OFFICE OF THE SECRETARY OF DEFENSE

1950 DEFENSE PENTAGON
WASHINGTON, DC 20301-1950

Administration
& Management

March 27, 1997

ADMINISTRATIVE INSTRUCTION NO. 101

SUBJECT: Personnel and Data Management Information Reporting Policies and
Procedures for Implementation of the Defense Acquisition Workforce
Improvement Act (DAWIA)

References: (@) DaD Instruction 5000.55, "Reporting Management Information on

DoD Military and Civilian Acquisition Personnel and Positions,"
November 1, 1991

(b) Sections 1586 and 1701-1764 of title 10, United States Code

(c) DoD 5000.52-M, "Acquisition Career Development Program,”
November 1995, authorized by DoD Directive 5000.52, October 25,
1991

(d) DaD Directive 5000.52, "Defense Acquisition Education, Training,
and Career Development Program,” October 25, 1991

(e) through (j), see enclosure 1

1. PURPOSE
This Instruction:
1.1. Implements policies and proceduresin references (@) through (j).

1.2. Assignsresponsibilities and prescribes procedures for the review,
recruitment, placement, and staffing of acquisition workforce positions, the reporting
of acquisition workforce data into the Defense Civilian Personnel Data System
(DCPDY) , and for providing information on acquisition training records.
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2. APPLICABILITY

This Instruction applies to:

2.1. The Office of the Secretary of Defense (OSD), the Chairman of the Joint
Chiefs of Staff, Defense Advanced Research Projects Agency, Ballistic Missile
Defense Organization, Defense Lega Services Agency, Defense Security Assistance
Agency, American Forces Information Service, Defense Medical Program Activity,
Defense POW/MIA Office, Defense Technology Security Administration, Office of
Civilian Health and Medical Program of the Uniformed Services, Office of Economic
Adjustment, and Washington Headquarters Services (WHS) , hereinafter referred to
collectively as"the OSD and WHS Components.”

2.2. All OSD and WHScivilian and military positions designated as acquisition
positions and established to perform an acquisition function. (An acquisition position
shall be in one of the 15 identified acquisition position categories referenced at
enclosure 2.)

2.3. All personnel who are in the acquisition workforce and are currently
employed in one of the 15 acquisition position categories, or any position that may be
determined by the Office of the Under Secretary of Defense for Acquisition and
Technology (OUSD(A&T)) to be an acquisition position.

3. POLICY
It isDoD policy under references (a) through (j):

3.1. To establish within the Department of Defense a management information
system capable of providing standardized information on acquisition positions and
persons serving in acquisition positions, as set forth in DoD Instruction 5000.55
(reference (a)).

3.2. That the Director, Acquisition Education, Training, and Career Development
in the OUSD(A&T) shall prepare an annual report for the Under Secretary of Defense
for Acquisition and Technology to submit to the Secretary of Defense under Section
1762 of 10 U.S.C. (reference (b)). The basisof this annual report shall be derived
from the management information reported by the OSD and WHS Components under
reference (a).

3.3. That the Heads of the OSD and WHS Components shall develop and
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implement procedures that provide appropriate education, training, and career
development opportunities for members of the acquisition workforce to achieve full
competence to perform their assigned duties. Asresources permit, acquisition
workforce members shall receive individually planned development to prepare them to
qualify for assignments of increased responsibility within their career fields. An
Individual Development Plan, or its equivalent, shall be prepared for each civilian
member of the acquisition workforce, until certification at Level Il isachieved as
described in DoD 5000.52-M (reference (c)).

3.4. That each OSD and WHS Component establish a certification program
through which the Component determines that each acquisition workforce member
meets the mandatory standards (education, training, and experience) established for a
career level (i.e, I, I, or 111) in an acquisition career field. 1n so doing, each OSD and
WHS Component shall establish a certification process that ensures that the fulfillment
of training requirements or waivers of mandatory standards leading to individual
certification are based on the attainment of competencies (knowledges, skills, and
abilities) at the applicable level in the related career field.

3.5. That properly authenticated, individual certifications and waivers of
mandatory standards shall be afforded reciprocal recognition in al the OSD and WHS
Components. That policy shall apply to all personnel processes, including:

3.5.1. Quality ranking of candidates for acquisition workforce positions,
3.5.2. Selection and development of Acquisition Corps members;

3.5.3. Selection of individualsfor training, development, or career enhancing
assignments;

3.5.4. Reduction-in-force;
3.5.5. Priority placement; and
3.5.6. Performance management (including appraisal).

3.6. That people employed as Contracting Officers, or in 1102 series positions, or
those who desire membership in the Acquisition Corps (a requirement to encumber a
critical acquisition position) demonstrate the attainment of certain educational
objectives. A civilian employee tuition assistance program (to include tuition
assistance leading to a degree) shall be established in the OSD and WHS Components
to support completion of the education requirements of 10 U.S.C. 1701-1764
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(reference (b)) to the extent practicable.

3.7. That timely and accurate reporting on the status of acquisition workforce
positions and personnel isan integral part of an effective Acquisition Career
Management Program (ACMP) asreferenced in DoD 5000.58-R (reference (h)). The
reporting shall include the preparation of timely and accurate DoD quarterly and
annual reports.

4. RESPONSIBILITIES

4.1. The Heads of the Office of the Secretary of Defense and Washington
Headquarters Services Components, working through their Acquisition Program
Managers, shall:

4.1.1. Ensure that new position requirementsimposed by DAWIA are
reflected in position descriptions of record. Position descriptions for CAPS must
include the following statements according to the OASD(FM& P) Memorandum
(reference (f)): "ThisisaCritical Acquisition Position. Unless specifically waived
by the appropriate Component Official, (i.e., the Director of Acquisition Career
Management for the Component, the Service Acquisition Executive, or the Service
Secretary) or, if the employee is"grandfathered” under 10 U.S.C. 1736(c)(1), the
following are statutorily mandated requirements (Reference: 10 U.S.C. 1733 and
1737): (1) the selectee must be a member of the Acquisition Corps at the time of
appointment; and (2) the selectee must execute, as a condition of appointment, a
written agreement to remain in Federal service in this position for at least 3 years. In
signing this agreement, the employee does not forfeit any employment rights, nor does
the agreement alter any other terms or conditions of employment.”

4.1.2. Ensure that selection for membership in the Defense Acquisition
Corps shall include areview of the individual's qualifications as prescribed by DoD
5000.52-M and DoD Directive 5000.52 (references (c) and (d)). Copies of
documentation used to determine eligibility for Corps membership shall be retained for
aslong asthe individual is assigned to the OSD and WHS Component. Copies of
Acquisition Corps admission documentation should be provided to individual Corps
members according to DoD Instruction 5000.55 (reference (a)).

4.1.3. Ensure that acquisition personnel within the OSD and WHS
Components complete mandatory training established for their career field and that
data reported on the training status of the DoD acquisition workforce be collected and
stored.
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4.1.4. Providefor areview of each acquisition workforce member's
education, training, and experience for purposes of certification at a career level within
the designated career field, or within any other career field requested by the
employee. The mandatory education, training, and experience standards for each
career field or position category, which are described in reference (c), constitute the
basic career development plans for the OSD and WHS Components. The OSD and
WHS Components cannot impose requirements in addition to those specified in
reference (c) , except asfollows:

4.1.4.1. Requirements are Component-specific;

4.1.4.2. Requirements have been listed as "desired” in reference (c) and
do not conflict with Office of Personnel Management (OPM) policies or other
governing regulation or statute; and

4.1.4.3. Additiona requirements have been approved by the Acquisition
Career Program Board under DoD 5000.58-R (reference (h)).

