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substantialeducation,training,andexperience 
requirementsdesignedtocreateacadreof 
highly-skilledacquisitionprofessionals.Theyalso 
establishorganizationalresponsibilitiesandpolicy 
objectivesforeachoftheelementsoftheAWP 
accession,education,training,experience, 
assignmentpromotion,andretention.References 
(e)and(f)provideguidanceforfulfillingtraining 
requirements.Thisinstructionprovidesthe 
frameworkforimplementingreferemxs(a) 
through(f).Enclosure(1)establishesprocedures 
tobeusedinimplementingtheAWP. 

4.Scope.ThisinstructionappliestoDON active 
andreservemilitaryandcivilianacquisitionwork-
forcemembers,AcquisitionProfessionalCommuni­
ty(AK)members,andapplicantstoacquisition 
worlcforcepositionsortheAX. ExecutiveLevel, 
FederalWageSystem,NonappropriatedFund, 
foreignnational,andthirdcountrynational 
employeesarenotacquisitionworkforcemembers. 

5.RogramElements.Theprimaryobjectivesof 
theAWP aretoattrac~select,develop,and 
retainahighlyqualifkx!workforcecapableof 
performingcumentandfutureDON acquisition 
functions.TomeettheseobjectivestheAWP 
shallincludethefollowingelements. 

Procedures 
a.Identifkationofacquisitionpositions, 

1.Purpose.Toreviseandreissuepoliciesand 
proceduresfortheDepartmentofh-Navy 
@N) AcquisitionWorlcforceProgram(AWP). 
Thisinstructionisacompleterevisionandshould 
bereadinitsentirety. 

2.Cancellation.SECNAVINST5300.33, 
SECNAVINST5300.34,SECNAVINST 
12400.2A,SECNAVINST12400.4,and 
SECNAVINST12950.11. 

3.Background.References(a)through(d) 
focusonthedevelopmentofaworkforcewiththe 
skillsandattributesrequiredtomanageeffectively 
theDefenseacquisitionprocess.Theydemand 

criticalacquisitionpositions(CAPS):and 
developmentalacquisitionpositionsandthe 
designationof@osepositionsintooneof13 
acquisitionpositioncategoriesunsealbyDON (see 
enclosure(l),part4fordefinitions). 

b.Effectivemanagement(includingaccession, 
education,training,careerdevelopmen~and 
retention)ofpersonsservinginDON acquisition 
positions. 

c Identifkationandassignmentofacquisition 
workforcememberstooneof10primarycareer 
fieldsusedbyDON (seeenclosure(l),part4 for 
definitions). 
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d. Establishmentandmanagementofcareer 
developmentprograms,includingatuition 
assistamprogram,necessarytoprovide 
man@cxyeducation.experience,andtrainingto 
acquisitionworkfixcemembers. 

e. Establishmentandcareermanagementof 
anAK, aselectcadreofhighlyquaiifkd 
acquisitionprofessionals.CAPS shallbe ffledby 
membersoftheAX Thereshallbefull 
reciprocitybetweentheDON APC andother 
DepartmentofDefense(DOD)AcquisitionCorps. 

f.Effectiveadminishationofeducationand 
trainingreswcesrequiredfordevelopmentof 
acquisitionworkforcemembers. 

g. EstablishmentofprodurestoSem 
assign,retain,androtateacquisitionworkfome 
memberstoacquisitionpositions,including 
developmentalpositionsandCAPS. 

h. Managementofacentralizeacquisition 
internandcooperativeeducationprogramto 
provideasourceofhighlyqualifiedcandidatesfor 
high-levelacquisitionpositions. 

i.Establishmentofprocedurestoevaluate 
theeffectivenessofthevariouselementsofthe 
AWP. 

j. Establishmentandmaintenanceofa 
reportinganddatabasemanagementinformation 
system(MIS)tosupportmanagementoftheDON 
AWP andthereportingrequirementsestablished 
inreferences(a),(c),and(d). 

6. ProgramObjectives.ItisDON AWP policy 
toensurethefollowingobjectivesare~­
plished 

a. Opportunitiesforquaiifkationand 
advancementtosenioracquisitionpositionsare 
providedforbothmilitaryandcivilianemployees. 
Considerationshallbegiventotheneedto 
maintainabalancedworkforceinwhichwomen, 
handk+pedpersons,andmembersofdal 
andethnicminoritygroupsareappro@My 
~-

b. The acquisitionWOIkfII ismanagedto 
increasesubstantially,eachyearthrough 

30September1996,theproportionofcivilians(as 
comparedtomilitarypasonnel)seininginCAPS, 
inprogrammanagerpositions,andindivisim 
headpositionsoverthepmpmionofciviliansin 
suchpositionson1October1%X). 

c. Thequdifkxiortsofactiveduty 
commissionedoff- selectedfatheAK are 
suchthatthoseoff- am e­ asagroup, 
tobepromotedataratenotlessthantheratefor 
allline(ortheequivalent)offiiersoftheNavyor 
MarineCorps(bothinthezoneandbelowthe 
zone)inthesame@e. 

cL Acquisitionpositionsareresend for 
militaryonlyincasesinwhichitisrequiredby 
law,essentialfortheeff~tivepedormanceofthe 
Positia,forcareerdevelopmentpuqmses,or 
someothercompellingreason.Forallother 
zquisitionpositims,personsshallbeselected 
basedonqualifications,demonstrated 
performance,andpotential. 

e.Thelengthofassignmentsforpersonnel 
assignedtoacquisitionpositionsprovidesa 
balancebetweentkneedforcareerbroadening 
andtheneedforsufficienttimeinanacquisition 
positiontoprovidethestabilitytocanyout 
effmivelythedutiesofthatpositionandtoallow 
fortheestablishmentofreqonsibilityand 
accountabilityforactionstakemintitposition. 

f.‘Ihereisanopportunityforreviewand 
inclusionofanycommentsonanyappmkalofthe 
performanmofapersonservinginanacquisition 
positionbyapersonseininginanacquisition 
positioninthesameacquisitioncareerfiel& 

7.Responsibilitksand Authorities 

tL ‘TheAssistantSecretary oftheNavy 
(Research,DevelopmentandAcquisition) 
(ASN(RD&A)),astheDON ServiceAcquisition 
Executive,isresponsibleforthedevelopmentand 
implementationofpoliciesand@@ures for 
--t ofthe~uisitionworkforce.TIM 
ASN(RD&A)shall: 

(1)Issuechan~stothisinstructionand 
redelegatethoseauthoritiesneededtoadminister 
effectivelytheDON AW, 

....-
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(2)Co-chairtheAcquisitionWorkforce 
OversightCouncil(AWOC)andmanage 
assignmentstocertainseniorCAPs; 

(3)Charterandappointthemembersof 
theAcquisitionCareerProgramBoard(ACPB); 
and 

(4)Charterandappointthemembersof 
FunctionalBoardsforacquisitioncareerfields. 

b. UndertheASN(RD&A),theDirector, 
AcquisitionCareerManagement(DACM)has 
primaryresponsibilityfordevelopingAWP 
policiesandproceduresandevaluatingAWP 
implementationwithinDON. TheDACM shall 
beacommissionedofficerservinginthe 
gradeofO-8orhigheroranemployeeina 
positionintheCivilServicetherateofpayfor 
whichisequaltoorgreaterthantherateofbasic 
paypayableforpositionsinlevelV ofthe 
ExecutiveSchedule.‘l’heDACM shall: 

(1)Developanyneededchangestothis 
instruction; 

(2)ChairtheACPBandserveas 
ExecutiveDirectoroftheAWOC; 

(3)Administeracentralizedacquisition 
educationandtminingprogramtoinclude: 
centralizedtuitionassistance;centralized 
registration,quotaallocation,andfundingfor 
mandatoryacquisitioncourses;andacquisition 
developmentalpositions; 

(4)AdministeracentralizedDON 
AcquisitionInternandCooperativeEducation 
l%ogram,includingmanagementoftheresources 
tosupporttheprogram; 

(S)Administeracentralizedjobreferral 
systemforCAPS;and 

(6)EstablishandmaintainaMISto 
supportmanagementoftheDON AWP and 
relatedreportingrequirements. 

c.TheChiefofNavalOperations(CNO)and 
CommandantoftheMarineCOIPS(CMC)shall: 

(1)IdentifyaseniorofficertotheDACM 
forliaisonandcoordination;and 

(2)Administerthemilitaryelementsofthe 
AWP inxxordancewiththisinstruction. 

d. The ViceChiefofNavalOperations 
(VCNO)shallco-chairtheAWOC. 

e.TheDeputyChiefofNavalOperations 
(Logistics),asresourcesponsor,shallprovide 
adequateresourcesforthedevelopmentand 
operationoftheDON AWP,includingbutnot 
limitedtotheAcquisitionInternprogramandthe 
TuitionAssistanceprogram. 

f. Commandersordirectorsofacquisition 
organizations(definedinpart4ofenclosure(l)) 
shall: 

(1)Administerthecivilianelementsofthe 
AWP inaccordancewiththisinstruction; 

(2)ProvideAWP administrativesupportto 
ProgramExecutiveOfficer(PEO)andDirect 
ReportingProgramManager(DRPM)organiza­
tions;and 

(3)EstablishCommandBoards,as 
determinedappropriate,toassistinthe 
administrationoftheAWP. (Acquisition 
organizationswithmorethan2,000twquisition 
workforcemembersshallestablishsuchboards. 
Acquisitionorganizationswithfewerthan2,000 
acquisitionworkforcemembersmayestablish 
CommandBoards.) 

g.TheAWOC shall: 

(1)Providepolicydirectionforthe 
effectiveoversightandevaluationofthe 
xquisitionworkforctyand 

(2)Assignoradviseontheselectionof 
personstofdlcertainseniorCAPS(seepart1, 
chapterVIII). 

3 
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h.TheACPBshall: 

(1)AdvisetheASN(RD&A)orDACM, 
asappropriate,onsignificantpoliciesand 
proceduresfortheacquisitionworkforce;and 

(2)Exerciseauthoritiesandresponsi­
bilitiesestablishedbychatterorassignedbythe 
ASN(RD&A). 

i.FunctionalBoardsshall: 

(1)Provideadviceandguidancetothe 
DACM onwquisitiontraining,education, 
andexperiencerequirements,andother 
acquisition-relatedCar&rmanagementissues, 
asappropriate;and 

(2)Exerciseauthoritiesandresponsi­
bilitiesestablishedbycharterordelegatedbythe 
ASN(RD&A). 

j. FunctionalBoardchairs,incoordination 
withtheDACM, shallrepresentDON attheDOD 
FunctionalBoardmeetings. 

k.CommandBoardsshallprovideadviceand 
assistancetotheDACM regardingAWP issues 
andtheirimpactuponDON commandsasa 
whole. 

I.TheOfficeofCivilianPersonnelManage­
mentshall: 

(1)SupporttheDACM intheimple­
mentationofAWP policiesandproceduresthat 
impactuponcivilianpersonnel; 

(2)Establishandmaintainadatabase 
informationsystemwithintheDefenseCivilian 
PersomelDataSystem(DCPDS)whichshall 
supportthemanagementoftheDON AWP and 
providedataforreportsrequiredinreferences(a), 
(C), and (d);and 

(3)Provideadviceandguidanceto 
HumanResourcesoffices(HROs)onAWP 
civilianpersonnelmatters. 

(1)SupporttheDACM inthe 
implementationofAWP policiesandprocedures 
inthisinstructionthatimpactuponmilitary 
personnel; 

(2)Establishandmaintainadatabase 
informationsystemwithintheNavyTotalForce 
ManpowerManagementSystem(TFMMS),the 
OfficerPersomelInformationSystem(OPINS), 
andtheMarineCorpsAcquisitionWorkforce 
SystemofManagement(AWSOM)whichshall 
supportthemanagementoftheDON AWP and 
providedataforreportsrt@redinreferences(a), 
(C), and(d);and 

(3)Provideadviceandguidancetomilitary 
personnelofficesonAWP militarypersonnel 
matters. 

n. HROSshallprovidesuchciviIianpersonnel 
servicesasmaybenecessarytoimplementand 
supporttheAWP. 

8.ImplementingProcedures.Procedurestobe 
usedinimplementingthisinstructionarecontained 
inenclosure(1). 

9.Action.Acquisitionorganizations(definedin 
part4ofenclosure(l))shallforwardacopyof 
theirwrittenimplementationofthisinstructionto 
theOfficeoftheDACM within120daysofthe 
effectivedateofthisinstruction. 

10.Reports.Thereportingrequirements 
containedinthisinstructionareassignedReport 
SymbolDD-FM&P(Q&A)1841(5300)andare 
approvedfor3yearsfromthedateofthis 
instruction. 

11.Forms 

a.DD 2518,FulfillmentofDOD Mandatory 
TrainingRequirements,maybeobtainedfromthe 
tminingcoordinatoratanyHRO,BUPERS(PERS 
447),anyBUPERSOfficerCommunityManager, 
orMarineCorpsSystemsCommand(MARCOR-
SYSCOM)codeAP. 

m.TheBureauofNavalPersomel 
(BUPERS)andHeadquarters,MarineCorps 
(HQMC)shall: 



. 

b.DD 2595,DOD ProgramManager/Deputy~-
PrograrnManager-WaiverReques~DD 2597, 
DOD ProgramExecutiveOfficer-WaiverReques~ 
DD 2599,DOD General/FlagOfficer/Civilian 
Equivalent-WaiverReques~DD 2~, DOD 
CriticalAcquisitionPosition-RotationReview 
SummarymaybeobtainedfromtheOfficeofthe 
DACM. 

JOHNW. DOUGLASS 
AssistantSecretaryoftheNavy 
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FOREWORD 

ACQUISITION WORKFORCE PROGRAM OVERVIEW 

1. Introduction 

a. The DON AWP is a career development and management 
. program established to implement provisions of the Defense 

Acquisition Workforce Improvement Act (DAWIA) (PL 101-510) and 
associated DOD regulations. It is applicable to both military 
and civilian personnel. 

b. The AWP is designed to enhance the quality of the 
acquisition workforce, both by attracting highly qualified new 
personnel and improving the skills and knowledge of current 
personnel. To accomplish this, the AWP provides a uniform 
approach to workforce accession, development, and retention. AWP 
policies and procedures supplement existing military and civilian 
personnel management regulations. 

2. Acquisition Positions and Workforce. The foundation of the 
AWP is the designation of acquisition positions and the 
acquisition workforce. 

a. DON acquisition positions are grouped into 13 acquisition 
categories and assigned to one of three certification levels 
depending on the acquisition functions and grade of the position. 
All military and civilian acquisition positions have training and 
experience requirements and some have education requirements. 
Some of these requirements are statutory, i.e., based in law, and 
others are regulatory, i.e., established by DOD or DON 
regulation. For civilian positions, these requirements are in 
addition to the basic qualification requirements specified in the 
Office of Personnel Management (OPM) Qualification Standards 
Handbook. 

b. The acquisition workforce is comprised of both military 
and civilian personnel assigned to acquisition positions and 
members of the APC. The AWP provides education, training, and 
experience opportunities for workforce members to meet the 
requirements of their positions and career fields. 

3. Contents. These procedures are divided into four main parts. 
Part 1 addresses positions. It includes such subjects as how to 
identify and designate acquisition positions, position 
requirements, and procedures for filling these positions. Part 2 
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addresses the acquisition workforce. It includes such subjects 
as acquisition career development, career field certification~ 
methods for meeting training and education requirements, and APC 
membership. Part 3 addresses reporting and evaluation 
requirements and part 4 provides definitions for commonly used 
AWP terms. 

, 

. 

. 

ii 
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PART 1 

CHAPTER I 

DESIGNATION OF ACQUISITION POSITIONS 

1. Introduction. Reference (a) requires that the DOD components 
and military departments designate acquisition positions. This 
chapter provides policies and procedures for designating these 
positions. 

2. Delegation of Authorities 

a. Commanders or directors of acquisition organizations (see 
definitions in part 4) are authorized to designate military and 
civilian acquisition positions within their respective 
organizations and shall ensure that this designation is recorded 
in official position records. 

b. For Navy military, the designation of acquisition 
positions shall be coordinated with the Chief of Naval Personnel 
(CHNAVPERS) (BUPERS (PERS-447)), or designee(s). For Marine 

L. Corps military, the designation of acquisition positions shall be 
coordinated with the Commandant of the Marine Corps (Deputy Chief 
of Staff, Manpower and Reserve Affairs, Code MMOA-3) . 

3. General 

a. Acquisition positions shall be designated on a continuing 
basis in accordance with criteria provided in reference (a) and 
this instruction. 

b. When the duties of an acquisition position change so that 
they no longer include an acquisition function, the acquisition 
designation shall be removed from the position. 

Officials responsible for designating acquisition 
posi~~ons shall ensure that incumbents are notified that their 
positions are designated as acquisition positions or that the 
designation has been removed. 

d. Officials responsible for designating acquisition 
positions shall ensure that the positions are reviewed 
periodically to determine applicability of the acquisition 
designation. It is recommended that this review be made part of 

Enclosure (1) 
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civilian performance appraisal or annual military 
billet review process. 

4* Acquisition Position Designation Process. There are four 
steps in designating acquisition positions: identifying those 
positions which meet the definition of acquisition, determining 
the appropriate acquisition position category, designating the 
certification level of the position, and determining lf the 
position is a CAP. Completion of all four steps forms the basis 
for determining the AWP education, training, and experience 
requirements of the position. 

a. Step 1: Identifying Positions Which Meet the Definition 
of Acquisition. All acquisition positions must meet the 
reference (a) definition of acquisition (that definition is 
provided in part 4 of this instruction). The descriptions of the 
various acquisition position categories, which are contained in 
reference (a), will help determine whether or not a position 
meets this definition. The following provides supplemental 
guidance. 

(1) Designate all 
(GS)-1102, 1103, and 1105 

(2) Designate all 

positions in the General Schedule 
occupational series. 

positions that require the incumbent to. . 
hold a warrant above the small purchase threshold or administer a 
contract above the small purchase threshold. 

(3) Do not designate positions in the GS-1106 
occupational series. 

(4) Do not designate positions primarily involved in 6.1 
(Basic Research) and 6.2 (Applied Research/Exploratory 
Development) programs. 

(5) Do not designate Federal Wage System and Executive 
Level positions. (Note: executive level positions are not 
Senior Executive Service (SES) positions. SES positions may be 
designated as acquisition.) 

(6) Military Reservist and enlisted positions may be 
designated on a case-by-case basis after consultation with the 
DACM � 

l-I-2 
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b. Step 2: Determining the Appropriate Acquisition Position 
Category. 

(1) Once a position has been designated as an acquisition 
position, the second step is to identify the appropriate 
acquisition position category. 

(2) There are 14 position categories, 13 of which are 
used by DON. They are: Program Management; Communications-
Computer Systems; Contracting (to include contracting for 
construction) ; Purchasing; Industrial Property Management; 
Business, Cost Estimating and Financial Management; Manufacturing 
and Production; Quality Assurance; Acquisition Logistics; Systems 
Planning, Research, Development and Engineering; Test and 
Evaluation Engineering; Program Management Oversight; and 
Education, Training and Career Development. The position 
category of Auditing is not used since DON acquisition auditing 
is a function performed solely by the Defense Contract Audit 
Agency. 

(3) All but two position categories correspond directly 
to a particular acquisition career field identified in reference 
(c) and listed in part 4 of this instruction. The exceptions are 
Program Management Oversight and Education, Training and Career 
Development. The position category of Program Management 
Oversight is reserved for positions at the GS-15 or 06 level or 
higher located within the ASN(RD&A) organization. 

(4) Officials responsible for designating acquisition 
positions shall select the most appropriate position category. 
Only one position category may be assigned to an acquisition 
position. If the acquisition duties and responsibilities fall 
into more than one category, select the one which best describes 
the primary work of the position. 

c. Step 3: Designating the Certification Level of the 
Position. Acquisition positions shall be assigned to one of 
three certification levels (level I, II, or III). Level I is a 
basic or entry level; level II is an intermediate level; and 
level III is a senior level. 

(1) Civilian. Except for positions designated to the 
Purchasing Category, positions at grades GS-5 through 8 are level 
I; GS-9 through 12 are level II; and GS-13 and above are level 
111. For Purchasing, GS-5 is level I; GS-6 through 8 are level 

l-I-3 
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II; and GS-9 is level III. (Note: demonstration project 
acquisition position certification levels equate to the 
comparable GS grade.) 

(2) Military. Except for positions designated to the 
Purchasing Category, positions at grades O-1 through O-3 are 
level I; O-4 positions are level II; and O-5 positions and senior 
are level III. For Purchasing, positions at grades E-4 and E-5 
are level I; E-6 through 8 are level II; and E-9 is level III. 
For non-Purchasing enlisted positions, consult the DACM (see 
paragraph 4a(6)). 

d. Step 4: Determining if the Position is a CAP. CAPS are 
selected military and civilian acquisition positions that must be 
filled by members of the APC. DON CAPS include: 

(1) All civilian acquisition positions graded at the 
GS-14 level and above (and comparable demonstration project 
positions); and 

(2) Military acquisition positions that must be filled by 
officers who are graded at the O-5 level or above. (Note: not 
all O-5 billets are CAPS. CAPS are identified in TFMMS for Navy 
and in AWSOM for Marine Corps.) 

