
Massachusetts Facility Administrator’s Association

Certified Facility Administrator (CFA) Certification Procedure

The Massachusetts Facilities Administrator’s Association recognized the need for a credentialing process to validate the professional expertise that members possess. The association established the certification program for Certified Facility Administrator (CFA) to allow members to receive the professional recognition they deserve for their experience, education, licensure and responsibility which they exercise on a daily basis. 

Facilities management has had a long history of being a unique field. It is a diverse and varied field which includes many of the established management titles with a mix of engineering, personnel, legal, purchasing, accounting and applications functions. The CFA certification will validate your experience in these fields and other facility maintenance specialties to establish a level of professional competence in the facilities management role.
The process for receiving a Certified Facility Administrator (CFA) designation includes a credentialing process where the applicant’s application, with supporting documents, are reviewed by the certification committee. If the committee feels that the applicant has the minimum requirements, 100 of 135 available points, required for certification they will issue the CFA certificate to the applicant. Applicants who do not meet the minimum requirements will receive a letter itemizing the areas in which they need to gain more knowledge and experience to qualify for certification.  There is no additional cost for re-examination. When completed, these items should be submitted to the committee for further review. Once the candidate has achieved their certification of CFA an official letter will be issued, by the Association, to his or her supervisor recognizing their achievement in facility management.

Point values will be awarded on an adjusted scale up to the maximums listed. Examples might be; an applicant has 10 hours of formal education and 20 CEU’s (Continuing Ed Units) they could receive 5 of the 10 points for education, an applicant does not create the energy budget but manages the use and conservation of energy, they may receive points for energy management vs. purchasing. This is why it’s important to detail all responsibilities. An applicant letter and/or cover sheet in each section may serve to support the extent of involvement and experience in areas of expertise. If the committee needs further explanation they will request it from the applicant.
Three copies of the certification package, submitted to the credentialing committee, should begin with the application, a copy of your resume, including a minimum of ten years of employment in facilities with 5 years as Manager or Director, a letter of recommendation from your immediate supervisor, if possible, highlighting your responsibilities. We also need the documents supporting your education, experience, licenses, certificates and other pertinent information. It is suggested that you submit your documents in 3 small 3-ring binders with tabs. Your supporting documentation should be arranged in the subject order listed below in sections 1-8 on the evaluation form. The list, in the sections, highlights what should be included to help you in set up your notebooks. It is strongly suggested that each applicant begin each section with a fact summary sheet listing items included and why they feel that they’ve qualified for that section. Place your supporting documentation behind it to complete section.
 These are the evaluation guidelines and you may have a varied portfolio, so include all subjects that you have utilized in the performance of your duties in facilities management. Include in-depth, measurable performances for each subject you are including. 
Generally the committee will receive the certification packages at the monthly meeting. The committee will be reviewing 4 applicants a month. If you have exceeded the minimum requirements for the CFA you will be awarded your certification within one month. 

Contact a member of the CFA Committee for information on delivery of your certification package.

Bob Graham

Natick

508-647-6504

Bill Ritchie

Milton

617-696-5040 ext 5570

Brian Lynch

Dedham
781-461-5981

Please include application fee of $100.00. Make checks payable to MFAA.

MFAA Certified Facility Administrator Evaluation Form

	Applicant:
	
	
	Date:
	

	Reviewer:
	
	
	Total Points:
	


Section 1:
Application and Experience (A rating of “No” for any question in Section 1 indicates that the application should be rejected and the fee returned.)

	Section 1 Total
	N/A


	Criteria
	YES
	NO

	Is the application form enclosed?
	
	

	Has the application fee been paid?
	
	

	Is the applicant’s resume enclosed and current?
	
	

	Is the applicant’s Job Description enclosed and current?
	
	

	Currently working or retired as a Facility Manager or Director?
	
	

	5 years as Facility Manager or Director
	
	

	Does the applicant have ten years experience eight of which are in a facilities related field?
	
	

	Is the applicant a current member of the MFAA in good standing?
	
	


Section 2:
Education and Longevity: (40) possible points





	Section 2 Total
	


	Criteria
	Points

	BS/BA Degree in Facilities, Engineering or Business (20 points)
	

	BS/BA Degree in non-related field (15 Points)
	

	60-100 hours of courses towards a related BS/BA degree (12 points)
	

	AS/AA Degree in Facilities, Engineering or Business (15 points) note: no points if BS/BA awarded
	

	AS/AA Degree in non-related field (10 Points)
	

	10-40 hours of courses towards a related AS degree (5 points)
	

	15 or more years as a Supervisor, Engineer, Manager or Director of Facilities(20 points)
	

	10 years as a Supervisor, Engineer, Manager or Director (15 points)
	

	Applicant may enclose a letter of recommendation from his/her immediate supervisor?
	N/A


Section 3:
Managing Facilities and Maintenance: (20) possible points
	Section 3 Total
	


	Criteria
	Points

	Do you manage less than 3 buildings or less than 100,000 square feet? (5 points)
	

	Do you manage more than 3 buildings or greater than 200,000 square feet? (8 points)
	

	Do you manage more than 6 buildings or more than 500,000 square feet? (10 points)
	

	Do you oversee major construction or renovation projects for the district? (10 points)
	

	Are you an active member at building committee meetings? (5 points)
	

	Do you write and implement maintenance procedures, SOP’s, and plans? (10 points)
	

	Coordinate internal and external maintenance work schedule? (10points)
	


