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Foreword

In response to the 1989 Defense Management Report (DMR), and subsequently the 1990 Defense Acquisition Workforce Improvement Act (DAWIA), the Assistant Secretary of the Air Force for Acquisition (SAF/AQ) established a career development program for military and civilian personnel occupying acquisition-coded positions.  The program--the Acquisition Professional Development Program (APDP)--provides for the corporate management of the Air Force acquisition workforce and implements the framework for individual professional development based on education, training, and experience.        

This guide focuses on acquisition training and institutes the Air Force operating procedures used in the administration of Defense Acquisition University (DAU) training quotas.  We've written it for acquisition workforce members, their commanders, and functional and training managers with the specific intent of helping make sure the right person gets the right training at the right time and in a cost-effective manner.  

I sincerely hope you'll find this guide helpful in obtaining DAU acquisition training quotas and getting our workforce trained.  We'll update it periodically to accommodate procedural changes that even better meet mission needs.  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. Betty Shepard, email: Victoria.Mathewson@afpc.randolph.af.mil.

JAY 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.  The APDP was established by the Assistant Secretary of the Air Force for Acquisition in response to the 1989 Defense Management Report (DMR) and subsequently the 1990 Defense Acquisition Workforce Improvement Act (DAWIA). 

A. PURPOSE

DoD 5000.58, "Defense Acquisition Education, Training and Career Development Program," Nov 95 established specific standards 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 located in the DAU catalogue, Appendix B 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. 

B. MEMBERS OF APDP WORKFORCE

The APDP covers all members occupying acquisition-coded positions.   There are approximately 28,000 Air Force acquisition positions for which education, training and experience standards have been developed and applied.  An acquisition position must comply with Redefined Acquisition and Technology Workforce (RAWF) guidance and (1) meet the criteria established in DoD 5000.58,  (2) have duties which are over 50 percent acquisition-related, and (3) have the appropriate acquisition code in the Air Force military manpower system or in the Air Force civilian personnel system.

C. RELATIONSHIPS OF PLAYERS
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The graphic above shows the relationships of those responsible for implementing the requirements of the DAWIA.    

D. RESPONSIBILITIES

Under Secretary of Defense (Acquisition, Technology & Logistics) (USD(AT&L))

is responsible for all matters relating to Department of Defense (DoD) 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(AT&L) is the senior official responsible for implementing DAWIA. 
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.

The Defense Acquisition University (DAU) 

is responsible for consolidating and integrating education and training for the defense acquisition workforce.  DAU schools provide more than 85 acquisition courses to entry, intermediate, and senior level civilian and military personnel to help them attain certification in one or more of the defense acquisition career fields.  

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(AT&L) and chaired by a senior functional appointed by the USD(AT&L).  Other membership includes senior functionals from the Services and Defense Agencies.

Air Force Director of Acquisition Career Management (DACM) 

is responsible for (1) administering the policies in DoD 5000.58, (2) ensuring that acquisition workforce personnel are trained and qualified for their current acquisition assignments, (3) preparing them for more senior acquisition positions, and (4) cross-training 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(AT&L), and the President of the DAU. 
Acquisition Professional Development Council (APDC) 

is the senior level steering group that oversees and guides the Acquisition Professional Development Program (APDP), which provides the appropriate education, training, and experience to ensure that qualified personnel are available and selected to fill acquisition positions. 
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 DAU, policymaking and implementation, budget development and management, requirements determination, quota allocation, and student selection.  AFATO goals are to get the right student to the right training at the right time and in a cost effective manner. 
Acquisition Training and Functional Managers 

are responsible for administering the APDP training and certification program for their respective organizations. They are recognized as the local experts on APDP and acquisition training.  These responsibilities include: identifying acquisition training requirements; helping to ensure personnel training histories are updated; and issuing acquisition certifications when appropriate. 