5. Accfuisition Develo~mental Positions 

Reserved. 

6. Documentation. Officials in paragraph 2 are responsible for 
ensuring that acquisition positions are properly coded and 
forwarded to the organization responsible for incorporating the 
information into personnel management records and/or automated 
systems. 

a. Civilian 

(1) Position description cover sheets (Optional Form 8) 
for all acquisition positions must identify the position as a CAP 
or non-CAP and identify the acquisition position category and 
certification level required. As an alternative, special 
position description cover sheets containing this information may 
be used. These special cover sheets may be obtained from HROS. 

-

l-I-4 
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(2) All civilian acquisition positions shall be 
identified in DCPDS. If the duties of the position change so it 
is no longer an acquisition position, DCPDS records shall be 
updated to reflect that change and the acquisition information or 
special cover sheet shall be removed from the PD. 

b. Military 

(1) Navy officer acquisition positions shall be 
identified in TFMMS. 

(2) Marine Corps officer acquisition positions shall be 
identified in AWSOM. 

(3) For Reservist and enlisted positions, consult the 
DACM . 

(4) If the duties of the position change so that it is no 
longer an acquisition position, official personnel records shall 
be updated to reflect that change. 

7. Notification to Incumbents. Officials responsible for 
designating acquisition positions shall ensure that military and 
civilian personnel are notified that their positions have been 
designated as acquisition positions. The notification shall 
include the acquisition position category, certification level 
required and certification requirements, and, if appropriate, the 
CAP designation. Personnel assigned to acquisition positions 
shall also be notified when their positions are no longer 
designated as acquisition positions. 

8. Chanaes to the Number of Acquisition Positions. Changes to 
the number of designated acquisition positions have an effect on 
many aspects of the AWP, e.g., training quota management, 
programming, and budgeting. Organizations planning significant 
changes to the number of acquisition positions, e.g. , a change of 
5 percent or more over a calendar year, should discuss their 
changes with the DACM prior to implementation. 
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PART 1 

CHAPTER II 

ACQUISITION POSITION CAREER FIELD 
CERTIFICATION REQUIREMENTS 

1. Introduction 

a. This chapter establishes the process used to determine

career field certification requirements for an acquisition

position. It also establishes the process used to request and

grant certification waivers for persons who do not meet the

certification requirements of their positions. (Note: career

field certification requirements are regulatory requirements. In

addition to certification requirements, some positions, e.g.,

GS-1102 contracting positions and all CAPst have statutory

requirements.
 Statutory requirements are described in part 1, 
chapters III, IV, and V.) 

b. For civilian recruitment purposes, certification 
requirements that differ from OPM qualification standards shall 
be used as quality ranking factors. 

2. Identifvinu Career Field Certification Requirements for 
Acquisition Positions. The position category and certification 
level of the position form the basis for determining the specific 
certification requirements of the position. 

a. The certification requirements of the position are those 
established by DOD for the corresponding career field and level 
with the following exception: the position categories of Program 
Management Oversight and Education, Training, and Career

Development do not have corresponding career fields (see part 2,

chapter III, paragraph 3b for certification requirements in these

two position categories).


b. The DACM shall issue annually a listing of certification

requirements, i.e., a certification check list for each career

field and level.


c. Procedures for certifying acquisition workforce members

are contained in part 2, chapter 111. 
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3. Time Frames for Meetinq Certification Requirements


a. Persons assigned to acquisition positions after 1 October

1993 for non-CAPs and 1 October 1992 for CAPS must meet the

certification requirements of their position within 18 months 
after assignment or management must obtain a certification 
waiver. 

b. Persons assigned to their current acquisition positions 
prior to 1 October 1993 for non-CAPs and 1 October 1992 for CAPS

must have met the career field certification requirements of

their positions by 31 March 1994 for non-CAPs and 31 March 1993

for CAPS. Employees in this category who did not meet the

certification requirements of their positions by the due date

have been automatically waived and no formal waiver documentation

is required.


c. Persons encumbering positions that are later designated

as acquisition positions have 18 months from the date of that

designation to meet the career field certification requirements

or management must obtain a certification waiver.


d. A change in certification requirements does not affect

the 18-month period during which the career field certification

requirements of the position must be met. For example, if

certification requirements change, an uncertified person with 16

months in a level III position still has 2 months to become

certified at level III i.nthe primary career field or management

must obtain a certification waiver. The change in certification

requirements does not initiate a new 18-month period.


4. Notification of Deficiencies. Prior to assignment to or

selection for an acquisition position, management shall ensure

that the person is informed of any certification deficiency and

that a career development plan is developed to provide the person

the opportunity to meet the requirements of their position within 
18 months. Persons who do not meet the certification 
requirements within 18 months require a certification waiver to 
remain in the position (see paragraph 5). 

50 Certification Waivers. If a person assigned to an

acquisition position does not meet the certification requirements

of the position within 18 months after assignment, management

must obtain a certification waiver to allow the person to remain

in the position. It is management~s responsibility to initiate
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the certification waiver within the 18-month period and to inform 
the incumbent that the waiver is required to remain in the 
position. 

a. A certification waiver does not certify a person to a 
career field level; rather, it allows a person who does not meet 
the certification requirements to remain in the position. A 
certification waiver is valid only for the particular position 
for which granted and is not carried forward when the person is 
assigned to another acquisition position. 

b. Receipt of any other type of waiver, e.g., receipt of a 
statutory AX! selection standard waiver, does not obviate the 
need to meet the certification requirements of the position or to 
obtain a certification waiver. This applies even if the 
certification requirement which the person lacks and the 
statutory requirement for which the person already received a 
waiver are the same. 

6. Delegation of Authority for Certification Waivers. 
Commanders or directors of acquisition organizations are 
authorized to approve certification waivers. The authority to 
approve certification waivers may be redelegate as follows.

\ 

a. For certification levels I and II, the authority to grant 
a certification waiver may be redelegate no lower than two tiers 
above the workforce member’s supervisor or at the flag, general 
officer, or SES level, whichever is lower. 

b. For level III, the authority to grant a certification 
waiver may be redelegate no lower than a flag, general officer, 
or SES in the same career field. 

7. Certification Waiver Procedures 

a. The supervisor of the person requiring the certification 
waiver or other appropriate management official within the 
organization is authorized to request the waiver. The 
certification waiver must be in writing and forwarded to the 
official authorized in paragraph 6 to grant the waiver. The 
format for requesting certification waivers is provided in 
appendix A. 

b. Management shall inform the employee for whom the 
certification waiver was requested of the decision. If the 
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certification waiver is disapproved, the document shall record

the reasons for disapproval and shall be returned to the

requester. If a certification waiver is disapproved, management

must reassign the person to a position for which he or she is

qualified.


c. Distribution of approved certification waivers shall be

as follows:


(1) For civilian certification waivers:


(a) The original shall be sent to the servicing HRO

for retention in a permanent personnel record and


(b) A copy shall be forwarded to the requester.


(2) For Navy military certification waivers:


(a) The original

for retention in a permanent


(b) A copy shall


(3) For Marine Corps


(a) The original

for retention in a permanent


(b) A copy shall


shall be sent to BUPERS (PERS-447)

personnel record and


be forwarded to the requester.


military certification waivers:


shall be sent to CMC, Code MMOA-3,

personnel record and


be forwarded to the requester.
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STATUTORY REQUIREMENTS FOR 
CONTRACTING POSITIONS AND WARRANT AUTHORITY 

1. Introduction 

Effective 1 October 1993, persons assigned to contracting 
posi~~ons and persons requiring warrant authority above the small 
purchase threshold must meet special statutory requirements. 
This chapter addresses those requirements and establishes 
policies and procedures for granting GS-1102, contracting officer 
warrant, and Senior Contracting Official (SCO) waivers. 

b. Additional statutory requirements, i.e. , APC membership 
and tenure requirements, also apply to the positions covered in 
this chapter if they are CAPS. Additional statutory requirements 
also apply to flag, general officer, and SES who occupy or are 
selected for acquisition positions. Refer to part 1, chapters IV 
and V for these additional statutory requirements. 

c. Refer to part 1, chapter II for regulatory career field 
L- certification requirements. 

2* @Dlicabilitv. The statutory requirements addressed in this 
chapter fall into three categories: GS-1102 education 
requirements, contracting officer warrant requirements, and SCO 
requirements. For civilian recruitment purposes, requirements 
which differ from OPM qualification standards shall be used as 
quality ranking factors. 

a. Requirements for GS-1102 positions. The statutory 
education requirements apply to all GS-1102 positions, regardless 
of grade. 

b. Requirements for contracting officer warrant authority. 
These requirements are applicable to all persons authorized to 
award or administer contracts above the small purchase threshold. 

Requirements for SCOS. These requirements apply to the 
posi~~ons listed in appendix B. 
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Statutorv Reuukernents 

a. GS-1102 Statutory Education Requirements. A person may 

be employed in the GS-1102 occupational series unless the 
person me~ts-one of the following statutory education 
requirements: 

(1) Completed a baccalaureate degree from an accredited 
educational institution authorized to grant baccalaureate 
degrees; or 

(2) Completed at least 24 semester credit hours (or 
academic equivalent) of study from an accredited institution of 
higher education in any of the following disciplines: 
accounting, business finance, law, contracts, purchasing, 
economics, industrial management, marketing, quantitative 
methods, and organization and management (Note: courses for 

which the American Council on Education (ACE) has recommended 
college credit may not be counted toward the 24-credit hopr 
requirement unless they have been officially accepted by an 
accredited university or institution of higher education and 
academic credit has been granted) ; or 

(3) Successfully completed acceptable equivalency 
examinations (Defense Activity for Non-Traditional Education 
Support (DANTES) or examinations that are accepted by accredited 
institutions of higher education for academic credit in the 
business disciplines listed in paragraph 3a(2)); or 

(4) As of 1 October 1991, had at least 10 years of 
experience in acquisition positions or in similar positions in 

which the person obtained experience directly relevant to the 
field of contracting. 

b. Contracting Officer Warrant Requirements. In order to 

qualify to serve in an acquisition position as a contracting 
officer with authority to award or administer contracts for 
amounts above the small purchase threshold, a person must meet 
the following requirements: 

R) 
(1) Certification or completion of all mandatory 

contracting courses prescribed by DOD for the contracting career 
field at the grade level in which the person is serving; and 
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c. The DON Contracting Career Management Board (NCCMB) is 
authorized to grant GS-1102 waivers for commands which do not 
have SCOS. GS-1102 waiver requests shall be addressed to the 
Chair, NCCMB, via the DACM, Office of the ASN(RD&A), 2211 South (R 
Clark Place, Arlington, VA 22244-5104. 

d. SCOS are authorized to grant waivers for warrants issued 
under their authority. 

e. The DACM retains authority to grant SCO waivers after 
consultation with the NCCMB. The DACM retains authority to grant 
GS-1102 and warrant waivers for SCOS. 

f. The authorities listed in paragraph 7b through f may not 
be redelegate. 

8. GS-1102 and Contracting Officer Warrant Waiver Procedure 

a. Waiver of any of the statutory requirements for warranted 
contracting officers and contracting personnel in the GS-1102 
series shall be requested by officials authorized in paragraph 7, 
be in writing, and contain a statement justifying significant 
potential for advancement. Appendix C provides the format for 
requesting a GS-1102 or contracting officer warrant waiver. 

b. The SCO or NCCMB, as appropriate, shall approve or 
disapprove the GS-1102 or warrant waiver.L.-

c. The SCO or NCCMB, as appropriate, shall return completed 
GS-1102 and warrant waivers to the requesting official and 
forward two copies of approved waivers to the DACM. The DACM 
shall forward one of these copies to DOD. 

d. Approved requests for GS-1102 and warrant waiver shall be 
processed by the requesting official as follows: 

(1) Waivers for civilians shall be forwarded to the 
servicing HRO for DCPDS entry and retention in a permanent 
personnel record; 

(2) Waivers for Navy military shall be forwarded to 
BUPERS (PERS-447) for retention in a permanent personnel record; 
and 
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(3) Waivers for Marine Corps military shall be forwarded 
-

to the CMC, Code MMOA-3, for AWSOM entry and retention. 

e. Disapproved requests for GS-1102 and warrant waiver shall 
include the rationale for disapproval. In this situation, the 
person for whom the waiver was requested may not be assigned to 
the position or be granted the warrant. 

f. If a SCO requires a GS-1102 or warrant waiver, the 
request shall be forwarded to the DACM for approval using the 
format shown in appendix C. 

9. SCO Waiver Procedure 

a. Waiver of the statutory SCO requirement shall be 
requested in writing by an official listed in paragraph 7 and 
must use the format in appendix D. 

b. Upon receipt, requests shall be forwarded by the DACM to 
the Chair, NCCMB. A written approval or disapproval 
recommendation shall be returned to the DACM. 

c. The DACM shall approve or disapprove the request. 
Approved requests shall be returned to the requesting official 
for processing as described in paragraph 8d. Disapproved 
requests shall be returned to the requesting official with a 
rationale for the disapproval. 

d. If the person is not an APC member, a separate CAP 
assignment waiver is not required. The format in appendix D 
combines both the SCO waiver and the CAP assignment waiver. 

-.-. 
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PART 1 

CHAPTER IV 

STATUTORY REQUIREMENTS 
FOR CERTAIN SENIOR CRITICAL ACQUISITION POSITIONS 

1. Introduction 

a. Persons assigned to certain senior CAPs must meet special 
statutory requirements. This chapter addresses these 
requirements and the time frames for meeting them. For civilian 
recruitment purposes, requirements which differ from OPM 
qualification standards shall be used as quality ranking factors. 

b. Additional statutory requirements, i.e. , APC membership 
and tenure requirements, also apply to these senior CAPS. Refer 
to part 1, chapter V. 

c. Refer to part 1, chapter II for regulatory career field 
certification requirements. 

d. Assignments to positions covered in this chapter are 
centrally managed. Refer to part 1, chapter VIII for assignment 
and waiver processes. 

2. Statutory Reairements for Certain Senior CAPS 

a. Flag, General Officer, and SES in Acquisition Positions. 
10 years of acquisition experience of which 4 were in a CAP. 

b. PEO Positions. Completion of the Program Management 
Course or both the Advanced Program Management Course and the 
Executive Program Management Course, 10 years of acquisition 
experience of which 4 were in a CAP, and prior experience as a 
Program Manager (PM) or Deputy Program Manager (DPM). 

c. Deputy Program Executive Officer (DPEO) Positions. 
Completion of the Program Management Course or both the Advanced 
Program Management Course and the Executive Program Management 
Course, and 8 years of acquisition experience of which 4 were in (R 
a systems program office or similar organization. Two of the 4 (A 
years may have been performed in a position of equivalent 
responsibility in acquisition. (Note: these are DON 
requirements, not statutory requirements.) 
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d. Acquisition Category (ACAT) I PM Positions (includes DRPM 
Positions). Completion of the Program Management Course 
or both the Advanced Program Management Course and the Executive 
Program Management Course, and 8 years of acquisition experience 

R) of which 4 were in a systems program office or similar 
A) organization. TWO of the 4 years may have been performed in a 

position of equivalent responsibility in acquisition. 

ACAT I DPM Positions (includes Deputy Direct Reporting 
Prog~b Managers (DDRPM). Completion of the Program Management 
Course or both the Advanced Program Management Course and the 
Executive Program Management Course, and 6 years of acquisition 
experience of which 2 were in a systems program office or similar 
organization. 

f. ACAT II PM Positions. Completion of the Program 
Management Course or both the Advanced Program Management Course 
and the Executive Program Management Course, and 6 years Of 
acquisition experience. 

9* ACAT II DPM Positions. Completion of the Program 
Management Course or both the Advanced Program Management Course 
and the Executive Program Management Course, and 4 years of 
acquisition experience. 

h. An Undersecretary of Defense (Acquisition and Technology) 
(uSD(A&T)) approved comparable course may be substituted for the 
training requirements listed in paragraphs 2b thorough 2g. 

� 

Effective 1 October 1996, all persons assigned to 
posi~~ons listed in paragraphs 2b,through 2g must attend the 
Executive Program Management Course prior to assuming the 
position. 

3. Time Frames for Meetina Statutorv Requirements 

a. Requirements for ACAT I and II PM positions became 
effective 1 October 1991. Requirements for flag, general 
officer, SES, PEO, and ACAT I and II DPM positions became 
effective 1 October 1992. Requirements for DPEO positions became 
effective 1 October 1993. 

b. Persons assigned to positions covered by this chapter 
must meet the statutory requirements of the position (see 
paragraph 2) or management must obtain a waiver of the statutory 
requirement(s) prior to assignment with the following exceptions: 
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(1) Persons who encumbered one of the positions listed in

paragraph 2 on the date the statutory requirements became

effective do not need to meet the requirements to remain in the

position held on that date; and


(2) APC members have 6 months from the date of assignment

to meet the statutory requirement(s) listed in paragraph 2 before

a waiver of the statutory requirement(s) must be obtained.


4. Waivers of Statutory Requirements. Waiver of statutory

requirements for PEOS, DRPMs, ACAT I and II PMs, and their

deputies shall be managed by the Office of the DACM.


A request to waive statutory requirements for the

posi~~ons listed above shall be in writing and state the

reason(s) for the request.


b. Such waivers may be requested using DD 2597 (for PEOS),

DD 2595 (for DPEOS, DRPMs, DDRPMs, and ACAT I and II PMs and

DPMs), and DD 2599 for flag, general officer, and SES. 
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PART 1 

CHAPTER V 

STATUTORY REQUIREMENTS FOR 
CRITICAL ACQUISITION POSITIONS 

1. Introduction 

a. In addition to the various types of positions addressed 
in part 1, chapters III and IV, CAPS have special statutory 
requirements. This chapter addresses the statutory requirements 
for CAPS and establishes policies and procedures for granting CAP

assignment, tenure agreement, and tenure obligation waivers. For

civilian recruitment purposes, requirements which differ from OPM

qualification standards shall be used as quality ranking factors.


b. Certain senior CAPS (defined in part 1, chapter VIII) are


centrally managed and assignment, tenure, rotation and waiver

procedures differ from those contained in this chapter. Refer to

part 1, chapter VIII for procedures applicable to certain senior 
CAPS . 

c. Refer to part 1, chapter II for regulatory career field 
certification requirements. 

2. CAP Statutory Requirements. There are three statutory

requirements that apply to all CAPS. They are APC membership, a

tenure requirement, and rotation review. Each is addressed

separately below. 

a. APC Membership. CAPS shall be filled by members of the 
APC with the following exceptions: 

(1) A person serving in a CAP on 1 October 1992 may 
continue to serve in that CAP without becoming an APC member, or 

(2) A CAP assignment waiver is granted. 

(APC standards and membership procedures are contained in part 2, 
chapter IV.) 

b. Tenure. All CAPS, except ACAT I PM and DPM positions, 
have a 3-year tenure requirement. (See part 1, chapter VIII for 
tenure requirements applicable to ACAT I PM and DPM positions.) 
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c. Incumbent Rotation Review. CAPS shall be reviewed on a

periodic basis for incumbent rotation. This review must take

place when the incumbent has been in the CAP for 5 years. For

persons assigned to their current CAP on or before 1 October

1991, the first rotation review shall occur in 1996. For persons

assigned to CAPS after 1 October 1991, the first rotation review

shall occur 5 years after assignment to the CAP. Any incumbent

of a CAP not reassigned as a result of a rotation review shall be

reviewed every year thereafter until reassigned. 

3. Time Frames for Meetincl CAP Requirements 

a. Persons selected for CAPS on or after 1 October 1993 must 
be APC members (or obtain a CAP assignment waiver) and execute a

tenure agreement (or obtain a tenure agreement waiver) prior to

assuming the CAP.


b. Persons encumbering their current CAPS prior to 1 October

1992 are not required to become APC members or execute tenure

agreements in order to continue to occupy their current position.

APC membership, however, is strongly encouraged for these

persons.


c. Persons who were assigned to their current CAP between

1 October 1992 and 1 October 1993 must become APC members to

remain in their current CAP (or obtain a CAP assignment waiver) .

They do not, however, need to execute a tenure agreement.


4. Notification of Deficiencies. Prior to assignment,

management shall ensure that the person is informed of any

requirement deficiency and obtain the necessary waivers.

Additionally, even if a waiver is approved, management should

ensure that a career development plan is developed to provide the 
person the opportunity to meet the requirements. 

5. Delegation of Authoritv 

a. Commanders or directors of acquisition organizations, or

their designee(s), are authorized to request CAP assignment

waivers, tenure obligation waivers, and tenure agreement waivers.

They shall ensure that tenure agreements are executed prior to

assignment to a CAP and shall conduct rotation reviews of persons 
in CAPS within the time frames indicated in this chapter. 
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b. The ASN(RD&A) retains authority to grant CAP assignment 
waivers for flag and general officers and SES personnel. 

c. The DACM retains authority to grant CAP assignment, 
tenure obligation, and tenure agreement waivers. 

