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DEPARTMENT OF THE NAYY
Office of the Secretary
Washington DC 20350-1000

SECNAY INSTRUCTION 5300.36

From: Secretary of the Navy
To: All Ships and Stations

DEPARTMENT OF THE NAVY
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ACQUISITION WORKFORCE
PROGRAM
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Subj:

Ref: (a) DODI 5000.58 of 14 Jan 92
(NOTAL)

(b) DODD 5000.52 of 25 Oct 91
(NOTAL)

{¢) DOD Manuai 5600-52-M of
22 Nov 95 (NOTAL)

(d) DODI 5000.55 of 1 Nov 91
(NOTAL)

(e) DOD Guide: Acquisition Career
Management Mandatory Course

Fulfillment Program and

E.
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ey

Guidance for PMT-301, of 1 Jun 93
(NOTAL)

Encl: (1) Acquisition Workforce Program
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1. Purpose. To revise and reissue policies and
procedures for the Department of the Navy
(DON) Acquisition Workforce Program (AWP).
This instruction is a complete revision and should

be read in iis entirety.

2. Cancellation. SECNAVINST 5300.33,
SECNAVINST 5300.34, SECNAVINST
12400.2A, SECNAVINST 12400.4, and
SECNAVINST 12950.11.

3. Background. References (a) through (d
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the Defense acquisition process.
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substantial education, training, and experience
requirements designed to create a cadre of
highly-skilled acquisition professionals. They also
establish organizational responsibilites and policy
objectives for each of the elements of the AWP:
accession, education, training, experience,
assignment, promoton, and retention. References

(¢) and (f) provide guidance for fulfilling training

requirements. This instruction pravides the
framework for implementing references (a)
through (f). Enclosure (1) establishes procedures
to be used in implementing the AWP.

4. Scope. This instruction applies to DON active
and reserve military and civilian acquisition work-
force members, Acquisition Professional Communi-
ty (APC) members, and applicants to acquisition
workforce positions or the APC. Executive Level,
Federal Wage System, Nonappropriated Fund,
foreign national, and third country national
empioyees are not acquisition workforce members.

S. Program Elements, The primary gbiectives of
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the AWP are to attract, select, develop, and
retain a highly qualified workforce capable of
performing current and future DON acquisition
functions. To meet these objectives the AWP
shall include the following elements.

a, Identification of “CQ'J!S!!!O!". positions,

critical acquisition positions (CAPs), and
developmental acquisition positions and the
designation of those positions into one of 13
acquisition position categories unsed by DON (see
enciosure (1), part 4 for definitions).

b. Effective management (including accession,
education, training, career development, and

retention) of persons serving in DON acquisition
positions.
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d. Establishment and management of career
development programs, including a tuition
assistance program, necessary to provide
mandatory education. experience, and training to

acauigition workforce members
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e. Establishment and career management of
an APC, a select cadre of highly qualified
acquisition professionals. CAPs shall be filled by
members of the APC. There shall be full

recxprocuy octween ihe DON AFC and oiher
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f. Effective administration of education and

training resources required for development of
acquisition workforce members.

g. Establishment of procedures to select,
assign, reiain, and roiaie acquisition workforce
mnm'\‘

developmental positions and CAPs.

re to aconicitinn nnc-hnnc |Mlnrhna
WG uao B S it -}

h. Management of a centralized acquisition
intern and cooperative education program to
provide a source of highly qualified candidates for
high-ievel acquisition positions.

i, Establichment of n‘rnﬂ‘dnrpc to evalnate

the effectiveness of the various elements of the
AWP.

j- Establishment and maintenance of a
reponing and dara base management information
sysiem (MIS) 0 suppont management of the DON
AWP and the romrhng r&ntmmnn ectahlichad

v AVpws wass

in references (a), (c), and (d).

6. Program Objectives. It is DON AWP policy
to ensure the following objectives are accom-
plished.
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advancement to senior acquisition pogitions are
provided for both military and civilian employees.
Consideration shall be given to the need to
maintain a balanced workforce in which women,
handicapped persons, and members of racial

and ethnic minority groups are appropriaieiy
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b. The acquisition workforce is managed to
increase substantially, each year through

30 September 1996, the proportion of civilians (as
compared to military personnel) serving in CAPs,
in program manager positions, and in division
head positions over the proportion of civilians in
such mmnepc on 1 Qotahar 1000
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c. The qualifications of active duty
commissioned officers selected for the APC are
such that those officers are expected, as a group,
tobepromotedatatatenotiesstiuntinmlefor

ali IIIIC \Ol' ihe cqmvalau) officers of the Navy or
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zone) in the same grade.

d. Acquisition positions are reserved for
military only in cases in which it is required by
law, essential for the effective performance of the
position, for career developmem purposes or
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based on qualifications, demonstrated
performance, and potential.

e. The length of assignments for personnel
assxgned to acquisition posm’ ions pmvida a

balance beiween ihe need for career umaacmng
and the need for sufficient time in an acquisition

nogition 1o nrovide the ctahilitv 1o carry out
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effectively the duties of that position and to allow
for the establishment of responsibility and
accountability for actions taken in that position.

. There is an opportunity for review and
inclusion of any commenis on any appraisal of the

narfarmance nf a nercnn carving in an acauigition
penicrnanee a persen ving I acqust

position by a person serving in an acquisition
position in the same acquisition career ficld.

7. Responsibilities and Authorities

a. The Assistant Secretary of the Navy
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(ASN(RD&A)), as the DQN Service Acnmeit_ig!!
Executivc, is responsiblc for the development and
implementation of policies and procedures for
management of the acquisition workforce The
ASN(RD&A) shall:

£9) Tomenm ohia =y |
(1) iSSUC uuu;v; o this instruction and

redelegate those authorities needed to administer
effectively the DON AWP;



(2) Co-chair the Acquisition Workforce
Oversight Council (AWOC) and manage
assignments to certain senior CAPs;

{1\ f‘haﬂnr and annn-nt the mem
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the Acqu;smon Career Program Board (ACPB);
and

mharce nf
AIUVED UL

(4) Charter and appoint the members of
Functional Boards for acquisition career fields.
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Armnelhnn Career M_@_n_n_gg.rngn! {DACM) has
primary responsibility for developing AWP
policies and procedures and evaluating AWP
implementation within DON. The DACM shall
be a commissioned officer serving in the

grade of O-8 or higher or an employee in a
posiiion in the Civii Service ihe raie of pay for
which is equal (o or greater than the rate of basic
pay payable for positions in level V of the

Executive Schedule. The DACM shall:

(1) Develop any needed changes to this
instruction;

(3) Administer a centralized acquisition
education and training program to include:
centralized tuition assistance; centralized
registration, quota allocation, and funding for
mandaiory acquisition courses; and acquisition
developmenial positions;

(4) Administer a centralized DON
Acquisition Intern and Cooperative Education
Program, including management of the resources

to support the program;

{5) Administer a centraiized job referrai
nernbnce £mce FLUADL. ~od
SySicini 101 LArS, and

(6) Establish and maintain a MIS to
support management of the DON AWP and
related reporting requirements.

(7]
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¢. The Chief of Naval Operations (CNO) and
Commandant of the Marine Corps (CMC) shall:
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(2) Administer the military elements of the
AWP in accordance with this instruction.

d. The Vice Chief of Naval Operations

re PR 7oV

VCNO) shaii co-chair the AWOC.

e, The npnutv Chief of Naval Mmhr\nc

(Logistics), as resource Sponsor, shall provide
adequate resources for the development and
operation of the DON AWP, including but not
limited to the Acquisition Intern Program and the
Tuition Assistance Program.

T S
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(1) Administer the civilian elements of the
AWP in accordance with this instruction;
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Renaortino oram Manaoer (DRPM) aroaniza-
xeporting Program Mana aRPM 1nza
tions; and

(3) Establish Command Boards, as
determined appropriate, to assist in the
administration of the AWP. (Acquisition
organizaiions wiih more ihan 2,\’)0(;" acquisition
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WOTKIOICC MiCMuCis Saan Vblduubll bu\«ll vuai .

Acquisition organizations with fewer than 2,000
acquisition workforce members may establish
Command Boards.)
g. The AWOC shall:
{1) Provide poiicy direction for the
effective oversight and evaluaiion of ihe
1
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(2) Assign or advise on the selection of
persons to fill certain senior CAPs (see part 1,
chapter VIII).
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(1) Advise the ASN(RD&A) or DACM,
as appropriate, on significant policies and
procedures for the acquisition workforce; and

E ercise authorities and responsi-
hed uy charier of aaugucu by the
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i. Functional Boards shall:

(1) Provide advice and guidance to the
DACM on acquisition training, education,
and experience requiremenis, and oiher

walntad ~Aneaar mma iqqnac
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ag annronriate: and
ag appropnate; and

(2) Exercise authorities and responsi-
bilities established by charter or delegated by the
ASN(RD&A).

j. Funciionai Board Cﬂdll'S, in coordinaiion

with tha NMAMM  chall ranracant TN at tha YN
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Functional Board meetings.

k. Command Boards shall provide advice and
assistance to the DACM regarding AWP issues
and their impact upon DON commands as a
whoie.

Tha Nffica nf s
Ui o

1
ue LIV LY

ment shall:

(1) Support the DACM in the imple-
mentation of AWP policies and procedures that
impact upon civilian personnel;
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Perconnel Data System (DCPDS) which shall
support the management of the DON AWP and
provide data for reports required in references (a),

(c), and (d); and

(3) Provide advice and guidance to

Human Resources offices U‘U(Ub) on Awr

Pt H
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. The Bureau of Naval Personnel

(BUPERS) and Headquarters, Marine Corps
(HQMC) shall:

(1) Support the DACM in the
implementation of AWP policies and procedures
in this instruction that impact upon military
personnel;

(2) Establish and maintain a data base
information sysiem within the Navy Totai Force
Manpower Management Sysiem (IFMMS), the
Officer Personnel Information System (OPINS),
and the Marine Corps Acquisition Workforce
System of Management (AWSOM) which shall
support the management of the DON AWP and
provide data for reports required in references (a),

(c), and (d); and

2\ Dravida advicre and anidancs tn militaru
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nersonnel offices on AWP military personnel

n. HROs shall provide such civilian personnel
services as may be necessary to implement and
support the AWP.