4.1.5. Ensure the effective implementation of the Acquisition Career
Management Program (ACMP) with regard to the treatment of military members who
are working in OSD and WHS acquisition workforce positions.  The Military
Departments are responsible for providing career development and the mandatory
acquisition education, training, and experience required by DoD 5000.52-M (reference
(c)) of their personnel assigned outside the Military Departments. To meet the career
development objectives of military personnel assigned to OSD and WHS Components,
the Military Departments should advise the receiving OSD and WHS Components of
the career development plans and objectives of these individuals during the assignment
process in accordance with DoD 5000.58-R (reference (h)).

4.1.6. Establish proceduresto collect and retain information on waivers of
gualifications, assignments, tenure policies, procedures, and practices. Upon approval
by the appropriate authorities, the OSD and WHS Component should forward a copy
of the waiver documentation to the Human Resource Services Center (HRSC),
Personnel Services Directorate (PSD), for employees GS-15 and below, or to the
Civilian Personnel Operations Group (CPOG), Executive Personnel Division (EPD)
for Senior Executive Service membersfor filing in the acquisition incumbent
Performance File. Each Military Service shall handle waiversfor its respective
military acquisition personnel and file this documentation in the Service Military
Personnel File. Information on approved waivers should be input into the DCPDSIin
the quarter the approval occurs.
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4.1.7. Work with the HRSC, PSD, the CPOG, EPD, and the Military
Personnel Division (MPD) to provide required acquisition information for input into
the DCPDS; e.g., acquisition position data; acquisition qualifications data; training
documentation, including fulfillments; waivers,; Acquisition Corps admission; Career
Field Leve certifications; CAP Service Agreement, as required; warrant authorization
for contracting officers;, and CAP Review and Assignment Change documentation.
These documents should be included in the civilian incumbent's Official Personnel
Folder (OPF) or Performance File, or in the military acquisition incumbent's Service
Military Personnel File. All acquisition documentation should be filed in the civilian
incumbent's Performance File with the exception of the CAP Service Agreement,
whichisfiled in the OPF. The MPD isrequired to maintain only position acquisition
information related to the OSD and WHS Component's military acquisition positions.
All other non-position acquisition information related to military acquisition personnel
shall be collected by the respective Military Service and maintained in the acquisition
incumbent's Service Military Personnel File.

4.1.8. Ensure the accuracy of acquisition information contained in the
DCPDS, by reviewing and updating OSD and WHS Component acquisition workforce
employees computer career briefs at least semi-annually. Briefs contain both
acquisition position and incumbent qualifications information. The OSD and WHS
Component should review and reconcile briefs within two weeks of receipt to ensure
that the review is being conducted on current acquisition data. After the OSD and
WHS Component reviews the briefs, those requiring changes should be returned to the
HRSC, PSD, or the CPOG, EPD, or the MPD, as appropriate, for input into in the
DCPDS.

4.1.9. Implement requirements of the Central Referral System (CRS) as cited
in the Office of the Under Secretary of Defense (Acquisition and Technology)
Memorandum (reference (e)) by providing copies of CRS booklets to each OSD and
WHS Component employee who is a member of the Defense Acquisition Corps.

4.2. The Component Acquisition Supervisor; i. e., the person who isthe
supervisor of record of the acquisition workforce position(s), shall:

4.2.1. Signal Acquisition Position Description Coding Sheets (APDCSs)
covering acquisition positions under his or her supervision. This coding sheet verifies
the inclusion or deletion of civilian and military acquisition positions in the acquisition
workforce database. A coding sheet to collect thisinformation is provided at
enclosure 3. (See footnote below.):
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4.2.2. Sign al Acquisition Workforce Qualifications Coding Sheets
(AWQCSs). This coding sheet provides qualifications information about the people
being hired to fill acquisition positions or persons encumbering acquisition positions.
Attached to this coding sheet should be al related qualifications documentation for
inclusion in the civilian employee's Performance File; e.g., Acquisition Corps
admission; and Career Field Level certification. A coding sheet to collect this
information is provided at enclosure 4. (See footnote below.): Both coding sheets
(enclosures 3 and 4) shall be updated as changes occur in the reporting requirements
outlined in DoD Instruction 5000.55 (reference (a)).

4.2.3. Sign, asthe supervisor of record, al CAP Service Agreements
(enclosure 5). (Seefootnote below.): CAP employees are required to execute
agreements as a condition of employment. Thisincludes employeesin CAP positions
GS/GM-14 and above, and military grades O-5 and above.

4.3. The Director for Personnel and Security, as the proponent of this Instruction,
shall be responsible for the overall administration of the acquisition policy for the OSD
and WHS Components through its Office of Planning, Policy Analysis, and Externa
Liaison. The following Directorate for Personnel and Security (DP& S) operations:
the HRSC, PSD; the CPOG, EPD; and the MPD, in concert with the OSD and WHS
Component managers, and supervisors shall:

1 Electronic versions of these SD Forms are available on the World Wide Web under Defensel INK Publications. Hard
copies of these forms are available from the Blank Forms Center, the Pentagon, 3A, Corridors 3 & 4, (703) 695-7143.
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4.3.1. Review al positionsin the acquisition workforce; conduct recruitment,
placement, and staffing activities related to filling acquisition positions, both GS-15
and below, and SES; oversee the training and education of the acquisition workforce
including the data entry and maintenance of mandatory acquisition training records,
and collect, verify, update, and input all required acquisition information into the
DCPDS as delineated in Instruction 5000.55 (reference (a)). Thisinformation will be
contained in the APDCS (enclosure 3) and in the AWQCS (enclosure 4).  All required
acquisition information on civilians shall be maintained in their OPFs and Performance
Files, and for military acquisition incumbents, in their Military Personnel File and
Service Military Personnel File. The HRSC, PSD, shall handle al acquisition
information for acquisition workforce members GS-15 and below, and the CPOG,
EPD, for SESmembers. The MPD shall handle only military acquisition position data
for military incumbentsin OSD and WHS Components.

4.3.2. Coordinate within their respective areas the display of the CRS
bookletsin the HRSC, PSD, the CPOG, EPD, and the MPD to ensure that all
interested persons have access to the CRS placement information and know how to
register.

4.3.3. Implement the policy outlined in the OASD(FM & P) Memorandum
(reference (f)) regarding the entitlement of certain personsto placement in
Reduction-in-Force (RIF), registration and consideration within the Priority Placement
Program (PPP), and placement on return to the United States from overseas
assignments under 10 U.S.C. 1586 (reference (b)). Thispolicy coversthe RIF rights
of employees "grandfathered" or waived into contracting positions or CAPs; the PPP
rights of employees "grandfathered" or waived into CAPs; and the assignment rights of
overseas returnees.

4.3.4. Participate in the periodic evaluation process as requested by OSD and
WHS Components and conducted by the Deputy Director, Acquisition Career
Management. Thisevaluation shall include areview of matters such as regulatory
compliance, the management of the acquisition information system, including accuracy
of data and reports submitted, workforce awareness of the acquisition career program,
execution of delegated authorities, and waiver practices.

5. PROCEDURES

5.1. ldentification, Collection, and Input of Acguisition Workforce Positions
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5.1.1. Theidentification of acquisition positions, both civilian and military,
for inclusion in the DCPDSis critical to ensure the accuracy of the OSD and WHS
Components acquisition workforce information on acquisition positions (filled and
vacant), to meet reporting requirements, and to perform required personnel actions and
activities.

