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FORWARD








The following operating procedures are to be used in the administration of Defense Acquisition University (DAU) sponsored acquisition training quotas. These procedures are designed to assist those individuals involved in the management of the Acquisition Professional Development Program (APDP) and will be updated periodically to accommodate procedural changes necessary to meet the mission.  





In response to the 1989 Defense Management Report (DMR) and subsequently the Defense Acquisition Workforce Improvement Act (DAWIA), the Assistant Secretary of the Air Force (Acquisition) established a Career Development Program for acquisition personnel that applies to military and civilian personnel occupying acquisition-coded positions. This guide provides acquisition workforce personnel, their commanders, and those individuals involved with the professional development of workforce members with information designed to assist in understanding and implementing the basic tenets of the DAWIA. 





I sincerely hope this guide will be useful to those involved in the professional development of all Air Force members, especially the acquisition workforce.  If you have any questions or concerns with any issue discussed within this guide, please provide your comments to the Air Force Acquisition Training Office (AFATO) point of contact, Ms. Beverley Thies, email:   Beverly.Thies@afpc.randolph.af.mil.











JAY A. ARAGON


Chief, Air Force Acquisition Training Office


Assistant Secretary (Acquisition)
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�OPERATING PROCEDURES FOR 





ACQUISITION TRAINING











I.	ACQUISITION PROFESSIONAL DEVELOPMENT PROGRAM 





��	The Acquisition Professional Development Program (APDP) is an Air Force career development program for military and civilian personnel occupying acquisition positions.  It was established by the Assistant Secretary of the Air Force (Acquisition) in response to the 1989 Defense Management Report (DMR) and subsequently the Defense Acquisition Workforce Improvement Act (DAWIA) of 1990. 





�PURPOSE





DoD 5000.52-M, "Defense Acquisition Education, Training and Career Development Program," Nov 95 established specific standards (certification checklists) to be met by persons occupying acquisition positions. To ensure individuals meet these standards, the Air Force established the APDP through which individuals can be certified at Level I (Basic), Level II (Intermediate), and Level III (Advanced). The certification checklists provide a concise description of the education, experience, and training required to meet the standards for certification in acquisition career fields.  Courses required to meet DAWIA certification standards are included in the checklists. 





MEMBERS OF APDP WORKFORCE





The APDP covers all members occupying acquisition-coded positions.   There are approximately 25,000 Air Force acquisition positions for which education, training and experience standards have been developed and applied. An acquisition position must: (1) meet the criteria established in DoD 5000.52M;  (2) have duties which are over 50% acquisition-related; and (3) have the appropriate acquisition code in the Air Force manpower system (military) or in the Air Force personnel system for civilians.
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C.  RELATIONSHIPS OF PLAYERS





�EMBED PowerPoint.Slide.8���


�
The graphic above shows the relationships of those responsible for implementing the requirements of the DAWIA.    





 	D.  RESPONSIBILITIES





1.  The Undersecretary of Defense (Acquisition & Technology) is responsible for all matters relating to Department of Defense acquisition, research and development, logistics, acquisition reform, advanced technology, international programs, environmental security, nuclear, chemical, and biological programs, and the defense technology and industrial base.  USD (A&T) is the senior official responsible for implementing DAWIA. 





2.  The Director, Acquisition Education Training and Career Development (AET&CD) is responsible for establishing and publishing career paths for military and civilian personnel pursuing careers in acquisition. The career paths detail the requirements in terms of the assignments, experience, education, and training necessary for career progression within the acquisition workforce.





3.  The Defense Acquisition University (DAU) is responsible for consolidating and integrating education and training for the Defense Acquisition Workforce. The DAU consortium member schools provide more than 85 acquisition courses to entry, intermediate, and senior level civilian and uniformed personnel to help them attain certification in one or more of the defense acquisition career fields.  





4.  DOD Functional Boards are responsible for the overall management and program execution of their respective functional area career program.  They are chartered by the USD (A&T) and chaired by a senior functional appointed by the USD (A&T).  Other membership includes senior functionals from the Service’s and Defense Agencies.





5.  The Air Force Director of Acquisition Career Management (DACM) is responsible for administering the policies in DoD 5000.52 including: ensuring that acquisition workforce personnel are trained and qualified for their current acquisition assignments; to prepare them for more senior acquisition positions; and to cross-train them for assignments in other acquisition fields. The DACM is the single point of contact, within the Air Force for interfacing with the Director, AET&CD, the USD (A&T), and the President of the DAU. 





6.  The Air Force Acquisition Training Office (AFATO) is the Air Force focal point responsible for managing the acquisition training management process. The AFATO manages all aspects of Air Force acquisition training, including working with the Defense Acquisition University (DAU), policy making and implementation, budget development and management, requirements determination, quota allocation, and student selection. The AFATO’s goals are to coordinate with field level Acquisition Training and Functional Managers and fully utilize all allocated quotas, to send only eligible students to training, and to provide timely training to all who need it for certification and job performance. 