8. Implementing Procedures. Procedures to be
used in lmnlemenumz lhlS 1mtrucuon are contained
in enclosure (1).

9. Action. Acquisition organizations (defined in
part 4 of enclosure (1)) shall forward a copy of
their writien impiementation of this instruction o
ﬁ‘ﬁ O"t-..,. AF ¢ha MAMMA sthin 19N An"n Af tha
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10. Reports. The reporting requirements
contained in this instruction are assigned Report
Symbol DD-FM&P(Q&A) 1841(5300) and are
approved for 3 years from the date of this
instruction.

a. DD 2518, Fulfillment of DOD Mandatory
Training Requirements, may be obtained from the
training coordinator at any HRO, BUPERS (PERS
447), any BUPERS Officer Community Manager,
or Marine Corps Systems Command (MARCOR-

COVCANAN N A, AD
D IJLUIVL) LUUC AT,
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Prooram Manager - Waiver Request, DD 2597,

DOD Program Execunve Officer Waiver Requwt,

DD 2599, DOD General/Flag Officer/Civilian

Equivalent - Waiver Request, DD 2602, DOD

Critical Acquisition Position - Rotation Review

Summary may be obiained from ihe Oifice of ihe
'DACM.

JOHN W. DOUGLASS
Assistant Secretary of the Navy
(Research, Development and Acquisition)

Nictmihéiane
A/ IV ULIULL,

SNDL. Partec 1 and 2

MARCORPS Code PCN 72000016900

CH-1 of 2 August 1996
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Office of the Assistant Secretary of the Navy
(Research Development and Acquisition)
2211 South Clark Place

Arlington VA 22244-5104 (300 copies)

SECNAV/OPNAY Direciives Controi Office
Washington Navy Yard Building 200
901 M Street SE

Washington DC 20374-5074 (20 copies)

Order from:
Naval Inventory Control Point
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Cog “I* Material

Stocked: 300 copies
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DEPARTMENT OF THE NAVY
ACQUISITION WORKFORCE PROGRAM PROCEDURES
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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

K e skills and knowledge of current
personnel. To accompllsh thlS, the AWP prov1des 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.

DON acquisition positions are grouped into 13 acquisition
ries and a551gned to one o ree certlflcatlon levels
n

experience re aulrements an
Some of these requ1rements 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 spec1f1ed in the
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. .
Cffice of Personnel Management (OPM) Qualif

Handbook.
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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
experlence opportu ities for workforce members to meet the

.
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requirements of their position
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3. Contents. These procedure:
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Part 1 addresses positions. It 1nc1udes such subjects as how t
identify and designate acquisition positions, position

requirements, and procedures for filling these positions. Part 2

o
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addresses the acquisition workforce. It inciudes such subjects
- b =

as acquisition career development, career field certification,

methods for meeting training and education requirements, and APC
embershin Part 3 addresses rnpnrf1nﬁ and pva1uatlon
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requirements and part 4 provides definitions for commonly used
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AWP terms
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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

a. Commanders or directors of acquisition organizations (see
definitions in part 4) are authorized to designate military and
civilian acqulsltlon p031tlons within their respectlve
organlzaclons 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

corps mllltary, the designation of acqulsltlon 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 de51gnated 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 p051t10n.

c. Officials responsible for designating acquisition
pos tlons shall ensure that incumbents are notified that their
i s are designated as acquisition positions or that the
inn haeo ~o

~
een removedaq.

d. Officials responsible for designating acquisition
positions shall ensure that the p051t10ns are rev1ewed
perlodlcally to determine applicability of the acquisition
designation. It is recommended that this review be made part of
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the annual civilian performance appraisal or annual military
billet review process.

4. Acguisition Position Designation Process. There are four
steps in de51gnat1ng acquisition p051t10n5° ident
p051t10ns which meet the definition of acgquisition
the appropriate acqui r des
certification level of the nne.'if'inn
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position is a CAP. Completlon of all four steps forms the basis
for determining the AWP education, training, and experience
requirements of the position.

142 $4 2l
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a. Step 1: Identifying Positions Which Meet the Definition
of Acquisition. All acquisition positions must meet the
reference (a) definition of acquisition (that definitign 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 positions in the General Schedule
(GS)-1102, 1103, and 1105 occupational series.

(2) Designate all positions that require the incumbent to
hold a warrant above the small purchase threshold or administer a
contract above the small purchase threshold.

R oY
1

er

(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
gnated on a case-by-case basis after consultation with the

e
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(2) There are 14 position categories, 13 of which are
used by DON. They are: Program Management; Communications-
Ccomputer Systems; Contracting (to include contracting for
construction) ; Purchas1ng, Industrlal Property Management;
Business, Cost Estimating and Financial Management; Manufactur
and Production; Quality Assurance; Acqu1s1t10n Logistics; System
Planning, Research, Development and Engineering; Test and
Evaluation anineering 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

LCLaLTHRLL At LWL LIES =

| 4
to a particular acquisition career f1e1d 1dent1f1ed 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 G5-15 or 06 level or
higher located within the ASN(RD&A) organization.

(4) Officials responsible for designating acquisition

0051t10ns shall select the most approprlate position category.
Only one position category may be assigned to an acquisition

position. If the acquisition duties and respon51b111t1es fall
into more than one category, select the one which best describe

~ s

the primary work of the posit

on.

-

c. Step 3: Designating the Certification Level of the
Position. Acgquisition positions shall be assigned to one of
three certlflcatlon 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 tc 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
III. For Purchasing, GS-5 is level I; GS-6 through 8 are level

1-I-3



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 0-1 through 0-3 are

level I; 0-4 positions are level II; and 0-5 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.

: a

sted positions, consult the DACM (see
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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 0-5 level or above. (Note: not
all 0O-5 billets are CAPs. CAPs are identified in TFMMS for Navy

and in AWSOM for Marine Corps.)

5. Acquisition Developmental Positions

Reserved.

6. Documentation. Officials in paragraph 2 are responsible for
ensuring that acqulsltlon positions are properly coded and

A 2y
forwarded to the organ

rga iz
information into personn
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= et
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osition descrlptlon cover sheets (Optlonal Form 8)
sitlcﬁ 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.
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(2) All civilian acquisition positions shall be
identified in DCPDS. If the duties of the p051t10n change so it
is no longer an acqulsltlon p051t10n, DCPDS records sh

a
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updated to reflect that change and the acguisition in
special cover sheet shall be removed from the PD.

b. 1

Military

(1) Navy officer acquisition positions shall be
identified in TFMMS.
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(3) For Reservist and enlisted positions, consult the
DACM.

(4) If the duties of the position change so that it is n
longer an acquisition position, official personnel records shall
ha 11MAatad +n v-nf-‘1or~'|' +hat chanoce
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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. Changes 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 gquota management,

programming, and budgeting. Organizations planning significant

changes to the number of acqulsltlon positions, e.q., 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

s S e A\ P S U
certification requirements of their positions. (Note: career

field certification requirements are regulatory requlrements. In
addition to certification requirements, some positions, e.q.
GS-1102 contracting positions and all CAPs, 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. Identifying 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 Over51ght 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 p051t10n 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 III.
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3. Time Frames for Meeting 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 incumbering 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 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.

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).

5. 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

1-I1-2
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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 APC 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

walver 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 redelegated as follows.

a. For certification levels I and II, the authority to grant
a certification waiver may be redelegated no lower than two tiers
above the workforce member’s supervisor or at the flag, general
£

~ s YIS T <

officer, or SES level, whichever is lower.

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

7. Certification Waiver Procedures
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certification walver must be in writi,, t
official authorized in paragraph 6 to qrant the waiver. The
format for requesting certification waivers is provided in

appendix A.

b. Management shall inform the employe for whom the
certification waiver was requested of the decision. If the

1-T1-
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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 shall be sent to BUPERS (PERS-447)
for retention in a permanent personnel record and

(b) A copy shall be forwarded to the requester.
(3) For Marine Corps military certification waivers:

(a) The original shall be sent to CMC, Code MMOA-3,
for retention in a permanent personnel record and

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

1-I1-4
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STATUTORY REQUIREMENTS FOR
CONTRACTING POSITIONS AND WARRANT AUTHORITY

1. Introduction

a. Effective 1 October 1993, persons assigned to contracting

positions and persons requiring warrant authorlty above the small
purchase threshold must meet special statutory requirements.

This chapter addresses those requlrements and establishes
policies and procedures for granting GS-1102, ontractlng officer

~Aoe 2 _ 1 YT alal} cem 2 e

warrant, and Senior Contracting Official (SCO) waivers.

Q

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 acqu1s1tlon positions. Refer to part 1, chapters 1V

and V for these additional statutory requlrements.

2. Applicability. The statutory requirements addressed in this

chapter fall into three categories: GS-1102 education

requlrements, contracting officer warrant requirements, and SCO

requlrements. For civilian recruitment purposes requlrements
Tl

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

b. Requlrements for contracting officer warrant authorlty.
These requirements are applicable to all persons autnorlzea to
award or administer contracts above the small purchase threshold.

c. Requirements for SCOs. These requirements apply to the
positions listed in appendix B.
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3. Statutory Regquirements

a. GS-1102 Statutory Education Requlrements. A person may
ot be employed in the GS-1102 occupational series unless the
person meets one of the following statutory education
requlrementS'

1) Completed a baccalaureate degree from an accredited
al institution authorized to grant baccalaureate
or

(2) Completed at least 24 semester credit hours (or
academic equlvalent) of study from an accredited institution of
higher education in any of the f0110w1ng 01501p11nes°
accountlng, business finance, law, contracts, purchasing,
economics, industrial management, marketing, guantitative
methods, and organlzation and management (Note: courses for
which the American Council on Education (ACE) has recommended
college credit may not be counted toward the 24-credit hour
requlrement unless they have been off1c1ally accepted by an
accredited university or institution of higher education and
academic credit has been granted); or

J-

fully completed acceptable equivalency

1se Activity for Non—Tradltlonal 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 1591, 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 contractlnq.

b. Contracting Officer Warrant Requirements. In order to

qualify to serve in an acqu151tlon position as a contracting
officer with authority to award or administer contracts for
amounts above the small purchase thresheold, a person must meet
the fecllowing requirements:

(1) Certification or completion of all mandatory
contracting courses prescrlbed by DOD for the contractlng career
field at the grade level in which the person is serving; and

1-III-2
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(2) Have at least 2 years of experience in a contracting
position; and

(3) One of the following:

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

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

(c) Successfully completed acceptable equivalency
examinations (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

(d) 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.

c. Requirement for SCOs. Before being appointed to a sco
position (see appendix B for a 1isting of these positions), a
person must have at least 4 years of contracting experience.

4. Exceptions

a. The requirements listed in paragraphs 3a and b, i.e.,
GS-1102 and warrant requirements, do not apply to any person for
purposes of continuing to serve in the acquisition position that
the person held on 1 October 1993, or any other position in the
same or lower grade and involving the same or jower level of
responsibility, i.e., same warrant level, as the position in
which the person was serving on 1 October 1993.

1-III-3
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b. The SCO requirement of paragraph 3c does not apply to any
person who was serving in a SCO position on 1 October 1992 for:
purposes of continuing to serve in that position.