5.1.2. The APDCS (enclosure 3), signed by the supervisor of the position,
must be submitted together with the civilian "Request for Personnel Action” (SF-52-B)
and the "Position Description” (OF-8), or the "Office of the Secretary of Defense
Request for Nomination and Position Description of Military Personnel” (SD Form
37), for al new or revised positions to be included in the acquisition workforce.
Positions being deleted from the acquisition workforce require only the completion of
guestions 1 and 2 on the APDCS and the supervisor's signature. In the Remarks
Section of the civilian OF-8, and the military SD-37, the following notation should be
made for all acquisition workforce positions: "This position falls under the
Acquisition Career Program.” Additionally, if the position isa CAP, this aso should
be noted in the Remarks Section of the OF-8, or the SD Form 37. (See paragraph
5.3.3., below.) To ensure the accuracy and currency of the acquisition workforce
position data, new or revised vacant positions designated for inclusion in the
acquisition workforce must be entered into the DCPDS at the time of designation as
workforce positions and not when candidates are selected for placement.

5.1.3. The HRSC, Personnel Information Management Directorate (PIMD),
shall input all APDCSdata for all civilian acquisition positions, GS-15 and below and
SES. The MPD shall track all OSD and WHS Components acquisition military
position(s). The MPD shall be responsible for sending the APDCS data directly to the
Defense Manpower Data Center (DMDC). Original copies of the APDCSs
establishing the OSD and WHS Components' acquisition military position(s) will be
maintained by the MPD.

5.2. Collection and Input of Acquisition Workforce Qualifications Data

5.2.1. When candidates are selected to fill vacant acquisition positions,
information about the individuals' acquisition qualifications must be collected and
entered into the DCPDS. Acquisition qualifications information on new hires should
be recorded on the AWQCSs (enclosure 4). This coding sheet, completed by the OSD
and WHS Component Acquisition Program Manager together with the Administrative
Officer, and signed by the supervisor of the position, should be forwarded to the
HRSC, PSD or the CPOG, EPD for civilian positions, 3-work days before the effective
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date of the personnel action. Thiswill ensure timely entry of the acquisition
gualifications data into the DCPDS.

5.2.2. Asqualifications data on acquisition workforce incumbentsis obtained
or changes occur, thisinformation must be input into the DCPDS. The AWQCS at
enclosure 4 isto be used to update incumbent qualifications on a continuing basis.

The OSD and WHS Component should ensure that incumbent qualifications datais
collected and recorded on the AWQCS in atimely manner and forwarded to the
HRSC, PSD, or the CPOG, EPD, for input into the DCPDS. Reporting procedures
and a schedule of data requirements can be found under DoD Instruction 5000.55
(reference (a)).

5.2.3. The HRSC, PSD, and the CPOG, EPD, shall input and update datain
the DCPDS related to the acquisition incumbent's qualifications as provided by the
OSD and WHS Components. Each Military Service shall collect and input this
information for their respective military acquisition personnel serving within OSD and
WHS Components. To ensure the currency and accuracy of the DCPDS acquisition
datafor the HRSC, PSD, and the CPOG, EPD, information entered or updated in the
DCPDS must be input no later than 5-working days before the end of each quarter.
Each quarter, the acquisition information in the DCPDS is downloaded to the DMDC,
which maintains the personnel data on all DoD personnel civilian and military. Itis
from the DMDC that the Office of the Director, Acquisition Career Management
Program (ACMP) extracts information related to the OSD and WHS Components
acquisition positions and the qualifications of the personnel serving in these positions.

5.3. Recruitment and Placement of Acquisition Workforce Personnel.

5.3.1. The HRSC, PSD, and the CPOG, EPD, shall prepare Job Opportunity
Announcements (JOAS), as requested, for acquisition workforce positions covering
GS-15 and below, and SES vacancies, respectively. The MPD shall requisition for
qgualified military acquisition personnel to fill acquisition billets within the OSD and
WHS Components in accordance with DoD Directive 1315.7 (reference (j)), aswell as
identify the requirements of the acquisition position to be filled according to DoD
5000.52-M (reference (c)).

5.3.1.1. According to DoD 5000.58-G (reference (g)) and DoD
5000.58-R (reference (h)), a JOA should identify if the position falls under the
Acquisition Career Program. The JOA should provide the following acquisition
position information: the acquisition position category and/or career field, level, and
if the positionisa CAP. If the position isa CAP, the JOA must state that the signing

10
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of a 3-year service agreement isrequired as a condition of employment in accordance
with DoD Instruction 5000.58 (reference (i)).

5.3.1.2. The JOA should state the minimum qualifications as outlined by
the U.S. OPM for the occupational series and grade level, and the mandatory
acquisition position education, training, and experiences required as outlined in DoD
5000.52-M (reference (c)). Mandatory requirements will be used as quality ranking
factors in competitive assignments in accordance with DoD Directive 5000.52
(reference (d)). A statement should be added to the JOA after mandatory
requirements that states. "there are allowable substitutions and possible waivers for
these requirements.”  If the position isa CAP, the JOA must state that only candidates
meeting the requirements for Acquisition Corps admission will be selected, unless a
waiver for Corps membership is approved before a CAP assignment.

5.3.2. In accordance with DoD 5000.58-R (reference (h)), CAP vacanciesin
al of the OSD and WHS Components outside the Military Departments must be
advertised through the CRS when competitive staffing procedures are used.

5.3.2.1. CAPJOAs must be advertised in the CRSfor a minimum open
period of 30 calendar days. The CRS Service Provider must be given all CAP JOASs
not later than the opening date of the announcement. The minimum area of
consideration for al CAP JOAs shall be the members of the Defense Acquisition
Corps. Advertisement in the CRS meets all area of consideration legal requirements
even though al Acquisition Corps members may not be registered with the CRS.

5.3.2.2. The HRSC, PSD, and the CPOG, EPD, shall provide position
candidate information to the CRS Service Provider asrequested by the Director,
Acquisition Career Management (DACM) and described in DoD 5000.58-G (reference
(9)). The proponent for the CRSisthe DACM inthe OUSD(A&T).

5.3.2.3. The HRSC, PSD, the CPOG, EPD, and the MPD shall advertise
the existence of the CRS by displaying CRS booklets. These booklets provide
information about the CRS registration process and its placement and referral
services. The CRSisopento al DoD civilian and military personnel and al other
interested persons.

5.3.3. The HRSC, PSD and the CPOG, EPD, shall ensure that CAP service
agreements are signed when individuals enter on duty (EOD). The original will be
placed on the left (temporary) side of the employee's OPF. A copy of the CAP
Service Agreement can be found at enclosure 5. A notation should be made in the
Remarks Section of the "Notification of Personnel Action,” SF 50-B, for all CAPS as

11
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follows. ThisisaCritica Acquisition Position (CAP) that requiresthe signing of a
3-year service agreement, which was executed on (insert date agreement signed). The
effective date of the SF-50 will be the date marking the beginning of the 3-year service
agreement period. Each Military Service isresponsible for the execution of CAP
Service Agreements for its military personnel.

5.3.4. The HRSC, PSD and the CPOG, EPD, shall maintain copies of
required acquisition workforce personnel records and documents required by DoD
Instruction 5000.55; 10 U.S.C. 1701-1764; DoD 5000.52-M; and DoD Directive
5000.52 (references (@) through (d)). Most acquisition documents required to be
retained must be kept in the Performance File. These include the following:
Acquisition Corps admission, career-level certifications, training certificates,
fulfillment and waiver documentation forms, and CAP Review and Assignment
Change documentation. The exception isthe CAP service agreement, which iskept in
the OPF.