7.  Acquisition Training and Functional Managers are responsible for administering the APDP training and certification program for their respective organizations. These responsibilities include: identifying acquisition training requirements; nominating eligible students for training; ensuring personnel training histories are updated; and issuing acquisition certifications where appropriate.  





8.  Commanders and Supervisors are responsible for ensuring their staff members are properly qualified for the acquisition position they encumber and for assigning them to attend DAU courses which will help meet mission needs and that will provide career development opportunities to the acquisition workforce. They are also responsible for approving their staff member’s individual development plan which plans out the employee's education, training, and experience needs for orderly progression in an acquisition career field. 





9.  Acquisition Workforce Members are responsible for understanding aspects of the APDP and ensuring that they meet the requirements of the acquisition positions they encumber. Acquisition Workforce Members are also responsible for developing an individual development plan which outlines the employee's education, training, and experience needs for orderly progression in an acquisition career field and tracks the fulfillment of those needs. 
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COURSE MANAGEMENT





A.  REQUIREMENTS IDENTIFICATION





.  		The first step in the acquisition training life-cycle is the annual identification of acquisition training requirements.  Each year, the Air Force Acquisition Training Office (AFATO) requests the MAJCOMs and bases to identify their training requirements for the next fiscal year.  The identification of acquisition training requirements for the next fiscal year and projections for the next five fiscal years are collected at the MAJCOM level and sent to the AFATO for validation and consolidation. An example of an annual request for training requirements is included below. 
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The requirements submitted to the AFATO are used to plan the immediate schedule of training opportunities and to establish budget priorities in future defense spending bills. When determining acquisition training requirements, please refer to the list of Defense Acquisition University (DAU) sponsored courses including prerequisite and predecessor courses contained in the DAU catalog, Appendices A and G.  DAU has attempted to make the list of predecessor courses as complete as possible, but it is not exhaustive in all cases (Air Force DACM Supplement.)  Course descriptions are provided in Chapter 5 of the DAU catalog.  When considering training requirements, remember that prerequisite courses are mandatory and that the courses must be attended in the order listed (see Section II, paragraph C1).  When submitting annual training requirements, please be sure to identify students with special needs, e.g. hearing impaired, vision impaired, etc. to ensure schools can provide required services (see Section II, paragraph D2).





After AFATO analyzes the identified training requirements to determine reasonableness based on prior utilization, size of the workforce, and programmed regional on-site distribution, they are consolidated and forwarded to DAU for bidding by the consortium schools.  Caution:  Since training requirements change periodically, it is incumbent upon the acquisition training manager to ensure that their organization’s current training needs are identified to the AFATO.   





QUOTA ALLOCATION





DAU allocates training quotas to component DACMs for courses being offered.   The Air Force quotas provided by DAU support the needs of the entire Air Force community and are not owned by any one organization.  AFATO’s current “open allocation” process provides every organizational level, including the student, maximum visibility and opportunities to satisfy their training needs.  It allows organizations to identify which class with Air Force seats best meets the students’ needs.  The hallmark of this new way of doing business is AFATO does not tell you when an individual can go to class—you tell us.  





 Students and training/functional managers should utilize the class schedules and rosters maintained and made available at the AFATO worldwide web site  http://www.safaq.hq.af.mil/acq_workf/training/schedule.html  and  http://www.safaq.hq.af.mil/acq_workf/training/aaedau.htm respectively when deciding which primary and alternate training dates are preferred. The current fiscal year DAU schedule of acquisition classes and available quotas is updated on a regular basis.





Organizations should closely monitor the availability of on-site and regional class offerings to minimize expenses associated with class attendance in resident mode. We all should strive to send students to the most cost-effective training locations.  Therefore, local students and others who achieve cost savings should be sent to on-site classes whenever possible. 





UTILIZATION OF NON-AIR FORCE QUOTAS





It is the MAJCOMs’ and bases’ responsibility to support their requirements by submitting qualified nominations for DAU funded Air Force quotas and it is AFATO’s policy to fill Air Force quotas first.  Since bumping protection is in place immediately upon application approval, nominations should be submitted to AFATO as early as possible.  Training line numbers are issued to the organizations with approved applications 60 days prior to the class start date.  DAU does not provide us with TDY funds for non-Air Force quotas, and therefore, budget limitations play an important role in determining our course of action.  We do, however, critically review each application in regards to funding and support (i.e. administrative and logistical) limitations.  Applications for non-Air Force quotas will only be considered 1) if an explanation of extenuating circumstances accompanies the application and 2) if they are brought to our attention at least 45 days prior to class start date.