5. Notification of Deficiencies. Prior to assignment to or
selection for a GS-1102 or SCO position or issuance of a warrant,
management shall notify the selectee of any requirement
deficiency and obtain a GS-1102, contracting officer warrant, or.
SCO waiver, as appropriate, prior to assignment or warranting
(see paragraphs 6 and 9). If the waiver is approved, management
shall ensure that a career development plan is developed so that-
the person is provided the opportunity to meet the requirement(s)
within a reasonable period of time.

6. wWaivers for Contracting Positions and Wwarrants. Statutory
requirements for warranted contracting officers, SCOs, and
contracting personnel in the GS-1102 series may be waived. There
are three types of waivers: GS-1102 waivers, contracting officer

warrant waivers, and SCO waivers.

a. GS-1102 and SCO waivers are only valid for the particular
position for which granted and are not carried forward with the
person when he or she is assigned to another position. A persom
waived into a position which is later upgraded must receive a new
waiver before the promotion action may be effected.

b. Warrant waivers are only valid for the particular warrant
for which granted and terminate when the warrant is terminated.

c. All three types of waivers must be approved prior to
assignment or warranting with one exception: APC members not
meeting the SCO statutory requirements may be assigned to
positions as SCOs for a period not to exceed 6 months before a
SCO waiver must be approved.

7. Delegation of authority for Wajvers

a. Commanders or directors of acquisition organizations, or
their designee(s), are authorized to request GS-1102, SCO, and
contracting officer warrant waivers.

b. Command SCOs (see appendix B) are authorized to grant
GS-1102 waivers for persons employed by that command.

1-III~4
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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

Clark Place, Arlington, VA 22244-5104.
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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.

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
- Py A | | VR el lese AalLEL ol Y macdele mand omad Q em  em e amem acoaa amla -
OCTLLITDOD oliadll e Lequesueu D’ villLiClald aultilivi igseu 111 pdldgldpll l,
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.
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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.

(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

RS (PERS-447) for retention in a permanent personnel record;

1-III-5
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(3) Waivers for Marine Corps militarv shall be forwarded

- e g - v

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 reaulres a GS-1102 or warrant wa1vef the

S TFESYSES e

request shall be forwarded to the DACM for approval using the
format shown in appendix C.

9. SCO Waiver Procedure

f
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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.

a. If the chauu is not an APC member, a SEPafaLe CAP
assignment waiver is not required. The format in appendlx D
combines both the SCO waiver and the CAP assignment waiver.

11 LA L ass L E
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CHAPTER IV
STATUTORY REQUIREMENTS
FOR CERTAIN SENIOR CRITICAL ACQUISITION POSITION
1. Introduction

a. Persons assigned to certain senior CAPs must meet special
statutory requlrements. This chapter addresses these

requirements and the time frames for meeting them. For civilian
recruitment purposes, regquirements which differ from OPM
qualification standards shall be used as gquality 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.

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

a. Flaag

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
evneri ence nf \’Jhil"h 4 wara n a f‘lD arnd mwissa
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Program Manager (PM
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c. Deputy Program Executive Officer (DPEO) Positions.

Completion of the Program Management Course or both the Advanced

Program Management Course and the Executlve 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
respon51b111ty in acqulsltlon. (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

of which 4 were in a systems program office or similar
organization. Two of the 4 years may have been performed in a
position of equivalent responsibility in acquisition.
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includes Deputy Direct Reporting
Program Managers (DDRPH) Com letion of the Program Management
Course or both the Advanced Program Management Course and the
Executive Program Management Course, and 6 years of acqulsltlon
experlence of which 2 were in a systems program office or similar
organization.

£ e Program
Management Course

and the Executive Proqra Manaqement Course, and 6 years of
acquisition experience.

th
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g. 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.

i. Effective 1 October 1996, all persons assigned to
positions listed in paragraphs 2b, through 2g must attend the
Executive Program Management Course prior to assuming the
noslition.

a. Requ1rements 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 obtaln a waiver of the statutory
requirement(s) prior to assignment with the following exceptions:

1-1V-2
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(1) Persons who incumbered 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. A request to waive statutory requlrements for the
positions listed above shall be in writi ing 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.

1-IVv-3
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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
reguirements. 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 i, 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 1IV.)

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.)

Enciosure (1)
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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 a551gned to their current CAP on or before 1 October
1991, the first rotation review shall occur in 1996. For persons
a551gned 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 yvear thereafter until reassigned.

3. Time Frames for Meeting CAP Requirements

a. Persons selected for CAPs on or after 1 October 1993 must
be APC members (or obtain a CAP assignment waiverj and execute a
tenure agreement (or obtain a tenure agreement waiver) prior to
assuming the CAP.

b. Persons incumbering 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.
Addltlonally, even 1f a walver is approved management should

............ -
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person the opportunlty to meet the requirements.

t
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5. Delegation of Authority

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

dbbLgluut:lll— to a CAP and shall conduct rotation reviews of persons

in CAPs within the time frames indicated in this chapter.

1-v=-2
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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 IV.)

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
£ill 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.
(2) A CAP assignment waiver must be obtained before a
non-APC member is assigned to a CAP.

b. 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 MMOA-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 person’s 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.
1-vV-3
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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 requestlng 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 mllitary personnel. The DACM shall forward
approved CAP assignment waivers to BUPERS (PERS 447). BUPERS

b T
{PERS-447) shall ensure that the criginal 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 LGt.LUllulc for dlsappvﬁxvral. If a CAD ace\gnmpnf wa1vpr ‘I§ 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
a551gnment waiver was granted the opportunity to meet APC

A1l ramanta
L CHu*L chll bD .

7. CAP Tenure Agreements

a. All CAPs have tenure requirements. A person may not be
ass1gned to a CAP unless the person executes a tenure agreement

to remain in that pos1t10n for at least 3 years. The tenure
obligation may be waived in accordance with paragraphs 8 and 9.

b. Persons incumbering CAPs on 1 October 1993 do not have to
execute tenure agreements and therefore have no tenure obligation

P O I A= Y S e =1 LA =0 § B S~ L

as long as they remain in the CAP incumbered 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 Sa, be in the format shown
in appendix F, and be executed on or before the effective date of
the ass1anment The tenure agreement must 1Ann+1fv the CAP to
which a551gned 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 mllltarv the orders to a CAP contain a

ras wla a.o-

"greemain" to remain on act1ve 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 p051tlon for 3 years subsequent to the
starting date of the a551gnment. 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 requlrement. 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 Crjiteria

a. A waiver of the tenure obligation may be made in the
following circumstances:

1-V=-5
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(1) Humanitarian reassignment, discharge, or retirement;

(2) Relief of duties and reassignment in the interest of

w

lace
wlly W Y

[N

£ 2\
(3) np € 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
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 reassigned 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 Board identifies a person for
early retirement.

[N

wrar

aive an ACAT I DPM
other CAP.
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c. Only the DACM may approve tenure obligation waivers.

10. Tenure Obligation Waiver ocedures

a. A tenure obligation waiver request shall be in writing,
be signed by the official authorized in paragraph 5a, and
forwarded to the DACM for apnrgvale 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.

_ ML L s mamdt s Ll 2N 1) dalra dla a1 avrt - 3
c. The requesting official shall take the following action
. . X
on an approved tenure obligation waiver:
1-V-6
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(2 When a person forma
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intent to retire before comple
obligation.
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12. Rotation Review

o o~
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n paragraph 5a shall review the
assignment of each person incumbering 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 rea551gned Beginning
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1 June 1556, anyone who has been in his or her same CAP for S
vearce muet he roviswad fnr ratatinn
years muet e revieweg Ior otatlion.

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;

(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 resuits of each rotation
review be submitted to the DACM by 31 August annually, with the
first renort due 21 Aucust 1996,

c. Rotation reviews may be documented on DD 2602 (see sample
at appendix H) or other similar document which contains the same
information.

1-v-8
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(1) For civilians, forward the original approved tenure

obligation walver to the serv1cing HRO for retentlon in a

U) t

h original pproved
7) @ r a

(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,
+ha »at+innala fFaAar Aicannrauval chall ha Annnman«kaﬂ An +ha vnrrnne'l-
el AN e e d WA A e o B ua.vuyy&vvu& SPLAGA o 4 AW LML Wl Wik d A E \du‘—ﬁb
and returned to the requesting official. In this situation,
management may not assign the person to another position until

rr

he completion of the tenure obligation.

11. Tenure Agreement Waiver

a A1l noeraenne accicmad +n CADPes mucet eyecute a2 tenure
-t e L3 T r\—a. L= 4 1= “99‘351\—“ - rd VAL

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
w111 be granted on a case-by-case basis and only if unusual

1 Ffuv +tha aveantian
LJ wd AN ancy wddWike

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

e

[

does not remain 1n the position for the requlred perlod 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:

Enclosure (1)
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PART 1
CHAPTER VI
ACQUISITION POSITIONS RESERVED FOR MILITARY INC

1. Requirements for Military Incumbency. No requirement or

preference for a military member of the Navy or Marine Corps
shall be used in consideration for selection or assignment of
persons to acquisition positions, except as follows:

b. Training: the acquisition position requires training
that is military in nature.

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.

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.

]
=1
e
-
R

- <1 ’ d i
mission includes the requirement to engage in or maintai
readiness for military operations.

h. Military background' the acquisition position requires
current military experience for successful performance of its
prescribed duties (such required military experlence 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.

j. Other: there is another compelling reason to reserve the
acquisition position for military incumbency.

Enclosure (1)
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2. Annual Review of Billets Reserved for Military Incumbency
only. All acquisition positions that have been reserved for
military incumbency only shall be reviewed annually for retention
as a mllltary reserve billet by the CMC for Marine COrps billets,
s PRI WU L o el P t v mrvwmamiIratiAarne £ar Nawng

10)' commanders or directors of auqu;Sl ion organizations 1ior Navy
billets, or their designee(s).

3. Annual Report of Billets Reserved for Military 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.

1-VI-2
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PART 1
CHAPTER VII

FILLING ACQUISITION POSITIONS

1. Introduction. This chapter establishes policies and
procedures for fllllng military and civilian acqulsltlon
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.

TIrrTTT
tc 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 obtalnlng 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 agnulg_ltlgn pOSlth}" for a
spec1f1ed length of time, normally 3 years (refer to part 1,
chapter V, for tenure requirements).

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

Enclosure (1)
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promotions and details

(1) The assigning organlzatlon shall review

gualifications against statutory requlremeuua when mak
to an acqulsltlon p051t10n.

waiver is red“l
erteCtlng a temporary promeotion to an acqulsltlon
the temporary promotion exceeds 18 months,

temporary promotlon
lacks a statutory reqnlrement, a

.~~~
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If a person
red prior to
position.
certification

If

requirements of the acquisition p051tlon must be met or
management must obtain a certification waiver.