5.4. Acquisition Training Information and Documentation

5.4.1. The Component Acquisition Program Manager, working with the
CPOG, Waorkforce Development Division, and the Human Resource Service Center
(HRSC) shall:

5.4.1.1. Ensure that the acquisition workforce is being educated and
trained; conduct needs assessment surveys to secure course quotas and obtain funding
for travel and per diem; counsel acquisition personnel; enroll acquisition personnel in
the appropriate courses; and track course completions (duty hours and non-duty hours).

5.4.1.2. Ensure that acquisition personnel training records are
continually updated showing the completion of mandatory and other acquisition
courses by providing the HRSC with the following information:

5.4.1.2.1. A certificate of course completion that identifies the
course name, attendance dates (start and completion), school's hame, and duty hours.

5.4.1.2.2. Grade completion report that shows the college or
university's name, name of completed course, credit hours (specify quarter or
semester), attendance dates (start and completion), and letter grade.

5.4.1.2.3. If subparagraph 5.4.1.2.1. or 5.4.1.2.2., above, cannot be
provided, a memorandum, signed by the employee, that includes the required
information must be submitted to the HRSC. The employee'simmediate supervisor

12
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should sign the memorandum, not as a verifier, but to acknowledge the information
being submitted to HRSC.

5.4.2. The HRSC shall input fulfillment datainto the DCPDS on approved
fulfillments, in the quarter approved.

5.5. All Acquisition Workforce Employees --Civilian and Military-- are
encouraged to maintain a personal file of all their acquisition documents, both current
and historical, as aresource and backup to the data contained and maintained in their
civilian OPF and Performance File, or Service Military Personnel File and Military
Personnel File.

6. EFFECTIVE DATE

ThisInstruction is effective immediately.

ke

D. Q. Cooke
Director

Enclosures- 5
El. References, continued
E2. Definitions
E3. DoD Acquisition Position Description Coding Sheet (APDCYS)
E4. DoD Acquisition Workforce Qualifications Coding Sheet (AWQCYS)
E5. Critical Acquisition Position Service Agreement

13
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E1l. ENCLOSURE 1
REFERENCES, continued

(e) Office of the Under Secretary of Defense (Acquisition and Technology)
Memorandum, "Central Referral System," August 25, 1993

(f) Office of the Assistant Secretary of Defense (Force Management and Personnel)
(OASD(FM& P)) Memorandum, "Assignment Rights Policy for Certain
Acquisition Personnel,” June 7, 1993

(g) DoD 5000.58-G, "Central Referral System (CRS) Guide," June 1995, authorized
by DaD Instruction 5000.58, January 14, 1992

(h) DoD 5000.58-R, "Acquisition Career Management Program (ACMP)," January
1993, authorized by DoD Instruction 5000.58, January 14, 1992

(i) DoD Instruction 5000.58, "Defense Acquisition Workforce," January 14, 1992
(j) DoD Directive 1315.7, "Military Personnel Assignments," January 9, 1987

14 ENCLOSURE 1
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E2. ENCLOSURE 2
DEFINITIONS

E2.1.1. Acquisition Positions. Civilian positions and military billetsthat arein
the DoD acquisition system, have acquisition duties, and fall into an acquisition
position category established by the OUSD(A&T). While most frequently located in
organizations having an acquisition mission, acquisition positions may also be located
in other organizations.

E2.1.2. Acquisition Position Categories. Functional subsets of acquisition
positions. There are 15 acquisition position categories. Program Management;
Program Management Oversight; Communications-Computer Systems; Contracting
(including contracting for construction); Purchasing and Procurement Technician;
Industrial and Contract Property Management; Business, Cost Estimating and Financial
Management; Auditing; Quality Assurance; Manufacturing and Production;
Acquisition Logistics, Systems Planning, Research, Development and Engineering;
Test and Evaluation Engineering; Education, Training, and Career Development; and
Defense Logistics Agency (DLA) Multifunction Management. (The acquisition
position categories are described in DoD 5000.52-M, reference (c).)

E2.1.3. Acquisition Workforce. All permanent civilian personnel and military
members who occupy acquisition positions, or who are members of an Acquisition
Corps, or who are in acquisition development programs.

E2.1.4. Career Field. One or more occupations that require similar knowledge
and skills. There are 11 acquisition career fields: Program Management;
Communications--Computer Systems; Contracting (including contracting for
construction); Purchasing and Procurement Technician; Industrial and Contract
Property Management; Business, Cost Estimating and Financial Management;
Auditing; Manufacturing, Production, and Quality Assurance; Acquisition Logistics;
Systems Planning, Research, Development and Engineering; and Test and Evaluation
Engineering. (The career fields are the same as the acquisition position categories
with the exception of Program Management Oversight; Education, Training, and
Career Development; and DLA Multifunction Management. These three areas are
acquisition position categories and not career fields because there are no associated
career paths.)

E2.1.5. Centra Referral Service (CRS). The DAWIA requires areferral program

15 ENCLOSURE 2
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to ensure the availability and selection of well-qualified candidatesto fill civilian
CAPS. The CRSwas created asthe official source of information on CAP vacancies
outside the Military Departments. The CRS promotes the functional, organizational,
and geographic mobility of Defense Acquisition Corps members.

E2.1.6. Critical Acquisition Position (CAP). Senior positions carrying
significant responsibility, primarily involving supervisory or management duties, in the
DaoD acquisition system. These positions are designated by the Secretary of Defense,
based on the recommendations of the DoD Component Acquisition Executives, and
include any acquisition position required to be filled by an employee in the civilian
grade of GS-14, or above, or military grades O-5, or above. CAPsalso include all
Program Executive Officers (PEOs), Deputy PEOs, Program Managers (PMs) , Deputy
PMs for mgjor Defense Acquisition Programs, PMs of significant non-major programs,
and Senior Contracting Officials (10 U.S.C. 1733, reference (b)).

E2.1.7. Critical Acquisition Position (CAP) Service Agreement. A CAP service
agreement isrequired of all employees assigned to or selected to fill a CAP on and
after October 1, 1993. Thisincludes employeesin CAPs GS-14, and above, and
military grades O-5, and above. All employeesin CAPson, or before, September 30,
1993, are not required to sign service agreements.  The agreement requires that
employeesremain in their CAPsfor at least 3 years, unless the obligation iswaived by
the Director, Acquisition Education, Training, and Career Development. The signing
of a service agreement is a condition of employment. CAP employees must sign
service agreements at thetime they EOD. A new service agreement isrequired each
timeanew CAPisassumed. The service agreement must be signed by both the
employee and his or her immediate supervisor. The original will be kept in the
civilian employee's Official Personnel File (OPF), or in the Services Military
Personnel File for military personnel.

E2.1.8. Divison Head. The official in a CAP with responsibility for managing
an acquisition organization or major subordinate unit, the mission and function of
which isto support or administer acquisition functions.