Nominations for non-Air Force quotas will not be approved if there are Air Force seats available unless (1) the class is in the student’s local area or (2) the student is a Priority 1 and extenuating circumstances warrant approval.  If the student is in the local area of where the class is being offered, AFATO will attempt to secure a non-Air Force quota regardless of the student’s priority.  At the 45-day window, any unused quotas in a class are subject to fill by other services.  For a local student, once the AF wait rolls into a firm reservation for a non-Air Force quota, no further action is required by the AFATO.  Local students who attend training by securing a non-Air Force quota are responsible for ensuring their records are updated upon course completion by taking their certificate to either their personnel or education office. AFATO will only issue TLNs and provide funding for Priority 1 students approved to attend a non-Air Force quota to a TDY site.  Training managers are responsible for (1) monitoring ‘waits’ for non-Air Force quotas and (2) notifying AFATO if a TDY wait rolls into a firm reservation at least two weeks prior to class start date.   Since all TDY waits are cancelled 14 days prior to class start date, failure to notify AFATO to process a training line number at least two weeks prior to class start date may result in the quota being unit funded.
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B.  TRAINING PRIORITIES 





PRIORITY 1:  Employees who occupy acquisition-coded positions for which the training is established as mandatory by DoD 5000.52M for certification or is assignment-specific.





PRIORITY 2:  Employees occupying acquisition-coded positions that desire refresher training or need the training to become certified to the next higher level in their primary career field. 





PRIORITY 3:  Employees occupying acquisition-coded positions desiring certification in an acquisition functional area other than that required for their current position. 





PRIORITY 4:  Employees who occupy non-acquisition positions. NOTE:  AFATO will not fund the associated TDY costs for employees in this category, i.e., the costs are unit funded. 





 COURSE PREREQUISITES 





The Under Secretary of Defense for Acquisition and Technology has signed a policy authorizing DAU to enforce course prerequisites for its courses and establish procedures for implementation.  The policy only applies to traditional classroom environment, i.e., resident, on-site, and satellite courses, and does not apply to DAU distance learning courses.  Effective 1 October 1999, DAU will enforce course prerequisites by testing students in attendance the first day of class, who are not listed on an ATRRS/OSS-generated class roster or who cannot document successful completion of prerequisite DAU course(s) or fulfillment.  The course instructor will screen students who are not listed on the class roster.  Students who cannot show documentation that supports their successful completion of prerequisite course(s) or a DD Form 2518, Fulfillment of DoD Mandatory Training Requirement(s), will be required to take a prerequisite test.  Students must correctly answer 80 percent of the test questions to demonstrate minimal prerequisite skills and knowledge needed for successful participation in the current course.  Those students who do not achieve a score of at least 80 percent correct answers will be asked to leave.  








SEQUENCE OF COURSES 





DAU provides a highly structured sequence of courses needed to meet the mandatory and desired training standards established in DoD 5000.52-M.  In many cases, prerequisite courses are identified, and must be completed prior to taking a mandatory or desired course.  Students are expected to be competent in prerequisite knowledge and skills. Where specific prerequisites are not identified, students are strongly encouraged to attend mandatory courses in the sequence prescribed because one course builds on the other and competence in prior course material is assumed (e.g., IND 201, IND 202, etc.)   If one class is a prerequisite for another, they must be scheduled and attended in the proper sequence, e.g., ACQ 201 first and then TST 202.   Applications for follow-on courses will not be processed by AFATO until the student has successfully completed the prerequisite course, i.e., the student must complete ACQ 201 prior to being scheduled for TST 202.  However, if there are extenuating circumstances as to why a student needs a confirmed reservation in a follow-on class prior to completing the prerequisite course, a comment explaining the reason should be annotated in the COMMENTS block of the application for the follow-on course.





In addition, most personnel must take a core acquisition course before taking other mandatory training at Acquisition Levels* I and II.  The core course for Level I is ACQ 101, Fundamentals of Systems Acquisition Management.  For Level II, it is ACQ 201, Intermediate Systems Acquisition Management.  ACQ 101 is a prerequisite for ACQ 201.  These core courses are required for workforce members in all career fields except Contracting.





* The acquisition courses are generally categorized as Level I, II, and III.  Level I courses are designed to provide fundamental knowledge and establish primary qualification and expertise in the individual's career field, job series, or functional area.  At Level II, functional specialization is emphasized.  Courses at this level are designed to enhance the employee's capabilities in a primary specialty or functional area.  At Level III, acquisition training emphasizes managing the acquisition process and learning the latest methods being implemented in the career field or functional area.  Each of these levels typically corresponds to particular GS levels or military grades/ranks that are defined by a military department or agency. Grade, however, is not generally a requirement for course enrollment. 