Commanders and Supervisors of Acquisition Workforce Members 

are responsible for (1) ensuring their staff members are properly qualified for the assigned acquisition position, and (2) assigning them to attend DAU courses which will help meet mission needs and provide career development opportunities. They are also responsible for approving their staff member’s individual development plan, which outlines the employee's education, training, and experience needs for orderly progression in the acquisition career field. 
Acquisition Workforce Members 

are responsible for understanding all aspects of the APDP and ensuring that they meet the requirements of their acquisition positions.  Acquisition workforce members are also responsible for developing an individual development plan which outlines their education, training, and experience needs for orderly progression in the acquisition career field and tracks the fulfillment of those needs. In addition, acquisition workforce members are responsible for obtaining supervisory approval to attend DAU training prior to applying for the class.

E. SYSTEMS

Apply for DAU Training - ACQ Now:  

Internet based DAU registration system that interfaces with the Army Training Requirements and Resources System (ATRRS) and is used to register AF students for DAU classes. (https://www.atrrs.army.mil/channels/acqnow/default.asp)
 Acquisition Career Management System (ACMS):  

Air Force web-based system of all acquisition personnel, which is used to determine students’ certification, acquisition training records, and position information (see https://acms.afpc.randolph.af.mil).
Data-On-Demand:  

Air Force web-based tool providing acquisition training metrics, class rosters, vacancies, and schedule of classes to the field worldwide (see http://www.afato.af.pentagon.mil).  This system will eventually be integrated into ACQ Now.
 Army Training Requirements and Resources System (ATRRS):  

Army training management system used by DAU to store registration records for all students applying for DAU classes.
 Operational Support System (OSS):  

DAU’s web-based Virtual Campus for delivering on-line courses to students (see https://dau.fedworld.gov).

II. COURSE MANAGEMENT

A. REQUIREMENTS and quotas

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.  It is the Commander’s, Supervisor’s, and student’s responsibility to identify all acquisition training requirements for their organization for the next fiscal year and forward them in the requested format to the MAJCOM level.  MAJCOMs, in turn, are responsible for consolidating and forwarding requirements to the AFATO 

The requirements submitted to the AFATO are used by DAU to plan the training schedule and to establish budget priorities in future defense spending bills. When determining acquisition training requirements, please refer to the mandatory and desired training requirements for certification in acquisition career fields as annotated in Appendix B of the Defense Acquisition University (DAU) Catalog.   See chapter 4 of the DAU Catalog for Course descriptions

 HYPERLINK "http://www.dau.mil/catalog/catalog.htm" 
 and prerequisites..  When considering training requirements, remember that prerequisite courses are mandatory and courses must be attended in the order listed (see Section II, paragraph C).  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 F). AFATO analyzes the identified training requirements and determines reasonableness based on current utilization rate, historical trends, size of the workforce, and upcoming workforce issues.  Air Force acquisition training requirements are then consolidated and forwarded to DAU for scheduling by the schools.  

Caution:  Since DAU holds the component DACMs responsible for filling allocated quotas, it is critical that requirements are accurately identified.   Course utilization rates impact your ability to obtain quotas in future years.  In addition, it is incumbent upon the acquisition training manager to notify AFATO whenever changes to training requirements occur.

Quota Allocation: 

DAU uses prior utilization rates to determine the number of training quotas to allocate to Services for courses offered.   The Air Force quotas provided by DAU support the needs of the entire Air Force community.  The Air Force’s “open allocation” process provides every Air Force unit and member 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.  

AFATO will monitor courses with AF utilization rates less than 95% and  report organizations’ utilization rates for these courses in quarterly reports to SAF/AQ and the APDC.  Organizations utilization rates will be based on organizations requirements identified during the annual DAU data call and organizations will be held accountable for filling requested training.  

Students and training/functional managers should use the class schedules and rosters posted on the Data-on-Demand web site 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 daily basis.  When entering an application in ACQ Now, if the location selected is not the one determined by the system to be the most cost effective, the applicant will be required to enter a justification, as part of the application, for selection of the less cost effective location.