E2.1.9. Fulfillment. A process by which acquisition workforce members may
satisfy mandatory training requirements based on previous experience, education,
and/or aternative training successfully completed and documented in accordance with
course competency standards and procedures.  Fulfillment documentation must be
recorded on DD Form 2518. Fulfillments shall terminate, by law, on October 1, 1997.
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E3. ENCLOSURE 3

SD FORM 812, "DoD ACQUISITION POSITION DESCRIPTION CODING SHEET
(APDCS)"

DOD ACQUISITION POSITION DESCRIPTION CODING SHEET {(APDCS)

INSTRUCTIONS
1. The completion of this CS applies only to those DoD civilian and military isiti it iced by the i Head ter
Services, Personnel and Security Directorate.
2. This CS must be leted, signed, and to each civilian Position Description {OF-8) and Request for Personnel Action {SF-52-B),
and to each Office of the Secretary of Defense Request for Nomination and Position D iption of Military P\ { (SD Form 37) that

relates 10 new or revised acquisition positions. Positions being deleted from the acquisition workforce requirs only the compietion of CS
questions 1 and 2, and the immediate supervisor's signature.

3. For questions answered, provide only ONE answer per question. Information on the CS is i leaving d,
that should be answered, will affect the entry of other CS data into the database. Contact your C A isition Workf M

if you have questions related to the completion of this CS.

4. The reporting and maintenance of this CS data is required under the Defense Acquisiti Act (DAWIA) and is

outlined in DoD Instruction 5000.55. Related definitions can be found in DoD Instruction 5000.55, in DoD 5000. 52-M, and in this
Administrative instruction (Al) No. 101. NOTE: This CS will be updated as changes occur in reporting requirements outlined in DoD
instruction 5000.65.

Please print or type al information. S AMPL E

1. INCUMBENT
. NAME (Last, first, Middle Initial) b. SSN <. POSITION DESCRIPTION NO.

POSITION DESCRIPTION NO.
b.(1) POSITION VACANT /X/ @ oAl

2. DESIGNATION OF POSITION IN THE ACQUISITION WORKFORCE (X one/
]

NEW (To Acquisition Workforcel

DELETE (From Acqwsmon Workforce)

REVISED ing of current Acquisiti position requiring & REVISED POSITION DESCRIPTION NO.
new PD; attach FD to CS)

3. ACQUISITION CAREER LEVEL REQUIRED FOR THE POSITION (JYL: (X one/

[ | 1 - Entry Level (Lovel I - GS-6/7; 01-03; E4-E7)
[ | 2 - Intermediate Lovel (Love! // -GS-9/12; 03-04; E7-£9)
[ | 3 - Senior Level (Level ill - GS-13/15 and above; 04 and above)

4. ACQUISITION POSITION TYPE (JYN): (X one (NOTE: I the grade is GS-14, or military O5 and above, the pasition is typically coded 1,
2, or 5. I the grade is GS-13, or military O4 or below, the position should normally be coded 3 or 4. Since there are very few
developmental or Division Head positions, the mast frequently used codes will be 1 or 4.}

™1 1 - Critical Acquisition Position - not a Division Head
[ ] 2- Criical Acquisition Posiion - Divieion Head
[ | 3- Devel i A Position - not critical
[ | 4 - Acquisition Position - neither critical nor developmental
[ | & - Critical Acquisition Position -
5. ACQUISITION POSITION CAREER CATEGORY (JYR): X one) (NOTE: The Acquisition Position C: jes are ibed in DoD 5000.52-M.)
: A - Program I‘un.qcm-n

c- ing for
[ |o- Induswial and Conract Property Management
I |e- g and F T
™| G - Manufscturing and Production
I~ | H - Quality Assurance
[ | K - Business, Cost Estimating, and Financisl Management
.- Acqu-mnugm
—n * .

[ |s-sy ing, h, D and

™| T - Test and Evaluation Engineering

[ | u- Auditing

| V - Program Management Oversight

|| X - Education, Training, and Carcer Development

[ | ¥ - Reserved

[ | Z- catagory Not ldentified

FORM 812, MAR 1997 ALL PREVIOUS VERSIONS OF THIS FORM ARE OBSOLETE.
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6. ACQUISITION SPECIAL ASSIGNMENT (JYT): (X one/ (NOTE: Appilies only to those people

listed below. Otherwise, leave blank.)

A - Program Executive Officer (PEO)}

8 - Program Manager (PM)

C - Deputy Program Manager (DPM)

D - Senior Contracting Official (SCO) (Director/Deputy Director, etc.)
E - Education, Training, and Career Development

F - C ing Officer (CO) d above small purchase}
G-PEO & CO

H-PM & CO

J-DPM & CO

K-SCO & CO

L - Deputy Program Executive Officer

LT

ly p ing one of the

~
»

Otherwise, leave blank.)

1 - ACAT | - Major Defense Acquisition Program

2 - ACAT Il - Significant non-major Defense Acquisition Program
3 - ACAT | and [l Defenss Acquisition Programs

4 - ACAT lit or IV Acquisition Programs

© - Non-major, non-significant Acquisition Program

9 - Non ACAT L, II, Ilf, or IV

L]

CQUISITION PROGRAM INDICATOR (JYS): (X one) INOTE: Applies only to Program Managers and Deputy Program Managers.

8. ACQUISITION CONTRACTOR JOB SITE (JYM): (X one)
N - 50% or less time spent on contractor site
Y - More than 60% of time spent at contractor site

1]

and to Contracting Officers regardiess of career field. Otherwise, leave blank.

9. ACQUISITION JOB SPECIALTY - PRIMARY (JYP): (X onel (INOTE: items 9 and 10 spply only to the Contnc&ny Career Field, Code C,
For C bs, Job ity 1 should be coded

1-5; Job Speciaity 2 can be coded 1-3.}
1 - Primarily pre-asward oriented

im:::::;‘:::“:;..n..,.. s AMPLE

4 - Both mlpo-tawnvd on-nt-d
5 - Primarily

I||l|||

-
e
b4

CQUISITION JOB SPEC!AI.TY SEOONDARY {YQ): (X one/)

1 - Acquisition of

2 - Assigned to a major asition system

3 - Acquisition of i and & major system

8 - Neither o nOr & Major system

Illl

11. ACQUISITION WORKFORCE VERIFICATION

a. IMMEDIATE SUPERVISOR OF THE POSITION

(1) SIGNATURE (2) DATE
b. CODING SHEET INFORMATION INPUT BY:
(1) SIGNATURE OF STAFF MEMBER FROM THE HRSC, PERSONNEL INFORMATION MANAGEMENT (2) DATE
DIRECTORATE, (PIMD), OR THE MILITARY PERSONNEL DIVISION
c. CODING SHEET INFORMATION REVIEWED BY:
(1) SIGNATURE OF REVIEMING PERSONNEL SPECIALIST (2) DATE

SD FORM 812 (BACK), MAR 1997
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E4. ENCLOSURE 4
SD FORM 813, "DoD ACQUISITION WORKFORCE QUALIFICATIONS CODING"

DOD ACQUISITION WORKFORCE QUALIFICATIONS CODING SHEET (AWQCS)

PRIVACY ACT STATEMENT
AUTHORITY: P.L. 101-510, Title Xil, "Defense isiti P Act”, Title 10, Sections 1701 - 1764, and Executive Order 8397,
(S): To collect isition # ion on an ongoing basis that documents the qualifications and nmn u' the acquisition workforce.
This information wilt provide the Secretary of Defense with the standardized information mandated under the Defense Act

on persons serving in acquisition positions. An annual report to the Secretary of Defense as weil as other periodic and ad hoc reports will be prepared from

s s or SAMPLE

msct.osuns Vn!unurv, howuvar, failure to provide the requested information will result in incomplete and/or inaccurate data reported about an individual's
ata is to the Defanse Manpower Data Center (DMDC] on a regular basis. The DMDC maintains personnel
information on ail DoD personnel - military and civilian,

INSTRUCTIONS
1. The completion of this CS applies only to those DoD civilian st working in i serviced by the Washington
Headquarters Services, Personnel and Security Directorate.
2. This CS must be signed by the supervisor of the position and by the C: to the Human R Services Center (HRSC), Personnel

Services Directorate (PSD) for GS-16 and below smployees. or to the Civilian Personnei Operations Group (CPOG}, Exscutive Personnei Division (EPD) for SES
employees three (3) work days prior to the effective date of the personnel action.