6. CAP Assignment Waiver Procedures. A CAP assignment waiver

may be granted if the tentative selectee is not an APC member and

does not become a member prior to actual assignment. A CAP

assignment waiver is valid only for the particular CAP specified

in the request. (Note: a CAP assignment waiver is different

from an APC selection standard waiver which confers APC

membership. For information on APC selection standard waivers,

refer to part 2, chapter lV.) 

a. CAP Assignment Waiver Criteria 

(1) A CAP assignment waiver shall not be granted unless 
it is determined that qualified APC members are not available to

fill the CAP. A CAP assignment waiver may be granted only if

unusual circumstances justify the waiver or the person’s

qualifications obviate the need for meeting the APC membership


\ requirement. 

non-APC 

b. 

(2) A CAP assignment waiver must be obtained before a 
member is assigned to a CAP. 

CAP Assignment Waiver Procedures 

(1) The management official authorized in paragraph 5a

shall forward a written request to the DACM for civilians. A CAP

assignment waiver request for a Navy military officer shall be

forwarded to the DACM via BUPERS (PERS-447) who shall certify

that no qualified Navy military APC members are available to fill

the CAP. Requests for Marine Corps military shall be forwarded

to the DACM by the CMC, Code M140A-3. (Note: requests for flag

and general officers and SES personnel shall be forwarded to the

ASN(RD&A) via the DACM.) The CAP assignment waiver request must

identify the specific APC selection standard(s) which the person

lacks, describe the unusual circumstances justifying the waiver

or the reasons why the personfls qualifications obviate the need

for becoming an APC member, and describe the reasons why 
qualified APC members are not available to fill the CAP. 
Appendix E provides the format for requesting a CAP assignment 
waiver. 
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(2) The DACM shall make a decision on the CAP assignment 
waiver request, normally within 2 weeks of receipt of the 
request, and forward that decision to the requesting management 
official. 

(3) Approved CAP Assignment Waivers 

(a) Civilians. The requesting official shall forward 
a copy of approved CAP assignment waivers to the servicing HRO 
for processing into DCPDS and filing in a permanent personnel

record.


(b) Navy military personnel. The DACM shall forward 
approved CAP assignment waivers to BUPERS (PERS-447). BUPERS 
(PERS-447) shall ensure that the original is returned to the

requester for retention in a permanent personnel record.


(c) Marine Corps military personnel. The DACM shall

forward approved CAP assignment waivers to CMC, Code MMOA-3, for

data entry into AWSOM and filing in a permanent personnel record.


(4) Disapproved CAP Assignment Waivers. Disapproved

requests shall be returned to the requesting official and include _

a rationale for disapproval. If a CAP assignment waiver is not 
granted, the selectee may not be assigned to the CAP. 

(5) The DACM shall retain a copy of CAP assignment 
waivers. 

(6) Management should ensure that a career development 
plan is developed to provide the person for whom the CAP 
assignment waiver was granted the opportunity to meet APC 
requirements. 

7. CAP Tenure Agreements 

a. All CAPS have tenure requirements. A person may not be 
assigned to a CAP unless the person executes a tenure agreement 
to remain in that position for at least 3 years. The tenure

obligation may be waived in accordance with paragraphs 8 and 9.


b. Persons encumbering CAPS on 1 October 1993 do not have to

execute 
as long 

tenure agreements and therefore have no tenure obligation 
as they remain in the CAP encumbered on 1 October 1993. 
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However, before such persons are assigned to any other CAP, they 
must execute a tenure agreement for the new position. 

c. For civilians, the tenure agreement shall be addressed to 
the official identified in paragraph 5a, be in the format shown 
in appendix F, and be executed on or before the effective date of 
the assignment. The tenure agreement must identify the CAP to 
which assigned and contain a statement agreeing to remain in that 
position for 3 years subsequent to the starting date of the 
assignment. It is a command responsibility to ensure that a 
tenure agreement is signed prior to effecting the action to 
assign the employee to a CAP. The tenure agreement shall be 
forwarded to the servicing HRO for filing in the employee~s 
personnel record. 

d. For Navy military, the orders to a CAP contain a 
“greemain‘0to remain on active duty for the requisite period of 
time. Acceptance of orders containing a ‘~greemain~ constitutes 
execution of a tenure agreement. 

e. For Marine Corps military, the tenure agreement shall be 
addressed to the official identified in paragraph 5a, be in the 
format shown in appendix F, and be executed on or before the 
effective date of the assignment. The tenure agreement must 
identify the CAP to which assigned and contain a statement 
agreeing to remain in that position for 3 years subsequent to theL 
starting date of the assignment. The gaining command shall 
ensure that a tenure agreement is executed prior to the officer 
reporting for duty in a CAP. The tenure agreement shall be 
forwarded to CMC, Code MMOA-3 for filing in the officer~s 
personnel record. 

8. Waivers. There are two types of waivers associated with the 
tenure requirement. The first type is a tenure obligation waiver 
which permits a person to leave a CAP prior to completion of the 
tenure requirement. The second type of waiver is a tenure 
agreement waiver which permits a person to be assigned to a CAP 
without executing a tenure agreement. (See paragraphs 9, 10 and 
11 for criteria and procedures for these two types of waivers.) 

9. Tenure Obligation Waiver Criteria 

a. A waiver of the tenure obligation may be made in the 
following circumstances: 
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(1) Humanitarian reassignment, discharge, or retirement; 
‘4 

(2) Relief of duties and reassignment in the interest of 
the DON; or 

(3) Promotion, where promotion in place is not allowable. 

b. A tenure obligation waiver must be approved before a 
person leaves a CAP prior to the period of service required for 
the position. Exceptions to this requirement are as follow. 

(1) Tenure obligation waivers are not required for 
persons who are reassigned when a program is canceled or merged 
with another program, when an organizational realignment results 

R) in reassignment to an analogous position or abolishes a CAP, or 
when a promotion occurs as a result of an accretion of duties. 
In these instances, when a person moves to a successor CAP, the 
original tenure agreement continues in effect as though the 
person continued to occupy the original position. If, in these 
instances, a person was exempt per paragraph 7b from executing a 
tenure agreement but is reass@ned under this subparagraph to a 
successor CAP, that exemption continues so long as the person 
continues to occupy the successor CAP. 

(2) A tenure obligation waiver is not required when a 
Service Selective Early Retirement 
early retirement. 

(3) A tenure waiver is not 
reassigned to another CAP. 

Board identifies a person for 

required when an ACAT I DPM is 

c. Only the DACM may approve tenure obligation waivers. 

10• Tenure Obligation Waiver Procedures 

a. A tenure obligation waiver request shall be h writing, 
be signed by the official authorized in paragraph 5a, and 
forwarded to the DACM for approval. Appendix G provides the 
format for a tenure obligation waiver request. 

b. The DACM shall make a decision, return the tenure 
obligation waiver to the requesting official, and retain a copy. 

c. The requesting official shall take the following action 
on an approved tenure obligation waiver: 
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A) (2) When a person formally announces 
intent to retire before completing the full 
obligation. 

12• Rotation Review 

in writing his or her 
period of tenure 

a. The official authorized in paragraph 5a shall review the 
assignment of each person encumbering a CAP on the completion of 
5 years of service in that position to determine if the DON, the 
incumbent, and/or organization would be better served by 
reassignment to another CAP. If the decision is made to allow 
the person to remain in the CAP, subsequent rotation reviews 
shall be made annually until the person is reassigned. Beginning 
1 June 1996, anyone who has been in his or her same CAP for 5 
years must be reviewed for rotation. 

b. Officials authorized in paragraph 5a shall establish 
procedures to ensure that all required rotation reviews are 
carried out upon completion of 5 years of service. Rotation 
review procedures shall require that: 

(1) A record of each civilian rotation review is made in 
DCPDS ; 

(2) A record of each Marine Corps military rotation 
review is made in AWSOM; 

(3) A record of each Navy military rotation review is 
forwarded to the DACM with a copy to BUPERS (PERS-447); 

(4) A record of rotation review results is made a part of 
the incumbent~s official personnel record or military service 
record; and 

(5) A summary report of the results of each rotation 
review be submitted to the DACM by 31 August annually, with the 
first report due 31 August 1996. 

c. Rotation reviews may be documented on DD 2602 (see sample 
at appendix H) or other similar document which contains the same 
information. 
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(1) For civilians, forward the original approved tenure 
obligation waiver to the servicing HRO for retention in a 
permanent personnel record; 

(2) For Navy military, forward the original approved 
tenure obligation waiver to BUPERS (PERS-447) and retain a copy; 
and 

(3) For Marine Corps military, forward the approved 
tenure obligation waiver to CMC, Code MMOA-3, for retention in an 
official personnel record. 

d. If the tenure obligation waiver request is disapproved, 
the rationale for disapproval shall be documented on the request 
and returned to the requesting official. In this situation, 
management may not assign the person to another position until 
the completion of the tenure obligation. 

11. Tenure Aareement Waiver 

a. All persons assigned to CAPS must execute a tenure 
agreement prior to assignment. Exceptions will be rare. 
Requests for waiving the requirement to execute the agreement may 
be made by officials authorized in paragraph 5a. The request 
must be in writing, state the reason for the exception, and be 
forwarded to the DACM for approval. Tenure agreement waivers 
will be granted on a case-by-case bask and only if unusual-
circumstances justify the exception. 

b. Approved tenure agreement waivers shall be returned to 
the requesting official for processing as described in paragraph 
10C. 

c. A tenure agreement waiver does not obviate the need for 
management to request a tenure obligation waiver if the person 
does not remain in the position for the required period of 
service except that a tenure agreement waiver executed coincident 
with filling a position constitutes both a tenure agreement 
waiver and a tenure obligation waiver in the following instances: 

(1) When a person is assigned to a short and/or hardship 
tour location, or 

(A 

(A 
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ACQUISITION POSITIONS 

PART 1 

CHAPTER VI 

RESERVED FOR MILITARY INCUMBENCY 

1. Requirements for Military Incumbency. No requirement or 
preference for a military member of the Navy or Marine Corps 
shall be used h consideration for selection or assignment of 
persons to acquisition positions, except as follows: 

a. Law: the law requires that the acquisition position be 
filled by a military member. 

b. Training: the acquisition position requires training 
that is military i.nnature. 

c. Security: security requirements dictate that the 
acquisition position be filled by a military member. 

d. Discipline: the incumbent is required to exercise direct 
military discipline over military subordinates.

L. 

e. Rotation: the acquisition position is required to 
accommodate the Continental United States (CONUS) to non-CONUS 
or sea-to-shore rotation of personnel. 

f. Unusual hours: the prescribed duties of the acquisition 
position entail unusual hours not compatible with civilian 
employment. 

9* Combat readiness: all billets in a military unit whose 
mission includes the requirement to engage i.nor mahtai.n 
readiness for military operations. 

h. Military background: the acquisition position requires 
current military experience for successful performance of its 
prescribed duties (such required military experience must be of a 
first-hand nature acquired by participating in or conducting 
military operations, tactics, or systems operations) . 

i. Career development: to provide adequate acquisition 
career paths for officer career development. 

jm Other: there is another compelling reason to reserve the 
acquisition position for military incumbency. 
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2. Annual Review of Billets Reserved for Militarv Incumbency 
Only. All acquisition positions that have been reserved for 
military incumbency only shall be reviewed annually for retention 
as a military reserve billet by the CMC for Marine Corps billets, 
by commanders or directors of acquisition organizations for Navy 
billets, or their designee(s). 

3. Annual Re~ort of Billets Reserved for Militarv Incumbency 
Only. Not later than 1 November of each year, the DACM shall 
forward a list of positions reserved for military incumbency only 
to the Director of Acquisition Education, Training, and Career 
Development for USD(A&T) review and concurrence. 
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PART 1 

CHAPTER VII 

FILLING ACQUISITION POSITIONS 

1. Introduction. This chapter establishes policies and 
procedures for filling military and civilian acquisition 
positions other than those certain senior CAPS identified in part 
1, chapter VIII. 

2. Authorities 

a. The organization which has the vacant position shall 
manage the selection and assignment process. 

b. Assignments to certain senior CAPS are centrally managed. 
Refer to part 1, chapter VIII. 

3. General Requirements 

a. Prior to assignment, e.g. , promotion (including career 
ladder promotion and accretion of duties promotion), 
reassignment, or new hire of any person to an acquisition 
position, the assigning organization must review the person~s 
qualifications against statutory and career field certification 
requirements. 

b. If the person selected for or assigned to the acquisition 
position does not meet the requirements of the position, 
appropriate waiver(s) must be obtained within the time frames 
specified in this instruction. Time frames for meeting 
requirements and obtaining waivers differ depending on the 
position and the requirement. 

c. Persons selected for or assigned to CAPS must execute a 
tenure agreement to remain in the acquisition position for a 
specified length of time, normally 3 years (refer to part 1, 
chapter V, for tenure requirements). 

L 

d. Persons assigned to CAPS must be reviewed for rotation, 
i.e., reassignment, upon completion of 5 years h the position. 

Enclosure (1) 



SECNAVINST 5300.36 

31 MAY1995 

e. Temporary promotions and details 

(1) The assigning organization shall review the person 
qualifications against statutory requirements when making a 

temporary promotion to an acquisition position. 
If a person 

lacks a statutory requirement, a waiver is required prior to 

effecting a temporary promotion to an acquisition,pos}tiono 
I 

the temporary promotion exceeds 18 months, certlflcatlon 
requirements of the acquisition position must be met or 
management must obtain a certification waiver. 

‘s 

f 

(2) Waivers are not required when effecting a detail to 

an acquisition position. However, the certification requirements 

of the detail position should be met if a person is placed in an 
extended detail. 

4. Requirements Matrix. The following matrix summarizes the 

basic requirements for acquisition positions. 

!YPE OF 
JOSITION 

;ritical 

Non-
Critical 

CAPS W1 

REGULATORY 
CERTIFICATION 
REQUIREMENTS 

Level III. 
Must meet 
within 18 
months of 
assignment. 

Level I, 
II, or III, 
depending on 
the grade of 
the position. 
Must meet 
within 18 
months of 
assignment. 

sTATUTORy 
APC 
MEMBERSHIP 

Must be an 
APC member 
prior to 
assignment. 

Not 
required. 

OTHER 
REQUIREMENTS 

Applies to 
positions 
listed below 
(see *). 
Must meet 
prior to 
assignment 
(see * for 
exceptions) . 

GS-1102 and 
warrant 
authority 
above small 
purchase. 
Must meet 
prior tO 
assignment 
and/or 
warranting. 

sTATUTORY 
TENURE 
AGREEMENT 

Must 
execute 
prior tO 
entering 
the 
pOsition. 

Not 
required. 

1 

] other requirements, i.e. , statutory requirements 
m 

— 
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addition to APC membership and tenure requirements, are as 
follow: flag, general officer, SES, PEO, DPEO, ACAT I and II PM 
and DPM, DRPM, DDRPM, GS-1102, SCO, and positions requiring 
warrant or contract administration authority above the small 
purchase threshold. Except for GS-1102 and warranted contracting 
officers, APC members have 6 months from the date of assignment 
to meet the special statutory requirement(s) of their position 
before a waiver of a speci,alstatutory requirement must be 
obtained. 

5. Military Assignments. The receiving command, in coordination 
with CHNAVPERS or CMC, or their designee(s) , shall ensure that 
military personnel meet the requirements of the position to which 
assigned or that the appropriate waiver is obtained. 

6. Civilian Selections and Reassignments 

a. Vacant civilian acquisition positions may be filled 
through competitive or non-competitive processes. 

b. The AWP statutory and regulatory education, training, and 
experience requirements of the position must be used as quality 
ranking factors i.nthe selection process when filling civilian 
acquisition positions competitively, including competition for a 
temporary promotion. These factors must be addressed in the 
vacancy announcement. Other job-related factors, in addition to 
AWP requirements, may be used as factors in the selection 
process. Specific procedures are provided in paragraphs 7, 8, 
and 9. 

co Regardless of whether an acquisition position is filled 
competitively or non-competitively, persons assigned to 
acquisition positions must meet the requirements of the position 
within specified time frames or the appropriate waivers must be 
obtained. Several examples are provided below. 

(1) GS-801-9 position. This is a non-CAP. If the 
position is filled competitively, the vacancy announcement must 
address as quality ranking factors the appropriate level II 
mandatory certification standards for the position. The selectee 
must meet these standards within 18 months of assignment or 
management must obtain a certification waiver. 

(2) GS-1102-13 position where the incumbent will be 
required to hold a warrant above the small purchase threshold. 

L 

1-VII-3 

Enclosure (1) 



SECNAVINST 5300.36 

31 MAY 1995 

This position is a non-critical contracting position. If the

position is filled competitively, the vacancy announcement must

address as quality ranking factors the mandatory level III

certification standards, the statutory education requirements for

GS-1102 positions, and warrant requirements. The selectee must

meet the statutory education requirements prior to assignment and

must meet the statutory warrant requirements before receiving a

warrant or obtain a waiver for each requirement lacked. The

certification standards must be met within 18 months after

assignment; otherwise, management must obtain a certification

waiver. (Note: if the selectee for the position will be

required to exercise warrant authority upon assuming the position

andlor the warrant authority i.sa specific requirement of the

position, the statutory warrant requirements must be met prior to

assignment.)


(3) GS-1102-14 position with no warrant required. This

position is both a CAP and a contracting position. If this

position is filled competitively, the vacancy announcement must

address as quality ranking factors the mandatory level III

certification standards, the statutory education requirement for

GS-1102 positions, and APC membership. The vacancy announcement

must also address the 3-year tenure obligation. The selectee

must meet the statutory education and APC membership requirements

prior to assignment or obtain a waiver for each requirement

lacked.
 The selectee must also execute the tenure agreement 
prior to assignment. The certification standards must be met 
within 18 months after assignment; otherwise, management must 
obtain a certificate-on waiver. 

7. Civilian Com~etitive Selection Procedures for All Acquisition 
Positions


a. The vacancy announcement must state that the position is

an acquisition position and identify the acquisition position 
category (career field). 

b. Certification requirements must be used as quality 
ranking factors. A vacancy announcement should identify as 
quality ranking factors both: 

(1) The certification level of the acquisition position 
(the applicant would indicate whether he or she is certified to 
the level of the position) and 
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(2) All of the mandatory certification level standards of 
the vacant acquisition position. 

Persons who are certified to the level of the advertised

acquisition position and people who are not yet certified but

meet certification requirements must be ranked equally on the

certification factor. This includes persons who were certified

using standards that, since their certification, have changed.


(3) If the position has statutory requirements, e.g.,

GS-1102 and/or warrant requirements, these must also be stated in

the vacancy announcement as quality ranking factors.


(4) Persons selected for acquisition positions must meet

the certification requirements within 18 months after assignment

or management must obtain a certification waiver. Statutory

requirements must be met or waived prior to assignment.


8. Additional Civilian Com~etitive Selection Procedures for CAPS


a. In addition to the requirements identified in paragraph

7, the vacancy announcement must state that the position is a CAP

and require that the selectee execute a tenure agreement prior to

assignment.


b. The minimum area of consideration for CAPS is DON-wide.


c. Vacancy announcements which expand the area of

consideration beyond DON must state that members of other Defense

Component Acquisition Corps have reciprocal membership in the

APC .


d. CAPS in the two position categories of Program Management

Oversight and Training, Education and Career Development do not

have career field certi.fi.cationrequirements. For these two

categories, only statutory requirements, e.g., APC membership and

SES position requirements, shall be used as quality ranking

factors. When filling positions in these two categories,

management will select an appropriate primary career field based

on the selectee~s background and the requirements of the

position. (See part 2, chapter I, paragraph 4 for information

regarding the designation of primary career fields.)


e. APC membership is a statutory requirement and must be

used as a quality ranking factor. APC members (including members
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waived into the APC), members of other DOD Component Acquisition 
Corps, and nonmembers who meet APC selection standards must be 
ranked equally on the APC factor. 

(1) The vacancy announcement should state that APC 
membership is a qualification requirement and that a potential

selectee must either be a member of the APC or become an APC

member prior to assignment. Vacancy announcements should state

that the CAP vacancy may be filled by a non-APC member only when

it is determined that qualified APC members are not available.

In such cases, a CAP assignment waiver must be approved prior to

the selectee entering the CAP (refer to part 1, chapter V, for

information on CAP assignment waivers) .


(2) The vacancy announcement should also note that the 
education element of the APC quality ranking factor does not

apply to an employee who, as of 1 C)ctober 1991, had at least 10

years experience in Federal government acquisition positions or

in comparable private sector positions. A person with 10 years

of acquisition experience as of 1 October 1991 would receive full

credit for education. Additionally, the education element does

not apply to an employee who was serving in an acquisition

position on 1 October 1991, who had less than 10 years of

acquisition experience as of 1 October 1991, and who has

completed 24 semester credit hours in one or more of the

following business disciplines: accounting, business finance,

law, contracts, purchasing, economics, industrial management,

marketing, quantitative methods (see definitions of quantitative

methods in part 4), and organization and management. 

f. All CAPS that are competitively announced must be listed 
in the civilian Centralized Job Referral System (CJRS). 