 PREDECESSOR AND EQUIVALENT COURSES





Many DAU courses were developed from existing component courses, some of which are sufficiently similar to meet the requirement to attend the DAU course. Predecessor courses for each DAU course are listed in Appendix A of the DAU catalog.  DAU has attempted to make the list of predecessor courses as complete as possible, but it is not exhaustive in all cases (see Air Force DACM Supplement.)  Other schools' equivalent courses listed in Appendix F and Appendix G of the DAU catalog meet the DAU course requirements.


 


 FULFILLMENT PROGRAM





Effective 8 Apr 99, the USD (A&T) reinstated ADS 97-03-GD, Department of Defense “Acquisition Career Management Mandatory Course Fulfillment Program and Competency Standards.”  The fulfillment program enables members of the acquisition workforce to receive credit for mandatory DAU courses for which the are able to demonstrate competency through previous experience, education, and/or alternative training programs.  Fulfillment should only be used in exceptional cases to ensure that employees are not sent to training unnecessarily.  The program is not intended to provide individuals with the opportunity to use fulfillment as a substitute for needed career or professional training.  The procedures to request, review, and approve fulfillment actions are as follows:


�



a.  PROCEDURE:





           			(1) Individual determines mandatory training requirements they are seeking to satisfy through fulfillment.





(2) Individual completes self-assessment form for the desired course to be fulfilled (see DoD ADS-99-03-GD, Mandatory Course Fulfillment Program and Competency Standards), and Section I of the DD Form 2518 (Fulfillment of DoD Mandatory Training Requirements).  Individual attaches supporting document (e.g., resumes, career briefs, transcripts, etc.) as appropriate.





(3) Individual forwards completed self-assessment form and DD Form 2518 to the appropriate base level/MAJCOM functional manager for “first-level” review.  Where there is no base level/MAJCOM functional manager, forward the document to the first-level supervisor for review.





(4)   First-level reviewing official determines whether the employee’s self-assessment adequately meets each of the individually listed competencies for the course they are trying to fulfill.  To satisfactorily meet the requirements for fulfillment, the employee must demonstrate sufficient capability in each competency to justify not attending the mandatory training course.





(5) Upon completion of the review, the first-level official concurs or non-concurs in block 16 of the DD Form 2528 and signs block 17.  For all courses except PMT 302, the documents are then forwarded to the appropriate second-level reviewing official for concurrence or non-concurrence.  (NOTE:  This official may be the same individual responsible for approving Acquisition Professional Development Program (APDP) certifications.  However, the official should be certified in the same functional area, and as a minimum, at the same level as the course being fulfilled.)  Course graduates are preferred.





(6) For PMT 302 forward the documents to Air Force Program Management functional manager, SAF/AQXDA, 1060 Air Force Pentagon, Washington DC 20330-1060.





(7) The second level reviewing official concurs or non-concurs in block 22 of the DD Form 2518 and signs in block 23.  The approved DD Forms 2518 are returned to the employee, and copies are retained by the approving official.  Employees are encouraged to retain their copy of the documents and to ensure their base-level personnel office updates their personnel records to reflect the fulfillment.  If the DD Form 2518 is not approved, the non-concurring official provides the employee with the rationale for the non-concurrence.





(8) Employees should include copies of the approved fulfillment forms with their APDP certification applications.


�



b.  AUDITS:





				To ensure the integrity of the course fulfillment program, the office of the Director, Acquisition Career management (DACM), will periodically review selected approved and disapproved fulfillment packages.





c.  APPEALS:





				An employee may appeal a first-level disapproval of the self-assessment to a second level reviewing official.  The Air Force functional manager point of contact will handle the appellate process for second-level (final) reviews.  All appeals must be in writing and must substantiate the employee’s claim for the fulfillment.  Appeals will address the specific areas cited by the disapproving official.





AFTAS/ATRRS REGISTRATION PROCESS





The Air Force uses the Air Force Training Application System (AFTAS) and the Army Training Requirements and Resources System (ATRRS)  for centralized registration in all DAU resident and on-site acquisition classes.  Beginning in FY00, the Air Force will use the DAU Operational Support System (OSS) for registrations in DAU web-based acquisition classes.  When soliciting candidates for available training quotas, the acquisition training and functional managers should ensure that the nominee meets the minimum requirements for the course, including eligibility under the mandatory acquisition training priorities and completion of course prerequisites. 





A student application checklist (Appendix A) guides acquisition training and functional managers through the process of submitting student applications for DAU acquisition training courses using AFTAS.  To ensure training requirements are met, please be sure to enter two alternate training dates, any extenuating circumstances, or student information not found in records in the ‘COMMENTS’ section of the application.  AFTAS provides the initiator with status of a pending application as well as the current DAU schedule and class roster.  Customers are expected to use AFTAS in accordance with the AFTAS policy memorandum.





After the AFATO approves an application for training in the ATRRS, a confirmation notification is sent through the Air Force Training Management System (AFTMS) to the student via the local training office.  The school then sends course materials directly to the student based on the information in ATRRS.  It is imperative applications are timely since schools release welcome letters and preparatory material 30 days prior to class start date.





