
Registration Form for FAC-C Training at the
VA Acquisition Academy
Instructions to the Student

1. Make sure you have completed all required prerequisite courses prior to submitting a registration request.  Prerequisites are indicated in the course catalogue.

2. Download this Registration Form, complete it, and save it. You MUST include your grade, job series and job title in order for us to process your application. 

3. Attach your completed Registration Form to an email to your supervisor requesting his or her approval and priority rating.

4. If your supervisor grants approval, he or she will forward your email and completed Registration Form with his or her approval of your registration request and the assignment of a priority rating for this training to the VAAA Registrar at vaaaregistrar@va.gov.
5. Upon receipt of the approved registration request, the Acquisition Academy will enroll you either in the class requested, or your alternate choice.  If neither choice is available you will be contacted to discuss alternatives if classes are full or if you have not indicated below that you have met required course prerequisites.

6. Expect to receive a confirmation email from the Acquisition Academy by 5 weeks prior to the class start date.  Please do not make non-refundable travel arrangements unless you have received a class confirmation email from the Acquisition Academy.

7. Access and complete any pre-class assignments, if applicable, in accordance with instructions provided in your pre-class assignment email approximately 5 weeks prior to the beginning of class, after the class confirmation e-mail.
8. Students must fully attend, complete all coursework, and receive a passing grade to earn a Course Completion Certificate.  All Certificates will be sent out 4 to 6 weeks after course completion.

9. In order to fully utilize capacity, any student needing to cancel must do so by 21 days prior to the class start date. All cancellations must be approved by your supervisor. Cancellations within the 21 day window will only be accepted if your supervisor makes a positive statement that emergency leave was authorized or sick leave was required.  Students who do not have an approved cancellation and do not show up will not be able to re-register for this course through the VAAA for 6 months.  To cancel a course registration, your supervisor must provide notice 21 days in advance by email to: vaaaregistrar@va.gov.  No shows will be charged as if they attended.  By approving this application, both the student and supervisor acknowledge and accept this policy.

	Student First Name
	
	Supervisor Name
	

	Student M. I.
	
	Supervisor Phone Number
	

	Student Last Name
	
	Supervisor Email
	

	Student Job Series
	
	Student agency/organization
	

	Student Job Title
	
	Sub-organization (if applicable)
	

	Student Email
	
	Student Work Phone
	

	Street Address
	
	Student Cell Phone
	

	Bldg/Rm/Mail Code
	
	Student Fax Number
	

	State
	
	City
	

	Zip
	
	
	

	Please register me for this course:  (type in course name and dates, which can be found on the following web page: http://www.acquisitionacademy.va.gov. 
Course Name: ____________________________________ Course Date:  _____________________________________
Alternate Date:  ___________________________________


	Please indicate whether or not you have completed the appropriate course prerequisites by indicating one of the following: 

_____  Yes

_____  No

_____  None required for this course

_____  Will be completed prior to class (If not completed prior to class, student will lose a spot in the class)

	Please complete the following information for payment:
	

	Cardholder’s Name:
	
	Email address:
	
	

	Work Phone:
	
	Card Type: 
	 FORMCHECKBOX 
 Visa    FORMCHECKBOX 
 Master Card
	

	Card Number:
	
	Exp Date:
	
	

	Billing Address:
	
	City, State and Zip:
	
	


Student Questions

You can contact VAAA Registrar by:  Email at vaaaregistrar@va.gov , Voicemail at (202) 461-0717
Website at www.acquisitionacademy.va.gov
Instructions to the Student’s Supervisor

Please indicate both your approval and your priority rating of this request in an email forwarding the student registration form to the VAAA Registrar @ vaaaregistrar@va.gov
Priority Ratings

Priority 1: Course is required for job and training must be completed within 6 months
Priority 2: Course is required for job and training must be completed within a year
Priority 3: Course is not required for current job
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