The following is a sample and attached qualification statement for someone asking for a Basic level warrant.

FROM: Director, Any Service (0000)

SUBJ: Request for Appointment of (Mr./Ms.) John/Jane Doe as a Contracting Office at the Basic Level.

TO: Head of the Contracting Activity (03)

1. There is a clear and convincing need to appoint Mr./Ms. John/Jane Doe at the Basic Level for the following reasons:

a. List the reason why John/Jane Doe requires a Basic Level warrant.

b. List the reason why a warrant is required for this position in Any Service (0000).

2. The candidate’s Qualification Statement is attached.

The candidate’s experience and training meet the established minimum qualifications for certification at the Basic Level.

3. Mr./Ms. Doe’s last performance rating at his current position as________________ in the Any Service was Successful.

4. I certify that the candidate’s knowledge of the Federal Acquisition Regulation (FAR); the Department of Veterans Affairs Acquisition Regulation (VAAR), and other applicable laws and regulations are adequate for the level of authority I am requesting.

5. I further certify that the candidate maintains high standards of conduct and avoids apparent conflict of interest situations.  

CONTRACTING OFFICER QUALIFICATIONS

Name:  SSN

Position Title, Series and Grad

Location:

RELEVANT PROCUREMENT EXPERIENCE WITHIN THE LAST 5 YEARS:

Employer:

Date Employed:

Functional Description of Work:

Education:

Name/Location of High School:

Diploma:

Name/Location of College/University:

Degree:

Year Attended:

PROCUREMENT RELATED COURSES

Course:

Dates Attended:

Duration:

Description of Course:

ADDITIONAL RELEVANT PROCUREMENT EXPERIENCE

Employer:

Dates Employed:

Position, Title, Series and Grade:

Description of duties:

Signed and Dated 

Functional Description of Work:

Education:

Name/Location of High School:

Diploma:

Name/Location of College/University:

Degree:

Year Attended:

PROCUREMENT RELATED COURSES

Course:

Dates Attended:

Duration:

Description of Course:

ADDITIONAL RELEVANT PROCUREMENT EXPERIENCE

Employer:

Dates Employed:

Position, Title, Series and Grade:

Description of duties:

Signed and Dated