9. CJRS


a. The CJRS consists of a voice mail system listing all

civilian DON CAPS being filled through merit promotion. CJRS is

administered by the Office of the DACM through the Naval

Acquisition Career Management Center (NACMC).


b. Commands using the merit promotion process for filling

civilian CAPS must register vacancy announcements in the DON

CJRS . The HRO issuing the announcement must telefax a copy of 
the entire announcement to NACMC as soon as the vacancy is 
announced. The NACMC telefax number i.s717-790-1980 or 
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DSN 430-1980. If the vacancy announcement k amended, canceled, 
or extended, the HRO must telefax immediately the amendment, 
cancellation, or extension to NACMC. 

c. A summary of each CAP vacancy announcement shall be 
entered into the CJRS by NACMC. Interested parties may call the 
CJRS to obtain information on every DON CAP currently advertised 
for fill through merit promotion. The phone numbers for CJRS job 
vacancy information are 1-800-431-4422, DSN 430-6229, or 
commercial 717-790-6229. 

d. CJRS also may be used to announce CAPS filled through a 
noncompetitive process, e.g. , reassignment opportunities. 

L 
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(A
PART 1 

CHAPTER VIII 

FILLING CERTAIN SENIOR CRITICAL ACQUISITION POSITIONS 

1. Pumose. This chapter establishes procedures to consider,

recommend, select, and assign the best qualified DON military and

civilian personnel to certain senior critical acquisition

positions.


2. A?mlicability. The procedures contained within this chapter 
apply to the following positions: 

a. PEOS (Note: PEOS do not include Commanders of Systems 
Commands); 

b. DRPMs ; 

c. PMs of major acquisition, i.e., ACAT I, and significant
non-major, i.e., ACAT II, programs; 

d. Deputies to the positions identified in 2a through 2C 
above; and 

L 

e. Managers of certain significant non-ACAT I or II

acquisition programs and commanding officers or commanders of

acquisition shore activities performing significant acquisition

missions. These are CAPS specifically designated by the AWOC as

requiring the special oversight described within this chapter.

They include, but are not limited to, Supervisors of

Shipbuilding, Commanding Officers of Naval Shipyards, and

Commanding Officers of Naval Aviation Depots”. Under separate

cover, the DACM shall provide a listing of these positions to

responsible PEOS, DRPMs, and Systems Commanders. 

3. Background 

a. In an effort to foster career development opportunities 
for both military and civilian personnel and to ensure that there 
is a continued infusion of new ideas into Defense acquisition

programs, the DAWIA directed the Secretary of Defense to fill

acquisition positions with the best qualified individuals. DAWIA

also provided guidance concerning the civilian/military mix of

the acquisition workforce, as well as specified tour lengths and 
rotation reviews for persons assigned to CAPS. 
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b. A Deputy Under Secretary of Defense (Acquisition Reform) 
memo for the Service Acquisition Executives dated 23 May 1994, 
Subj: Ass@nment of the Best Qualified Individuals to Certain 
Senior Acquisition Positions (NOTAL), and reference (a) issued 
DOD policies for accomplishing the statutory requirements 
addressed in paragraph 3a. This chapter implements these 
requirements within DON. 

4. Goals 

a. Assign”the best qualified individuals to the positions 
specified in paragraph 2. 

b. Increase the number of civilians in ACAT I and II PM 
positions while preserving advancement and career development 
opportunities for military members of the acquisition workforce. 

co Where possible, have a military and civilian management 
team for the two senior positions in a program office. 

d. Promote program stability as well as the infusion of new 
ideas through specified tour lengths and rotation of incumbents 
upon tour completion. 

5. Responsibilities 
d 

a. The ASN(RD&A) is responsible for the development and 
implementation of nomination, ass@nment, and rotation procedures 
for positions identified in paragraph 2a and 2b, i.e., PEO and 
DRPM positions. 

b. PEOS, DRPMs, and Systems Commanders are responsible for 
the development and implementation of nomination, assignment, and 
rotation procedures for positions identified h paragraph 2C 
through e and any other positions which may later be identified 
by the AWOC. The DACM shall provide a listing of these positions 
to responsible PEOS, DRPMs, and Systems Commanders and shall 
update the listing as changes occur. PEOS and DRPMs shall 
consolidate their administrative processes with the systems 
command that provides their administrative support. 

c. HROS shall provide such personnel services as may be 
necessary to effectively implement the procedures contained 
within this chapter. 
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6. General 

a. Unless otherwise approved by the ASN(RD&A) as a position 
reserved for military fill only, assignments to positions 
identified in paragraph 2a through c, i.e., PEO, DRPM, and ACAT I 
and II PM positions, shall be made from slates comprised of both 
military and civilian candidates. Assignments to positions 
identified in paragraph 2d and e may be made from slates 
comprised of either military or civilian candidates. 

b. APC membership requirements and the special statutory 
requirements for the position, (see part 1, chapter IV, part 2, 
chapter IV, and reference (a)), as well as the DOD mandatory 
acquisition career field certification standards for the position 
which are published annually by the DACM, shall be used in the 
evaluation process. other lob-related factors may be used in the 
evaluation process. 

c. Assignments shall be made based on DON mission needs and 
the qualifications of the candidates. Consideration shall be 
given to the need to maintain a balanced workforce in which women 
and minorities are appropriately represented. 

d. The preferred method for assigning civilians is through 
the non-competitive reassignment process. Other valid methods, 
however, may be used to fill positions when determinedL 
appropriate. If the competitive process is used, the area of 
consideration must be, as a minimum, DON wide. 

e. Unless an extension is approved, individuals assigned to 
PEO, DRPM, and ACAT I and II PM positions shall be reassigned 
upon completion of their tenure requirement. For other positions 
identified h paragraph 2, reassignment upon completion of the 
tenure requirement is encouraged but not mandatory (refer to 
paragraphs 10 and 11 for tenure and rotation requirements). 

7. Assimment Procedures for Positions Identified in Paraara~h 
2a and b. i.e., PEOS, and DRPMs 

a. Both military and civilians shall be considered for PEO 
and DRPM positions. 

b. The ASN(RD&A) will coordinate flag and general officer 
selections with the CNO, VCNO, or CMC. 
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8. Assimunent Procedures for Positions Identified in Paraara~h 
2C, i.e., ACAT I and II PMs. The following shall be incorporated 
in PEO, DRPM, and systems command procedures: 

a. At least yearly, a call shall be extended to fill 
vacancies projected to occur within a specified period of time, 
e.g., within 18 months. As a minimum, the listing of projected 
vacancies for the responsible PEO/DRPM and supporting systems 
command shall include ACAT I and II PM positions for which the 
incumbents will have completed their required tenure. The 
listing should also include other positions identified in 
paragraph 2 for which management has decided to rotate the 
incumbent. 

b. As a minimum, all qualified civilian and military 
personnel within the DON material establishment shall be given an 
opportunity to express an interest in being considered for 
reassignment. For purposes of this chapter, the material 
establishment includes the PEO/DRPM organizations, the Naval Sea 
Systems Command (NAVSEASYSCOM), the Naval Air Systems Command 
(NAVAIRSYSCOM), the Space and Naval Warfare Systems Command 
(SPAWARSYSCOM), and the MARCORPSYSCOM. 

c. Candidates shall be screened by a formal panel comprised 
of flag or general officers and SES members. In cases where the 
panel will screen candidates from more than one material 
establishment, e.g., the NAVSEASYSCOM panel will screen 
NAVAIRSYSCOM candidates for a NAVSEASYSCOM vacancy, at least one 
representative from that establishment shall serve on the panel. 
The panel shall produce a recommended slate of candidates for 
each vacancy in rank order, beginning with the number one ranked 
candidate. For PEO/DRPM organization vacancies, the PEOS and 
DRPMs shall have representatives on the cognizant systems command 
panel and shall coordinate their administrative processes with 
that systems command. 

d. Slates for each ACAT I and II PM vacancy shall include at 
least four candidates, provided four candidates are available. 
To the extent possible, the number of military and civilian 
candidates on each slate should be equal. 

The panel~s slate and recommendation of the best 
qual;~ied candidate, i.e., the number one ranked candidate, 
together with the billet description, shall be forwarded to the 
DACM for inclusion on the next AWOC agenda. The responsible PEO, 
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DRPM, or Systems Commander will present the slate and recommended 
selectee to the AWOC. 

f. The slating process should be completed in sufficient 
time so as to permit selection by the AWOC at least 6 months 
before the current incumbent is scheduled to leave. This will 
allow the selectee to complete, if necessary, the statutory 
training course requirements for the position. The AWOC 
generally meets four times a year: typically in February, May, 
August and November. The slating needs to be completed with 
enough lead time so that the majority of assignments can be 
reviewed and approved at the November AWOC meeting. 
Additionally, slates should reach the DACM at least 15 days prior 
to the AWOC meeting for administrative and pre-briefing purposes. 

9“ For unplanned vacancies, a slate of nominees should be 
submitted to the AWOC, via the DACM, no later than 60 days after 
the vacancy occurs. 

h. The AWOC, co-chaired by the ASN(RD&A) and VCNO, shall 
approve ACAT I and II PM assignments. As a general practice, the 
ASN(RD&A) will interview ACAT I PM selectees prior to final 
approval; interviews of other selectees may be scheduled on a 
case-by-case basis. 

L i. PEOS, DRPMs, and Systems Commanders shall ensure that the 
selectees are notified. In situations where the AWOC’S decision 
requires coordination with DOD prior to final approval of the 
selectee, i.e., for ACAT ID PM selections, the DACM shall notify 
the PEO, DRPM, or Systems Commander when such coordination has 
been completed. 

9. Assianm ent Procedures for Positions Identified in Paraara~h 
2d and e, i.e., Demties, Manaaers of Certain Significant Non-
ACAT I or II Acuu isition Proarams, and Commanding Officers or 
Commanders of Acuu isition Shore Activities. Assignment 
procedures shall be identical to those outlined in paragraph 8 
for ACAT I and II PMs with the following exceptions: 

a. In cases where a DPM is being slated, the panel may be 
comprised of flag and general officers and SES members as 
described in paragraph-8c or 
circumstances warrant. 

may be reconstituted as 
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b. A combined military/civilian slate is not required. The 
decision regarding military or civilian fill may be made by the 
responsible PEO, DRPM, or Systems Commander prior to the panel~s 
development of a slate of candidates. 

c. Rotation of the incumbent upon completion of the tenure 
requirement is encouraged but not mandatory. 

d. If the panel~s recommendation for selection, i.e., the 
number one ranked candidate, meets all statutory requirements for 
the position and is agreed to by the responsible PEO, DRPM, or 
Systems Commander, AWOC approval is not required. 

For deputy selections that do not require AWOC approval 
(seee~aragraph 9d), specific information about the position and 
selectee is required by the DACM for DAWIA reporting purposes. 
Accordingly, the following information shall be promptly 
forwarded to the DACM, in writing, on deputy assignments: 

(1) Program title; 

(2) Name of selectee; 

(3) Start date; 

(4) For DDRPMs and ACAT I DPMs, the next major milestone 
4 

date closest 4 years from the start date of assignment (indicate 
if all major milestones have been completed); 

(5) Projected rotation date (refer to paragraph 10 for 
tenure requirements); 

(6) Number of years in acquisition (list assignments with 
start and completion dates) ; 

(7) Number of years in a program office or similar 
organization; and 

(8) Date completed the Program Management Course or both 
the Advanced Program Management Course and the Executive Program 
Management Course. If course was fulfilled (see part 2, chapter 
II, paragraph 8) through means other than 
course itself, state date fulfillment was 
Acquisition Management Functional Board. 

1-VIII-7 
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f. The slate of candidates shall be forwarded to the AWOC, 
via the DACM, for decision in the following situations: 

(1) Where the responsible PEO, DRPM, or Systems Commander 
does not-select the panel;s recommendation of the-number 
ranked candidate; and/or 

(2) Where the selectee would require 
the DAWIA statutory requirements in order to 
position (Note: see part 1, chapter IV, for 
requirements ). 

10. Tenure 

a. General 

a waiver of 
be assigned 
statutory 

one 

any of 
to the 

(1) Unless assigned to their positions prior to the date 
tenure requirements became effective, i.e., 1 October 1991 for 
DRPMs and ACAT I PMs and 1 October 1993 for all others, 
individuals are required to execute tenure agreements upon 
assignment to CAPS. CAPs are civilian acquisition positions at 
the GS-14 level and above, and military acquisition positions 
that must be filled by officers at the O-5 level and above. All 
positions identified in paragraph 2 are CAPS and require the 
incumbent to execute a tenure agreement. 

L. 

(2) The execution of tenure agreements for both civilian 
and military personnel assigned to positions in paragraph 2a 
through c (PEOS, DRPMs, and ACAT I and II PMs) shall be 
administratively managed by the DACM. 

(3) The execution of tenure agreements for other 
assignments covered by this chapter, identified in paragraph 2d 
and et shall be managed as follows. For civilians, agreements 
shall be administratively managed by the responsible PEO, DRPM, 
Systems Commandert or their designee(s). For Navy military, 
agreements shall be administratively managed by BUPERS and shall 
be contained within the officer~s orders. For Marine Corps I 
military, the agreement shall be administratively managed by the 
CMC, Code MMOA-3. A copy of the military officer~s orders or the 
civilian~s signed tenure agreement shall be forwarded to the 
DACM . 
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b. Tenure Requirement 

(1) For DRPMs, DDRPMs, and ACAT I PMs and DPMs, the 
tenure requirement is through the completion of the first major 
milestone that occurs closest in time to the date on which 
the individual has served in the position 4 years. If all major 
milestones have been completed, the requirement is 4 years. 

(2) For all other CAPS identified in paragraph 2, the 
tenure is 3 years. 

c. Waiver of the Tenure Requirement. If it becomes 
necessary for the incumbent to leave the position prior to the 
completion of his/her tenure, a waiver is required. 

(1) For PEO and DRPM assignments, waiver of the tenure 
requirement shall be approved by the ASN(RD&A). Waivers for 
flag and general officers shall be coordinated with the VCNO or 
CMC, as appropriate. 

(2) For all other assignments identified in paragraph 2, 
requests to waive the tenure requirement shall be in writing, 
provide justification, and be submitted by the responsible PEO, 
DRPM, or Systems Commander to the AWOC, via the DACM, for 
consideration. Tenure requirement waivers shall be approved by 
the ASN(RD&A). This authority may be delegated by the ASN(RD&A) 4 
to the DACM only. 

(3) Tenure waivers are not required for DPMs when they 
are reassigned from their DPM positions to other CAPS. Waivers 
are also not required for individuals who are reassigned when a 
program is canceled or merged with another program, when an 
organizational 
when a Service 
individual for 

11. Rotation 

realignment-abolishes an ind~vidual;s position, or 
Selective Early Retirement Board identifies an 
early retirement. 

a. Time Frames for Rotation 

(1) For PEOS, DRPMs, and ACAT I and II PMs, the rotation 
shall occur upon completion of the tenure requirement. If 
assigned to one of these positions prior to the date the tenure 
requirement became effective, i.e., 1 October 1991 for DRPMs and 
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ACAT I PMs and 1 October 1993 for PEOS and ACAT II PMs, the 
rotation shall occur no later than 1 October 1996. 

(2) For other positions identified in paragraph 2, there 
is no mandatory rotation requirement. Upon completion of the 
tenure requirement, but no later than 5 years, the incumbent 
shall be reviewed for rotation by the responsible PEO, DRPM, or 
Systems Commander. If assigned to the position prior to the date 
the tenure requirement became effective, i.e., 1 October 1993, 
the rotation review shall occur no later than 1 October 1996. If 
a decision is made to allow the incumbent to remain in the 
position, subsequent rotation reviews shall be made annually 
until the incumbent is reassigned. 

b. PMs should not be reassigned within 6 months prior to a 
major milestone. Also, to the maximum extent practical, a PM who 
is the replacement for a reassigned PM should arrive at the 
assignment location before the reassigned PM leaves. 

co Extension of Time Frames “for Rotation 

(1) For PEO and DRPM assignments, the ASN(RD&A) will 
approve extensions. Flag and general officer extensions will be 
coordinated with the VCNO or CMC, as appropriate, prior to 
approval. If the request for extension is approved, the 

L. incumbent may be retained in the position for 1 additional year. 
Individuals who are not reassigned by the end of that 
additional year must be rotated or obtain another extension to 
remain in the position for another year. 

(2) For ACAT I and II PM assignments, the request for 
extension shall be in writing and provide justification for the 
extension. The request shall be made by the responsible PEO, 
DRPM, or Systems Commander and forwarded to the AWOC, via the 
DACM, for approval. If the request for extension is approved, 
the incumbent may be retained in the position for 1 additional 
year. Individuals who are not reassigned by the end of that 
additional year must be rotated or obtain another extension to 
remain in the position for another year. 

(3) For all other positions identified in paragraph 2, 
mandatory rotation upon completion of the tenure requirement is 
not required. Accordingly, the extension provision does not 
apply. (Note: while there is no mandatory rotation requirement, 
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incumbents of these positions must be reviewed for rotation upon 
completion of 5 years of service in the position.) 

12• Recruirements Matrix. Excluding PEO and DRPM assignments 
which are under the direct responsibility of the ASN(RD&A), the 
matrix shown below summarizes the basic assignment procedures for 
positions covered by this chapter. 

REQUIREMENTS MATRIX 

POSITION/ DPEO ACAT I ACAT II ACAT I ACAT II OTHER 
PROCEDURE PM PM DPM/ DPM 

DDRPM 

PANEL x x x x x x 

COMBINED 
MILITARY/ x x 
CIVILIAN 
SLATE 

AWOC 
APPROVAL x x x x 
ALWAYS 

AWOC 
APPROVAL 
FOR x x x 
DEVIATION 
OR WAIVER 

� 

SEND INFO 
TO DACM 
WHEN AWOC x x x 
APPROVALIS 
NOT 
REQUIRED 

4-YEAR x x 
TENURE 

3-YEAR x x x x 
TENURE 

ROTATE 
AT END OF x x 
TENURE 

5-YEAR 
ROTATION x x x x 
REVIEW 
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PART 2 

CHAPTER I 

DESIGNATION OF THE ACQUISITION WORKFORCE 

1. Introduction. This chapter provides policies and procedures 
for designating acquisition workforce members. It also provides 
guidance for assigning primary acquisition career fields to 
workforce members and removing the acquisition workforce 
designation. 

2. Delegation of Authorities 

a. Commanders or directors of Navy acquisition 
organizations, or their designee(s) , are authorized to designate 
Navy military and civilian acquisition workforce members, assign 
a primary acquisition career field to the workforce member, and 
remove the acquisition workforce designation in accordance with 
the provisions of this instruction. 

b. The CMC, or designee(s) , is authorized to designate 
Marine Corps military and civilian acquisition workforce members, 
assign a primary acquisition career field to the workforce 
member, and remove the acquisition workforce designation in 
accordance with the provisions of this instruction. 

3. Acquisition Workforce Members. The DON acquisition workforce 
consists of: 

a. Persons assigned to designated acquisition positions, 

b. Members of the APC, and 

Marine Corps military personnel with an acquisition 
Mili~~ry Occupational Specialty (MOS). 

4. Desiccation of Primarv Career Field 

a. Officials responsible for designating acquisition 
workforce members shall ensure that each acquisition workforce 
member is assigned a primary acquisition career field. The 
primary acquisition career field shall be the same as the 
category of the acquisition position occupied by the workforce 
member except as specified in paragraph 4b. 
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b. There are no specific acquisition career fields for 
positions in the position categories of Program Management 
Oversight and Education, Training and Career Development. 
Incumbents of these positions shall recommend a primary career 
field based on their background and experience and the needs of 
the position and organization. The primary career field 
recommendation shall be approved by management. 

c. Temporary Promotions and Details 

(1) A temporary promotion to a position in a different 
position category shall not change the member~s primary career 
field, unless the temporary promotion lasts longer than 18 
months. In that case, the person must meet the certification 
requirements of the position to which temporarily promoted or 
management must obtain a certification waiver to allow the person 
to remain in the position for more than 18 months. If the 
temporary promotion is for less than 18 months, the person should 
consider the career field 
to be a subsidiary career 
appropriate certification 
field. 

(2) A detail to a 
category shall not change 

associated with the temporary promotion 
field and strive to meet the 
requirements of that subsidiary career 

position in a different position 
the member’s primary career field. A 

person detailed to a different position category for an extended 
period of time should consider the career field associated with 
the detail position to be a subsidiary career field and strive to 
meet the appropriate certification requirements of that 
subsidiary career field. 

5. Removal of Designation. A person shall no longer be in the 
acquisition workforce when that person no longer occupies a DON 
civilian acquisition position, loses an acquisition MOS (for 
Marine Corps military), or leaves DON. APC members may retain 
the acquisition workforce designation until removed from APC 
membership (refer to part 2, chapter IV). 