NOTE:  Organizations should closely monitor the availability of on-site and regional class offerings to minimize expenses associated with class attendance in resident mode.  Students should be sent to the most cost-effective training location whenever possible, e.g., local students should attend on-site classes whenever possible. 

Utilization of Non-Air Force Qutoas: 

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.  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.  If Air Force quotas are available, applications for non-Air Force quotas will only be considered if 

(1) there are extenuating circumstances for a priority 1 student that justify why the student cannot attend an Air Force class, or 

(2) the class is in the student’s local area, or 

(3) the class is being unit funded.   

All applications are critically reviewed in regards to funding and support (i.e. administrative and logistical) limitations.  At the 45-day window, any unused quotas in a class are subject to fill by other Services.  Students who are on wait status will be notified via email by ACQ Now if their wait rolls into a firm reservation.  ACQ Now will also notify their supervisor and their DAU MAJCOM Training Manager by email. If a unit funded or local student on wait status for a non-Air Force quota rolls into a reservation, no further action is required by the AFATO.  Local and unit funded 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.  ACQ Now automatically cancels all TDY waits 14 days prior to class start date.

Hosting On-Site Classes: 

Organizations desiring to host an on-site class need to identify their requirement during the annual data call (see paragraph IIA above ).   On-site classes hosted at a DAU school location (WPAFB, LA AFB) will be the responsibility of DAU. Organizations hosting on-site classes are responsible for ensuring:
a. Classroom facilities are available to accommodate the size of the class.

b. Required computers, electronic equipment and other classroom aids are available (see Appendix A, On-Site Requirements List).

c. Transportation is available:


(a)  Between airport and base


(b)  Between lodging and classroom


(c)  Between classroom/lodging and eating facilities
d. Billeting within per diem rate is available, either on base, contract quarters, or in local area.

e. Accommodations are provided for students with special needs, e.g., interpreters for hearing impaired students, by coordinating with the school.

f. Reporting instructions are provided to AFATO to post on their web site at least 45 calendar days prior to class start date and include the following information:

 (a) Transportation available to and from airport such as an airport shuttle, base taxi, etc.  Directions from the airport to the base and to the classroom facility for students with rental cars.

 (b) Lodging information such as phone number and location of base VOQ, BOQ and BEQ, names and phone numbers of contract quarters, and names and phone number of local hotels and motels convenient to base.

(c) Classroom information to include building, room, designated parking area, hours of instruction, required class materials, dress attire, etc.

 (d) Suggested eating facilities on and off base.

 (e) Name, email address, and phone numbers (DSN and commercial) for on-site point of contact.

(f) Any other helpful information such as area or base maps.

Out-of-Cycle Classes: 

A request to host an on-site class that wasn’t identified during the annual requirements call is considered as an out-of-cycle class.  There is no guarantee that DAU will be able to accommodate requests for out-of-cycle 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 organization needs to complete the form letter at Appendix B and forward it to AFATO for coordination with DAU and the school.   The training manager is responsible for ensuring the desired student applications are entered via ACQ Now for enrollment in an out-of-cycle class.   Students are responsible for forwarding their graduation certificates to their local training/personnel office for updating their records.
B. TRAINING PRIORITIES.  

Because of DAWIA certification requirements, DAU training priorities are determined by an individual’s current position’s acquisition coding.  If position coding changes more than 14 days before entering a DAU class, the training manager may contact AFATO at afato@afpc.randolph.af.mil and request a change in the student’s priority.

Priority 1:  Employees who occupy acquisition-coded positions for which the training is established as mandatory by DoD 5000.58 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.  AFATO will not fund the associated TDY costs for employees in this category, i.e., the costs are unit funded. These training applications will be processed but if approved the confirmation for a firm reservation normally won’t occur until at least 60 days before class start. 