(2) Waivers are not requir

ed
an acqulsltlon p051t10n. However, t
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of the detail position should be met if a

extended detail.
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a detail to
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erson is placed in an

4. Requirements Matrix. The follow1ng matrix summarizes the
basic requirements for acquisition positions.
TYPE OF REGCULATORY STATUTORY OTHER STATUTORY
POSITION | CERTIFICATION | APC REQUIREMENTS | TENURE
REQUIREMENTS MEMBERSHIP AGREEMENT
Critical | Level III. Must be an | Applies to Must
Must nmeet APC member positions execute
within 18 prior to listed below | prior to
months of assignment. (see *). entering
assignment. Must meet the
prior tc position.
assignment
(see * for
exceptions) .
Non- Level I, Not GS-1102 and Not
Critical | II, or III, required. warrant required.
depending on authority
the grade of above small
the position. purchase.
Must meet Must meet
within 18 prior to
months of assignment
assignment. and/or
warranting.
* CAPs with other requirements, i.e., statutory requirements 1n

1-VII-2
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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

nba e -
p‘“"’"hnea threshocld. v"cep* for GS-1102 and warranted uuu\.x.abl..;.xg

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 special statutory 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 requlrements of the position must be used as quality
ranking factors in the selection process when filling civilian
acquisition positions comnetltlvelv 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.

c. 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 approprlate 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 guality 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.

1-VII-3
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This position is a non-critical contracting position. 1If the
position is filled competitively, the vacancy announcement must
address as quality ranking factors the mandatory level IIX
certification standards, the statutory education requirements for
GS-1102 positions, and warrant requirements. The selectee must
meet the statutory education requirements prior to a551gnment 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
a551gnment, otherwise, management must obtain a certification
waiver. (Note: if the selectee for the position will be
requlred to exercise warrant authorlty upon assuming the position
and/or the warrant authority is a 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

noe_
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 a551gnment otherwise, management must
obtain a certification waiver.

Civgi1d 43 3
7. Ci 1;131 Competitive Selection Procedures for 2All Acguisition
Positio

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
ranklng factors. A vacancy announcement should identify as

guality ranking
(1) The certification level of the acqu1s1t10n 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.q.,
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 Competitive 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 certification requirements. 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

1-VII-5
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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.

£19\ Ml wrom mmwmoeer o L 24
(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 October 1991, had at least 10
years experience in Federal government acqulsltlon 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

s :
~ +1AAn
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,
marketlng, quantltatlve 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

NATDCO mh DN
CJRS. The HRC issuing the announcement must telefax a copy of

the entire announcement to NACMC as soon as the vacancy is
announced. The NACMC telefax number is 717-790-1980 or

1-VII-6
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or extended, the HRC 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.

1-VII-7
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(a
PART 1

CHAPTER VIII

FILLING CERTAIN SENIOR CRITICAL ACQUISITION POSITIONS

1. Purpose. 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. Applicability. The procedures contained within this chapter
apply to the following positions:

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

b. DRPMs;

PMs of major acquisition, i.e., ACAT I, and significant

c.
non-major, i.e., ACAT II, programs;

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

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.

Enclosure (1)



b. A Deputy Under Secretary of Defense (Acquisition Reform)
memo for the Service Acquisition Executives dated 23 May 1994,
Subj: Assignment of the Best Qualified Individuals to Certain

Senior Acqulsltlon 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

opportunltles for m111tary members of the acquisition workforce.

c. 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

a. The ASN(RD&A) is responsible for the development and
implementation of nomination, assignment, 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 nomlnatlon, assignment, and
rotation procedures for p051tlons identified in paragraph 2c

through e and any other p051t10ns 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 prov1des their administrative support.

necessary to etteCtlvely implement the procedures containe

eed Al 2o AL 2

witnin tnis cnapcer.

c. HROs shall provide such personnei services as may be
d
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evaluation process. Other
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,

nowever, may be used to fill positions when determined
appropriate. If the competitive process is used, the area of
consideration must be, as a minimum, DON wide.

iduals assianed to

<

e. Unless an extension is approved, indiv

PEO, DRPM, and ACAT I and II PM p051tlons shall be reassigne
upon completion of their tenure requirement. For other positions
identified in paragraph 2, reassignment upon completion of the
tenure requirement is encouraged but not mandatory (refer to

o am m aras e am R - - I PO e AL Y

paragraphs 10 and 11 for tenure and rotation requlrementS) .

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.

1-VIII-3

Enclosure (1)



SECNAVINST 5300.36 CH-1
0 2 AUG 1996

8. Assignment Procedures for Positions Identified in Paragraph
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,
within 18 monthe As a minimum, the listina of nrnﬂnﬂfod

e.g., within months. As a minimum, the listing ecte

vacancies for the responsible PEO/DRPM and supportlng 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
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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

AL A oo

that systems command.

-

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

e. The pane1 s slate and recommendation of the best

qualified candidate, i.e., the number one ranked candidate,
together with the billet descrintion cshall be forwarded to the

b~ Al A waa AT WasdAT e WMeDVA A AWy —aialsa a wa Wi weS= waale

DACM for inclusion on the next AWOC agenda. The responsible PEO,
1-VIII-4
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DRPM, or Systems Commander
selectee to the AWOC.
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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 requlremEHCb for the pus;ulﬁﬁ. The AWOC
generally meets four times a year: typically in February, May,
August and November. The slating needs tc be completed with

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.

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

A AT AN e e e e e —aat— Val SwaiSs SAAL30 22 et Lilail —> 9

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 practlce, the

ASN(RD&A) w111 interview ACAT I PM selectees prior to final
........ 2 amde re mrron AL mdelhacse malamdancs wmar ba coamahaAdANNTaAad Am A
appi UVGJ. , inc 1dCWOS UL LIICL SElTElCLETo iay T ollicuuilicu vl a

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 ﬂnmpleted.

9. Assigggent Procedures for Positions Identified in Paragraph

2d and e, i.e., Deputies, Managers of Certain Significant Non-
ACAT T or IT Acgglsltlon Programs, and Commandlng Officers or

Commanders of Acquisition 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 may be reconstituted as
circumstances warrant.

1-VIII-6
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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

d. If the pane]'e recommendation for cn1nn+ion, 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.

e. For deputy selections that do not require AWOC approval
(see paragraph 9d), specific information about the position and

selectee 1: rnm11rnr'l ht +ha DACM far» NDALWTA »anardEinaeas narrenaca

-------- A L A R § CiIT WEAANLE AVL VURRWALA AT PUVL ALYy yul.yuat:a.
Accordingly, the following information shall be promptly

forwarded to the DACM, in writing, on deputy assignments:

(1) Program title;

of selectee

o

192\ ar
1<) Nam

-0

(3) Start date;

(4) For DDRPMs and ACAT I DPMs, the next major milestone
date closest 4 years from the start date of assignment (indicate
if all major milestones have been completed);

b .
L UL

o
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€r TO paragrapn 1

~
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4

umber of years in acquisition (list assignments with
start and completion dates);
(7) Numb

e years in a program office or similar
organization; and

[o]
Hh
~

T

(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

11, paragraph 8) through means other than having completed the

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 one
ranked candidate; and/or

(2) Where the selectee would recmire a waiver of anv of

VAANed -  was e Vel &= o LVTSL Ve K22

the DAWIA statutory requirements in order to be assigned to the
position (Note: see part 1, chapter IV, for statutory
requirements).

10. Tenure
a. General
(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,

assignment to CAPs. CAPs are civilian acquisition positions at
ha AC_1A4A NTawal and alhawra arnd milidtarit ammITetIdrIAMN MAcTdE T Ane
il T < 2 A VTA «Qaliiva GUUVG, Alia ul.l..LLl-ﬂl.] GU\’HLD.I-\—LUII PU;LDLUIID
that must be filled by officers at the 0-5 level and above. All
positions identified in paragraph 2 are CAPs and require the

incumbent to execute a tenure agreement.

(2) The execution of tenure agreements for both civilian

and military personnel a551gned to p051t10ns in paragraph 2a
delremmrrmcin £ DT\ =~ MNDDM -~ waa AMA - TT P . ! ) PN
LilLvuuyn o \FTovo, URIIo, ana ﬂ\-ﬂ& .L auu 4 4 rma; oliadl VC
administratively managed by the DACM.

(3) The execution of tenure agreements for other
assignments covered by this chapter, identified in paragraph 24
and e, shall be managed as follows. For civilians, agreements

Q2 A _a 3 e

shall be acunlnlstratlvely managea Dy the responSJ.nLé BEU, DKPM,

Qeurodama MNammandas e Shate Adamioman ) Baw Alaerr mq’lﬁbqu-

GYSLEUS Luilldnauiues , VL LIICLL u==u.gu!== L A VYL Nnavy uildildivairy,
agreements shall be administratively managed by BUPERS and shall
be contained within the officer’s orders. For Marine Corps
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.

1-VIII-8
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b. Tenure Requirement
(1) For DRPMs, DDRPMs, and ACAT I PMs and DPMs, the
tenure requirement is through the completlon of the first major
mllestone that occurs closest in t1me 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 recquirement shall be in writing

==Sxteao weaaV waANs wwiiwma THYMaL TMTALY wiiRaas T L WA aLaiuyy

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)
to the DACM only.

. .
(2) Tenure waivers are not reou

n +har
\v7 - el A Wia AV 41

Wil

b
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 realignment abolishes an individual’s position, or
when a Service Selective Early Retirement Board identifies an
individual for early retirement.

11. Rotation
a. Time Frames for Rotation

(1) For PEOs, DRPMs, and ACAT I and II PMs, the rotation
occur upon completion of the tenure requirement. If

i
= A=l A emdemn ddum dmamesae -
gned tc cne of these p051t10ns prior to the date the tenure

requirement became effective, i.e., 1 October 1991 for DRPMs and

1-VIII-9
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ACAT I PMs and 1 QOctobher 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
Systeme Commander. ITf assianed to the n0§1t1on nr1or to fhp date

N AN W W ALLAETA S & A e a Lo Ga== === Y2 =222 18 3

the tenure requlrement became effectlve, 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 prio

. A AAwS wrALW A a

n r to
major milestone. Also, to the maximum extent practlcal a PM who
is the replacement for a reassigned PM should arrive at the
assignment location before the reassigned PM leaves.