The student's command or organization notifies the student of confirmed enrollment for training.  If the student is attending a resident class, the school provides reporting instructions with class start/end dates, building/room number, etc.   Basic reporting instructions are provided in ATRRS on the SH display or at the AFATO web site for most consortium schools in case of late entries or non-receipt of reporting instructions.  After students are registered in a class, they may contact the school for administrative details regarding attendance and lodging.  





Once the student receives confirmation that they are registered for the class, they should access the AFATO web site for the latest procedures on the centralized travel funding process and follow them with the help of their training manager and servicing CPF or MPF.   


For additional information on local course registration procedures, please contact the Acquisition Training and Functional Managers at your unit.





1.  COURSE ATTENDANCE 





Students are expected to attend all training sessions and complete all course work. Absences for medical or family emergencies must be approved by the course director, lead instructor, or designated representatives. Cumulative absences that exceed five percent of contact time may be grounds for removal from the course and receipt of an "incomplete" grade.  Consortium schools follow established DoD and Office of Personnel Management guidance for civilians and service regulations for military personnel concerning various categories of leave. 





 STUDENTS WITH SPECIAL NEEDS


	


The training manager is responsible for identifying students with special needs on the AFTAS application.  The type of handicap, i.e., hearing impaired, vision impaired, etc. should be annotated in the ‘COMMENTS’ section of the application.  If an organization is hosting an on-site class, then the training manager should coordinate with the school to ensure the required services can be provided.





BUMPING PROTECTION





An individual with a confirmed ATRRS training registration is “protected” and will not be displaced by the AFATO for a candidate of higher priority (canceling students is a separate issue addressed below).  Therefore, it is incumbent upon the organization to submit their highest and most qualified candidates first.





4.  WAIT LIST





To help ensure training requirements are met, two alternate training dates should be entered in the ‘COMMENTS’ section of the application.  If an application is submitted without any alternate dates and there are no seats available in the class annotated, then the application is disapproved unless there is a note in the ‘COMMENTS’ section requesting to be placed on the wait list.  If there are no seats available in either the primary class or two alternate classes, then the student is placed on a wait list for the primary class.  Wait-listed students will be considered for available quotas resulting from student cancellations, on a first come, first served basis, as well as on mandatory training priority.   If a student does not want to be placed on the wait list, a note should be recorded in the ‘COMMENTS’ section of the application.  NOTE:  Once a wait-listed student converts to a confirmed reservation, the student is expected to attend the training and the cancellation procedures in paragraph 5 below are applicable.





In order to minimize the risk of having wait-listed students convert to confirmed reservations without sufficient notification to attend the course, the AFATO will cancel TDY waits from the ATRRS 14 days prior to class start date and local waits 7 days prior to class start date.  Wait-listed candidates who do not get into the class need to reapply for alternative training dates. 


	 


5.  CANCELLATIONS, SUBSTITUTIONS, AND NO SHOWS





It is imperative that every supervisor, training focal point, and APDP functional manager at MAJCOM and base level take responsibility for the professional development of the acquisition workforce and support student attendance to scheduled classes.  While we recognize that there are instances when "mission requirements" do not allow members of the acquisition workforce to be released from their duties to attend resident and on-site training classes, these conflicts need to be identified to the AFATO as soon as they become evident.  Cancellation requests cause significant disruption and promote inefficiency in the administration of the acquisition training management process.  Therefore, student cancellations should be limited to extreme emergencies. Since AFATO reserves the right to offer the cancelled quota to another qualified nominee on the wait list or pending applications, a request to substitute another student for the cancelled student may not be approved. To ensure mandatory training requirements are met, ONLY a Priority 1 student may be substituted for another individual within an organization.  The requested substitution will be processed unless there is a higher Priority 1 student on the ‘wait’ list, e.g., the ‘wait’ student has less time to meet the deadline for mandatory training required for certification than the substitution.  Whether a substitution is being requested or not, the cancellation procedures outlined below will be enforced, and a cancellation letter in the proper format from the appropriate endorsing official will be required for any student being removed from the class roster.  No changes will be made to any class roster within 14 days of class start date.  The following cancellation procedures do not apply to:





PMT 302, Advanced Program Management Course


PMT 303, Executive Program Manager’s Course


PMT 305, Program Manager’s Skills Course (ACAT III Programs)


Web-based Courses





a.  To cancel a confirmed class reservation prior to class start date (CSD), acquisition training managers should contact the AFATO only after they have received written concurrence by the appropriate endorsing official as outlined below:





(1)	More than 60 calendar days prior to CSD: Squadron Commander or Functional Division Chief





(2)	60-15 calendar days prior to CSD: Group Commander or Functional Directorate Chief





NOTE:  A copy of the endorsing official’s letter for cancellations more than 14 days prior to CSD need not be sent to AFATO, but must be retained on file by the training manager.  The training manager should indicate in an email to the AFATO (1) the date written concurrence was received, (2) complete name and title of the endorsing official, and (3) the specific reason(s) student could not attend.  Without these three factors, the request for cancellation will not be processed and the student will remain on the class roster.





