BIOGRAPHICAL INFORMATION:  Date submitted:        

 FORMCHECKBOX 
 Mr.  FORMCHECKBOX 
 Ms.  FORMCHECKBOX 
 Mrs.  FORMCHECKBOX 
 Dr.

If any documentation related to this application was issued under a different last name, please indicate the name as it appears on the documentation (i.e. Transcripts, course completion certificates)       

Name:       
     
     


Last Name 
First Name
 Middle Initial

Agency        
  Official Position/Title       

Work Address       

City:       
  Zip Code:       
  County:       


Work E-mail:       


Work Phone (     )       
  Work Fax (     )       

Home Street Address       

City:       
  State:       
  Zip Code       

Home Phone (     )        
  Home Fax (     )       


B. ELIGIBILITY REQUIREMENTS: 

Please include copies of all certifications and class attendance certificates applicable.

NIGP Contract Management Seminar  
       


or
Date Certified

NIGP Contract Administration Seminar  
       



Date Certified

Contract Management in Florida Seminar
        


Date Attended

Best Practices for Contract & Grant Management
__     ________________________________________

C. WORK EXPERIENCE:



Date Attended
List current public purchasing or contract administration position on the first line below.  List other previously held procurement related positions on subsequent lines.  You must be currently employed in a public purchasing position, to qualify for the Florida Certified Contract Manager program.  An Official Position Description must be included for each purchasing position submitted to meet the experience criteria as indicated.  Applications without the Official Position Description(s) will not be considered until such time as they are provided.  If the position description does not list purchasing responsibilities, a working position description will be required to complement the official position description and to substantiate purchasing functions.  A working position description must be signed and dated by your immediate supervisor.  RESUMES ARE NOT ACCEPTABLE AS A SUBSTITUTE FOR OFFICIAL OR WORKING POSITION 

DESCRIPTIONS.    

	Dates Employed

(from mo/yr to mo/yr)
	Employer
	City/State
	Official Title

	     

	     
	     
	     

	     

	     
	     
	     

	     

	     
	     
	     

	     

	     
	     
	     

	     

	     
	     
	     


D.  AFFIRMATION STATEMENT:

I hereby affirm that the statements and information set herein are true and correct, and that any falsification or willful misstatements or omissions intended to mislead the State of Florida, Department of Management Services will forfeit my right to certification as a Florida Certified Contract Manager.  

Applicant’s Signature  
Date         


APPLICATION FOR RE-CERTIFICATION FOR FLORIDA CERTIFIED
PURCHASING AGENT

PLEASE READ APPLICATION THOROUGHLY.  COMPLETE ALL SECTIONS.  PRINT OR TYPE 

FLORIDA CERTIFIED PURCHASING AGENT REQUIREMENTS:

This designation requires a current Certified Professional Public Buyer (CPPB) or Certified Public Purchasing Officer (CPPO) certification, a certificate of completion of Advanced Purchasing Workshop, and a minimum of twelve (12) months experience in a full time purchasing position for the State of Florida or one of its political subdivisions.  A purchasing position is one where the incumbent spends the majority of work time making final decisions on procurement methods, contract and purchase order terms and conditions, source and price, whose decisions may be subject to approval by a purchasing manager, and conducting source selection processes.

A.  BIOGRAPHICAL INFORMATION:  Date submitted recertification application:        



      DATE ORIGINALLY CERTIFIED AS A PURCHASING AGENT
       



___ Mr. ___ Ms. ___ Mrs. ___ Dr.

If any documentation related to this application was issued under a different last name, please indicate the name as it appears on the documentation (i.e. Transcripts, course completion certificates)    


Name:  

                          Last Name                  First Name                 Middle Initial
Agency _____________________ Official Position/Title  

Work Address  

City ____________________________ ZIP Code __________ COUNTY  

Work E-mail:  


Work Phone (     ) _____________________ HOME Phone (     )  

Home Street Address  

City _____________________________ STATE ___________ Zip Code  

B. ELIGIBILITY REQUIREMENTS: 

Please include copies of all certifications and class attendance certificates applicable.
Certified Professional Public Buyer (CPPB) 
from                                                 to


Or
Date Certified

Certified Public Purchasing Officer (CPPO) 
from                                                 to    



Date Certified

Advanced purchasing Workshop
           


                                                                                                                                    (Date Attended)



        

C. WORK EXPERIENCE:
List current public purchasing position on the first line below.  List other previously held procurement related positions on subsequent lines.  You must be currently employed in a public purchasing position, to qualify for the Florida Certified Purchasing Agent program.  An Official Position Description must be included for each purchasing position submitted to meet the experience criteria as indicated.  Applications without the Official Position Description(s) will not be considered until such time as they are provided.  If the position description does not list purchasing responsibilities, a working position description will be required to complement the official position description and to substantiate purchasing functions.  A working position description must be signed and dated by your immediate supervisor.  RESUMES ARE NOT ACCEPTABLE AS A SUBSTITUTE FOR OFFICIAL OR WORKING POSITION DESCRIPTIONS.    