6. Notification to Acqu isition Workforce Members. Officials 
responsible for designating workforce members shall ensure that 
military and civilian personnel are notified of their acquisition 
workforce membership and primary career field. This notification 
should be accomplished in conjunction with the acquisition 
position notification addressed in part 1, chapter I. Persons in 
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the AWP should also be notified when they are removed from 
acquisition workforce. 
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PART 2 

CHAPTER II 

CAREER DEVELOPMENT 

1. Introduction. Career development is a key element of the 
AWP � It is the means through which management can improve the 
professionalism of the acquisition workforce by developing, on a 
long term basis, a highly qualified workforce capable of 
performing both current and future DON acquisition functions. 
Career development provides acquisition workforce members with 
increased proficiency in their current acquisition position and 
provides opportunities for career-broadening experiences and 
progression commensurate with their abilities. Finally, career 
development of the acquisition workforce will provide the DON 
with capable replacements for senior acquisition positions on a 
planned, systematic basis. 

a. The DACM shall: 

(1) Manage the Acquisition Intern Program, including 
management of the resources required for development and 
operation of the program, authorization of intern allocations for 
the various acquisition career fields, and publication of program 
policies and procedures; 

(2) Manage the Acquisition Workforce Tuition Assistance 
Program, including resources required for its operation, and 
publish Acquisition Workforce Tuition Assistance Program 
guidelines and procedures; 

(3) Obtain and allocate course quotas and travel and per 
diem funding associated with mandatory training for DON 
acquisition workforce members, including military officers 
assigned to positions outside the DON, and publish DON policies 
and procedures for quota management, registration, and funding 
for mandatory training; and 

L 

(4) Establish other programs which provide career 
development opportunities to the workforce, including but not 
limited to: cooperative education, journeyman level training and 
rotational assignments, repayment of student loans, scholarship 
programs, exchange programs, and developmental positions. 
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b. Functional Boards shall: 

(1) Annually review curriculum requirements, allocations, 
quotas, student attendance, priorities, and resources provided by 
the AWP for acquisition career field(s) under their cognizance 
and provide a written evaluation which includes findings and 
recommendations for improvement to the DACM; and 

(2) Provide advice and guidance to the DACM on education, 
training and rotational assignments required for acquisition 
interns. 

3. Career Develo~ment Plans. Planning is essential for 
successful career development. Acquisition workforce members, in 
coordination with their supervisors, shall prepare a career 
development plan. Plans shall identify both short- and long-
range career goals, such as membership in the APC or 
certification in a member~s primary or subsidiary career field. 
Plans shall outline how education, training, and developmental 
activities needed to achieve career goals and objectives shall be 
accomplished. 

4. Performance APBraisal 

a. Civilian acquisition workforce members shall be provided 
an opportunity for review and inclusion of comments on their 
performance appraisal by a person serving in an acquisition 
position in the same acquisition career field. If a civilian 
acquisition workforce member requests such a review and there is 
no other person in an acquisition organization in the same career 
field, this review shall be conducted by the chair of the 
appropriate DON Functional Board. In such cases, commanders or 
directors of acquisition organizations shall forward the 
performance appraisal to the DACM who shall direct the 
performance appraisal to the chair of the appropriate DON 
Functional Board. 

b. If a Navy military acquisition workforce member believes 
that comments regarding performance of acquisition duties 
inadequately reflect performance or are inappropriate, the 
military member may request review by BUPERS (PERS-323) via the 
reporting senior. A copy of the report shall then be forwarded 
to BUPERS (PERS-2MM) for review and comment by an official in the 
same acquisition career field as the requesting member. 

2-II-2 
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c. A Marine Corps military ”acquisition workforce member may 
request a review of his or her fitness report by a person serving 
in an acquisition position in the same acquisition career field. 
Request for review is made through the CMC, Code MMSB. 

d. Contracting officers~ evaluations shall be performed 
within their own career program channels. The only exception 
shall be the performance evaluation of the senior contracting 
officer in an organization, e.g. , the head of the contracting 
office. In this instance the evaluation shall be performed by 
the head of the organization or his or her designee. 

5. Acquisition Intern Proaram 

a. The Acquisition Intern Program is a centrally managed and 
funded program which provides highly qualified and talented 
entry-level persons an opportunity for non-competitive 
promotions, career broadening assignments, and education and 
training to prepare them for membership in the APC and 
certification through level II in their primary career field. 

b. The Acquisition Intern Program is a comprehensive career 
development program which includes the following elements: 
recruitment, training, classification and position management, 
performance appraisal and award, and education programs including 
cooperative education programs. 

Centralized acquisition workforce funding shall be 
prov~~ed for salary, rotational assignments, and education and 
training during the internship period in accordance with 
published procedures. 

d. Annually, the DACM shall canvass all acquisition 
organizations to determine their requirements for acquisition 
interns. Acquisition organizations shall respond to this annual 
data call using the format shown in appendix I. The total number 
of intern billets available shall be based upon funding levels 
and overall acquisition workforce requirements. DACM allocations 
to each acquisition organization shall be based upon the 
proportional size and distribution of their acquisition 
workforce, their rationale for intern request, and their overall 
future workforce requirements. Historical execution will 
a factor in determining allocations. With DACM approval, 
acquisition organizations may deviate from their approved 
execution plan. 
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e. Functional boards shall establish a master development 
plan for interns in career fields under their cognizance. The 
master development plan shall describe the education, training, 
and rotational assignments required for graduation from the 
program in accordance with DACM-published guidance. 

f. The NACMC shall centrally coordinate all aspects of the 
intern program. This includes human resources management, 
fiscal, payroll, and related administrative matters. The NACMC 
shall publish procedures as necessary to administer the program. 

9“ Activities to which interns have been allocated shall 
ensure that the intern completes the requirements of the master 
development plan. 

6. Trainina Requirements. Each career field has training 
required for certification in that field. In addition, certain 
acquisition positions have statutory training requirements, e.g., 
warranted contracting officers and ACAT I and II PMs. Training 
requirements are published annually by the Office of the DACM. 
The following methods may be used to meet these requirements: 

Completion of the required Defense Acquisition University 
(DAU~”course; 

b. Completion of a certified equivalent course listed in the 
DAU catalog; 

c. Completion of a correspondence course listed in the DAU 
catalog; 

d. Fulfillment (see paragraph 8); or 

Passing equivalency examinations administered by the DAU 
cons%tium (listed in the DAU catalog) . 

7. Centralized Allocation of Trainina Ouotas 

a. Annually, the DACM shall identify to the DAU the DON 
requirements for quotas in mandatory training courses. 
Requirements shall be based on training documented in military 
and civilian personnel records and on historical quota usage. 

b. Prior to the start of each fiscal year, the DACM shall 
sub-allocate quotas received from DAU to acquisition 
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rganizations with designated training representatives, based on 
pro rata share of the workforce, identified training 
requirements, and historical usage. Quotas shall be allocated by 
quarter and by geographical location in the instance of on-site 
offerings. Quotas shall be redistributed by the DACM as 
required. 

c. Acquisition organizations in receipt of mandatory course 
quotas shall designate a specific person to oversee the quota. management process within that organization. This designated 
training representative shall ensure the effective utilization of 
quotas within their claimancy by: 

(1) Issuing training policies to acquisition workforce 
members within their claimancy; 

(2) Validating requirements for quotas received and 
verifying appropriateness of on-site locations with time frames 
established by the DACM; 

(3) Where more requests to attend a course exist than 
quotas are available, allocating quotas in the following priority 
order: 

L 
(a) Courses required by statute; 

(b) Courses required for certification to the level 
required for the person’s current position or courses required to 
provide prerequisite knowledge for the memberts current 
certification level; 

(c) Courses required for the next higher level in the 
member’s primary career field, or courses designated as 
“assignment specific” for the employee’s position; 

(d) Courses designated in the annual DACM listing of 
training requirements as “desired” for the member’s primary 
career field; or subsidiary career field training; and 

(e) Courses not required by statute or regulation; 
and 

(4) Ensuring that registration, cancellation, and 
substitution procedures published by the DACM are followed within 
their claimancy. 
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d. Acquisition organizations without designated training 
representatives should contact NACMC for quota information. 

e. Registration Process. The DACM shall publish detailed 
administrative procedures for course registration. General 
provisions are as follow. 

(1) Registration of all DON students, both military and 
civilian, in mandatory acquisition training courses is centrally 
administered by the NACMC. This includes courses offered in 
resident, on-site, satellite, and correspondence modes. It also 
includes courses completed through equivalency exam. Class dates 
and locations shall be assigned by the NACMC to each student in 
possession of a quota. All students shall be registered through 
the Army Training Requirements and Resources System (ATRRS). 

(2) Travel and per diem funding shall be provided for 
acquisition workforce members traveling outside their geographic 
location to attend mandatory training. The NACMC shall 
coordinate and control centralized travel funding and issue 
travel authorizations. Students are required to submit copies of 
their liquidated travel voucher to the NACMC within 5 working 
days of receipt from their travel office. The NACMC shall defer 
further funding authorizations to students with unliquidated 
travel vouchers in excess of 60 days from the class completion 
date. 

(3) Students are expected to attend classes as scheduled. 
Students who fail to attend scheduled training without official 
cancellation through the NACMC shall be ineligible to receive 
further quotas for the next two quarters. 

f. Training Documentation. Attendees who successfully 
complete mandatory training courses shall receive a DOD Training 
Certificate (DD 2491). Civilian employees should submit a copy 
of this form to their servicing HRO for inclusion in DCPDS. Navy 
military personnel should submit a copy of their certificate to 
BUPERS (PERS-1024C), Washington, D.C. 20370-5102.” Marine Corps 
military personnel should submit a copy to Commander, 
MARCORSYSCOM ATTN: MARCORSYSCOM, Code AP, 2033 Barnett Ave., 
sUite 315, Quantico, VA 22134-5010. 

-’ 
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8. Mandatorv Course Fulfillment Proaram 

a. Introduction


(1) As authorized by reference (e), members of the DON

acquisition workforce may fulfill mandatory training course

requirements based on previous experience, education, and/or

alternative training programs. The purpose of the DON mandatory


. course fulfillment process is to allow experienced acquisition

workforce members to receive official credit for mandatory course

requirements based on documentation that they have achieved the

competencies taught in the mandatory course through other means.


(2) The mandatory course fulfillment program is intended

to ensure that members of the acquisition workforce do not have

to attend training unnecessarily. This, in turn, allows

inexperienced personnel greater access to mandatory training

course quotas. However, the program is not intended to provide

workforce members with the opportunity to use fulfillment as a

substitute for needed career or professional development

training, nor is it intended to restrict attendance at any course

for members who do, in fact, require the training being offered.


b. Eligibility


(1) Only DON acquisition workforce members are eligible

to apply for mandatory course fulfillment.


(2) Workforce members may request fulfillment for both

primary and subsidiary mandatory courses with the following

restrictions: members may request fulfillment of higher level

courses in their primary career field only after meeting all

mandatory courses required for their current position and members

may request fulfillment of courses in a subsidiary career field

only after meeting all lower level mandatory training

requirements. See part 2, chapter III, paragraph 6.


c* Procedures


(1) These procedures apply to all mandatory courses

except the Program Management Course (PMT-301) . See paragraph 8d

for fulfillment of PMT-301.


(2) Members may request fulfillment of applicable

mandatory courses in their primary or subsidiary career field if
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they believe they have met the course competencies through 
experience, education, or attendance at an alternate training 
course. 

(3) To request fulfillment, members must complete a DD 
2518 and the applicable self-assessment form for each course for 
which fulfillment is being requested. A sample DD 2518 is 
provided in appendix J. Self-assessment forms for mandatory 
courses are found in reference (e). Reference (e) has been 
widely distributed and may be reviewed by contacting the training 
coordinator at any HRO, any BUPERS Officer Community Manager, 
BUPERS (PERS 447), or MARCORSYSCOM Code M?. 

(4) Completed self-assessment forms must be reviewed by 
the member’s supervisor to determine whether the member 
adequately meets the listed competencies. To receive 
fulfillment, the person must demonstrate that he or she meets the 
competencies sufficiently to forego attendance at the course. 

(5) After reviewing the member’s self-assessment, the 
supervisor concurs or nonconcurs in block 16 of the DD 2518 and 
forwards the entire package to the second level supervisor or a 
flag or general officer or a member of the SES, whichever is 
lower, for approval or disapproval. (Note: first level 
supervisors who are flag or general officers or a member of the 
SES may sign as the approving official in block 23.) 

(6) Approved fulfillments shall be returned to the member 
for documentation in accordance with procedures described in 
paragraph 8e. 

(7) Disapproved requests must be returned to the member 
with the rationale for disapproval. 

d. Reference (f) established special procedures for 
fulfillment of the Program Management Course (PMT-301). 
Reference (f) may be obtained by contacting the training 
coordinator at any HRO, any BUPERS Officer Community Manager, 
BUPERS (PERS 447), or MARCORSYSCOM Code AP. These procedures 
shall also be used for PMT-302 after reference (f) is updated to 
include self-assessment forms for this course. 

e. Documentation of Fulfillment of Mandatory Training. To 
receive credit for mandatory training courses, an approved COPY 
of DD 2518 must be forwarded to the servicing personnel office 

-
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for inclusion in the members~s official personnel record, as well

as inclusion in the appropriate automated personnel record.

(Note: the Navy military, Marine Corps military and DON civilian

personnel data systems each has a unique course coding system.

Therefore, DAU course codes must be converted to the applicable

DON-unique codes. Instructions for completing and processing the

DD 2518 may be obtained from the training coordinator at any HRO,

any BUPERS Officer Community Manager, BUPERS (PERS 447), or

MARCORSYSCOM Code AP.)


9. Education


a. Requirements. There are statutory and/or regulatory

education requirements for acquisition workforce personnel in

certain career fields. In addition, there are statutory

education requirements for entry into the APC and for warranted

contracting officers. Specific education requirements are

outlined in references (a) and (c).


b. College Equivalency Examinations. Statutory semester-

credit hour requirements for APC membership, the GS-1102 series,

and warranted contracting officers may be met by passing

examinations administered by DANTES. DANTES administers

examinations in the following business and management

disciplines: accounting, business finance, economics, law,

marketing, quantitative methods, and organization and management.

A completed ~tDAUTesting Program - Eligibility Statement,ft

available through training representatives, must be presented to

the local DANTES Test Control Officer (at military installation

education centers or other DOD education offices) before a test

will be administered.


c. College Credit for Mandatory Courses. Some of the

mandatory courses provided by DAU consortium members have been

reviewed by ACE and recommended for college credit. Workforce

members currently enrolled in a degree program should check with

the dean of their college or school to determine if they can get

college credit for attendance at a DAU course. Colleges and

universities will typically review the course syllabus and

materials and the ACE recommendation before deciding whether or

not to grant college credit.


d. Substitution of Training for Education. Part 2, chapter

IV, paragraph 4b(2) of this instruction identifies instances

where training courses may be substituted for specific semester
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credit hours required for APC membership. The DAU guide, 
ADS-93-Ol-DIR-volume 1, “DAU Directory: Satisfying Acquisition 
Corps Education Standards” contains a listing of DAU courses 
which are applicable, as well as methods for determining credit 
hour recommendations for non-DAU courses. 

e. Acquisition Workforce Tuition Assistance Program 

(1) Eligibility. DON acquisition workforce members for 
whom statutory or regulatory education requirements have been 
identified in references (a) or (c) are eligible to apply for 
tuition assistance under the DON Acquisition Workforce Tuition 
Assistance Program. 

(2) Annually, the DACM shall 
acquisition organizations with large 
workforce personnel. 

allocate funding to 
numbers of acquisition 

(3) Other acquisition organizations may request 
allocation of funding from the DACM, who shall consider requests 
on a case-by-case basis. 

(4) Procedures. Organizations in receipt of funding 
shall designate a person to distribute and oversee the management 
of those funds in accordance with the priorities and procedures 
published by the DACM as required by paragraph 2a(2). 
Organizations not in receipt of funding may request tuition 
assistance from NACMC in accordance with procedures published by 
the DACM as required by paragraph 2a(2). 

(5) Payment is limited to courses leading to a degree in 
an acquisition-related field such as business, engineering, or 
science, courses to meet mandatory and desired career field 
certification, and/or warrant requirements and courses needed for 
entry into the APC. 

f. Defense Acquisition Scholarship Program. DOD sponsors an 
annual scholarship program leading to a Master of Business 
Administration degree designed to qualify personnel for civilian 
acquisition positions within DOD. Eligibility criteria and 
number of scholarships offered may vary from year to year. For 
complete information contact the Defense Acquisition Scholarship 
Program, Northeast Consortium for Engineering Education, 1101 
Massachusetts Avenue, St. Cloud, FL 34769. 

d 
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10• E~erience. Each career field requires acquisition 
experience at each level. Membership in the APC requires general 
acquisition experience. In addition, there are special statutory 
experience requirements for certain acquisition positions such as 
PMs or SCOS. 

a. Experience to be credited. For purposes of meeting 
experience requirements, the period of time spent in a position 
now designated as an acquisition position may be counted. The 
position may have been in DOD or it may have been an equivalent 
position in another Government agency or in private industry. 

b. Substitution of Academic Credit. Up to 12 months of time 
spent pursuing a program of academic training or education in 
acquisition may be substituted for an equal amount of the 
experience required by the AWP. 
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PART 2 

CHAPTER III 

CAREER FIELD CERTIFICATION 

1. Introduction. This chapter provides procedures for 
certifying acquisition wor)cforce members to primary and 
subsidiary career fields. 

2. Delegation of Authorities 

a. The DACM shall, subject to the concurrence of the 
USD(A&T) , authorize mandatory education, training, and experience 
certification requirements in addition to those required by DOD. 

b. Commanders or directors of acquisition organizations, or 
their designee(s), are authorized to certify qualified civilian 
and Navy military acquisition workforce members to an AWP career 
field level and to grant certification waivers. 

c. The CMC, or designee(s), shall certify qualified Marine 
Corps military acquisition workforce members to an AWP career 
field level and is authorized to grant certification waivers. 

d. The authority to certify persons to levels I, II, and III 
may be redelegate no lower than the immediate supervisor. 

e. The authority to grant certification waivers may be 
redelegate as follows: 

(1) For levels I and II: two tiers above the employee~s 
immediate supervisor or a flag, general officer, or SES, 
whichever is lower, and 

(2) For level III: a flag, general officer, or SES in 
the same career field. 

3. Certi fication Reauirements 

DOD career field certification requirements shall be 
publ;;hed annually by the DACM. Workforce members will apply for 
certification using the sample format in appendix K. The 
appropriate career field certification check list shall be 
attached to the application for certification. The check list 
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may be obtained from 
civilian HROs. 

b. There are no 

Command training representatives and 

specific acquisition career fields for 
positions in the categ~ries of Program Management Oversight and 
Education, Training and Career Development. Incumbents of these 
positions shall recommend a primary career field based on their 
background and experience and the needs of the organization. The 
career field recommendation shall be approved by management. 

4. Chanaes to Certification Reauirements 

Certification requirements may be changed only with the 
appr%al of the USD(A&T). 

b. Requests for changes to certification requirements shall 
be addressed to the DACM. The request must be in writing and 
explain the reasons for the desired change(s). The DACM shall 
consult with the responsible Functional Board and, if endorsed, 
shall forward the request to USD(A&T) for approval. 

cm Once acquisition workforce members are certified, they 
remain certified even if the certification requirements change. 
However, acquisition workforce members are encouraged to complete 
any new certification requirements of their primary career field. 

5. Time Limits on Attaininu Certification 

a. Persons assigned to acquisition positions after 1 October 
1993 for non-CAPs and 1 October 1992 for CAPs must meet the 
certification requirements of their position within 18 months 
after assignment or management must obtain a certification 
waiver. 

b. Persons assigned to their current acquisition positions 
prior to 1 October 1993 for non-CAPs and 1 October 1992 for CAPS 
must have met the career field certification requirements of 

R) their positions by 31 March 1995 for non-CAPs and 31 March 1994 
for CAPS. Employees in this category who did not meet the 
certification requirements of their positions by the due date 
have been automatically waived and no formal waiver documentation 
is required. 

c. Persons encumbering positions that are later designated 
as acquisition positions have 18 months from the date of that 
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designation to meet the career field certification requirements 
or management must obtain a certification waiver. 

d. A change in certification requirements does not affect 
the 18-month period during which the career field certification 
requirements of the position must be met. For example, if 
certification requirements change, an uncertified person with 16 
months at level III still has 2 months to become certified at 
level III in the primary career field or management must obtain a 
certification waiver. The change in certification requirements 
does not initiate a new 18-month period. 

. 6. Certification in Primary and Subsidiary Career Fields 

a. Primary Career Field Certification 

(1) All workforce members must first meet the career 
field certification requirement of their position before being 
certified to a higher level in that same career field. 

(2) To be certified to a level in a primary career field, 
a workforce member must meet the mandatory education, training, 
and experience requirements established for that level. The DACM 

L shall publish these requirements annually. 

(3) Workforce members assigned to positions in levels II 
or III need not complete the requirements of lower levels to be 
certified to the level of their current position. However, the 
training requirements in levels I, II, and III build on each 
other and workforce members are encouraged to complete any lower 
level courses they might need to complete successfully higher 
level courses. 

(4) Supervisors shall ensure that military and civilian 
workforce members are provided the opportunity to meet the 
mandatory certification requirements of their acquisition 
position and primary career field. 

(5) Workforce members are encouraged to use the mandatory 
training course fulfillment process, if appropriate, as well as 
other alternative methods outlined in part 2, chapter II to meet 
primary career field requirements. 

2-III-3 
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b. Subsidiary Career Field Certification


(1) A workforce member may be certified in subsidiary

career fields. This can occur in the following ways:


(a) The workforce member was previously certified in

a primary career field and is now in a different primary career

field (the previous primary career field becomes a subsidiary

career field when a workforce member is assigned to another

position with a different career field); or


(b) The workforce member meets all certification

requirements for a subsidiary career field level and desires

certification.