(3)	14-0 calendar days prior to CSD (No-Shows): Wing Commander or Command Section Level





  A student with a DAU course reservation that does not attend the course or who fails to notify AFATO and supporting organizations at least 15 days prior to CSD is defined as a ‘No-Show’.  A copy of the written memorandum (see Appendix B) endorsed by the Wing Commander or at the Command Section Level providing the following information must be forwarded to the AFATO:





Student’s name


Student’s SSN


Course, Class, Class Start Date


Specific reason(s) student could not or did not attend the course.  (General statements, such as mission workload, medical condition, etc, are not specific.  Without detail explanations, a penalty may be assessed).


Acknowledgement that this cancellation may result in a penalty


Complete name and title of endorsing official





c.  As an incentive to preclude ‘no-shows’, the individual’s pursuant reservation for the same course will be unit funded.  The penalty assessed on Priority 4 (unit funded) ‘no-show’ students will be no quota reservation or wait for 12 months from the CSD.  This penalty will automatically be assessed unless supporting written documentation from the Wing Commander or the Command Section specifying the extenuating circumstance and reason for cancellation is (1) received by AFATO no later than 30 days following CSD and (2) warrants AFATO’s dismissal of the penalty.  The penalty for the ‘no-show’ individual to attend the same course will apply for 12 months from CSD.  





OSS REGISTRATION PROCESS





Beginning in FY00, the Air Force will use the DAU Operational Support System (OSS) for registrations in DAU web-based acquisition classes.  When soliciting candidates for available training quotas, the acquisition training and functional managers should ensure that the nominee meets the minimum requirements for the course, including eligibility under the mandatory acquisition training priorities and completion of course prerequisites. 





1.  COURSE ENROLLMENT





A web-based student application checklist (Appendix E) guides acquisition training and functional managers through the process of submitting student applications for DAU web-based acquisition training courses using OSS.  To ensure training requirements are met, note any extenuating circumstances, or student information not found in records in the ‘COMMENTS’ section of the application.  OSS provides the initiator with status of a pending application, as well as the current DAU schedule and class roster.  Customers are expected to use OSS in accordance with AFATO Operating Procedures.





After a student submits an OSS application, it flows through the approval hierarchy beginning with the subquota source Training Manager-, to the MAJCOM Quota Manager, and then to the AFATO.  Once the AFATO approves an application for web-based training in the OSS, it is submitted to OSS and, if the class is full, the student is added to the wait list.  If there is an opening in the class, the student is immediately enrolled and has60 days from the time of enrollment to complete the class.  Upon any change in a student’s status, OSS automatically sends an email to the student, the supervisor, and nodes on the hierarchy who have requested notification.





A ‘Welcome’ email is sent to the student and informs the student how to access the class.  In addition, a CD with software to assist in getting started with OSS courses is also mailed to the student...  Since students create their own student accounts, there should be no problem with accessing the OSS web site.  However, students may experience some problems with downloading some of the software tools necessary to run the OSS class.  The CD should facilitate downloading the software, but in some cases, the student’s base computer support group may be needed to download some of the software needed.  Since email is the means of communication for OSS, students are responsible for insuring that their email address and their supervisor’s email address are current 





Upon completion of the web-based class, it is the student’s responsibility to take his certificate of completion to the local personnel flight for update into the training records.  Military should request the training be updated into their acquisition training area of their records.





2.  COURSE EXTENSIONS





Students are expected to access the OSS web-based course and complete all course work in the 60 days allowed.  Extenuating circumstances may be considered as justification for an extension, which can be requested from the instructor when a student is within 14 days of the expiration of their allotted time.  If an extension is not requested by the expiration of the allotted time, a student is deregistered from the class and must start the class over if they submit a new application. 


3. STUDENTS WITH SPECIAL NEEDS


	


The training manager is responsible for identifying students with special needs on the OSS application.  The training manager should coordinate with the instructor to ensure the required services can be provided to allow the student adequate access to the web-based classes.





BUMPING PROTECTION





An individual with a confirmed OSS training registration is “protected” and will not be displaced by the AFATO for a candidate of higher priority (canceling students is a separate issue addressed below).  Therefore, it is incumbent upon the organization to submit their highest and most qualified candidates first.





5.  WAIT LIST





If an application is submitted and there are no seats available in the class, then the student is placed on a wait list for the class.  Wait-listed students will be enrolled into the class on a first come, first served basis.   If a student does not want to be placed on the wait list, a note should be recorded in the ‘COMMENTS’ section of the application.  NOTE:  Once a wait-listed student converts to an enrollment, the student is expected to access the training and complete the class in the 60 days allocated.