3. This CS shouid also be used initially to enter acquisition qualifications data for new hires as well as to updats incumbent acquisition qualifications data on
a continual basis. =

4. For questions snswered, provide only ONE answer per question. Information on the CS is leaving i that should be
anewersd, will atfect the entry of other CS data into the databass. Contact your Component Acquisition Workforce Manager if you have questions reiated to
the compietion of this CS.

5. The reporting and maintenance of this CS data is required under the Defense it Act (DAWIA) and s outiined in DoD
Instruction 5000.65. Related definitions can be found in DoD Instruction 5000.66, in DoD 6000.62-M, and in Administrative Instruction (Al No. 101
NOTE: This CS will be updated as changes occur in reporting requirements outfined in DoD Instruction 6000.55.

Please print or type all information.

1. INCUMBENT
. NAME (Last. First, Middle Initial) b. SSN le. POSITION DESCRIPTION NO.
2. ACQUISITION EMPLOYEE CAREB\ FIELD (DSBI NOTE: The Carear Fieid entry should be idantical to the Acquisition Position Catogory. There aro
e.g., for Acqui n Ca V (Program rsight) and X jon, Training, and Career Development), management
must select one of the C-mrﬁold:isrcdbdaw Excopt for the two cxoq:owu'nat-d the Career Fiaid should canform to the Carsar Level Cartification
prepared on the ACMP 1 Form or its equi The A Position Ca ibed in DoD 6000-62-M.)
A - Program M-m-m-m L - Acquisition Logistics
c- ing for i R - Communications - Computer Systeme
D - industrisl and Contract Property Manegement S - Systeme Planning, R h and Ei
E- and T - Test and Evaluation Engineering
G - Manufactusing and Production U - Auditing
H - Quality Assurence Y - Carser Feid Not identified
K - Business, Cost and Financiel Z - Unknown
3. ACQUISITION CORPS QUALIFIED {CKJ): INOTE: An emury for this | 4. ACQUISITION CORPS QUALIFICATIONS BASIS - GRADE (CKC):
itam requires the completion of ltoms 4 - 8, unless N is marked. 1 - Requirements met - GS-13 or above
to the isition Cotps is on DD Form 2687. 2 - Requirement waived by Acquisition Career Program Board (ACPB)
Admission to the Corps is at GS-13 and above.] 6. ACQUISITION CORPS QUALIFICATIONS BASIS - DEGREE (CKD):
1 - Baccalaureats degree
A - Appointed to the Defense Acquisition Corpe 2 - Cartified by ACPSB - potentiel for
G - Grandfathered 3 - 10 years acquisition experience as of 10/1/91
N - Not 0 the Defense Corps 4 - Passed exam - equivaient to 24 semester hours in career flekd
6. ACQUISITION CORPS QUALIFICATIONS BASIS - CREDIT HOURS (CKF): 7. ACQUISITION CORPS QUALIFICATIONS
1 - Completed 24 semester hours from emong required dieciplines BASIS - EXPERIENCE (CKG):
2 - 24 sermester hours in career field and 12 hours from among required discipiines 1- met - 4 years
3 - 10 years acquisition experiencs as of 10/1/91 experience
4 - Passed exam - to 24 hours from among required disciplines 2 Requirement waived by ACPB
§ - Recsived walver - certified by ACPB - potantial for
8. ACQUISITION CORPS | 9. ACQUISITION CAREER LEVEL ACHIEVED {CKS): (NOTE: This entry substantiates 10. DATE ACQUISITION
APPONTMENT DATE | e 1 ST S e o e | canezm LoVl
(CKH) 1vYYyYMMmDD) 1 - Entry Lavel /Love/ ) 3 - Saniar Lavel (Leve/ H) /vwmmoo‘;u( !
2 - Intarmediate Level (Love/ /1) 9 - No level achieved

11. ACQUISITION CAREER LEVEL AUTHORITY (CK7): (Enter title of approving sutherity. Record one of the following choices: DACM, ACPS,
LocaiCommd, or Other. If Othor, please state, but kimit entry to 10 characters.)

SD FORM 813, MAR 1997 Page 1 of 4 Pages
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NOTE: Items 12 - 17 must be completed by everyone with a Special Assignment Code of F or Contracting Officers (warranted above small
purchase]. All others, lsave blank.

12. ACQUISTTION CONTRACTING OFFICER QUALIFICATION BASIS -
MANDATORY COURSES {CKM):

1 - Met requirement fcompieted ell courses]
2 - Certified by ACPB

13. ACQUISITION CONTRACTING OFFICER QUALIFICATION
BASIS - EXPERIENCE (CKN}:

1 - Met requirement (2 yoers in contracting!

2 - Certified by ACPB

3- nat - serving in position 8s 3- not - serving in position as
of 10/1/93 and can continue in same position) of 10/1/93 and can continue in same position)

ACQUISITION CONTRACTING OFFICER QUALIFICATION BASIS - EDUCATION {CKP):

1 - Baccalaurests degree

2 - Completed at least 24 semestar hours from smong required discipiines

3 - Passad 024 hours from emong required discipiines
4.- 10 years scquisition experience se of 10/1/91

& - Recsived waiver - cartified by ACPB -
6- hot

potential for
- serving in position as of 10/1/93 and can continue in that position)

LT

15. ACQUISITION CONTRACTING
OFFICER QUALIFICATION
BASIS - DATE QUALIFIED
(CKQ}: rYYYYMMDD)

16. PRIMARY WARRANT TYPE OF CONTRACTING OFFICER (CL2):
A - Procuring Contracting Officer (PCO)} E - Principel Administrative Contracting Officer (PACO)
B - Administrative Contracting Officer (ACO) F - Provisional-item-order Contracting Officer (PICO)
C - Terminating Contracting Officer (TCO) X - Warrant type not isted
D- Z - No warrant granted

Officer (CACO)

17. CONTRACTING OFFICER OBLIGATING LIMIT (CL4):
1 - No warrent amount granted 3 - $26,001 - $500,000 6 - $2,000,0017 - $10,000,000
2 - $25,000 or lees. 4 - $600,001 - $2,000,000 8 - Over $10,000,000 or uniimited

NOTE: Completion of Items 18 and 19 is required only for employees serving in the 1102 series. This information is the basis for qualifying
the employee to serve in an 1102 pposition based on Public Law 101-510 (DAWIA).

18. 1102 SERIES QUALIFICATION BASIS - EDUCATION (CKT):
1 - Baccalaureats degree
2 - 24 semester hours from amang required disciplines

19. 1102 SERIES
QUALIFICATION BASIS -
DATE QUALIFIED {CKU}:

4 - 10 years experience as of 10/1/81
5 - ACPB certified

{YYYYMMDD)
3 - Passed squivalency exam - 24 semester hours from 8- .' m not -
among required discipines oAl o5 of 10/1/35 end can
NOTE: For the completion of Items 20 - 23, there are four (4) special education and training prog for of the
workforce codified in Public Law 101-51- (DAWIA). It is uniikely that many or any il are partici in these prog . Most

entries for these questions will probably be coded "N.”