.

c. Extension of Time Frames for Rotation

{1} For PEC and DRPM assignments, the ASN(RDEA) will
approve extensions. Flag and general officer extensions will be
coordinated with the VCNO or CMC, as approprlate, prior to

approval. If the request for extension is approved, the
1ncumbent may be retalned in the p051t10n for 1 addltlonal 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,

+=ha Tnmmimhand mary ha »arainald in $ha nAci+EriAan FAar
wiae INCUMCENT iy L€ Iredaliliell il Whae plsSivailnl 10X 1 agditicnal

vear. Individuals who are not rpaqq1anpd 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 p051tlons identified in paragraph 2

I
tatlon upon Completlon QI tne tenure requlrement 1S
A »A 1 nﬂ"xr ha aAavikanesi

~~ ~rm
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e: 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. Requirements Matrix. Excludlng PEO and DRPM assignments

which are under the dlrect respon51b111ty 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

FOR X X X
DEVIATION

AD IR TIITIT
N WALVERN

SEND INFO

TR se

TGO DACH
WHEN AWOC X X X
APPROVAL IS
NOT

DERANIITDEN
AW L SNED M

4-YEAR X X
TENURE

3=-YEAR X X X X

TOAITDE
&IV IND

ROTATE
AT END OF X X
TENURE

5-YEAR
ROTATION X
REVIEW

"
H]
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DESIGNATION OF THE ACQUISITION WORKFORCE

1. Introduction. This chapter prov1des pollc1es and proceaures

for ae51gnat1ng acqulsltlon workforce members. It also pLuv;uca

guidance for assigning prlmary acquisition career fields to
members and removing the aﬂnu1§1tlon workforce

FPRastha & wanS =210

a. Commanders or directors of Navy acquisition
organizations, or their designee(s), are authorized tc designate
Navy military and civilian acquisition workforce members, assign

n
remove the acqulsltlon workforce designation in accordance with
the provisions of this instruction.

b. The CMC, or designee(s), is authorized to designate

Marine Corps m111tary and 01v111an acquisition workforce members,
assign a prlmary acguisition 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:

b. Members of the APC, and

‘c. Marine Corps military personnel with an acquisition
Military Occupational Specialty (MOS).

A | p PR Ry
“ . DEeoly

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 acqulsltlon position occuplea by the workforce

PR PPy 1 PO R W RN oY

member except as specified in paragraph 4b.

a. Officials responsible for designating acquisition

Enclosure (1)
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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 experlence and the needs of
the position and organization. The primary career field

recommendation shall be approved by management. _____

c. Temporary Promotions and Details

49\ n do messon menom enes ememmemsmds 2 omon  dn _ —— e 2 A2 2 _ 2 r e &

{41) A ctemporary promocion ©O a poOSicion 1n a aiirferentc
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 associated with the temporary promotion
to be a sub51d1arv carepr f1p1d and strive to meet thp

(2) A detail to a position in a different position
Category shall not change the member‘s primary career field. A
person detailed tc a different position category for an extended
period of time should consider the career fleld associated with

t

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 pesition, loses an acguisition MOS {for
Marine Corps military), or leaves DON. APC members may retain
signation until removed from APC

the acquisition workforce des
membership (refer to part 2

6. Notification to Acquisition Workforce Members Officials
responsible for designating workforce members shall ensure that
military and civilian perscnrel 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

2-I-2



SECNAVINST 5300.36

2-I-3

Enclosure (1)



n
o
Q
(@)
L]

W
[o)]

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 deveioping, on a
iong term Udblb, a u;gu;y qua;;;;cu workforce capable cof
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 acqulsltlon workforce will provide the DON

A — e

ements for senior acgu tion positions on a

[N
(]
te

2. Delegation of Authority
a. The DACM shall:

(1) Manage the Acquisition Intern Program, incl
f e

na u
management of the resources required for development and
ca

npnr=+1nn of the program, authorization of intern allocations for
the various acqulsltlon career fields, and publication of program

policies and procedures;

, -

A
u

}.n.
ﬂ

(2) Manage the Acquisition Workforce Tuition Assistance
Program, 1nCLu01ng resources required for its operation, and
maslal 3 =l PPt R wlrfarmn Mitditianm Acatcban~nan DraAasram
Puu.L.Lbll anu;a;u;uu "ULJ\LULUG AULLLIVII NOODLDLVAIIVE Il W4yl aiu

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
ass1gned to p051tlons outside the DON, and publlsh DON policie

Il
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(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.

Enclosure (1)
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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 acqulsltlon career field(s) under their cognizance
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(2) Provide advice and guidance to the DACM on education,
tralnlng and rotational assignments required for acquisition
interns.

3. Career Development 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
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4. Performance Appraisal

a. Civilian acquisition workforce members shall be provided
an opportunity for review and inclusion of comments on their
pcrrormance aprdLde by a person servxng in an acqu151tlon
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 acqulsltlon organization in the same career
field, this review shall be conducted by the chair of the
appropriate DON Functional Board. 1In such cases, commanders or
directors of acqulsltlon organizations shall forward the

performance appraisal to the DACM who shall direct the
performance appraisal tc the chair of the appropriate DON

Functional BRoard.

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 RIIPERS IDPDQ—?W\ FAr rauviaw anmAd ~Aammandt hu an AFF
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same acau151t10n career field as the requesting member.
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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 acqu151t10n pos1t10n 1n the same acqulsltlon career field.

d. Contracting cfficers’ evaluations shall be performed
within their own career program channels. The only exception

shall be the performance evaluation of the senior contractlng
officer in an organization, e.g., the head of the contracting
office. 1In this instance the evaluation shall be performed by
the head of the organization or his or her designee.

[~ Amowrst madeamsm Tedeasmm Deasrseawm
e ACYuidLLl 1 _Jdiiteril ol UYL aiu

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

mmnmde 2 £ — hanmsamede TV aeral Slhatae mamimaser SNAAn f
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b. The Acquisition Intern Program is a comprehensive career
development program which includes the follow1ng elements:
recruitment, training, classification and position management,
performance appraisal and award, and education programs including

cooperative education programs.

c. Centralized acquisition workforce funding shall be
rovided for salary, rotational assignments, and education and

n
training during the internship period in accordance with
published procedures.

d. Annually, the DACM shall canvass all acquisition
organizations to determine their requirements for acguisition
interns. Acquisition crganizaticons shall respond tc this annual
data call using the format shown in appendix I. The total number
of intern blllets 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 overailil
future workforce requirements. Historical execution will also be
a factor in determinina allocations. Wwith DACM annrnval_

S atlvewa -—a L lnadiaily SaaTTOSTaNiiEs TS e waa aaeswes L = 4

acquisition organlzatlons 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 cognlzance. The
master development plan shall describe the education, training,
and rotational assignments reguired for graduation from the

t d

1 nmen
program in accordance wi

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.

g Aﬂfivitivc to which interns have hppn allocated shall

development plan.

6. Training Requirements. Each career field has training
required for certification in that fielid. In addition, certain

abqu;a;u;uu yu:;u;uua 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:

a. Completion of the required Defense Acquisition University
(DAU) course;
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c. Completion of a correspondence course listed in the DAU
catalog;

-

d. Fulfilliment (see paragraph 8); or

e. Passing equivalency examinations administered by the DAU
consortium (llsted in the DAU catalogq).
7. Centralized Allocation of Training Quotas
a. Annually, the DACM shall identify to the DAU the DON
requirements for guotas 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

2-1IT-4



pro rata share of the workforce, 1qentifiéd cfaiﬁiﬁq
requirements, and historical usage. Quotas shall be allccated by
quarter and by geographical location in the instance of on-site
offerings. Quotas shall be redistributed by the DACM as
required.

A A e e 2 2 e . (IR SRR v |
management process within that Organlzaflon. This designated
. . .13 .
training representative shall ensure the effective utilization of
NG . .
quotas within their claimancy by:

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

(2) Valldatlng requlrements for quotas received and
verifying approprlateness of on-site locations with time frames
established b by the DACH;

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

(a) Courses required by statute;

(b} Courses reguired for certification toc the level
required for the person’s current position or courses required to
provide prerequisite knowledge for the member’s current
certification level;

career fleld_ or sub51d1ary 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.
2-II-5
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d1mar
d. Acquisition organizations without designated training
representatives should contact NACMC for qguota information.

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

DON students, both military and
aining courses is centrally

(1) Registration of a
civilian, in mandatory acquis
administered bv the NACMC T

****** (L3 G —0 Ul & AL AVEANSEANw o i
resident, on—site. satellite; and correspondence modes. It als
includes courses completed through equivalency exam. Class dat
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) .

> Se?

£ £ ~A
udes courses offered

= H @

~~

2 Trave and ner diam Fundinga =shall lha ;maeaei 3
2) ravel 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

.
11 A amd~ s 11 Y et A ad

further funding authorizations to students with unliquidated

travel vouchers in excess of 60 days from the class completion

(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.

tation. Attendees who successfully
complete mandatory trainin g courses shall receive a DOD Training
Certificate (DD 2491). Civilian employees should submit a copy
of this form to their serv101ng HRO for inclusion in DCPDS. Navy
ilitary personnel should submit a copy of their certificate to

Py -

mil

BUPERS (PERS-1024C) hington, D.C. 20370-5102 Marine Corps
m li d - T

f. Training Docu,en a
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MARCORSYSCOM ATTN: MARCORSYSCOM Code AP, 203 Barnett Ave.,
Suite 315, Quantico, VA 22134- 5010.
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8. Mandatory Course Fulfillment Program

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

2=-II1-~7
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they believe they have met the course competencies through
experience, education, or attendance at an alternate training
course.

{(3) To reguest fulfillment, wmembers must complete a DD
2518 and the appllcable 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 AP.

e ~l F£ »m
(4) uumy;cucu 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

£1a
flag or general officer or a member of the SES, whichever is

lower, for approval or disapproval. (Note: flrst 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 reguests must be returned to the me

with the rationale for disapproval.

mber

{

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 forme for ‘I‘h’le 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

2-1I1-8
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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 "DAU Testing Program - Eligibility Statement,"
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
2-1I-9
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credit hours required for APC membership. The DAU guide,
ADS-93-01-DIR-volume 1, "DAU Directory: Satisfying Acquisition
Corps Education Standards" contains a listing of DAU courses
which are appllcable, as well as methods for determining credit
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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.
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workforce personnel.
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(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 recelpt 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

[=ACF S =23 L N A WD S ame e v Q2N CLV L alis o4

certlflcatlon, and/or warrant requlrements and courses needed for
entry into the APC.

f. Defense Acquisition Scholarship Program. DOD sponsors an
annual scholarshlp program 1ead1ng 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.

2-II-10
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10. Experience. Each career field requires acquisition
experience at each level. Membership in the APC requires general
acquisition experience. 1In 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 9051t10n
now designated as an acqulsltlon 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.

2-II-11
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CHAPTER III

CAREER FIELD CERTIFICATION

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

2. Delegation of Authorities

- M ™™
a. The D
USD(A&T), authorize mandatory education, training, and exper

CM sh
orize ien
certification requirements in addition to those required by DOD.