MFAA Certified Facility Administrator Evaluation Form

Section 4:
Managing Personnel: (20) possible points
	Section 4 Total
	


	Criteria
	Points

	Do you have more than 50 employees? (10 points)
	

	Do you have less than 50 employees? (5 points)
	

	Do you evaluate all employees for the District? (10 points)
	

	Are you an active member of a hiring review board? (5 points)
	

	Are you an active member of a Labor Negotiation Committee? (2 points)
	

	
	


Section 5:
Budgets and Purchasing: (20) possible points
	Section 5 Total
	


	Criteria
	Points

	Has the applicant passed all courses to become an MCPPO?  (10 points)
	

	Has the applicant completed and passed Public Contracting Overview?  (5 points)
	

	Has the applicant completed and passed Supplies and Services Contracting?  (5 points)
	

	Has the applicant completed and passed Design and Construction Contracting?  (5 points) 
	

	Does the applicant have procurement responsibilities for his/her department?  (8 points)
	

	Does the applicant prepare bid specifications for his/her department?  (8 points)
	

	The applicant develops, presents and defends the maintenance budget? (8 points)
	

	Does the applicant forecast, and budget utilities and commodities?  (5 points)
	

	Does the applicant procure energy contracts? (5 points)
	


Section 6:
Energy and Technology:  (5) possible points
	Section 6 Total
	


	Criteria
	Points

	Does the applicant utilize energy conservation measures for utilities and commodities?  (3 points)
	

	Does the applicant use and understand Computerized Maintenance Software as well as Direct Digital Controls and is he/she skilled in the use of computers?  (3 points)
	


Section 7:
Capital Planning: (5) possible points
	Section 7 Total
	


	Criteria
	Points

	Does the applicant produce an annual Capital Plan as well as a long range (5 year) plan which is used by the Town for renovating facilities? (5 points)
	


MFAA Certified Facility Administrator Evaluation Form

Section 8:
Licenses, Certifications and Regulatory Experience: (25) possible points
The applicant has the opportunity, in this section, to receive a total of 15 points for other licenses, certifications and course credits for facilities related issues.  Please insert a copy of each.

	Section 8 Total
	


	Criteria
	DESCRIPTION
	Points

	Regulatory (5 points)
	Up to date AHERA Management Plans for all buildings
	

	Regulatory (5 points)
	Current Integrated Pest Management Plan filed with State
	

	License (10 points)
	MA Construction Supervisor License
	

	License (5 points)
	Asbestos Management Planner
	

	License (5 points)
	Asbestos Management Inspector
	

	License (10 points)
	MA Fireman’s License
	

	License (10 points)
	MA NTNC Water Supply License
	

	License (10 points)
	
	

	License (10 points)
	
	

	License (10 points)
	
	

	Professional memberships (2 points)
	
	

	Professional memberships (2 Points)
	
	

	IFMA Certification (10) points 
	Certified Facility manager
	

	AFE Certification      (10 points)
	Certified Plant Engineer
	

	Certification (5 points)
	Certified Building Operator
	

	Certification (5 points) 
	
	

	Certification (5 points)
	
	

	Certification (5 points) 
	
	

	Related Course 2 points
	
	

	Related Course 2 points
	
	

	Related Course 2 points
	
	

	Responsible Area *
	
	

	Responsible Area *
	
	

	Responsible Area *
	
	

	Responsible Area *
	
	

	Responsible Area *
	
	

	Responsible Area *
	
	


* Note:  This represents an area of responsibility, such as “Student Transportation” or “District Snow Removal” that you perform in your community but is most likely a unique item in your Job Description or your District.  These areas will be given points by the reviewing committee to a maximum of 10 points depending on your rationale.

Massachusetts Facility Administrator’s Association

Certified Facility Administrator (CFA) Application
Name__________________________   Title__________________________________

Employer _______________________________________ Division _______________

Address __________________________ City ____________ State _____ Zip _______

Phone _____________________
E-Mail __________________________________

Home Address _________________________ City ______ State ______  Zip _______

Years of service in the facility maintenance field ________
Hours or degree in formal education _________________________________________

Please attach a copy of a current resume. (Include all facility related experience)

Three copies of the certification package, submitted to the credentialing committee, should begin with the application, a copy of your resume, including a minimum of ten years of employment, in facilities, with 5 years as manager or director, a letter of recommendation from your immediate supervisor, if possible, highlighting your responsibilities. We also need the documents supporting your education, experience, licenses, certificates and other pertinent information. It is suggested that you submit your documents in 3 small 3-ring binders with tabs. Your supporting documentation should be arranged in the subject order listed below in sections 1-8 on the evaluation form. The list, in the sections, highlights what should be included to help you in set up your notebooks. It is strongly suggested that each applicant begin each section with a fact summary sheet listing items included and why they feel that they’ve qualified for that section. Place your supporting documentation behind it to complete section.

 These are the evaluation guidelines and you may have a varied portfolio, so include all subjects that you have utilized in the performance of your duties in facilities management. Include in-depth, measurable performances for each subject you are including. 
Generally the committee will receive the certification packages at the monthly meeting. The committee will be reviewing 4 applicants a month. If you have exceeded the minimum requirements for the CFA you will be awarded your certification within one month. Contact a member of the CFA Committee for information on delivery of your certification package.

Bob Graham

Natick

508-647-6504

Bill Ritchie

Milton

617-696-5040 ext 5570

Brian Lynch

Dedham
781-461-5981

Please include application fee of $100.00. Make checks payable to MFAA.

Signed: _____________________________________   Date ________________