22, ACQUISITION SPECIAL PRO-
GRAM INDICATOR - TUITION
ASSISTANCE OR REIMBURSE-

23. ACQUISITION SPECIAL
PROGRAM INDICATOR -

REPAYMENT OF
STUDENT LOANS (CK2}

20. ACQUISITION SPECIAL 21. :&:nuusm% slé’i%ul
PROGRAM INDICATOR - OGRAM OR -
INTERN (CKW): COOPERATIVE

: EDUCATION (CKX):

MENT AND TRAINING (CKY):
Y - Yes Y - Yos Y - Yoo Y - Yes
N - No N - No N - No N - No

24. ACQUISITION MONTHS EXPERIENCE (CK2): (Total number of months spent by an employee in acquisition positions! (NOTE: This data is not
‘automatically updated.]

ITEMS 25 AND 26 SHOULD BE COMPLETED TO RECORD FULFILLMENTS ONLY.

NOTE: If DD Form 2518, "Fulfil of N y Training R " was ieted and credit was app d for

or alternate training programs, mark "A" for item 25. Fufillments must be reported in the quarter in which approval was received.
(Fulfiliments shall terminate, by law, on October 1, 1997.}

26. TRAINING COMPLETION DATE (ES2):
YYYYMM) (Must be submitted for entry into
the Defense Civilian Personnel Data System
[DCPDS} in the quarter fulfilment was approved.)

25. TRAINING MODE (EGH): Mark A" in the box if applicable, and enter course title for which
fulfillment wes received. This information will be entered into the incumbent's training record.)

I Y
SAMPLE

COURSE TITLE:
ITEMS 27 AND 28 SHOULD BE COMPLETED TO RECORD REVIEW/ASSIGNMENT CHANGE INFORMATION /i.c.. to identify the type of rotation or
change of assignment type for CAPs resulting from an initial or follow-up reviow dono attor the completion of & yeers of CAP service).

27. TYPE OF ROTATION OR CHANGE OF ASSIGNMENT TYPE FOR CAPS (CMF): 28. DATE ASSIGNMENT REVIEW TOOK PLACE
1 - Rotation resulting from initiel review - after completion of 6 years of CAP service FOR POSSIBLE ROTATION lz‘:’": 2
2.- Rotation resulting from follow-up review - after completion of & years of CAP service m‘;"'x‘;‘:’ v ey
3 - Non-rotation resulting from initial review - sfter completion of 6 years of CAP servics
4 - Non-rotation resulting from folow-up review - after completion of 6 years of CAP service
& - Change in position or assignment not resulting from initisl or follow-up review (inciudes
it i etc.)

SD FORM 813, MAR 1997
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COMPLETE THE FOLLOWING GROUP INFORMATION, AS APPROPRIATE, TO RECORD WAIVER DATA FOR: Group |, Contracting Officers;
Group H, Senior Contracting Officials; Group lll, Senior Executive Service {SES) M: Group IV, Acquisition Corps Eligibility; Group V,
Program Managers (PMs)/Deputy Program Managers (DPMs); and Group VI, Program Executive Officers (PEOs). For clarity, each group has
been assigned an arbitrary group number ranging from { - Vi. Definitions for these gvoups can be found in DoD $000.52-M. (FAnd the
appropriata group related to your position and/or situation and For provide only one response per question.)

GROUP | - CONTRACTING OFFICERS - ACQUISITION QUALIFICATIONS WAIVER
29. ACQUISITION WAIVER AUTHORITY (CNC): (Mark *1* in the box if applicable)

1 - Waiver of for ting Officer

30. REASON WAIVER GRANTED (CND):

A - ACPB certified as possessing significent potentist for | ___{p-
advancement E - Unusual circumetances
—
B - Promotion F - individual’s quaiifications obviate the need for meeting the
C - Reassignmant in Government's intersst established education, training, and experience requirements
31. WAIVER LEVEL (CNF): 32. ABSENCE OF EDUCATION REQUIREMENTS (CNG):
[ ] 1- servica Secretariat [ ] N - Not waived
[ | 2- Director, Acquisition Career Managament (DACM) [ | Y - Weivad - hae neither Baccalaureate degree,
|| 3- Acquisition Carser Program Board (ACPB) 24 semester hours in specific discipiines nor paseed
1 4 - Other equivalency exam
33. ABSENCE OF EXPERIENCE REQUIREMENTS (CNH): 34. ABSENCE OF MANDATORY 35. DATE OF WAIVER
[ N - Not waived 1-8 yuars axperience waived ACAT | TRAINING REQUIREMENTS (CNJ): {CNK):
[ | Y - Experience require- 2- 6 years experience waived ACAT It N - Not waived [YYYYMMOD)
ments walved Y - Mandstory training waived

GROUP M - SENIOR CONTRACTING OFFICIALS - CRITICAL ACQUISITION POSITION REQUIREMENTS WAIVER
36. ACQUISITION WAIVER AUTHORITY (CQB): tMark “6° in the box if applicablel

v eeon @ A M P | E

| 37. REASON WAIVER GRANTED (CQC):

A - ACPB cartified as possessing significant potential for __D-

|| advancement I E - Unusual circumstances

|| B-Promotion F - Individusi’s qualifications cbviate the need for meeting the
C - Reassignment in Govermnment's interest established education, training, and expesience requirements

38. WAIVER LEVEL (CQD): | 39. ABSENCE OF CONTRACTING EXPERIENCE (CQF):

[T ] 1 - service Secretariat | M- Not waived

[ | 2- Director, Acquisition Carser Management (DACM) [ | Y- Experience requirsmants waived

[} 3- Acquisition Career Program Board (ACPB) [ ] 1-8 years experience weived ACAT )
4 - Other 2 - 6 years experience waived ACAT I

40. ABSENCE OF ACQUISITION CORPS MEMBERSHIP (CQG): 41. DATE OF WAIVER (CQH): 1YYYYMMODD/

:| N - Not waived
Y- Corpe waived

GROUP |If - SENIOR EXECUTIVE SERVICE (SES) MEMBERS - CRITICAL ACQUISITION POSITION REQUIREMENTS WAIVER
42. ACQUISITION WAIVER AUTHORITY (CP2): /Merk "67 in the box if applicebie)

6 - Waiver of requirements for assignment to CAPs

43, REASON WAIVER GRANTED (CP3}:

A - ACPS certified as poesessing significant potentisl for b-
advancement E - Unusuasi circumstances
8 - Promotion F - Individual’s qualifications obviate the need for meeting the
C - Reassignment in Government's interest established education, trsining, and expesience requirements
44. WAIVER LEVEL (CP4): 45. ABSENCE OF ACQUISITION EXPERIENCE (CPS):
1 - Service Secratariat N - Not waived
2 - Director, Acquisition Career Management {(DACM) Y - Experlence requirements waived
3 - Acquisition Career Program Board (ACPB) 1 - 8 years experience waived ACAT |
4 - Other 2 - 8 years axperience waived ACAT It
46. ABSENCE OF CRITICAL ACQUISITION EXPERIENCE 47. ABSENCE OF ACQUISITION CORPS | 48. DATE OF WAIVER
{CP6): MEMBERSHIP (CP7): {cP8):
N - Not waived N - Not waived (YYYYMMOD]
Y - 4 ysars experience in critical acquisition position - Y - Acquisition Corps membership
‘waived requirement waived
SD FORM 813, MAR 1997 Page 3 of 4 Pages
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GROUP IV - ACQUISITION CORPS ELIGIBILITY WAIVER