11, subject to the concurrence of the

!
L aTe F-R ol oh ool A e mom b e

ce

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 work:grgg members to an AWP career

may

r

O
o -

The authority to certify persons to levels I, II, and III
edelegated no lower than the immediate supervisor.

e. The authority to grant certification waivers may be
redelegated as follows:
(1) For levels I and II: two tiers above the employee’s
immediate superv1sor or a flag, general officer, or SES,
whichever is lower, and

3. Certifijcation Requi ts

a. DOD career fieid certification requirements shall be
published annhaiiy 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

bt 2L LSSV BTSN —aala e d o

attached to the application for certification. The check list
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b. There are no specific acquisition career fields for
positions in the 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 organization. The

- £ 3 1A ~ammandAat+tian chal
career field recommendation shall be approved by management.

4. Changes to Certification Requirements

a. Certification requirements may be changed only with the
approval of the USD(A&T).

1 Normiactas €far ~ha a 1€ {
K. REeJuesSTsS 1IO0r Chnanges o certification re

-
be addressed to the DACM. The request must be in wr
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.

workforce members are certified, they
b 2y
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5. Time Limits on Attaining Certification

Persons assigned to acquisition positions after 1 October
non-CAPs and 1 October 1552 for CAPs must meet the

ion requirements of their position within 18 months
gnment or management must obtain a certification

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

_ e .

must have met the career field certification requirements of
their positions by 31 March 1995 for non-CAPs and 31 March 1994
for CAPs. Emplovees in this category who did not meet the

et
certification requirements of their positions by the due date
have been automatically waived and no formal waiver documentation
is required.

c. Persons incumbering positions that are later S
as acquisition positions have 18 months from the date of
2-III-2
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designation to meet the career field certification requirements
or managenment must obtain a certification waiver.
d. A change in certification requirements does not affect
the 18-month perlod during which the career field certification

requirements of the position must be met. For example, if
certlflcatlon requlrements change, an uncertified person with 16

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 pericd.

6. Certification in Primary and Subsidiary Career Fields

(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.

a workforce member must meet the mandatory educatlon, tralnlnq,
and experlence requirements established for that level. The DACM
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 tc 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 approprlate, 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(1) (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
IIT 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.

2-I1I1I-4
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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 or1g1nal civilian application to the servicing HRO for
nrocegq1na 1nfn DCPDS anﬂ nrnv1do a conv to the annl

.............. - A A WV anmae & vvrl —iie Qpops

personnel record.

(2) Navy military. If approved, the official shall
forward the original Navy mllltary appllcatlon 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 prov1de a copy to

.
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(4) If disapproved, the official shall return the
dlsapproved 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
establlshlng 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 p051tlon to remain in that position. This is

an assignment waiver and is only valid for the particular
p051t10n to which a551gned. Further, a certification waiver does
not negate the respons1b111ty of management and the employee to
continue to pursue certification. Refer to part 1, chapter II
for certification waiver criteria and procedures.

9. Reciprocity. There is certification reciprocity between the
DON and other DOD Components. Reciprocity means certlflcati on in

2-ITI-5
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the DON is interchangeable with certification in another DOD

Component.
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b. Military. The CHNAVPERS and eir d
authorized to take the following actions on military
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;

(2) Administratively cancel APC membership of military

members; and

Enclosure (1)
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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
3bl1 AY +haemrrach 2\

{4 Tarougii (9

) 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:
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APC selectlon standard walvers,

nto the APC and approve

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

e. SES

(1) Commanders or directors of acquisition organizations,
or their designees, are authorized to recommena, via the DACH,

___ aasssla 2 A

SE personne1 ror APC membership actions listed in paragraph
3
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f. The immediate, or a higher level, supervisor of the
person requiring the waiver is authorized to request an APC
selection standard waiver.

g. The authority to approve APC selection standard waivers
may be redelegated no lower than the flag, general officer, or
SES level.
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a. All APC applicants must either:

(1) Be a DON acquisition workforce member graded at
G5-=13 (or comparable demonstration project grade), 0O-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
educaticnal institution authorized tc 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

manaqement marketing, quantitative methods (see definitions of
quantltatlve methods in part 4), and organlzatlon and management
(combinations of college credit courses and approved equivalency
examlnatlons, e.g., DANTES, totaling 24 semester credit hours may

PR KN

be used), or

(b) At least 24 semester hours (or acadenmic

equlvalent) 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

(c) Clarification. Paragraph 4b(2) (b) does not apply
to persons in the contractlng 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

2-IV-3
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(3) Have at least 4 years of experience in Federal
government acquisition positions or comparable p051t10ns in the
prlvate sector (up to 1 year may be credited for time spent
pursulng a program of academic training or education in

(4) Be certified at or meet all mandatory training
requlred for either level II or III of the workforce member’s
primary career field. (Note: if the APC applicant is not an
acqulsltlon workforce member, e.g., an appllcant from prlvate
1ndustry, and has been tentatlvely seLeCtea for a CAP, the
appiicant must meet the mauuauuxy 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 0-5 operational command screen.

d. wMobility, 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. Exception to Education Requirements

a. The APC standards in paragraphs 4b(1) and (2), i.e, the
baccalaureate degree and the 24/12 semester hours (or equivalent

guarter hours), do not apply to perscns who, on 1 October 1991,
had at least 10 years of experience in Federal government
acquisition nositions or in comparable private sector positions.

experience as of 1 October 1991, a waiver is not required.

b. Employees are exempt from the degree standard in
b{i) if they meet all three of the following

paragraph 4k
conditions:

(1) Were serving in an acquisition position on 1 October
1991;

Enclosure (1)
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(2) Had less than 10 years in acquisition positions as of
1 Qctcober 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 a 1 1e

D
e <
requirements. The experience and train ng requirements must
still be met.

6. Civilian APC Application Procedure

a. Applications shall be made by following the format
provided in appendix L. If the applicant has cbtained 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

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 stendardsi

the supervisor shall recommend approval or disapproval, sign and
date the application, and forward the appllcatlon to the official
authorized in paragraph 3 to select members into the APC (this
may be done by the superv1sor if the superv1sor 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
selectlng official shall mark the appllcatlon indicating
approval, sign and date the appllcatlon, and forward the original

approval to the servicing HRO for proces51ng into DCPDS and
filing in the member’s official record. The selecting official
shall forward a copy of the approval form tc the APC member via
the member’s immediate supervisor.
2-IV-5
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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. Na Militar other than flaq 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 0-4 level and senior may apply for
membership in the APC. They shall forward an appllcatlon 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 Corps Militar other than general 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.

2-1IV-6
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(3) A Marine Corps APC Selection Board shall be convened
annually. The Board shall consider applications and recommend

the appropriate ﬁos and career field. A Board may be convened to
review applications which must be considered outside the normal
annual process.

(4) The belection 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

recordea into AWSOM.

b. The Board may recommend APC selection standard waivers
if delegated authority per paragraph 3b, approve APC
ectlon standard walvers. (Note. APC selectlon standard

nly to M
or or wh

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

- -

r is an APC selectio n standard
L 5N

‘b. cCapP assignment waivers, which are valid only for the
particular assignment for which granted are discussed in part 1,
cnapter V. Procedures for requesting and approv1ng APC selection

ole & ol ___.e- PO TR, :

waivers, which confer APC members 1p are discussed in
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10. APC Selection Standard Waiver Procedure. This pr lu

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: "I certify
significant potential for the following reasons: (insert the

2-IV-7
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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. Resignatj m . If an APC member wishes to resign
from the APC, management should counsel the APC member because
resignation from the APC will result in the person belng
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.

2-1IV-8
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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 Ccancellation of DON APC membership shall occur under the
following circumstances:

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

ull
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(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 rejoin the APC after cancellation
of APC membership, that person must apply for APC membership.

c. An offic
membership shall

(1) Other than persons who leave DON per paragraph 11 or
12a(2), provide the APC member with a written notice of
cancellation of APC membership which specifies the reason(s) for

the cancellation;

(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:

2-IV-9
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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 Separation 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

ﬂgﬁbers 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

A D =t~ £ £ L 3 =T
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

=~ o~ - A~ memsaleacn f o - Q- PURPIQP IR ULE. [P PRI R J. B Sy
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:

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

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

Enclosure (1)
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PART 2
CHAPTER V
WAIVERS
1. 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 requlrements for the position is
contained in part 1, chapter II, Acquisition Position Career
Field Certification Requlrements. As another example, gulaance
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 spec1f1c and are not carried
forward with the person when reassigned from one acquisition

v

p051t10n to another.

c. Each waiver is specific and may not stand in lieu of
anothe a1ver. For example, for GS-1102s there is a statutory

certlflcatlon) education requirement. If the GS-1102 position is
a CAP requiring APC membership, there is also a statutory
educatlon requlrement 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 requlrements)
and one would be required prior to completlon of 18 months in the
CAP (the career field certification requlrement) The person

- w— deende maney

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.

d. There shall be a separate application for each waiver
requested. Requests for more than one waiver may not be

- - o mrs s o o -

case. A regquest for a SC

combined, except for one specif
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membership may be combined (see Appendix D).

e. Appllcants 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. Types 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).

c. Certification 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).

e. Flag, General Officer, and SES Waiver. Before a flag,
general 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 (s part 1, chapters IV and VIII)

q=aawalldl v" we } rc v Qi Vidd) .

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).
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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
D).

h. Tenure Agreement 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).

J. Waivers for Certain Senior CAPs with Special Statutory

Requirements. There are special requirements for PEO, DPEO,
DRPM, DDRPM, ACAT I and II PM and DPM p051tlons. These

requlrcmcuta may be waived to allow a person to occupy a specific
position. These waivers are centrally managed by the DACM (sece
part 1, chapter VIII).

2-vV=-3
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CHAPTER 1

MANAGEMENT INFORMATION SYSTEM AND REPORTING REQUIREMENTS

1. 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 Oversiaght. The DACM i s
required by references (a), (c), and

3. Management Information Systems. 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 10). The

Marine Corps military data on acqulsltlon 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 acqulsltlon employees.
The DACM augments that data with information taken from ATRRS,
malntalned by the Department of the Army. ATRRS is the
information system used by all services to enroll students in
mandatory acqulsltlon 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

—1id L) =2 CLIILClIIT

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.
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4. KeCorg XKeeping. qdired 1 references (c) and (4),
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.

o
S re

e e (e

Enclosure (1)



SECNAVINST 5300. 36

5

31 MAY 1985

Data Maintenance. There are several events that require

recording in official data systems. They include, but are not
limited to:

e Jo]

r
osit

c
i

b.

Identification of acquisition positions, including coding

oding the acquisition position category or recoding a
on as non-acquisition;

[+l
o]

Processing data on employees, either newly assigned to

acquisition position or incumbering a position that is
2 4+

s . 'Y 3
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Granting or cancellation of APC membership;

Receipt or removal of contracting officer warrants; and

Approval of fulfillments.