	Dates Employed

(from mo/yr to mo/yr)
	Employer
	City/State
	Official Title

	
	
	
	

	
	
	
	

	
	
	
	


D.  AFFIRMATION STATEMENT:

I hereby affirm that the statements and information set herein are true and correct, and that any falsification or willful misstatements or omissions intended to mislead the State of Florida, Department of Management Services will forfeit my right to certification as a Florida Certified Purchasing Agent.  

Applicant’s Signature  


Date  


APPLICATION FOR RE-CERTIFICATION FOR FLORIDA CERTIFIED

PURCHASING MANAGER
PLEASE READ APPLICATION THOROUGHLY.  COMPLETE ALL SECTIONS.  PRINT OR TYPE 

FLORIDA CERTIFIED PURCHASING MANAGER REQUIREMENTS:

This designation requires Certified Professional Public Buyer (CPPB) or Certified Public Purchasing Officer (CPPO) certification, a certificate of completion of advanced Purchasing workshop, and a minimum of three (3) years experience in a full time purchasing position for the State of Florida or one of its political subdivisions of which at least one year must be in a Florida public purchasing management position.  A purchasing management position is one where the incumbent spends the majority of work time supervising one or more purchasing position incumbents, and which may include developing purchasing policies and procedures, and making final decisions on procurement methods, contract and purchase order terms and conditions, source and price, whose decisions may be subject to approval by a higher level manager, and conducting source selection processes. 

A.  BIOGRAPHICAL INFORMATION:  Date submitted recertification application:        



      DATE ORIGINALLY CERTIFIED AS A PURCHASING MANAGER
       



___ Mr. ___ Ms. ___ Mrs. ___ Dr.

If any documentation related to this application was issued under a different last name, please indicate the name as it appears on the documentation (i.e. Transcripts, course completion certificates)  

Name:  

                          Last Name                  First Name                 Middle Initial

Agency _____________________ Official Position/Title   

Work Address  

City ____________________________ ZIP Code __________ COUNTY   

Work E-mail  

Work Phone (     ) _____________________ HOME Phone (     )  

Home Street Address   

City ______________________________ State ___________ Zip Code   


B. ELIGIBILITY REQUIREMENTS: 

Please include copies of all certifications and class attendance certificates applicable.
Certified Professional Public Buyer (CPPB) 
from                                               to


Or
Date Certified

Certified Public Purchasing Officer (CPPO) 
from                                              to       



Date Certified

Advanced Purchasing Workshop                 

             
                                                                                                                        (Date Attended)
C. WORK EXPERIENCE:
List current public purchasing position on the first line below.  List other previously held procurement related positions on subsequent lines.  You must be currently employed in a public purchasing position, to qualify for the Florida Certified Purchasing Manager program.  An Official Position Description must be included for each purchasing position submitted to meet the experience criteria as indicated.  Applications without the Official Position Description(s) will not be considered until such time as they are provided.  If the position description does not list purchasing responsibilities, a working position description will be required to complement the official position description and to substantiate purchasing functions.  A working position description must be signed and dated by your immediate supervisor.  RESUMES ARE NOT ACCEPTABLE AS A SUBSTITUTE FOR OFFICIAL OR WORKING POSITION DESCRIPTIONS.    

	Dates Employed

(from mo/yr to mo/yr)
	Employer
	City/State
	Official Title

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


D.  AFFIRMATION STATEMENT:

I hereby affirm that the statements and information set herein are true and correct, and that any falsification or willful misstatements or omissions intended to mislead the State of Florida, Department of Management Services will forfeit my right to certification as a Florida Certified Purchasing Manager.  

Applicant’s Signature  


Date  


APPLICATION FOR RE-CERTIFICATION FOR FLORIDA CERTIFIED
CONTRACT NEGOTIATOR
PLEASE READ APPLICATION THOROUGHLY.  COMPLETE ALL SECTIONS.  PRINT OR TYPE 

FLORIDA CERTIFIED CONTRACT NEGOTIATOR REQUIREMENTS:

This designation requires compliance with rule 60A-1.041, Florida Administrative Code.

A.  BIOGRAPHICAL INFORMATION:  Date submitted recertification application:        



      DATE ORIGINALLY CERTIFIED AS A CONTRACT NEGOTIATOR
       


 FORMCHECKBOX 
 Mr.  FORMCHECKBOX 
 Ms.  FORMCHECKBOX 
 Mrs.  FORMCHECKBOX 
 Dr.

If any documentation related to this application was issued under a different last name, please indicate the name as it appears on the documentation (i.e. Transcripts, course completion certificates)       

Name:       
     
     


Last Name 
First Name
 Middle Initial

Agency        
  Official Position/Title       

Work Address       

City:       
  Zip Code:       
  County:       


Work E-mail:       


Work Phone (     )       
  Home Phone (     )       

Home Street Address       

City:       
  State:       
  Zip Code       

B. ELIGIBILITY REQUIREMENTS: 

I have led one (1) or participated in three (3) or more federal, state or local government negotiated procurements during the preceding five (5) year certification period and am be currently employed in a state or local government position that the job description for the position includes contract negotiations. 