(2) Unlike certification in a primary career field, to be

certified in a subsidiary career field, workforce members must

meet all lower level certification requirements for that field

(unless certified under conditions in paragraph 6b(l) (a)). For

example, to be certified at level II in a subsidiary career

field, the member must meet the level I and level II requirements

in that particular field. If the member is requesting

certification to level III, he or she must meet levels I, II, and

III certification requirements in that field. Workforce members

are encouraged to use the mandatory training course fulfillment

process or other alternative methods outlined in part 2, chapter

II to meet subsidiary career field requirements, if appropriate.


(3) Unlike certification in a primary career field, there

are no regulatory time frames for meeting subsidiary career field

requirements nor are there waiver provisions. Since priority for

training goes to workforce members who need the training for

their primary career field, training in subsidiary career fields

will only be provided when sufficient quotas are available.


7. Certification Procedures


a. The certification procedures outlined below apply to both

military and civilian workforce members applying for primary and

subsidiary career field certification.


b. The applicant, i.e., the person requesting certification,

will apply for certification using the sample format provided at

appendix K. The applicant shall affix to the application the

appropriate career field check list.
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c. The official authorized to certify workforce members to 
career field levels shall review the application. 

(1) Civilian. If approved, the official shall forward 
the original civilian application to the servicing HRO for 
processing into DCPDS and provide a copy to the applicant. The 
HRO shall retain the original application in a permanent 
personnel record. 

(2) Navy military. If approved, the official shall 
forward the original Navy military application to BUPERS 
(PERS-447). BUPERS (PERS-447) shall assign the member an . Additional Qualification Designator (AQD) reflecting attainment 
of the appropriate career field level certification and file the 
original in a permanent personnel record. 

(3) Marine Corps military. If approved, the official 
shall forward the original Marine Corps military application to 
CMC, Code MMOA-3 for processing into AWSOM and provide a copy to 
the applicant. MMOA-3 shall retain the original application in a 
permanent personnel record. 

(4) If disapproved, the official shall return the\ disapproved application with the reason(s) for disapproval to the 
applicant. 

d. Supervisors shall ensure that workforce members are 
afforded the opportunity to complete requisite certification 
requirements. A career development plan shall be used to assist 
the supervisor and workforce member in documenting and 
establishing a plan to meet certification requirements of the 
position. 

8. Certification Waivers. Workforce members may not be 
certified through a waiver process. Rather, a certification 
waiver allows a person who does not meet the certification 
requirements of the position to remain in that position. This is 
an assignment waiver and is only valid for the particular 
position to which assigned. Further, a certification waiver does 
not negate the responsibility of management and the employee to 
continue to pursue certification. Refer to part 1, chapter II 
for 

9. 
DON 

L 

certification waiver criteria and procedures. 

Reci~rocitv. There is certification reciprocity between the 
and other DOD Components. Reciprocity means certification in 
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the DON is interchangeable with certification in another DOD 
Component. 
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PART 2 

CHAPTER IV 

ACQUISITION PROFESSIONAL COMMUNITY MEMBERSHIP 

10 Introduction. The APC is a subset of the DON acquisition 
workforce. The APC consists of a select group of highly skilled 
military and civilian acquisition professionals. DON CAPS must 
be filled with members of the APC. This chapter provides 
policies and procedures for granting APC membership and APC 
selection standard waivers. 

2. General 

a. Membership in the APC is voluntary. Persons holding CAPS 
on 1 October 1992 do not have to join the APC to remain in the 
position held on that date. However, they must become APC 
members in order to move into another CAP, regardless of the 
method used to place the person in the CAP or the reason for the 
move. 

b. APC membership standards may be changed only with the 
concurrence of the USD(A&T). A request to change standards must 
be addressed to the DACM via the requester’s chain of command. 
The request must be in writing and explain the reasons for the 
desired change. If the DACM agrees, the request shall be 
forwarded by the DACM to the USD(A&T) for concurrence. 

3. Delegation of Authorities 

a. The DACM shall, subject to the concurrence of the 
USD(A&T), authorize changes to APC membership requirements. 

b. Military. The CHNAVPERS and CMC, or their designees, are 
authorized to take the following actions on military personnel 
other than flag and general officers: 

(1) Through an administrative board made up of APC 
members, select military personnel into the APC and approve APC 
selection standard waivers for military personnel; 

‘L 

(2) Administratively cancel APC membership of military 
members; and 
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(3) Administratively separate military members from the 
APC . 

c. Flag and general officers 

(1) The CHNAVPERS and CMC, or their designees, are 
authorized to recommend to the ASN(RD&A) , via the DACM, flag and 
general officers for APC membership actions listed in paragraph 
3b(l) through (3). 

(2) The ASN(RD&A) shall approve APC membership actions 
for flag and general officers. 

d. Civilian. Commanders or directors of acquisition 
organizations, or their designee(s), are authorized to take the 
following actions for civilian personnel through the GS-15 level: 

(1) Select civilian personnel into the APC and approve 
APC selection standard waivers; 

(2) Administratively cancel APC membership of civilian 
members; and 

(3) Administratively separate civilian members from the 
APC . 

e. SES 

(1) Commanders or directors of acquisition organizations, 
or their designees, are authorized to recommend, via the DACM, 
SES personnel for APC membership actions listed in paragraph 
3d(l) through (3). 

(2) The ASN(RD&A) shall approve APC membership actions 
for SES personnel. 

f. The immediate, or a higher level, supervisor of the 
person requiring the waiver is authorized to request an APC 
selection standard waiver. 

9* The authority to approve APC selection standard waivers 
may be redelegate no lower than the flag, general officer, or 
SES level. 

4. APC Membershi~ Criteria 
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a. All APC applicants must either: 

(1) Be a DON acquisition workforce member graded at 
GS-13 (or comparable demonstration project grade), O-4, or above; 
or 

(2) Be tentatively selected for a DON CAP. 

b. In addition to 4a, APC applicants must: 

(1) Have a baccalaureate degree from an accredited 
educational institution authorized to grant baccalaureate 
degrees; 

(2) Have completed: 

(a) At least 24 semester credit hours (or academic 
equivalent) of study from an accredited institution of higher 
education from among the disciplines of accounting, business 
finance, law, contracts, purchasing, economics, industrial 
management, marketing, quantitative methods (see definitions of 
quantitative methods in part 4), and organization and management 
(combinations of college credit courses and approved equivalency 
examinations, e.g. , DANTES, totaling 24 semester credit hours may 
be used), or 

(b) At least 24 semester hours (or academic 
equivalent) from an accredited institution of higher education in 
their primary career field along with 12 semester hours (or 
academic equivalent) from the management disciplines listed in 
paragraph 4b(2) (a). In lieu of the 12 semester hours, applicants 
may substitute training courses for which ACE has recommended 
academic credit hours. Substitution of training courses for the 
12 semester hour requirement must be based on the credit hour and 
discipline recommendations published by the ACE. 

(c) Clarification. Paragraph 4b(2) (b) does not apply 
to persons in the contracting career field. Such persons must 
have the 24 hours in the disciplines listed in paragraph 
4b(2) (a). 

(d) Applicants may meet the requirement for semester 
hour credit in the business disciplines listed in paragraph 
4b(2) (a) by passing examinations that are accepted by accredited 
institutions of higher education for academic credit in those 
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business disciplines. Accepted examinations are the DANTES 
Subject Standardized Tests and the subject examinations of the 
College Level Examination Program, both of which are available at 
DANTES Test Centers. 

(3) Have at least 4 years of experience in Federal 
government acquisition positions or comparable positions in the 
private sector (up to 1 year may be credited for time spent 
pursuing a program of academic training or education in 
acquisition) ; and 

(4) Be certified at or meet all mandatory training 
required for either level II or III of the workforce member’s 
primary career field. (Note: if the APC applicant is not an 
acquisition workforce member, e.g. , an applicant from private 
industry, and has been tentatively selected for a CAP, the 
applicant must meet the mandatory training required for either 
level II or III of the primary career field of the acquisition 
position for which the applicant has been tentatively selected.) 

c. In addition to 4a and b, Navy military unrestricted line 
applicants must include o-5 operational command screen. 

d. Mobility, either geographic or non-geographic, is an 
expectation of APC membership and assignment to a CAP. APC 
members are encouraged to seek opportunities for reassignment. 

5. Exce~tion to Education Requirements 

a. The APC standards in paragraphs 4b(l) and (2), i.e, the 
baccalaureate degree and the 24/12 semester hours (or equivalent 
quarter hours) , do not apply to persons who, on 1 October 1991, 
had at least 10 years of experience in Federal government 
acquisition positions or in comparable private sector positions. 
In other words, if the applicant had 10 years of acquisition 
experience as of 1 October 1991, a waiver is not required. 

b. Employees are exempt from the degree standard in 
paragraph 4b(l) if they meet all three of the following 
conditions: 

(1) Were serving in an acquisition position on 1 October 
1991; 
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(2) Had less than 10 years in acquisition positions as of 
1 October 1991; and 

(3) Have 24 semester credit hours in the disciplines 
stated in paragraph 4b(2) (a). Combinations of college credit 
courses and approved equivalency examinations totaling 24 
semester credit hours may be used, but there is no alternative to 
the requirement that the 24 hours all be in the stated, business-
related disciplines. 

c. These exceptions apply only to the education 
requirements. The experience and training requirements must 
still be met. 

6. Civilian APC Amlication Procedure 

Applications shall be made by following the format 
prov~~ed in appendix L. If the applicant has obtained an APC 
selection standard waiver (only applicable to an incumbent of a 
CAP or a person tentatively selected for a CAP, see paragraph 
10), the applicant shall attach a copy of the approved APC 
selection standard waiver. Appendix M provides the format for an 
APC selection standard waiver. The completed APC application

L shall be forwarded to the applicant’s supervisor. 

b. The supervisor shall review the application. If the 
supervisor determines that the applicant has met all standards, 
the supervisor shall recommend approval or disapproval, sign and 
date the application, and forward the application to the official 
authorized in paragraph 3 to select members into the APC (this 
may be done by the supervisor if the supervisor has been 
delegated authority to select members into the APC). (Note: SES 
may be approved only by the ASN(RD&A).) If the supervisor 
recommends disapproval, reasons for the recommendation shall be 
attached. 

c. If the application for membership is approved, the 
selecting official shall mark the application indicating 
approval, sign and date the application, and forward the original 
approval to the servicing HRO for processing into DCPDS and 
filing in the member~s official record. The selecting official 
shall forward a copy of the approval form to the APC member via 
the member~s immediate supervisor. 

L 

2-IV-5 

Enclosure (1) 



SECNAVINST 5300.36


31 MAY199S


d. If the application is denied, the official shall mark the

application indicating disapproval, attach written reasons for

disapproval, sign and date the application, and return the

disapproved application to the applicant.


7. Naw Military (other than flaa officers) APC Entrance

Procedure


a. The personnel records of officers shall be screened by a

BUPERS administrative board to determine whether the officer

meets APC standards.


(1) Officers who meet the APC standards shall be afforded

an opportunity to join the APC and assigned an AQD. BUPERS shall

document APC membership in the member’s official personnel record

and notify the officer of his or her membership.


(2) Officers who do not meet the APC standards must

receive an APC selection standard waiver for each standard not

met before entering the APC. APC selection standard waiver

procedures are described in paragraph 10.


b. Navy officers at the O-4 level and senior may apply for

membership in the APC. They shall forward an application using

the format in appendix L to BUPERS (PERS-447) for screening.

(Note: APC selection standard waivers may be granted only to

Navy officers who have been tentatively selected for or who are

assigned to CAPS.)


8. Marine Corm Militarv tether than aeneral officers) APC

Entrance Procedure


a. Selection into the APC for Marine Corps military members

is outlined below.


(1) Marine Corps military personnel shall make

application for the APC as part of review for assignment of an

acquisition MOS.


(2) Regular Marine Corps officers may make application

for designation as an Acquisition Manager (MOS 9959), Acquisition

Management Officer (MOS 9958), and Acquisition Professional

Candidate (MOS 9957). APC membership includes officers with MOS

9959 and 9958.
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be convened 
annually. -The Board shail consider applications and recommend 
the appropriate MOS and career field. A Board may be convened to 
review applications which must be considered outside the normal 
annual process. 

(4) The Selection Board shall use the sample format 
application provided in appendix L to document entry into the 
APc . The original approved application shall be filed in the 
member’s personnel record. Selection into the APC shall be 
recorded into AWSOM. 

b. The Board may recommend APC selection standard waivers 
or, if delegated authority per paragraph 3b, approve APC 
selection standard waivers. (Note: APC selection standard 
waiver into the APC may be granted only to Marine Corps officers 
who have been tentatively selected for or who are assigned to 
CAPS � ) 

9. Waivers Applicable to CAPS 

a. Persons selected for CAPS who are not already APC members 
may still be assigned to the CAP through one of two types of 
waivers. The first type of waiver is an APC selection standard 
waiver which permits entry into the APC. The second type of 

L waiver is a CAP assignment waiver which permits a non-APC member 
to be assigned to a specific CAP. 

b. CAP assignment waivers, which are valid only for the 
particular assignment for which granted, are discussed in part 1, 
chapter V. Procedures for requesting and approving APC selection 
standard waivers, which confer APC membership, are discussed in 
paragraph 10. 

10. APC Selection Standard Waiver Procedure. This procedure 
shall be used only for an incumbent of a CAP or a person 
tentatively selected for a cAP. Other persons must fully meet 
APC requirements before he or she is selected for APC membership. 

a. An APC selection standard waiver request must be in 
writing. The request must be signed by an official authorized in 
paragraph 3f above and must contain the following statement (R 
justifying significant potential for advancement: 1~1certify 
significant potential for the following reasons: (insert the 
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rationale) .“ Appendix M provides the format for requesting for

APC selection standard waiver.


b. An APC selection standard waiver must be approved before

a person may be selected into the APC. If the APC selection

standard waiver is granted, the granting official (see paragraphs

3b through e) shall:


(1) For civilian applicants, ensure that the original

approved waiver is forwarded to the servicing HRO for processing

into DCPDS and filing in the member’s official personnel record

and that a copy of the approved waiver is forwarded to the

applicant and to the DACM; or


(2) For Navy military applicants, the official authorized

to grant APC selection standard waivers shall ensure that the

original approved waiver is forwarded to BUPERS for entry into

the member(s official personnel record and that a copy of the

approved waiver is provided to the applicant and to the DACM; or


(3) For Marine Corps military applicants, the official

authorized to grant APC selection standard waivers shall forward

the original approved waiver to CMC, Code MMOA-3, for data entry

into AWSOM and filing in the member’s official personnel record.

The official authorized to grant APC selection standard waivers

shall ensure that a copy of the approved waiver is provided to

the applicant and to the DACM.


c. If the application is disapproved, the original

application with the rationale for disapproval shall be returned

to the applicant. A copy of the disapproved application should

be retained by the official authorized to grant APC selection

standard waivers, or designee(s) , for a minimum of 2 years.


11• Resiunation from the APC If an APC member wishes to resign

from the APC, management shouid counsel the APC member because

resignation from the APC will result in the person being

ineligible to hold a CAP unless a CAP assignment waiver is

approved.


a. A member wishing to resign from the APC shall submit a

written resignation to the official authorized in paragraph 3 to

cancel APC membership. The resignation should identify the

reasons for the resignation and state whether the member occupies

a CAP.


2-IV-8


Enclosure (1)


...-



L 

SECNAVINST 5300.36 
31 MAY1595 

b. The official authorized in paragraph 3 to cancel APC 
membership shall distribute copies of the resignation in 
accordance with paragraph 12c(3). 

c. If the person resigning from the APC encumbers a CAP, 
management must either reassign the person to a non-CAP or obtain 
a CAP assignment waiver. 

12• Administrative Cancellation of APC Membership. An APC 
member shall retain APC membership indefinitely subject to the 
following exceptions. 

a. Cancellation of DON APC membership shall occur under the 
following circumstances: 

(1) If an APC member serves 5 consecutive years in non-
acquisition positions; 

(2) If an APC member leaves DON military active duty or 
civilian service; 

(3) If an APC member’s resignation from the APC is 
received; or 

(4) If an APC member was erroneously admitted to the APC. 

b. If a person desires to 
of APC membership, that person 

c. An official authorized 
membership shall: 

(1) Other than persons 
12a(2), provide the APC member 
cancellation of APC membership 
the cancellation; 

rejoin the APC after cancellation 
must apply for APC membership. 

in paragraph 3 to cancel APC 

who leave DON per paragraph 11 or 
with a written notice of 
which specifies the reason(s) for 

(2) Provide a copy of the notice of cancellation or 
resignation to the DACM; and 

(3) So that the member’s official records may be amended 
to reflect cancellation or resignation of APC membership, provide 
a copy of notice of cancellation or resignation of APC membership 
to: 
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(a) The servicing HRO for a civilian employee, 

(b) BUPERS (PERS-447) for a Navy military member, or 

(c) CMC, Code MMOA-3 for a Marine Corps military 
member. 

13. Administrative Se~aration from the APC. An official 
authorized in paragraph 3 may administratively separate a member 
from the APC. An example of a reason which might warrant 
administrative separation from the APC is falsification of APC 
application. An official authorized in paragraph 3 to separate 
members from the APC shall: 

a. Provide the APC member with a written proposal in advance 
of the administrative separation from the APC which specifies the 
reason(s) for the proposal and which offers the member an 
opportunity to reply; 

b. Consider any reply that the APC member may make; 

c* Provide the APC member with a written decision which 
specifies the reasons for the action, considers any reply that 
the APC member may have made, and which, if the decision is 
separation from the APC, gives the effective date of the 
separation and advises the member of the procedure for contesting 
the decision, i.e., a civilian employee may grieve and a military 
member may request reconsideration at a higher level; 

d. Provide a copy of the separation notice to the DACM; and 

e. So that the member~s official records may be amended to 
reflect cancellation of APC membership, provide a copy of the 
separation notice to: 

(1) the servicing HRO for a civilian employee, 

(2) BUPERS (PERS-447) for a Navy military member, or 

(3) CMC, Code MMOA-3, for a Marine Corps military member. 

14. Reci?xocitv. There is reciprocity between the DON APC and 
other DOD Component Acquisition Corps. Reciprocity means 
membership in the DON APC is interchangeable with membership in 
another DOD Component Acquisition Corps. 
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PART 2 

CHAPTER V 

WAIVERS 

10 General 

a. Information on waivers is provided in the chapter which 
covers the specific requirement to be waived. For example, 
information on obtaining a certification waiver for a person who 
has not met certification requirements for the position is 
contained in part 1, chapter II, Acquisition Position Career 
Field Certification Requirements. As another example, guidance 
on waiving the standards for APC membership is contained in part 
2, chapter IV, Acquisition Professional Community Membership. 

b. Except for an APC selection standard waiver which permits 
membership in the APC and a contracting officer warrant waiver 
which is only valid for the particular warrant for which granted, 
all other waivers are position specific and are not carried 
forward with the person when reassigned from one acquisition 
position to another. 

c. Each waiver is specific and may not stand in lieu of 
another waiver. For example, for GS-1102S there is a statutory 
education requirement and a regulatory (career field 
certification) education requirement. If the GS-1102 position is 
a CAP requiring APC membership, there is also a statutory 
education requirement for APC membership. While the three 
education requirements are almost identical, the person selected 
for a GS-1102 CAP who did not meet the education requirement 
would require three separate waivers. Two would be required 
prior to assignment (the GS-1102 and APC membership requirements) 
and one would be required prior to completion of 18 months in the 
CAP (the career field certification requirement). The person 
could not be assigned to the CAP unless both of the statutory 
waivers (GS-1102 and APC membership) were granted. Further, if 
at the end of 18 months the person did not meet the education 
requirement for certification, a certification waiver would be 
required for the person to remain in the CAP. 

L 

d. There shall be a separate application for each waiver 
requested. Requests for more than one waiver may not be 
combined, except for one specific case. A request for a SCO 
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waiver and a request for a CAP assignment waiver for APC 
membership may be combined (see Appendix D) . 

e. Applicants shall follow the format provided for each type 
of waiver. It is essential that all required information be 
included in a waiver application. This is necessary in order to 
evaluate the application and to record an approved waiver. 

2. Twes of Waivers. A summary of the various types of waivers 
which may be granted is provided below. 

a. APC Selection Standard Waiver. This type of waiver 
waives an APC selection standard and confers membership in the 
APC (see part 2, chapter IV and appendix M) . 

b. CAP Assignment Waiver. A CAP assignment waiver permits a 
person to occupy a specific CAP without being a member of the APC 
(see part 1, chapter V and appendix E). 

co Certif ication Waiver. A certification waiver permits a 
person who does not meet the certification standards of the 
position within 18 months after assignment to remain in that 
position without being certified (see part 1, chapter II and 
appendix A) . 

d. Contracting Officer Warrant Waiver. This is a waiver of 
any of the statutory education, training, or experience required 
to award or administer a contract above the small purchase 
threshold. Warrant waivers are only valid for the particular 
warrant for which granted and terminate when the warrant is 
terminated (see part 1, chapter III and appendix C). 