The responsibility for this is shared among the acquisition
organizations, activities, and the data system maintainers, e.qg.,

- w—

HROs,

(3 7.8 V]

BUPERS, HQMC, and DACH.
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PART 4

DEFINITIONS

1. Acquisition. The planning, design, development, testing,
contracting, production, introduction, acquisition logistics
itie

support, and disposal of systems, equipment, facilities,
supplies, or services that are intended for use in or support of

military missions.

2. Acquisition Career Program Board. A board comprised of the
chairs of Functional Boards and other senior personnel which
advises the ASN(RD&A) or DACM, as approprlate, on significant
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he DACM and meets on an ad hoc ba is.

3. Acquisition Organizations. Acquisition organizations employ
DON acqulsltlon workforce personnel and are delegated the
respon51b111ty to administer the DON AWP in accordance with this

— s 2 A -
[

instruction. Acquisition organizations a

f=te 2.
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b. Chief of Naval Education and Training;

c. CNO;

~A LINAM o
e T1IWYIIN.

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;

g. Military Sealift Command;
h. Naval Air Systems Command;
i. Naval Computer and Telecommunications Command;

Py sas . .
aval Facilities Engineerin
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n. Naval Supply Systems Command;
o. Office of Naval Research;

and

. Space and Naval Warfare Systems Command;

r. U.S. Atlantic Fleet;

s. U.S. Naval Forces, Europe;
t. U.S. Pacific Fleet;
u. U.S. Special Operations Command;

v. Any other Echelon 1 or 2 organization not specifically
designated above which contains acquisition positions; and

W. Any other organlzatlon spec fically designated by the

4. Acquisition Position Categories. Acquisition position
categories are functional subsets of acquisition positions. The

13 acqulsltlon p051t10n categories used in DON are listed in (a)

b. Business, Cost Estimating and Financial Management;
c. Communications-Computer Systems;

d. Contracting (to include contracting for construction);

(1

Industrial Property Management;

o]

Manufacturing and Production;

A"
4G&=<c
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h. Program Management;

i. Purchasing;

l. 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

2aw

m. Education, Training and Career Development (Note: this
is a position category, not a career field.)

5. Acquisition Positions. Acquisition positions e

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.
6. Acquisition 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 0-4 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."

3 AT
7 Acrnmic APC

cys . . .
7. Acquisition Professional Community Selection Standards.
selection standards are the qualifications needed to become a

member of the APC. They 1nc1ude 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 (R
acquisition positions, Navy military personnel with an

acquisition AQD, Marine Corps military personnel with an

acquisition MOS, and members of the APC. Executive Level,

xXe
Federal Wage System, Nonappropriated Fund, foreign national, and

third country national employees are not members of the
acquisition workforce.

o
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9. Acquisition Workforce oOversight 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 po osition category determines the
acquisition workforce member’s prlmary career field except for
two acquisition position categorles' Program Management
Oversight and Education, Training and Career Development.
Acqulsltlon workforce members occupying positions in Program
Management Oversight or Education, Tralnlng and Career
Development must have a primary acquisition career field based on
their job requirements and background. The 10 DON career fields

are:

a. Acquisition Logistics;
b. Business, Cost Estimating and Financial Management;
c. Communications-Computer Systems;

.
nclude contractin
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e. Industrial Property Management;
f. Manufacturing, Production and Quality Assurance;

g. Program Management

-

h. Purchasing;

i. Systems Planning, Research, Development and Engineering;
and

j. Test and Evaluation Engineering.

11. Career lLevels. 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 acqulsltlon p051t10n career
levels equate to the comparable GS grade). Except for the

Purchasing career field, these three levels are: level I (GS-5/8
4-4
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and military 0-1/3); level II (GS-9/12 and military 0-4); and
level III (GS-13 and above and military 0-5 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 o‘k r key vauisifieﬁ
positions ;dent;fled in part 1, chapter VIII. Assignments to

these positions are centrallv managed.

13. Certlflcatlon. 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, tralnlng, and experience standards required
by DOD for a career level in an acquisition career field.

15. Command Boards of the ACPB and
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organizations. They recommend career management provisions

v 1o,
provide advice on the AWP, and perform other duties within thelr
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 thresh

~1 A m
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term "warranted contracting officer" encompasses persons hav
the a

the authority to award or admlnlster contracts above
purchase threshold.

ontracting positions consist of
ficers who have authority to award
el e TT emesomm L o1 2

o
ove the small purchase threshold, the
serles (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 0-5 or above.
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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 reguirements 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.

20. Non-Critical Acquisition Position. Any acquisition position
other than a CAP.

na e . . . .
21. Primary Career Field. The primary career field is the
. : : N

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.
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disciplines that may be credited toward meeting part of the
education requirement for APC membership, GS-~1102 positions, and
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23. Significant Potential for Advancement. "Significant
potential for advancement" 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.

~a ~A ——— o Vde v donade mansy wmmoris s eemammard s awa ShAacma
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requirements established by law for specific acquisition
positions, i.e., CAPs, contracting positions, ACAT I and II PM
and DPM positions, PEO positions, SCO positions, 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 Agreement. A tenure agreement is a written agreement
executea by a CAP selectee to remain in that position for a

ified period of time.
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2 Waiver. A waiver is an approval to incumber an acquisition
po s1t10n. hold a warrant above the small purchase threshold,
and/or enter the APC without meeting all of the AWP re qulrements.



Appendix A
FORMAT FOR REQUESTING CERTIFICATION WAIVERS
From: (Management official authorized to make the request)
To: (Management official authorized to grant certification waivers. Note:
authority to waive certification for levels I and II may be redelegated
nc 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 redelegated no lower than

to a flag officer, general officer, or SES in the same career field.)
Yia: (As determined by command)

s K Lsldlanel RSt tti-S 210y

Subj: REQUEST FOR CERTIFICATION WAIVER

1. Please grant a certification waiver for:

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

Organization, code, and address:

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

2. Identify the specific certification standards that the person does not
meet. Be specific, e.g., lacks 1 of the required 2 years of acquisition
logistics experience.
3. Provide justification as to why the standards were not met, including a
statement regarding the member’s ability to perform successfully in the
position without meeting the standards.

Signature of requesting official and title

Approved/Disapproved

Signature of approving official and date

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

appropriate
Copv to recuestinag official
Copy to requesting official
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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 DRCM.

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. B 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
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
permanent personnel record and

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

c. For Marine Corps military certification waivers:

(1) The original shall be sent to CMC, Code MMOA-3, for retention in
permanent personnel record and
(2) A copy shall be forwarded to the requesting official.

Appendix A to
Enclosure (1) A-2
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Appendix B

LIST OF SENIOR CONTRACTING OFFICIALS

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

Executive Director, Acquisition Management

and Plannina

8228 Jaqaniaay

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 for Contracts

Assiatant Deputy Commander for Contracts

Deputy Commander for Contracts

Assistant Deputy 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

Appendix B to
Enclosure (1)
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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
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

Appendix C to
Enclosure (1)
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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 III
before inxtiating a GS-1102 or contracting officer warrant waiver. Basic

T 3‘1“&‘ Elllt:lll.B are:

a. GS-1102 must have:

[
g

{
\

o
§
e

N

(

{2
\

) 24 semester credit hours in business disciplines; or
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___________ ompleted acceptable equivalency examinations; or
(4) As of 1 October 1991,

itions in which the person the person obtain

the field of contracting.

2 o= [Py s

had at least 10 years of experience in
ed e

xperience directly re

b. Warrant requirements are:

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

{
1}

N

) 2 years of contracting experience; and

contractin mlrpe e SRNASe R g

(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
<
D

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

....... o craderamn

dllu GPPLUVC l—ll= WQLVECL »

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, qualzfyxng
experience, etc., to support the justification.

5. The original approved waiver must be ile in the person’s official file
and recorded in the appropriate automated data system.
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FORMAT FOR REQUESTING
SENIOR CONTRACTING OFFICIAL WAIVERS

From: (Management official authorized to make the request)
T

s
L o (o)
fo 34 “:...c\.tcr, A\.\;Jlsl\.;vu career nﬂuagcmcub

Office of the Assistant Secretary of the Navy
(Research, Development and Acquisition)

2211 South Clark Place

Arlinaton. VA 22244-5104

e e R R elepue) sy vaa P24

-

IOR CONTRACTING OFFICIAL WAIVER

~ am AN o
ALYULOL UK oLl

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

2. 1Identify the requirement that the person lacks, i.e., APC membership
and/or 4 years of contractxng experlence. Be specific, e.g., lacks the 24
business credits required for APC membership or lacks 2 of the required 4
vears of contracting experience.

nLiactilll G2 - L

3. Describe the unusual c1rcumstances Justxfylng the waiver or the reasons
why the perscn’s q&:l;f;»:»;uua 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.

wa ADNM mamhawrabh{ -
Ve SaE uu;nwcsuud.y,

DACM signature and date

Copy to (after approval):

Original to the reguesting official (regquesting official see part 1,
chapter III, paragraph 8d for further distribution)

Note: a separate CAP assignment waiver for APC membership (appendix E) is not
gauired_ This format comhines hoth

"~ —as e

Appendix D to
Enclosure (1)
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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 I11I, paragraph 9 before initiating the
SCO waiver request. The listing of SCOs is contained in appendix B.

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

3. If a prospective SCO lacks one or both of these requirements, a SCO waiver
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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Appendix
FORMAT FOR REQUESTING CRITICAL ACQUISITION
T A no‘rn\mn\‘rm TTRA TTETY
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From: (Management official authorized to make the request)
To: Director, Acquisition Career Management
Office of the Assistant Secretary of the Navy

{Reaearch. Develonment and Aeccu iei‘_ien)

NS =TT ol LS VEaVpRnTLIw QG savgw-

2211 South Clark Place
Arlington, VA 22244-5104

—— PR}

Via: {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

>
(]
0n
-
&
2
=]
]
[ ]
S
o

Subj: REQUEST FOR CRITICAL ACQUISITION POSITION (CAP

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:

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

- Identify the APC selection standards that the person lacks. Be specific,
.+, lacks 12 of the requxred 24 semester hours in business dlscxplxnes, 2 of
raining courses, 3 of 4 years of acquisition experience, etc.

scribe the unusual circumstances justifying the waiver or the reasons
e person’s qualifications obviate the need for becomxng an APC member.
2

in 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 official and title

Approved/Disapproved B
DACM signature and date

Distribution (after approval):
Original to request;ng official (requesting official see part 1, chapter V,
paragraph 6b(3) for further distribution)

Appendix E to
Enclosure (1)
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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. 1A CAP assignment waiver is valid only for the specific position for which
granted. It will not carry forward if the person ie amsigned to another CAP.

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

6. The orxginal approved waiver must be filed in the person’s official file

e |

and recorded in the appropriate automated data system.