6.  CANCELLATIONS AND SUBSTITUTIONS





It is imperative that every supervisor, training focal point, and APDP functional manager at MAJCOM and base level take responsibility for the professional development of the acquisition workforce and support student enrollment in classes.  While we recognize that there are instances when "mission requirements" do not allow members of the acquisition workforce to access web-based classes during duty hours, these conflicts need to be identified to the AFATO as soon as they become evident.  Cancellation requests cause significant disruption and promote inefficiency in the administration of the acquisition training management process.  Therefore, student cancellations should be limited to extreme emergencies. 





To ensure mandatory training requirements are met, ONLY a Priority 1 student may be substituted for another individual within an organization higher on the wait list.  The requested substitution will be processed unless there is a higher Priority 1 student on the ‘wait’ list, e.g., the ‘wait’ student has less time to meet the deadline for mandatory training required for certification than the substitution. Cancellation penalties enforced for resident and on-site classes will not be applied to web-based classes; however, cancellations should be minimized to promote the acquisition workforce access to classes required by their positions.





 If a student needs to cancel a class prior to the expiration date due to medical or work-related reasons, a cancellation request may be submitted through the student desktop.  To cancel an application in the OSS, the student should click on the cancel button on his desktop and complete the reason for cancellation block.  Upon submittal, the form is coordinated through the approval hierarchy to the AFATO where the cancellation will be processed.  As the form is coordinated through the hierarchy, the node managers must take appropriate action to cancel any other classes (in ATRRS or OSS) requiring the class as a prerequisite.





 TYPES OF ACQUISITION TRAINING





ASSIGNMENT-SPECIFIC COURSES





Assignment-specific acquisition courses provide specialized training needed to perform specific acquisition functions. These courses are offered by the DAU to provide unique acquisition knowledge required for a specific assignment, job, or position to (1) maintain proficiency and (2) remain current with legislation, regulation, and policy. This training can span several functional areas and is mandatory for selected individuals within a job series or position category. Assignment-specific training is also required when individuals in one career field must understand some of the processes of other career fields.  (For example, ACQ 201 is assignment-specific for certain contracting personnel.)  DAU catalog, Appendix D provides a description of DAU assignment-specific courses and the audiences for which they are developed.  





CONTRACTING ACCESSIONS TRAINING





In conjunction with HQ AETC and the Contracting and Manufacturing Civilian Career Program (CMCCP), the AFATO developed a process to ensure Copper Caps and enlisted members receive timely contracting training, i.e., CON 101, Basics of Contracting, and CON 104, Principles of Contract Pricing, and that they do not surpass their 18-month window for certification.  This coordinated process is outlined below:





CMCCP provides AFATO a list of new Copper Caps when hired.   Upon graduation from technical school, HQ AETC/LGCE provides AFATO a list of all enlisted contracting apprentice graduates.





The AFATO course manager identifies CON 101 classes with vacant Air Force seats being conducted 90 to 180 days after the student reports for duty.  Availability and cost-effectiveness determine class location.  





The AFATO course manager reserves a seat for each student on the list.





AFATO notifies the training manager of the class reservation (see Appendix C).  The training manager has approximately 30 days to contact the student and the student’s supervisor to confirm the student’s training status and availability.  Unless a valid reason as to why the student cannot attend proposed class is provided to AFATO by the specified suspense date, the reservation will not be changed without a cancellation request from the appropriate endorsing official (see paragraph D5).  Students whose training is continuously delayed without a valid reason will be reported to SAF/AQC.





Approximately 30 days after the reservation is made, but not less than 60 days prior to class start date, a Training Line Number (TLN) is generated. 





CON 104 is scheduled similarly between 90 and 180 days after graduation from CON 101.


�



PMT 302, ADVANCED PROGRAM MANAGEMENT COURSE 





 The procedures for enrolling students in the Advanced Program Management Course (APMC) differ slightly from all other DAU sponsored courses.  The APMC is a 14-week class taught at the Defense Systems Management College, Fort Belvoir, Va.  The APMC is designed for military and civilian acquisition workforce members in the military rank of Captain through Colonel, or civilians in the grades of GS-12 through GS/GM-15.  Nominees must be acquisition corps members and have completed Fundamentals of Systems Acquisition Management (ACQ 101) and Intermediate Systems Acquisition (ACQ 201) or equivalent.  A selection board convenes each fall to select individuals for the following year's classes.   Interested personnel may contact SAF/AQXD, DSN 425-7134 for further information. Personnel assigned to HQ AFMC may contact HQ AFMC/DPEO, DSN 986-3280, and individuals assigned to SAF/SN may contact MSgt Portell, DSN 898-5402. 