Flaq, General Officer, and SES Waiver. Before a flag, 
gene~~l officer, or SES may be assigned to a CAP, that person 
must have 10 years of acquisition experience, at least 4 of which 
were performed while assigned to a CAP. This statutory 
requirement may be waived to allow a person to occupy a specific 
acquisition position (see part 1, chapters IV and VIII) . 

f. GS-1102 Waiver. This is a waiver of the statutory 
education requirements for 1102 series personnel (see part 1, 
chapter III and appendix C). 

9“ SCO Waiver. Before being appointed to a SCO position, a 
person must have at least 4 years of contracting experience. A 

2-v-2 
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SCO waiver permits a person not meeting this requirement to be 
appointed to a SCO position (see part 1, chapter III and appendix
nlu] . 

h. Tenure Aareement Waiver. A tenure agreement waiver is a 
release from the requirement to execute a tenure agreement (see 
part 1, chapter V). 

i. Tenure Obligation Waiver. A tenure obligation waiver is 
a release from the period of service required for a position (see 
part 1, chapter V and appendix G). 

i Waivers for Certain Senior CAPS with S~ecial Statutory 
Requirements. There are special requirements for PEO, DPEO, 
DRPM, DDRPM, ACAT I and II PM and DPM positions. These 
requirements may be waived to allow a person to occupy a specific 
position. These waivers are centrally managed by the DACM (see 
part 1, chapter VIII). 

2-v-3 
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PART 3 

CHAPTER I 

MANAGEMENT INFORMATION SYSTEM AND REPORTING REQUIREMENTS 

10 General. Reference (d) establishes the principal 
requirements for record keeping and reporting on acquisition 
positions and personnel. It defines seven files, i.e., training, 
personnel, review/assignment change, position, waiver, bonus, and 
mandatory DOD course completion, that must be submitted 
periodically to the Defense Manpower Data Center (DMDC). 

2. DACM Oversiqht. The DACM is responsible for all reporting 
required by references (a), (c), and (d). 

3. Management Information Svstems. To accomplish the required 
reporting, the DACM relies on standard data systems for civilians 
and for Navy and Marine Corps military acquisition positions and 
employees. The data are accumulated and submitted to DMDC. The 
civilian personnel and position data come from DCPDS maintained 
by the Navy Civilian Personnel Data System Center in San Antonio, 
Texas. The Navy military data on acquisition positions come from 
TFMMS maintained by BUPERS (PERS-5). The Navy military data on 
personnel are from OPINS maintained by BUPERS (PERS-1O). The 
Marine Corps military data on acquisition positions and personnel 
are drawn from AWSOM and fed from the official Marine Corps 
manpower and personnel system, i.e., the Joint Uniform Military 
Pay System/Manpower Management System. DCPDS, OPINS, and AWSOM 
contain data on training courses taken by acquisition employees. 
The DACM augments that data with information taken from ATRRS, 
maintained by the Department of the Army. ATRRS is the 
information system used by all services to enroll students in 
mandatory acquisition training and contains a history of 
completions since FY-93. Finally, data on certain senior CAPS 
(see part 1, chapter VIII) is maintained by the DACM office in 
the DACM MIS. DCPDS and AWSOM contain data elements to store all 
data required by references (a), (c), and (d). The DACM MIS is 
used to store information on Navy military officers in the 
acquisition workforce. 

4. Record Kee~inq. Records required in references (c) and (d), 
e.g., fulfillments, APC membership, waivers, exceptions, 

assignment changes for CAPS, and rotation review results must be 
maintained in official personnel records as well as in the 
corresponding information systems. 

L 
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5. Data Maintenance. There are several events that require 
recording in official data systems. They include, but are not 
limited to: 

a. Identification of acquisition positions, including coding 
or recoding the acquisition position category or recoding a 
position as non-acquisition; 

b. Processing data on employees, either newly assigned to an 
acquisition position or encumbering a position that is 
redesignated as a acquisition position; 

c. Receipt of waivers; 

d. Granting or cancellation of APC membership; 

e. Achievement of career field certification; 

f. Receipt or removal of contracting officer warrants; and 

9“ Approval of fulfillments. 

The responsibility for this is shared among the acquisition 
organizations, activities, and the data system maintainers, e.g. , 
HROS, BWERS, HQMC, and DACM. 

3-I-2 
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PART 3 

CHAPTER II 

EVALUATION 

Reserved. 

. 
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PART 4 

DEFINITIONS 

1. Acquisition. The planning, design, development, testing, 
contracting, production, introduction, acquisition logistics 
support, and disposal of systems, equipment, facilities? 
supplies, or services that are intended for use in or support of 
military missions. 

2* Acquisition Career Promam Board. A board comprised of the 
chairs of Functional Boards and other senior personnel which 
advises the ASN(RD&A) or DACM, as appropriate, on significant 
policies and procedures for the acquisition workforce. 
Membership on the ACPB consists of the chairs of the DON 
Functional Boards and the chairs of the Command Boards. The ACPB 
is chaired by the DACM and meets on an ad hoc basis. 

3. Acau isition Orcfanizations. Acquisition organizations employ 
DON acquisition workforce personnel and are delegated the 
responsibility to administer the DON AWP in accordance with this 
instruction. Acquisition organizations are: 

a. ASN(RD&A); 

b. Chief of Naval Education and Training; 

c. CNO ; 

d. HQMC ; 

e. Deputy Assistant Secretaries of the Navy and Deputies 
under the Office of the ASN(RD&A) , the Navy International 
Programs Office, the Naval Information Systems Management Center, 
and the Naval Center for Cost Analysis; 

f. Marine Corps Systems Command; 

9“ Military Sealift Command; 

h. Naval 

i. Nava1 

j. Naval 

Air Systems Command; 

Computer and Telecommunications Command; 

Facilities Engineering Command; 
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k. 

1. 

m. 

n. 

o. 

P* 

q“ 

r. 

s. 

t. 

u. 

v. 

Nava1 

Nava1 

Nava1 

Nava 1 

Medical Logistics Command; 

Reserve Force; 

Sea Systems Command; 

Supply Systems Command; 

Office of Naval Research; 

PEO and DRPM organizations; 

Space and Naval Warfare Systems Command; 

U.S. Atlantic Fleet; 

U.S. Naval Forcest Europe; 

U.S. Pacific Fleet; 

U.S. Special Operations Command; 

Any other Echelon 1 or 2 organization not specifically 
designated-above which contains ac~isition positions; and -

w. Any other organization specifically designated by the 
DACM as an acquisition organization. 

4. Acau isition Position Categories. Acquisition position 
categories are functional subsets of acquisition positions. The 
13 acquisition position categories used in DON are listed in (a) 
through (m) below: 

a. 

b. 

c. 

d. 

e. 

f. 

Acquisition Logistics; 

Businesst Cost Estimating and Financial 

Communications-Computer Systems; 

Contracting (to include contracting for 

Industrial Property Management; 

Manufacturing and Production; 

4-2 
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Management; 

construction) ; 
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El” Quality Assurance; 

h. Program Management; 

i. Purchasing; 

j“ Systems Planning, Research, Development and Engineering; 

k. Test and Evaluation Engineering; 

1. Program Management Oversight (Note: this is a position 
category, not a career field. This position category is reserved 
fcr positions at the GS-15 or 06 level or higher located within 
the ASN(RD&A) organization.); and 

Education, Training and Career Development (Note: this 
is am~osition category, not a career field.) 

5* Acquisition Positions. Acquisition positions are designated 
civilian positions and active and reserve military billets in the 
DON acquisition system which have acquisition duties and fall in 
established acquisition position categories. Included within the 
total DON acquisition position structure are two subsets of 
acquisition positions: CAPS and non-CAPs. 

L 6. ACauisition Professional Community. The APC is a subset of 
the DON acquisition workforce. It is composed of selected 
military and civilian personnel in the grade of O-4 and senior 
and GS-13 and above, including comparable demonstration project 
personnel, who are acquisition professionals. DAWIA and DOD 
regulations refer to this community as the “Acquisition Corps.” 

7. Acuuisition Professional Community Selection Standards. APC 
selection standards are the qualifications needed to become a 
member of the APC. They include specific grade, education, 
training, and experience requirements. APC selection standards 
are listed in references (a) and (c). 

8. Acquisition Workforce. The acquisition workforce consists of 
permanent civilian employees and military members who occupy 
acquisition positions, Navy military personnel with an 
acquisition AQD, Marine Corps military personnel with an 
acquisition MOS, and members of the APC. Executive Level, 
Federal Wage System, Nonappropriated Fund, foreign national, and 
third country national employees are not members of the 
acquisition workforce. 

(R 
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% Acquisition Workf orce Overs iaht Council. A committee which 

advises and supports the ASN(RD&A) in the oversight and 
evaluation of the acquisition workforce and which advises on the 
assignment of personnel to certain senior CAPs. 

10. Career Field. One or more occupations that require similar 
knowledge and skills. There are 10 acquisition career fields 
within the DON. The acquisition position category determines the 
acquisition workforce member’s primary career field except for 
two acquisition position categories: Program Management 
Oversight and Education, Training and Career Development. 
Acquisition workforce members occupying positions in Program 
Management Oversight or Education, Training and Career 
Development must have a primary acquisition career field based on 
their job requirements and background. The 10 DON career fields 
are: 

a. 

b. 

Cm 

d. 

e. 

f. 

9“ 

h. 

i. 
and 

j. 

Acquisition Logistics; 

Business, Cost Estimating and Financial Management; 

Communications-Computer Systems; 

Contracting (to include contracting for construction); 

Industrial Property Management; 

Manufacturing, Production and Quality Assurance; 

Program Management; 

Purchasing; 

Systems Planning, Research, Development and Engineering; 

Test and Evaluation Engineering. 

11. Career Levels. Each acquisition career field is divided 
into three levels for purposes of establishing certification 
standards. All acquisition positions have been assigned to one 
of these three levels; the level is determined by the grade of 
the position (demonstration project acquisition position career 
levels equate to the comparable GS grade). Except for the 
Purchasing career field, these three levels are: level I (GS-5/8 
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and military 0-1/3) ; level II (GS-9/12 and military O-4) ; and 
level III (GS-13 and above and military O-5 and senior). The 
certification levels for the Purchasing career field are: level 
I (GS-5 and E-4/5); level II (GS-6/8 and E-6/8); and level III 
(GS-9 and E-9). 

12. Certain Senior Critical Acquisition Positions. Certain 
senior critical acquisition positions are PEO, DPEO, DRPM, DDRPM, 
ACAT I PM and DPM, ACAT II PM and DPM, and other key acquisition 
positions identified in part 1, chapter VIII. Assignments to 
these positions are centrally managed. 

13• Certification. Certification is the process by which an 
authorized official determines that a workforce member meets the 
mandatory education, training, and experience standards for a 
certification level in an acquisition career field. 

14. Certification Standards. Certification standards are the 
mandatory education, training, and experience standards required 
by DOD for a career level in an acquisition career field. 

15. Command Boards. Command boards are subsets of the ACPB and 
are comprised of representatives from the larger acquisition 
organizations. They recommend career management provisions, 
provide advice on the AWP, and perform other duties within their 
command as appropriate. The chair of each of the Command Boards 
represents the command at ACPB meetings. 

16. Contracting Officer. As used in this instruction, a 
contracting officer is a person who has the authority to award or 
administer a contract above the small purchase threshold. The 
term ‘Warranted contracting officer~t encompasses persons having 
the authority to award or administer contracts above the small 
purchase threshold. 

17• Contracting Positions. Contracting positions consist of 
three subsets: contracting officers who have authority to award 
or administer a contract above the small purchase threshold, the 
GS-1102 series (and comparable military), and SCOS. 

18. Critical Acquisition Position. A CAP is any acquisition 
position required to be filled by an employee in the grade of 
GS-14 or above, or military grade O-5 or above. 

4-5 
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19• Functional Boards. Functional Boards are subsets of the 
ACPB and are comprised of experts in each of the acquisition 
functional areas. They assist in the identification of common 
community issues and recommend education and training 
requirements, intern program requirements and funding levels. 
DON Functional Board chairs serve as DON representatives on the 
respective DOD Functional Boards. DON Functional Board chairs 
also represent the Functional Board at ACPB meetings. 

200 Non-Critical Acauisition Position. Any acquisition position 
other than a CAP. 

21. Primary Career Field. The primary career field is the 
career field in which a workforce member must attain 
certification. Except for the Program Management Oversight and 
Education, Training and Career Development career fields, the 
primary career field is the same as the category of the workforce 
member’s current acquisition position. 

22. Quantitative Methods. Quantitative methods is one of the 
disciplines that may be credited toward meeting part of the 
education requirement for APC membership, GS-1102 positions, and 
warrant authority above the small purchase threshold. 
Quantitative methods courses are those courses in mathematics 
applied to business and management such as statistics, operations 
research, and mathematics normally taught in schools of business 
or management. Pure mathematics, e.g., calculus and differential 
equations, should not be considered quantitative methods courses. 

23. Sicfnificant Potential for Advancement. CcSignificant 

potential for advancementt~ means the potential for advancement to 
levels of greater responsibility and authority, based on 
demonstrated analytical and decision making capabilities, job 
performance, and qualifying experience. 

24. Statutory Requirements. Statutory requirements are those 
requirements established by law for specific acquisition 
positions, i.e., CAPS, contracting positions, ACAT I and II PM 
and DPM positions, PEO positions, SCO pOsitiOn% and flag 
officers, general officers, and SES members assigned to 
acquisition workforce positions. 

— 

25. Subsidiary Career Fields. Subsidiary career fields are 
career fields other than the members’ primary career field. 
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26. Tenure. Tenure is the period of time that an incumbent of a 
CAP is obligated to remain in that CAP. 

27. Tenure Aarcement. A tenure agreement is a written agreement 
executed by a CAP selectee to remain in that position for a 
specified period of time. 

28. Waiver. A waiver is an approval to incumber an acquisition 
position, hold a warrant above the small purchase threshold, 
and/or enter the APC without meeting all of the AWP requirements. 

L 
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From: 
To: 

Via: 

Subj: 

Appendix A 

FORMAT FOR REQUESTING CERTIFICATION WAIVERS 

(Management official authorized to make the request) 
(Management official authorized to grant certification waivers. Note: 
authority to waive certification for levels I and II may be redelegate 
no lower than two tiers above the workforce member’s supervisor, or at 
the flag, general officer, or SES level, whichever is lower. Authority 
to waive certification for level III may be redelegate no lower than 
to a flag officer, general officer, or SES in the same career field.) 
(As determined by command) 

REQUEST FOR CERTIFICATION WAIVER 

1. Please grant a certification waiver for: 

Name: 

Position title, civilian series or military 

Primary career field and level required for 
certification waiver is requested: 

Organization, code, and address: 

designator, and grade: 

the position and for which 

Position description number (CPCN for civilians,UIC/BScfor Navy 
military,or UIC/MCC/TOlinenumberfor MarineCorpsmilitary): 

2. Identifythe specificcertificationstandardsthat the persondoes not 
meet. Be specific,e.g.,lacks1 of the required2 yearsof acquisition
logisticsexperience. 

3. Providejustificationas to why the standardswere not met, includinga 
statementregardingthe member’s ability to perform successfully in the 
position without meeting the standards. 

Signature of requesting official and title 

Approved/Disapproved 
Signature of approving off~clal and date 

Distribution (after approval): 
Original to civilian HRO, BUPERS (PERS-447), or CMC, Code MMOA-3, as 

appropriate 
Copy to requesting official 

‘----
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General Guidance 

1. A certification waiver may be made only for the individual’s current 
position. Follow the certification waiver format as it is vital that all 
required information be provided. Review part 1, chapter II before applying 

for a certification waiver. The certification requirements for positions 
differ depending on the position category and level. Refer to the 

certification check list published annually by the DACM. 

2. A person may serve in an acquisition position for up to 18 months without 

being certified to the level of the position. A certification waiver is 

required to enable the person to serve in the position beyond 18 months 
without being certified. 

3. A certification waiver is initiated by management (at minimum, the 
immediate supervisor). Also, only certain management levels may approve 
certification waivers. Check to determine who within your organization has 
these authorities. 

4. A certification waiver does not certify a person. It allows a person to 

remain in a specific position without meeting certification requirements. 

5. Distribution of approved certification waivers is as follows: 

a. For civilian certification waivers: 

(1) The original shall be sent to the servicing HRO for retention in a 
permanent personnel record and 

(2) A copy shall be forwarded to the requesting official 

b. For Navy military certification waivers: 

(1) The original shall be sent to BUPERS (PERS-447) for retention in a 
permanent personnel record and 

(2)A copy shallbe forwardedto the requestingofficial. 

c. For Marine Corps military certification waivers: 

(1) The original shall be sent to CMC, Code MMOA-3, for retention in a 

permanent personnel record and 

(2) A copy shall be forwarded to the requesting official. 
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ORGANIZATION 

ASN(RD&A) 

AVIATION SUPPLY 
OFFICE 

MARCORSYSCOM 

HEADQUARTERS 
US MARINE CORPS 

MILITARY SEALIFT 
COMMAND 

NAVAL AIR SYSTEMS 
COMMAND 

NAVAL FACILITIES 
ENGINEERING 
COMMAND 

NAVAL SEA SYSTEMS 
COMMAND 

NAVAL SUPPLY 
SYSTEMS COMMAND 

OFFICE OF NAVAL 
RESEARCH 

SPACE AND NAVAL 
WARFARE SYSTEMS 
COMMAND 

SHIPS PARTS 
CONTROL CENTER 

STRATEGIC SYSTEMS 
PROGRAM 

Appendix B 

LIST OF SENIOR CONTRACTING OFFICIALS 

TITLE 

Deputy for Acquisition and Business Management ‘ 
Executive Director, Acquisition and Business Management 
Head, Contract Policy 

Executive Director, Acquisition Management 
and Planning 

Director of Contracts 

Director of Contracts 

Assistant Deputy Chief of Staff, Installations and 
Logistics (Contracts) 

Director of Contracts and Business Management 

Deputy Commander for Contracts 
Executive Director for Procurement Management 

Director,Contracts 

Deputy Commander 
Assistant Deputy 

Deputy Commander 
Assistant Deputy 

for Contracts 
Commander for Contracts 

for Contracts 
Commander Contracting Management 

Executive Director of Acquisition Management 
Director, Acquisition Directorate 

Director, Contracts Directorate 
Executive Director, Contracts Directorate 

Executive Director for Contracts and Business 
Management 

Director of Contracts 

Head, Contracts Office 

L 
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Appendix C


FORMAT FOR REQUESTING GS-1102 OR

CONTRACTING OFFICER WARRANT WAIVERS


From: (Management official authorized to make the request)

To: (Command Senior Contracting Official or Navy Contracting Career


Management Board, as appropriate)

Via: (As determined by command)


. 
Subj:	 REQUEST FOR (Specify GS-1102 or contracting officer warrant)


WAIVER


1. Please grant a (specify GS-1102 or contracting officer warrant) waiver

for:


Name:


Position title, civilian series or military designator, and grade:


Organization, code, and address:


Position description number (CPCN for civilians, UIC/BSC for Navy

military, or UIC/MCC/TO line number for Marine Corps military):


2. Identify the specific requirements that the person lacks. Be specific as

L..	 to the amount that is lacking, e.g., lacks 8 of the 24 semester hours of 

education, lacks 11 of the 24 months of contracting experience, etc. 

3. Provide justification for the request. The justification must contain the

following statement: “I certify significant potential for the following

reasons: (insert the rationale in support of the certification).”


Signature of requesting official and title


Approved/Disapproved

Signature of approving official and date


Distribution (after approval):

Original to the requesting official (requesting official see part 1,


chapter III, paragraph 8d for further distribution)

Two copies to the DACM
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General Guidance 

.. 

1. Follow the GS-1102 or contracting officer warrant waiver format as it is 
vital that all required information be provided. Review part 1, chapter 111 
before initiating a GS-1102 or contracting officer warrant waiver. Basic 
requirements are: 

a. GS-1102 must have: 

(1) A baccalaureate degree; or 

(2)24 semestercredithoursin businessdisciplines;or 

(3)Successfullycompletedacceptableequivalencyexaminations;or 

(4) As of 1 October 1991, had at least 10 years of experience in 
positions in which the person the person obtained experience directly relevant 
to the field of contracting. 

b. Warrant requirements are: 

(1) Completion of all mandatory training courses at the grade level in 
which the person is serving; and 

(2)2 yearsof contractingexperience;and 

(3) The GS-1102 requirement identified above. 

2. These waivers must be granted before the person is assigned to the 
position or granted the warrant. 

a. A GS-1102 waiver is an assignment waiver. The person may not be 
assigned to another GS-1102 position (this includes career ladder promotions) 
unless the person meets the statutory requirements or is granted another 
waiver. 

b. Warrant waivers are only valid for the particular warrant for which 
granted and terminate when the warrant is terminated. The waiver is valid for 
as long as the person retains the same warrant. 

3. These waivers must be initiated by management. Review acquisition 
organization implementing procedures to determine who is authorized to request 
and approve the waiver. 

4. A GS-1102 or contracting officer warrant waiver cannot be granted unless 
the granting official certifies that the person has significant potential for 
advancement. Be certain to include a statement justifying significant 
potential. Cite specific reasons, e.g., job performance, qualifying 
experience, etc., to support the justification. 