3 - Waiver of Acquisition Corps eligibllity

49. ACQUISITION WAIVER AUTHORITY {CNP): (Mark "3" in the box if applicable]

50. REASON WAIVER GRANTED (CNQ):

A - ACPB certified as possessing significant potential for
sdvancement

B - Promotion

C - Resssignment in Govemment's interest

D-
E - Unusual circumetances

F - Individusl's qualifications obviate the need for meeting the
training, and

L1

651. WAIVER LEVEL {CNR):
1 - Service Secretariat
2 - Director, Acquisition Career Management {DACM)
3 - Acquisition Career Program Board (ACPB)

652. ABSENCE OF EDUCATION (CNS}:
1 - Baccalaureate degrae - weived
2 - 24 semester hours in career field or 24 semester hours in career
field and 12 semester hours in specified disciplines - waived

4 - Other 3-Both 1 and 2 - waived
53, ABSENCE OF EXPERIENCE {CNT): N - Not walved
N - Not waived 4 - 8 years sxperience waived ACAT | | 54. ABSENCE OF GRADE (CNU): 55. DATE OF WAIVER
Y - Experlence require- 2 - 6 years experience waived N - Not waived (CNV): (YYYYMMOD)
ments waived ACAT i Y - Minimum grade required - walved

GROUP V - PROGRAM MANAGERS/DEPUTY PROGRAM MANAGERS - CRITICAL ACQUISITION POSITION REQUIREMENTS WAIVER

6 - Waiver of requirements for assignment to CAPs

66. ACQUISITION WAIVER AUTHORITY (CPB): Mark “6° in the box if apphcable)

SAMPLE |

67. REASON WAIVER GRANTED (CPC):

A - ACPB certified ae possessing significant potential for D-
|| advencement E - Unususl circumstances
___I-waﬁon F - Individual's qualificstions obvista the need for mesting the
C - Resssignment in Government's intsrest ion, treining, end
68. WAIVER LEVEL (CPD): 59. ABSENCE OF PROGRAM 60. ABSENCE OF EXPERIENCE REQUIREMENTS
| 1- Servics Secrtariat MANAGEMENT COURSE (CPG):
2 - Dirsctor, Acquisition Career Managemaent (CPF): N - Not waived
DACM) N - Not waived Y - Experience requirements waived
| | 3- Acquieition Career Program Board (ACPB) Y - Mandatory trsining 1-8 yoars experience waived
4 - Other waeived 2 - 6 years experience walved

61. ABSENCE OF OTHER EXPERIENCE (SYSTEMS
PROGRAM OFFICE) (CPH):

:lu-mnwm

Y - Experience requirement walved

(CPJ):

Y-

62. ABSENCE OF ACQUISITION CORPS MEMBERSHIP

N - Not weived

63. DATE OF WAIVER
(CPK): (YYYYMMDD)

Corps mey waived

GROUP VI - PROGRAM EXECUTIVE OFFICERS - CRITICAL ACQUISITION POSITION REQUIREMENTS WAIVER

l0~wdv-vnfnvlnmﬁhvudmmmhcm

64. ACQUISITION WAIVER AUTHORITY (CPP): fMark "6 in the box if spplicable)

65. REASON WAIVER GRANTED (CPQ):
A - ACPB cartified as possessing significant potential for

D-

advancement E - Unusual circumstances
B - Promotion F - Individusl's quelifications obviate the need for meeting the
C - Reassignment in Government's interest training, and

66. WAIVER LEVEL (CPR): 67. ABSENCE OF PROGRAM 68. ABSENCE OF EXPERIENCE REQUIREMENTS
1 - Service Secreteriat MANAGEMENT COURSE (CPT):
2 - Director, Acquisition Caresr Ma nt (CPS):
r, Acq a1 Managema: N-Not

(DACM) N - Not walved
3 - Acquisition Career Program Board (ACPB) Y - Mandatory training Y - 10 ysars acquisition experience
4 . Other ‘walved walved

69. ABSENCE OF CRITICAL ACQui-
SITION EXPERIENCE (CPU)

70. ABSENCE OF OTHER EX-
PERIENCE (PM/DPM) (CPV):

N - Not waived N - Not weived
Y - 4 years critical acquisition Y - Experience requirement
experience waived walved

72. DATE OF WAIVER
{CPX): 1YYYYMMODD)

71. ABSENCE OF ACQUISITION
CORPS MEMBERSHIP (CPW):
N - Not waived
Y - Acquisition Corpe membership
requirement waived

73. ACQUISITION WORKFORCE VERIFICATION

a. IMMEDIATE SUPERVISOR OF THE POSITION

b. CODING SHEET INFORMATION INPUT BY:

{1} SIGNATURE (2) DATE

(1) SIGNATURE (HRSC, Personnel Services Diractorste
or CPOG, Exscutive Personnel Division Staff Member)

(2) DATE

SD FORM 813, MAR 1997
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SD FORM 814, "CRITICAL ACQUISITION POSITION SERVICE AGREEMENT"

CRITICAL ACQUISITION POSITION SERVICE AGREEMENT

Required under the Defense Acquisition Workforce imp! Act {DAWIA), Section 1201 of the National Defense Authorization Act

for Fiscal Year 1991 dated November 5, 1990; Title 10 U.S.C. Chapter 87.

PRIVACY ACT STATEMENT
AUTHORITY: P.L. 101-510, Title XIl, "Defense A isition Workforce Act", Title 10, Sections 1701 - 1764, and
Executive Order 9397.
PRINCIPAL PURPOSE(S): Completion of a service agreement is required for i idual d to or to fill a Critical
Acquisition Position {(CAP)} on and after October 1, 1993,
ROUTINE USE(S): None.
DISCLOSURE: Voluntary; however, a seiectes will not be eligible for appoi

to, and an i will not

be eligible to retain
d

1,

(incumbent’s Name)

Department of Defense, as specified in Section 1734(a)(2) of Title 10 of the United States Code (U.S.C.) and
DoD Instruction 5000.58, that any person assigned to or selected to fill a critical acquisition position, on and
after October 1, 1993, must execute a workforce service agreement. The intent of this service agreement is
to promote assignment stability for all incumbents employed in critical acquisition positions.

| further understand that | may not be assigned to a critical acquisition position unless a written service
agreement is executed to remain in Federal service in that position for at least three (3) years. The obligation
incurred by this agreement will remain in effect unless and until waived. This requirement may be waived by
the Director, Acquisition Education, Training, and Career Development, Office of the Under Secretary of

employment in, a position designated as a Critical Acquisition Position if the is not p!
1. INCUMBENT NAME (Last, First, Middle initial) 2. POSITION TITLE 3. SERIES 3. GRADE
5. WORKFORCE SERVICE AGREEMENT

SAMPLE

, understand that it is a

Defense for Acquisition and Technology {OUSD (A&T)) for OSD and the Defense Agencies.

granted under the following circumstances:

a. Humanitarian ignment, discharge, or retir

b. Relief of duties and reassignment in the interest of the Department of Defense; and

c. Promotion, where promotion in place is not allowable.

requirement of the

. A waiver may be

6. | UNDERSTAND AND ACCEPT THE TERMS OF THIS AGREEMENT.
a. INCUMBENT'S SIGNATURE b. DATE
7.a. SUPERVISOR'S SIGNATURE b. DATE

SD FORM 814, MAR 1997
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ENCLOSURE 5