Please include copies of applicable proof that you have led one (1) competitive negotiation team or served on three (3) competitive negotiation teams (ie. ITN, RFP).  


Please provide a copy of the class attendance certificate.

Advanced Negotiation Workshop                                                                                                   
     









(Date Attended)

C. WORK EXPERIENCE:

Please list current public purchasing, contract management, contract administration or attorney position information on the first line below.  List other previously held related positions on subsequent lines.  You must be currently employed in a position specified by rule 60A-1.041, FAC,, to qualify for the Florida Certified Contract Negotiator program.  An Official Position Description must be included for each qualifying position submitted to meet the experience criteria as indicated.  Applications without the Official Position Description(s) will not be considered until such time as they are provided.  If the position description does not list relevant responsibilities, a working position description will be required to complement the official position description and to substantiate purchasing functions.  A working position description must be on agency letterhead signed and dated by your immediate supervisor.    RESUMES ARE NOT ACCEPTABLE AS A SUBSTITUTE FOR OFFICIAL OR WORKING POSITION DESCRIPTIONS.

	Dates Employed

(from mo/yr to mo/yr)
	Employer
	City/State
	Official Title

	     

	     
	     
	     

	     

	     
	     
	     

	     

	     
	     
	     

	     

	     
	     
	     

	     

	     
	     
	     


D.  AFFIRMATION STATEMENT:

I hereby affirm that the statements and information set herein are true and correct, and that any falsification or willful misstatements or omissions intended to mislead the State of Florida, Department of Management Services will forfeit my right to certification as a Florida Certified Contract Negotiator.  

Applicant’s Signature  


Date       


APPLICATION FOR RE-CERTIFICATION FOR FLORIDA CERTIFIED
CONTRACT MANAGER

PLEASE READ APPLICATION THOROUGHLY.  COMPLETE ALL SECTIONS.  PRINT OR TYPE 

FLORIDA CERTIFIED CONTRACT MANAGER RECERTIFICATION REQUIREMENTS:

This designation requires a certificate of completion of the Advanced Contract Management Workshop and a minimum of either twelve (12) months experience in a full time purchasing position for the State of Florida or one of its political subdivisions, or twelve (12) months cumulative experience managing one or more contracts for a Florida state agency or political subdivision.  A purchasing position is one where the incumbent spends the majority of work time making final decisions on procurement methods, contract and purchase order terms and conditions, source and price, whose decisions may be subject to approval by a purchasing manager, and conducting source selection processes.  Managing a contract means having the responsibility to assure that a contractor performs satisfactorily its obligations, on time, and within budget, as a condition to contract continuation and invoice payment.

 A.  BIOGRAPHICAL INFORMATION:  Date submitted recertification application:        


      DATE ORIGINALLY CERTIFIED AS A CONTRACT MANAGER
       


___ Mr. ___ Ms. ___ Mrs. ___ Dr.
If any documentation related to this application was issued under a different last name, please indicate the name as it appears on the documentation (i.e. Transcripts, course completion certificates)  

Name:  

                          Last Name                  First Name                 Middle Initial
Agency _____________________ Official Position/Title  

Work Address  

City ____________________________ ZIP Code __________ COUNTY  

Work E-mail  


Work Phone (     ) _____________________ HOME Phone (     )  

Home Street Address  

City ______________________________ State ___________ Zip Code  

B. ELIGIBILITY REQUIREMENTS: 

Please provide a copy of the class attendance certificate. 


Advanced Contract Management workshop
                                                                                    


            (Date attended)



**If you were certified prior to July 1, 2007 a new course was added “Best Practices for Contract & Grant Management” as a requirement for certification.
Best Practices for Contract and Grant management         



                                    (Date Attended)

C. WORK EXPERIENCE:
List current public purchasing position on the first line below.  List other previously held procurement related positions on subsequent lines.  You must be currently employed in a public purchasing position, to qualify for the Florida Certified Contract Manager program.  An Official Position Description must be included for each purchasing position submitted to meet the experience criteria as indicated.  Applications without the Official Position Description(s) will not be considered until such time as they are provided.  If the position description does not list purchasing responsibilities, a working position description will be required to complement the official position description and to substantiate purchasing functions.  A working position description must be signed and dated by your immediate supervisor.  RESUMES ARE NOT ACCEPTABLE AS A SUBSTITUTE FOR OFFICIAL OR WORKING POSITION DESCRIPTIONS.    

	Dates Employed

(from mo/yr to mo/yr)
	Employer
	City/State
	Official Title

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


D.  AFFIRMATION STATEMENT:

I hereby affirm that the statements and information set herein are true and correct, and that any falsification or willful misstatements or omissions intended to mislead the State of Florida, Department of Management Services will forfeit my right to certification as a Florida Certified Contract Manager.  

Applicant’s Signature  
Date  
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Department of Management Services


Division of State Purchasing


Attn: Jennifer Prime


Email: � HYPERLINK "mailto:Jjennifer.prime@dms.myflorida.com" �Jjennifer.prime@dms.myflorida.com�  


Fax (850) 414-6122


4050 Esplanade Way, Suite 360 


Tallahassee, FL 32399-0950


Telephone (850) 488-8366
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