Quota Management

A. The DAU Schedule

Each year, DAU publishes a schedule of upcoming courses and sections which will be taught by the university. The schedule follows the federal fiscal year; 1 October to 30 September. Typically, the schedule for the upcoming year is available for student registrations and enrollments around mid-July of the current fiscal year. For example, the schedule for FY2005 should be available around mid-July 2004.

B. Annual Requirements Call

Each year, usually in early October, DAU will send out the annual requirements call. This is a data call whereby each component service, Air Force, Army, Navy and DoD, identify their training requirements for the next fiscal year. In turn, AFATO forwards the requirements call and all attached spreadsheets and instructions to the MAJCOM's, bases and separate operating agencies. It is then the job of the MAJCOM's, bases and separate operating agencies to identify and report their training requirements for the next fiscal year back to AFATO.  AFATO analyzes the identified training requirements and determines reasonableness based upon current utilization rates, historic trends, size of the workforce, and upcoming workforce issues. The requirements are adjusted as necessary, consolidated, and forwarded to DAU. DAU sends the requirements forward to the Regional DAU Campuses for scheduling. Once the schedule is in draft format, it is sent back to the services for review, change requests and concurrence. Once in final form, the schedule is loaded in the registration systems and students may apply for the classes. 

It is critical that the following guidelines be followed when submitting your annual requirements:

1. Requirements should be submitted in the format requested and on the spreadsheet provided by DAU.

2. Extensions to the deadline for submissions set by DAU should not be requested unless extenuating circumstances have occurred. Delays in submitting requirements result in delays in schedule construction, deployment and student enrollments the following year.

3. Requirements should be realistic and clearly reflect required and desired training.

4. Submission of requirements does NOT guarantee that funding will be available to support all of the requirements requested.

5. Please refrain from "padding" the numbers. Course utilization rates can significantly impact the availability of quotas in future years.  Requirements that go unused can be detrimental to your organization's ability to obtain training quotas in the future.

6. Any onsites that an organization would like to host should also be identified and included in the requirements call.  Onsite requests submitted after the deadline are considered Out of Cycle and all costs associated with conducting the class will be funded by the requesting organization.

C. Quota Allocation

DAU uses prior years' utilization rates to determine the number of training quotas to allocate to each service for the courses offered. AFATO does not currently suballocate quotas to the MAJCOM/base level so, the quotas that Air Force receives from DAU support the needs of the entire Air Force community.  The current "open allocation" process provides every Air Force member the maximum visibility and opportunities to satisfy their training needs.

D. Location of Quotas

Every attempt is made to locate training quotas in the area where the student is assigned.  Students are expected to attend DAU courses locally if local classes are offered. If a local course is not available, the student will be directed to attend at the most cost effective location available.  If a student elects to apply for DAU training at a non-cost effective location, the applicant will be required to enter a justification for selection of the non-cost effective location.  It should be noted that funding cannot be guaranteed for students who select a non-cost effective location.
E. Onsite Requests and Host Organization Responsibilities

Organizations/bases with a large number of students AT THAT BASE who require the same course(s) may elect to host that course(s) onsite at the local base or in the local area.  Onsites must be requested during the annual requirements call or DAU funding may not be available to support them.  Bases may elect to request more than one offering of a course if the number of students warrants multiple classes. It is the responsibility of the requesting organization to insure that they have at least the minimum number of students required to conduct the onsite before requesting it. Onsite minimum and maximum numbers of students are included in the requirements call attachments. The requesting organization must also insure that they have the classroom facilities, break-out rooms and computer support required by DAU to conduct the class. This information is also included in the requirements call attachments. Finally, each organization must identify a local point of contact for each course offering. This person will be the liaison with DAU for the onsite course and should be available to answer student questions regarding billeting and transportation arrangements and availability of eating establishments. Onsite hosts must insure that billeting within the per diem rate is available, either on base, in contract quarters or in the local area.

NOTE: MAJCOM's should not request an onsite unless all students projected to attend that class are local. Non-local students should attend at the most cost effective location.