Appendix E to
Enclosure (1) E-2



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

dLATLaTaTVT (& BTLTL) TARLRLT ST WS SRRTS eIl

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
allawahle This agreement shall remain in effect unless and until waived by

Qi idUWANLT » 41140 QYaATTUITUL CliGaea AaTNatasn 2 TaaTHoT RilaTES niita

the Director, Acquisition Career Management or until the said assignment
period has been served.

Signature of workforce member and date

For civilians, the or
- 1
r A

Ao and onon

:
or Marine Corps mili

ginal goes to the servicing HRO

tha Amriscinal anas A OMO Cnde OA-3

.
p K
+ .
C Y, the originai goes to Cal, (oCe nNia

Appendix F to
Enclosure (1)
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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

ure a
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.

Appendix F to
Enclosure (1) F-2
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Appendix G
FORMAT FOR
REQUESTING TENURE OBLIGATION WAIVERS
om: (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

Via: (As determined by command)

Subj: REQUEST FOR TENURE OBLIGATION WAIVER

1.

3.

4.
rea
the

.

Please grant a tenure obligation waiver for:
Name:
Pogition title, civilian series or military designator, and grade:

Organization, code, and address:

& memen T g S e

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

-t
Q k-
~

Date assigned to position:

Requested reassignment date:

Describe the reason for the request.

Categorize the waiver request into one of the following: humanitarian

ssignment, discharge, or retirement; relief of duties and reassignment in
interest of the DON; or promotion, where promotion in place is not

——omames & o

appropriate.

App

roved/Disapproved

DACM signature and date

i after approval):
riginal to the requesting official (r auestigg official see part 1,
u

E)
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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 before initiating

a tenure obligation waiver. (Note: there are somn circumstances where a
person may leave a position before the obligated tenure period is up without
obtaining a tenure obligation waiver. See part 1, chapter V, paragraph 8.)

2. A tenure obligation waiver is 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.

Recceeman 2 A mond e

3. The waiver request must describe the criteria, e.g., humanitarian
reagaionment. retiraement. ete.. supporting the request.

9 Ty SWTELWRTESTrY wTEWTr wwErpFpTevesTI T -
4. The original approv ed waiver must be fil in the person’s official file
and recorded in the appropriate automated data system.

Appendix G to
Enclosure (1) G-2
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Appendix H

SAMPLE DOD 2602

QL AATAITTAIOM [~ Wa¥Wal 2L
SECNAVINST 5300.30
A 4 1080 ennf
J T IW

CRITICAL ACQUISITION POSITION ROTATION REVIEW SUMMARY

ROTATION REVIEW SUMMARY

DEPARTMENT OF DEFENSE CRITICAL ACQUISITION POSITION -

DD-FM&P (Q&A) 1841

DEPARTMENT CF THY

CF TH vy
NAVAL SZA SYSTEM

MMAND

[SY]

0

1. TQ (AcQuisiion Ldéreer »rogram sosra LA meviewing UTTCIa , 3. FROM (Orgerszation ana Adaress)
Aceen '

OMMANDER i CCUTPACTING ZOARD
YAVAL SZA SYSTEMS CTMMAND AVSEASYSCOM
WASHINGTCY =C | LDG A ROOM 1234

CASHIMGTON O
’ 2o R AN R NI -
20SITION DATA
ry 5. 08 TINE & GRADE/RANK
Ad567 CONTRACTING CITICER GS-14

o
~

7. ORGAMIZATION /LOCATION

& MILTARY RESERVED
POSITION (X one)

CONTRACTING BOARD ‘wWASHINGTON DC J ves [ i NO
X
INCUMBENT IDENTIFICATION AND PERSONAL DATA
9. NAME (Last Firse. MOate 10t ai) 10. GRAOE / RANK 11. S8
ROE, JCANE T. GS-14 111-11-111 _l:

13. DATE OF ASSIGNMENT TO CURRENT
POSITION (YYMMI

—ed——
LS DATE OF REVIEW (YYMM)

R AT s aang
CONTRACTING 2406 | 2200
15, DISPOSITION. A review Ass Deen to R 15 0 the best or the ans the
10 reaslagR TNE NEVIEUS! 17OM e HAWLTION DOIIMION UNGE! FeVIew. AfEr reviawmg 311 relevant focurs, ® has beon cetermwmes
thas: iX &8
.
! THE INCLIMAENT SHOULD REMAIN IN THE IRESENT 20SITION T
X | THE WweuMeENT SHOULD o
E THE WCUMBENT SHOULD SE REASHIGNED TC ANOTHER POSITION (Comslevs mem ! 70

17. PLANNED NEW POSITION

(rvama s. 108 TITLE b GRADE / RANK

l
0006 |

—
18. REQUESTING OFFICIAL

3 1 °°ED NAME D uRalE Tanx <RGANIZAT.C™

(T

' oisasemOVED|

x |amoveo JOE JOHNSON /s/

SOHN A. THOMAS ' 58-15 CONTRACTINC BRANCH
3. SIGNATURE Te. OATE
s/ 10 JUNE 1999
19. ACQUISITION CAREER PROGRAM SOARD ACTION (X one)
) ) , 4 NAME . 0. DATE

| 15 JUNE 1999

00 form 2602, SEP 91
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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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Appendix I

FORMAT FOR REQUESTING ACQUISITION INTERNS

From: (Management official making the request)
To: Director, Acquisition Career Management
Office of the Assistant Secretary of the Navy
(Research, Development and Acquisition)
2211 South Clark Place (R
Arlington, VA 22244-5104
Via: (As determined by command)

Encl: (1) Intern billet request rationale

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 (1). 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
Enclosure (1)
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General Guidance

For each billet requested, provide:
1. Job series, career field, and grade;

olute numerical ranking of billet as prioritized against all other
r

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 command; and

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

SAMPLE DOD 2518

mrw eevnwm s wner AT R

FULFILLMENT OF DOD MANDATORY TRAINING REQUIREMENTS
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General Guidance

1. Review part 2, chapter 11, 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
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.)

Appendix J to
Enclosure (1) J=-2



To:
Via:

Subi:

Encl:

SECNAVINST 5300.36
31 MAY 1985

Appendix K

FORMAT FOR APPLYING FOR CAREER FIELD LEVEL CERTIFICATION

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

(Management official authorized to grant certification)

(As determined by command)

APPLICATION FOR CAREER FIELD CERTIFICATION

(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

appropriate) career field.

3. I have checked all of the requirements necessary for certification
identified on enclosure (1).

Applicant’s signature and date

Approved
Disapproved
Certifying official’s signature, title, and date
Distribution (after approvalj:
Original to civilian HRO; BRUPERS (PERS-447),; or CMC, Code MMOR-3, as
appropriate

Copy to applicant



SECNAVINST 5300.36
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INSTRUCTIONS

person applying for certification, will prepare,
at in the format shown in appendix K.

2. Primary Career Field.

a. To be certified in the applicant’s primary career field, the applicant
must meet the requirements of the level of his or her position before applying
for higher levels.

b. The applicant must attach the appropriate career field level check
list and certify that he or she meets all of the requirements on the check
list for the particular level for which applying.

3. Subsidiary Career Field.

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.

12 applicant must
list for which applying as
that he or she meets the re

tach the appropriate career field level check

a
11 as all lower level check lists and certify
irements for the requested level and all lower

b

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 redelegated as low as the
applicant’s immediate supervisor. Check to determine who within your

organization has approval authority and if additional review is required.

t+the certifvina an'ici_al shall

] TE +ha m~1{matinan ia annrnved
7. 41 cveq, the certirt ying ofric

ir & appiilacilOn is approv s1qg
date the application and forward the approved application as follows: for
civilians to the servicing HRO; for Navy military to BUPERS (PERS-447); an
for Marine Corps military to CMC, Code MMOA-3, as appropriate, for entry in
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.

ign and

d

+n
co

8. If the application is disapproved, the official shall sign and date the
application and return it to the applicant.
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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: lha detarmined hu command)

mmangc ]

Subj: APPLICATION FOR THE ACQUISITION PROFESSIONAL COMMUNITY (APC)

a. I am a GS/GM 13, or above, in the Department of the Navy (DON)
acquisition workforce OR have been selected to a GM-14 acquisition position
from outside DON OR am serving in military grade 0-4, or above.

elor‘s degree from an accredited institution OR had 10
experience as of 1 October 1991 OR wasa sprvnna in an

2= 2 SAPEIARINEE aF Q2 2 YeRLDLEeL LFIFL LN wWaeE Bl vVv2ig 22 &8

ition position on 1 October 1991 and have 24 semester credit hours in

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

-

T Leoe A - - mm i am
Ue 4 llave

4 years of acquisition experience.
pPr ry acquisition field is (name of primary acquisition career
field). I have been certified at level II or III in my primary acquisition
a ha
ti

ve comnlated a2ll mandatorv lavel TIT or IIT +raining i
- v vv.ny&!—\-‘-\n . w“llu“‘v&l P — A —F e ot B - \-L‘z““vl.s ‘ll “l,

on 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.

Avvrml i mand 7a alAanatkiira and Aaka
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Recommend Approval
Recommend Disannraval

ontne FLIERPPSC

l |

Supervisor’s signature, title, and date

Avrmwrisemera A
AppLUvVCU

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

Annandiv T. +n
appenCiy L TOo
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Enclosure (
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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
1b 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

R R PRI

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.

Y.} If the immediate gsupervigor recommends the amplicant for APC membership,
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he or she shall sign and date the application and forward it to the official
authorized to select APC members (th;a authorxty 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

recommendxng 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 pereonnel 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. Dlsapproved requests shall be returned
to the applicant.

6. Business Disciplines. (Refer to paragraphs 1lb and ¢ of the APC format
application) Business disciplines are: accounting; business finance; law;
contracts; purchasing; economics; industrial management; marketing;

o~ $ made e A + - 3 3
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 egquatione, should not be considered quantitative methods.
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FORMAT FOR REQUESTING ACQUISITION PROFESSIONAL COMMUNITY
SELECTION STANDARD WAIVERS

From: (Management official making the request)

To: {Management official authorized to grant APC selection s

t ar
Note: this authority may be redelegated no lower than to a fl

officer, general officer, SES member, or an activity head.)
Via: (As determined by command)

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/Disapproved

=]

P
Signature O

Distribution (after approval):
Original to civilian HRO, BUPERS (PERS-447), or CMC, Code MMOA-3, as
appropr iate
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, provxde information as it relates to the CAP. For example, if a GS-13

ol eem Y e »m
has been tentatively selected for a GS-14, the information should be for the

GS-14 position.



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 authorit ty.

3. Only persons in or tentatively selected for CAPs may be granted APC

he APC. This is

4. An APC selection standard waiver confers membership in t

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 cannoct 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.

Appendix M to
Enclosure (1) M-2