5. The original approved waiver must be filed in the person’s official file 
and recorded in the appropriate automated data system. 
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Appendix D 

FORMAT FOR REQUESTING 
SENIOR CONTRACTING OFFICIAL WAIVERS 

From: (Management official authorized to make the request) 
To: Director, Acquisition Career Management 

Office of the Assistant Secretary of the Navy 
(Research, Development and Acquisition) 
2211 South Clark Place 
Arlington, VA 22244-5104 

Via: (As determined by command) 

Subj: REQUEST FOR SENIOR CONTRACTING OFFICIAL WAIVER 

1. Please grant a Senior Contracting Official waiver for: 

Name: 

Position title, civilian series or military designator, and grade: 

Organization, code, and address: 

Position description number (CPCN for civilians, UIC/BSC for Navy 
military, or UIC/MCC/TO line number for Marine Corps military): 

2. Identify the requirement that the person lacks, i.e., APC membership 
and/or 4 years of contracting experience. Be specific, e.g., lacks the 24 
business credits required for APC membership or lacks 2 of the required 4 
years of contracting experience. 

3. Describe the unusual circumstances justifying the waiver or the reasons 
why the person’s qualifications obviate the need for becoming an APC member or 
meeting the experience requirement. Explain why an APC selection standard is 
not appropriate in this case. 

4. If the request is to waive APC membership, explain what steps have been 
taken to find qualified APC members and why qualified APC members are not 
available to fill the position. 

Signature of requesting official and title 

Approved/Disapproved 
DACM signature and date 

Copy to (after approval): 
Original to the requesting official (requesting official see part 1, 

chapter III, paragraph 8d for further distribution) 

Note: a separate CAP assignment waiver for APC membership (appendix E) is not 
required. This format combines both. 

(R 
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General Guidance 

1. Follow the SCO waiver format as it is vital that all required information 
be provided. Review part 1, chapter III, paragraph 9 before initiating the 
SCO waiver request. The listing of SCOS is contained in appendix B. 

2. sm statutory requirement: APC membership and 4 years of contracting 
experience. 

3. If a prospective SCO lacks one or both of these requir~nts~ a SCO wai-r 
must be approved before the person may be appointed to the SCO position. 

4. This type of waiver is an assignment waiver and only valid for a specific 
position. It is not carried forward when the person is assigned to another 
SCO position. 

5. Cite specific examples? e.g.~ education, job performance, training, etc.? 
in support of the request. 

6. The original approved waiver must be filed in the person’s official file 
and recorded in the appropriate automated data system. 
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From: 
To: 

Via: 

Subj: 

Appendix E 

FORMAT FOR REQUESTING CRITICAL ACQUISITION 
POSITION ASSIGNMENT WAIVERS 

(Management official authorized to make the request) 
Director, Acquisition Career Management 
Office of the Assistant Secretary of the Navy 
(Research, Development and Acquisition) 
2211 South Clark Place 
Arlington, VA 22244-5104 
(As determined by command) and, 
for Navy military only, the request must be forwarded via 
Bureau of Naval Personnel (PERS-447) 
Washington, D.C. 20370-5000 

REQUEST FOR CRITICAL ACQUISITION POSITION (CAP) ASSIGNMENT WAIVER 

1. Please grant a CAP assignment waiver to assign the following non-
Acquisition Professional Community (APC) member to a critical acquisition 
position. 

Name: 

Position title, civilian series or military designation, and grade: 

Organization, code, and address: 

Position description number (CPCN for civilians, UIC/BSC for Navy 
military, or UIC/MCC/TO line number for Marine Corps military): 

2. Identify the APC selection standards that the person lacks. Be specific, 
e.g., lacks 12 of the required 24 semester hours in business disciplines, 2 of 
4 training courses, 3 of 4 years of acquisition experience, etc. 

3. Describe the unusual circumstances justifying the waiver or the reasons 
why the person’s qualifications obviate the need for becoming an APC member. 
Explain why an APC selection standard waiver is not appropriate in this case. 

4. Explain what steps have been taken to find qualified APC members and why 
qualified APC members are not available to fill the position. 

Signature of requesting officiai and title 

Approved/Disapproved 
DACM signature and date 

Distribution (after approval): 
Original to requesting official (requesting official see part 1, chapter V, 

paragraph 6b(3) for further distribution) 

(R 
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General Guidance 

1. Follow the CAP assignment waiver format as it is vital that all required 
information be provided. Review part 1, chapter V before initiating a CAP 
assignment waiver. 

2. A CAP assignment waiver must be granted before a non-APC member may be 
assigned to a CAP. 

3. These waivers must be initiated by management. 

4. A CAP assignment waiver is valid only for the specific position for which 
granted. It will not carry forward if the person is assigned to another CAP. 

5. A CAP assignment waiver cannot be granted unless there are no qualified 
APC members available to fill the position. Explain what steps have been 
taken to find qualified APC members to fill the position. 

6. The original approved waiver must be filed in the person’s official file 
and recorded in the appropriate automated data system. 
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Appendix F 

FORMAT FOR 
TENURE AGREEMENTS 

From: (Name and address of the workforce member required to execute the 
tenure agreement) 

To: (Name and title of official responsible for obtaining tenure 
agreements) 

Via: (As determined by command) 

Subj: ASSIGNMENT PERIOD FOR CRITICAL ACQUISITION POSITIONS 

Ref: (a) Title 10 USC 1734(a)(2) 

1. Reference (a) requires a person assigned to a critical acquisition 
position to execute a written agreement to remain on active duty (in the case 
of a member of the armed services) or in the Federal Service (in the case of a 
civilian employee) in that position at least 3 years. 

2. I understand that my assignment to the position of (insert position title 
and grade/rank) is an assignment subject to the legal requirements of 
reference (a). I hereby execute this written agreement to remain in (insert 
position title) until (insert anticipated date tenure obligation will be 
complete). 

3. This agreement may be waived for reasons of humanitarian reassignment, 
discharge, or retirement; relief of duties and reassignment in the interest of 
the Department of the Navy; and promotion, where promotion in place is not 
allowable. This agreement shall remain in effect unless and until waived by 
the Director, Acquisition Career Management or until the said assignment 
period has been served. 

Signature of workforce member and date 

Distribution: 

For civilians, the original goes to the servicing HRO 
For Marine Corps military, the original goes to CMC, Code MMOA-3 

Appendix F to 
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General Guidance 

1. Follow the tenure agreement format as it is vital that all required 
information be provided. Review part 1, chapter V for details on tenure 
agreements. 

2. This tenure agreement format shall be used for civilians and Marine Corps 
officers. It is not required for Navy military personnel. The tenure 
agreement for Navy officers is contained in their orders. 

3. Since the tenure obligation period is different for DRPMs, DDRPMs, and 
ACAT I PMs and DPMs, the 3-year requirement specified in this format will not 
be used for these positions. Refer to part 1, chapter VIII for details. 

4. A tenure agreement must be executed or a tenure agreement waiver approved 
before a person may be assigned to a CAP position. 

5. The original tenure agreement must be filed in the person’s official file. 

Appendix F to 
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Appendix G 

FORMAT FOR 
REQUESTING TENURE OBLIGATION WAIVERS 

From: (Management official authorized to make the request) 
To: Director, Acquisition Career Management 

Office of the Assistant Secretary of the Navy 
(Research, Development and Acquisition) 
2211 South Clark Place 
Arlington, VA 22244-5104 

Via: (As determined by command) 

Subj: RBQUEST FOR TENURB OBLIGATION WAIVER 

1. Please grant a tenure obligation waiver for: 

Name: 

Position title, civilian series or military designator, and grade: 

Organization, code, and address: 

Position description number (CPCN for civilians, UIC/BSC for Navy 
military, or UIC/MCC/TO line number for Marine Corps military): 

2. Identify: 

Date assigned to position: 

Requested reassignment date: 

L- 3. Describe the reason for the request. 

4. Categorize the waiver request into one of the following: humanitarian 
reassignment, discharge, or retirement; relief of duties and reassignment in 
the interest of the DON; or promotion, where promotion in place is not 
appropriate. 

Signature of requesting official and title 

Approved/Disapproved 
DACM signature and date 

Distribution (after approval): 
Original to the requesting official (requesting official see part 1, 

chapter V, paragraph 10c for further distribution). 

(R 
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General Guidance 

1. Follow the tenure obligation waiver format as it is vital that all 
required information be provided. Review part 1, chapter V beforeinitiating 
a tenureobligationwaiver. (190te:there are some circumstances where a 
personmay leavea positionbefore the obligated tenure period ie up without 
obtaining a tenure obligation waiver. see part 1, chapter v, paragraph 8.) 

2. A tenure obligation waiver h initiated by management, not by the person 
needing the waiver. Review acquisition organization implementing procedures 
to determine who is responsible for requesting and endorsing tenure obligation 
waivers. 

3. The waiver request must describethe criteria,e.g.fhumanitarian 
reassignment~rettiementcetc.~ supporting the re~est. 

4. The original approved waiver must be filed in the person’s official file 
and recordedin the appropriate automated data system. 
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Appendix H 
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General Guidance 

1. Review acquisition organization implementing procedures to determine who 
is responsible for conducting rotation reviews and to determine the form of 
documentation required. 

2. A record of each rotation review must be filed in the person’s official 
file and recorded in the appropriate automated data system. 
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Via: 

Subj : 

Encl: 
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02 AUG 1996 

Appendix I 

FORMAT FOR REQUESTING ACQUISITION INTERNS 

(Managementofficialmakingthe request) 
Director,AcquisitionCareerManagement
Officeof the AssistantSecretaryof the Navy 
(Research,Developmentand Acquisition)
2211 SouthClarkPlace 
Arlington,VA 22244-5104 
(Asdeterminedby command) 

FY-19XXREQUEST FOR ACQUISITION INTERN BILLETS 

(1) Intern billet request rationale 

(R 

Please hire acquisition interns and place them in this command during 
FY-19XX. The following is our prioritized ranking and composition of billets 
requested, with supporting rationale provided as enclosure (l). Upon notice 
of allocation, this command shall establish and record a plan of execution and 
request any revisions to the allocation. 

Signature of requesting official and title 

Appendix I to 
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General Guidance 

For each billet requested, provide: 

1. Job series, career field, and grade; 

2. Absolute numerical ranking of billet as prioritized against all other 
billets requested; 

3. Commitment of a target billet upon graduation listed in terms of a future 
activity, branch, division, job title, etc.; 

4. Historic and projected (retirement eligible) attrition rate for that 
career field in that comnand; and 

5. Narrative rationale for the billet, such as changes to the connmand’s roles 
and business base affecting that career field. 

Appendix I to 
Enclosure (1) I-2 



SECNAVINST 5300.36 

3HlAYu#5 

Appendix J 

SAMPLE DOD 2518 
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General Guidance 

1. Review part 2, chapter II, paragraph 8 before applying for fulfillment of 
a mandatory course. 

2. Obtain a DD 2518 and the applicable self-assessment forms from the

training	 coordinator at any HRO, any BUPERS Officer Community Manager, BUPERS

(PERS 447), or MARCORSYSCOM Code AP.


3.	 Complete the DD 2518 and self-assessment forms and forward to the

immediate supervisor.


4. The supervisor shall review to determine whether the member demonstrates

that he or she meets the competencies sufficiently to forego attendance at the

course. The supervisor shall concur or nonconcur in block 16 of the DD 2518

and forward the entire package to the second level supervisor or a flag or

general officer or a member of the SES, whichever is lower, for approval or

disapproval. (Note: first level supervisors who are flag or general officers

or a member of the SES may sign as the approving official in block 23.)


5. After approval or disapproval the entire package shall be returned to the

member. If approved, the member shall document the fulfillment in accordance

with the procedures described in part 2, chapter II, paragraph 8e. (Note:

the Navy military, Marine Corps military and DON civilian personnel data

systems each has a unique course coding system. Therefore, DAU course codes

must be converted to the applicable DON-unique codes. Instructions for

completing and processing the DD 2518 may be obtained from the training

coordinator at any HRO, any BUPERS Officer Community Manager, BUPERS

(PERS 447), or MARCORSYSCOM Code AP.)
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Appendix K 

FORMAT FOR APPLYING FOR CAREER FIELD LEVEL CERTIFICATION 

From: (Name, military rank or civilian title, series, and grade, and activity 
name and address) 

To: (Management official authorized to grant certification) 
Via: (As determined by command) 

Subj : APPLICATION FOR CAREER FIELD CERTIFICATION 

Encl: (1) (Applicable certification check list) 

1. I apply for certification to level (insert I, II, or III, as 
appropriate) in the (insert name) career field. 

2. This career field is my (insert primary or subsidiary, as 
appropriate) career field. 

3. I have checked all of the requirements necessary for certification 
identified on enclosure (l). 

Applicant’s signature and date 

Approved 
Disapproved 

Certifying off”~clal ‘s signature, t~tle, and date 

Distribution (after approval): 
Original to civilian HRO, BUPERS (PERS-447), or CMC, Code MMOA-3, as 

appropriate 
Copy to applicant 

Appendix K to 
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INSTRUCTIONS 

1. The applicant, i.e.~ perSOnapplyingfor 
sign,and date the applicationin the format 

2. primarycareerF’ield. 

certification, will prepare~ 
shown in appendix K. 

a. To be certified in the applicant’s primary career field, the applicant 
must meet the requirementsof the levelof his or her positionbeforeapplying 
for higherlevels. 

b. The applicantmust attachthe appropriatecareerfieldlevelcheck 
list and certifythat he or she meetsall of the requirementson the check 
list for the particularlevelfor whichapplying. 

3. SubsidiaryCareerField. 

a. To be certified in a subsidiary career field, the applicant must meet 
all the requirements of all lower levels as well as the level for which 
applying. 

b. The applicant must attach the appropriate career field level check 
list for which applying as well as all lower level check lists and certify 
that he or she meets the requirements for the requested level and all lower 
levels. 

4. Certification check lists may be obtained from Training Representatives 
and HROS. 

5. The applicant shall sign and date the application and forward the 
application to the official authorized to certify individuals to career field 
levels. Certification approval authority maybe redelegate as low as the 
applicant’s immediate supervisor. Check to determine who within your 
organization has approval authority and if additional review is required. 

7. If the application is approved, the certifying official shall sign and 
date the application and forward the approved application as follows: for 
civilians to the servicing HRO; for Navy military to BUPERS (PERS-447); and 
for Marine Corps military to CMC, Code MMOA-3, as appropriate, for entry into 
the appropriate automated data system and filing in a permanent personnel 
record. The certifying official shall send a copy of the approved application 
to the applicant. 

8. If the application is disapproved, the official shall sign and date the 
application and return it to the applicant. 

. 

e 
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Appendix L 

FORMAT FOR APPLYING FOR THE ACQUISITION PROFESSIONAL COMMUNITY 

From: (Name, military rank or civilian title, series, and grade, and activity 
name and address) 

To: (Management official authorized to select APC members. Note: see 
paragraph 4 on the back of this format.) 

Via: (As determined by command) 

Subj: APPLICATION FOR THE ACQUISITION PROFESSIONAL COMMUNITY (APC) 

1. I certify that I meet all of the following requirements. 

a. I am a GS/GH 13, or above, in the Department of the Navy (DON) 
acquisition workforce ~ have been selected to a GM-14 acquisition position 
from outside DON OR am serving in military grade O-4, or above. 

b. I have a bachelor’s degree from an accredited institution ~ had 10 
years of acquisition experience as of 1 October 1991 ~ was serving in an 
acquisition position on 1 October 1991 and have 24 semester credit hours in 
any one or a combination of the business disciplines listed on the back of 
this format. 

c. I have 24 semester credit hours in business disciplines ~ 24 semester 
credit hours in my acquisition career field and either 12 semester credit 
hours in business subjects or passed DOD approved examinations in these 
disciplines ~ had 10 years of acquisition experience as of 1 October 1991. 

d. I have 4 years of acquisition experience. 

My primary acquisition field is (name of primary acquisition career 
fiel~~ . I have been certified at level II or III in my primary acquisition 
career field ~ have completed all mandatory level II or III training in my 
primary acquisition career field. 

2. I do not meet (state specific requirement, e.g., 4 years of acquisition 
experience) but have received and attached a copy of an APC selection standard 
waiver. 

Applicant’ssignatureand date 

Recommend Approval 
Recommend Disapproval 

Supervisor’s signature, title, and date 

Approved 
Disapproved 

Signature of official authorized to select 
APC members, title, and date 

Distribution (after approval): 
Original to civilian HRO, BUPERS (PERS-447), or CMC, Code MMOA-3 
Copy to applicant 
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INSTRUCTIONS 

1. Follow the APC application format as it is vital that all required 
information be provided. Review part 2, chapter IV, paragraph 4 for APC 
membership criteria. The requirement in paragraph la of the format APC 
application must be met and cannot be waived. The requirements in paragraphs 
lb through e of the format for APC applications must be met or a waiver must 
be approved. 

2. General information on APC selection standard waivers. (See part 2, 
chapter IV, paragraphs 9 and 10 for details.) 

a. Only persons in or tentatively selected for CAPS may be granted 
waivers to become an APC member. Applicants with a waiver of any APC 
selection standard must attach the approved waiver to the application. 

b. The grade/rank requirements in paragraph la of the format APC 
application shall not be waived. 

3. The applicant shall forward the complete application including the waiver, 
if appropriate, to his or her immediate supervisor. 

4. If the immediate supervisor recommends the applicant for APC membership, 
he or she shall sign and date the application and forward it to the official 
authorized to select APC members (this authority may be delegated as low as 
the first level supervisor). If the supervisor recommends disapproval, he or 
she shall sign and date the application, provide written reasons for 
recommending disapproval, and forward the application to the official 
authorized to select APC members. 

5. The APC selecting official shall approve or disapprove the APC membership. 
For civilians, the selecting official shall forward the original approved 
application and any supporting documentation to the servicing HRO for 
processing into DCPDS and filing in a permanent personnel record. For Navy 
officers, the original shall be sent to BUPERS (PERS-447) for processing and 
retention in a permanent personnel record. For Marine Corps officers, the 
original shall be sent to CMC, Code MMOA-3, for processing and retention in a 
permanent personnel record. The selecting official shall return a copy of the 
approved application to the employee. Disapproved requests shall be returned 
to the applicant. 

6. Business Disciplines. (Refer to paragraphs lb and c of the APC format 
application) Business disciplines are: accounting; business finance; law; 
contracts; purchasing; economics; industrial management; marketing; 
organization and management; and quantitative methods. Quantitative methods 
courses are those courses in mathematics applied to business and management 
such as statistics, operations research, and mathematics normally taught in 
schools of business or management. Pure mathematics, e.g., calculus and 
differential equations, should not be considered quantitative methods. 
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Appendix M 

FORMAT FOR REQUESTING ACQUISITION PROFESSIONAL COMMUNITY 
SELECTION STANDARD WAIVERS 

From: (Management official making the request) 
To: (Management official authorized to grant APC selection standard waiver. 

Note: this authority may be redelegate no lower than to a flag 
officer, general officer, SES member, or an activity head.) 

Via: (As determined by command) 
a 

Subj: REQUEST FOR ACQUISITION PROFESSIONAL COMMUNITY (APC) SELECTION STANDARD 
WAIVER 

1. Please grant an APC selection standard waiver for: 

Name: 

*position title, civilian series or military designator and grade: 

Organization, code, and address: 

Position description number (CPCN for civilians, UIC/BSC for Navy 
military, or UIC/MCC/TO line number for Marine Corps military): 

2. Identify the APC selection standard(s) that the person does not meet. Be 
specific, e.g.? lacks 1 of the required 4 years of acquisition experience.

\-
3. Provide justification for granting the waiver. Include in the 
justification the following statement: “I certify significant potential for 
advancement for the following reasons: (insert the rationale).” Include 
documentation, where appropriate, in support of the explanation. 

Signature of requesting official and title 

Approved/D isapproved 
Signature of approving official, title? and date 

Distribution (after approval): 
Original to civilian HRO, BUPERS (PERS-447), or CMC, Code ~OA-3, as 

appropriate 
Copy to requesting official 
Copy to DACM 

* Only persons in or tentatively selected for CAPS may be granted APC 
selection standard waivers. If the person has been tentatively selected for a 
CAP, provide information as it relates to the CAP. For example, if a GS-13 
has been tentatively selected for a GS-14, the information should be for the 
GS-14 position. 
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General Guidance 

1. Follow the APC selection standard format as it is vital that all required 
information be provided. Review part 2, chapter IV before applying for an APC 
selection standard waiver. 

2. An APC selection standard waiver is initiated by management. Check to 
determine who within your organization has this authority. 

3. Only persons in or tentatively selected for CAPS may be granted APC 
selection standard waivers. 

4. An APC selection standard waiver confers membership in the APC. This is 
distinguished from a CAP assignment waiver which permits a person to occupy a 
specific CAP without becoming a member of the APC. 

5. An APC selection standard waiver cannot be granted unless the granting 
official certifies that the person has significant potential for advancement. 
Be certain to include a statement justifying significant potential. Cite 
specific reasons, e.g., job performance, qualifying experience, etc., to 
support the justification. 
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