F. Out of Cycle Requests

Any request by an organization to host an onsite class which is not identified in the annual requirements call is considered an Out of Cycle Request.  Out of cycle requests must be funded by the requesting organization. Costs will include travel, per diem and rental car for the instructor(s), duplication and shipping of course materials, classroom rental (if required), and other associated administrative costs (copies, printer paper, etc). When an out of cycle is requested, the financial arrangements must be coordinated between the requesting organization and DAU. AFATO cannot provide an estimated cost for an out of cycle course to the organizations. Centralized funding is not available for students who are TDY to an out of cycle course; out of cycle course requests should be initiated to accommodate a local population only unless the requesting organization is able and willing to provide unit funding for TDY students.

All out of cycle requests MUST be coordinated through AFATO FIRST!!!
Out of cycle requests must be made using the following letter format (Attachment 1).  DAU also requires that each out of cycle request include a list of the students who will be attending. The following information is required:

Student Name

SSN

Base of assignment

DSN/Commercial Phone Numbers

Whether student is “local” or “TDY” for this requested offering

At least the minimum number of students required to conduct the course must be identified or DAU may not approve the request.

The out of cycle request is then forwarded to DAU and a search for available instructors and dates commences. Once the organization and DAU agree on a class date, the out of cycle class is added to the schedule. Students must submit applications via the ACQ Now registration system to be enrolled to attend the course.

G. Utilization of Non-Air Force Quotas

In FY 2004, DAU will be including a minimal number of non-allocated quotas in each class section. This is to allow students to attend classes at the most cost effective location even when the class is not primarily an Air Force class or when allocated Air Force quotas are not available in a class section. Students who have extenuating circumstances whereby they cannot attend a course and utilize an Air Force quota, may have the option of securing a quota from another service in another class. Students should understand that centralized funding may not be available for these quotas and the student may have to unit fund to attend.
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Attachment 1

SAMPLE OUT OF CYCLE REQUEST
TODAY’S DATE

MEMORANDUM FOR SAF/AQXD (AFATO)

FROM: HQ XXX/PMT

SUBJECT: Out of Cycle Class Request for (class name)

1. Request an out-of-cycle (name of Class to be conducted) to be conducted at (name of base/location).  Request is supported with the following information:

Class:   ______________________________
       (DAU Class and Date Requested)

Class Location:  Any Base AFB, state, zip, Bldg #, classroom # or location ______________________________




(Site)
SCHOOL POC:  Name of instructor you have obtained to teach the class if you have arranged one;   contact information                                                          

         (SCHOOL POC, Office and Phone Number)

Class Size:  

 XX



(Number of Students)

Number of Students Who Will Be Attending Who Are Holding Acquisition Coded Position:   XX
Class POC at Requested Site:  Mr. Primary Person
Class POC Office Symbol: (example)HQ ABAS/DPKCC
Class POC Phone/Email:  DSN:  666-2323   Commercial:(399) 656-9999 FAX DSN: 666-2333
Email:personp@base.af.mil
Justification: (sample) We have 35 people who must have the training because of the direct impact they have in support of program managers in acquisition. At least 15 and possibly 16 of these are in acquisition slots.  A justification statement is attached. We have an additional 20 people who can benefit from the training and we put them in the class for two reasons: (1) their job efficiency in the test and evaluation area should improve as a result of this training and (2) to take advantage of the on-site course and the instructor's availability (doesn't cost any more) which makes the class more efficient in terms of cost per student.




(Attach Additional Pages If Necessary)

2. 
The On-Site Out-Of-Cycle Defense Acquisition University (DAU) Class will be unit funded to include:  Pay for instructor(s) travel, per diem, and cost of reproduction of materials and other incidentals.  We have well equipped classrooms that meet all the requirements outlined by DAU for this course. This information has been coordinated between the site requesting official, the school and the AFATO. 

3. Class attendees will submit applications via ACQ NOW. Students must retain their graduation certificates and forward the necessary copy of them to their local training/personnel office/MPF/CPF for posting the class completion credit into the members personnel files.

4.  Per DAU policy, attached is a by name list of students, SSN’s and whether they are local or TDY for this course.





IAMA Manager






Administrator, Civilian Training POC