REFRESHER TRAINING





Refresher training is offered to certified individuals currently assigned to an acquisition-coded position.  Individuals certified to the level of their current position may apply for new DAU courses that were not offered at the time they were certified or may seek refresher training due to outdated predecessor or equivalency courses.  A Priority 2 will be assigned to students seeking refresher training.





CONTINUOUS LEARNING 





In accordance with the USD(A&T) policy on Continuous Learning (CL), all acquisition personnel who have completed the certification requirements for the positions they encumber shall earn a minimum of 80 CL points every two years, from the date of certification for the position encumbered or from the date of the prior two-year CL certification.   DAU sponsored courses provide one method for members of the acquisition workforce to obtain mandatory CL points.





6.  OUT-OF-CYCLE CLASSES





There is no guarantee that a schoolhouse will be able to accommodate requests for out-of-cycle on-site classes.  Furthermore, out-of-cycle classes are unit funded since the costs for the instructor’s travel and per diem, and the reproduction of class materials and other incidentals, were not included in the fiscal year budget.  To request an out-of-cycle on-site class, the unit needs to complete the form letter at Appendix D and forward it to AFATO for coordination with DAU and the schoolhouse.   AFATO will not input student applications into ATRRS/TMS training/personnel systems for classes with less than 50 percent acquisition-coded students.  Therefore, students in classes with less than 50 percent acquisition-coded students must retain their graduation certificates and forward a copy to their local training/personnel office for updating their records for course completion credit.


�
COURSE COMPLETION





Once a student successfully completes an acquisition course, the schoolhouse updates the ATRRS with a graduation status.  The AFATO, in turn, updates the AFTMS, which results in an automated record of course completion in the student’s training history.  Any errors in training records for FY99 and later should be referred to the MAJCOM, who in turn, will notify the AFATO to investigate the cause of the error and make the necessary correction(s).  Base level training offices are responsible for correcting any training records with incorrect PDS codes for courses completed prior to FY99.





This process does not apply to web-based courses.  Due to the complexity of tracking web-based course completions in the ATRRS, records are not processed in AFTMS.  Therefore, upon successful completion of a web-based course, civilian students are required to provide a copy of their DAU training certificate to their local Civilian Personnel Flight (CPF).  The CPF will update their training records using the appropriate civilian DCPDS code.  Military students are required to provide a copy of their DAU training certificate to their local Military Personnel Flight (MPF).  The MPF will update the student’s acquisition training area in their records by using the PTI 50E command.





III.  FUNDING PROCEDURES 





Travel funds for students attending DAU courses are centrally managed by AFATO, and the Accounting Liaison Office (ALO), 12CPTS/FMFL, Randolph AFB, TX. 





A. WHO GETS FUNDED 





All costs of tuition, travel, and per diem for DAU training are funded in accordance with established AFATO procedures for students who occupy an acquisition-coded position and have a firm reservation to attend a DAU course.   However, TDY expenses for non-acquisition personnel scheduled to attend DAU courses are unit funded.  The reporting instructions (RIP sheet) will contain a statement authorizing the use of DAU funds.  Local training managers are responsible for ensuring TDY orders correctly reflect the RIP information prior to submitting them to the ALO.  The ALO requires TDY orders be sent to them for certification no later than 14 days prior to class start date.





The funding procedures located at http://www.safaq.hq.af.mil/acq_workf/training/procedure/


describe the process for acquiring TDY funds, and apply to all civilian and military training offices and organizational training and functional managers. NOTE:  AFATO procedures for funding TDY expenses to DAU classes are different from the procedures established for TDY-To-Schools (TTS) training.





B. WHAT IS FUNDED 





DAU funds are only authorized for travel and per diem costs. The estimated costs included on travel orders should reflect total per diem costs based on actual billeting available as determined by the training site billeting office and meals for the training location. DAU funds are not authorized for vicinity travel and rental car. 





C.  SPECIAL AUTHORIZATIONS (RENTAL CAR AND VICINITY TRAVEL)





DAU provides AFATO with funding for the travel and per diem associated with mandatory acquisition student attendance to DAU courses.  Since local transportation is available at most DAU consortium school locations, rental cars and vicinity travel is not funded unless it would result in substantial cost savings.  It is the individual organizations' responsibility to provide funding for their students' rental cars and vicinity travel requests.  Special authorizations for car rentals must be approved by the AFATO for students attending DAU courses prior to commencing the travel. 








IV.  CONCLUSION





Acquisition training is vitally important to the acquisition workforce and the Defense Acquisition System.  This guide should serve those individuals involved in implementing the APDP training program.  Any comments/suggestions regarding AFATO operating procedures should be forwarded to the AFATO Course Management Team Leader, Ms. Beverley Thies, DSN 487-6580 Ext 3196, email: Beverly.Thies@afpc.randolph.af.mil
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