C.  COURSE PREREQUISITES 

The USD (AT&L) has signed a policy authorizing DAU to enforce course prerequisites for its courses and establish procedures for implementation.  Effective 1 October 1999, DAU will enforce course prerequisites by testing students in attendance the first day of class, who are not listed on the official 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.  The testing policy only applies to traditional classroom environment, i.e., resident, on-site, and satellite courses, and does not apply to DAU distance-learning courses.  

SAF/AQ has reinforced the value of prerequisites with its 21 March 2001 Policy Memorandum.  

Sequence of Courses: 

DAU provides a highly structured sequence of courses needed to meet the mandatory and desired training standards established in DoD 5000.58.  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 may be processed by AFATO prior to a student successfully completing the prerequisite course, but there should be a specific reason for doing this and it should be explained in the COMMENTS block of the application page when applying for the particular class.   When the prerequisite course is a web or hybrid course, only extenuating circumstances will be addressed and these exceptions will be handled on a case-by-case basis due to the difficulties in projecting completion dates for these courses.
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’ certification 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 Chapter 4 of the DAU Catalog.  Equivalent courses offered by other DoD schools, which meet DAU course requirements are listed in Appendix D of the DAU Catalog.  Effective 19 June 01 the only exception to the above will be when a student is pursuing a higher level certification for a functional area in which they are already hold a lower level certification.  In this case, the student will only have to take those courses that are prerequisites to the higher level courses required for certification. For example, if a level III prerequisite course is ACQ 201, then ACQ 201 must be completed, but ACQ 101 is not needed.  In other words, a prerequisite to a prerequisite is not a requirement.  This should be explained in the COMMENTS section of the ACQ Now application page when a student is applying for a particular class.
 Fulfillment Program: 

Effective 8 Apr 99, the USD(AT&L) 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 they 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 Fulfillment Program does not pertain to web or hybrid courses.  Procedures to request, review, and approve fulfillment actions are at the following web site: http://www.dau.mil/career/files/fulfil99.pdf.
D.  SERVICE COMMITMENTS

Active Duty Service Commitment (ADSC): 

Attending a DAU course may result in a military Active Duty Service Commitment (ADSC).  An ADSC is a period of active duty a member must serve before becoming eligible for voluntary separation or retirement.  In accordance with AFI 36-2107 (http://afpubs.hq.af.mil/pubs/publist.asp?puborg=AF&series=36), there is no ADSC for military personnel who attend any DAU training course less than 20 weeks duration.   In addition, no ADSC is incurred when an individual enrolls in any DAU web-based course.  When the ADSC is applicable, an Air Force Form 63 must be completed and processed by the military personnel flight prior to requesting a fund cite from the Accounting Liaison Office (ALO), 12CPTS/FMFL, Randolph AFB, TX.  

Continuing Service Agreement (CSA): 

In accordance with AFI 36-401 (http://afpubs.hq.af.mil/pubs/publist.asp?puborg=AF&series=36), Chapter 4, any civilian that attends a course over 80 hours in duration is required to sign a Continuing Service Agreement (CSA).  Employees must sign a CSA before commencement of training.  The period of obligation begins the first workday after the training ends and is at least three times the length of training.  Please see the training manager at your base for implementation policies for CSAs at your location.
E.  REGISTRATION PROCESS

The acquisition workforce member and his/her supervisor are responsible for initiating a DAU training request/application.  AFATO and designated training managers in the assist students in the application process.  Individuals submitting applications for DAU training and training managers assisting them, should ensure the individual meets the minimum requirements for the course, including eligibility under the mandatory acquisition training priorities and completion of course prerequisites (see Section II, paragraph C).  A student application checklist (Appendix C) guides applicants, acquisition training and functional managers through the process of submitting student applications for DAU courses.  When a training manager is transferring their responsibilities to a new training manager, the old manager should notify AFATO at afato@apfc.randolph.af.mil with the new training managers contact information as soon as possible.  This will allow the new manager to have accounts established by the responsibility transfer date and ensure students do not suffer from lack of training manager support.

Enrollment in DAU Resident Classes: 

Students and training managers should reference ACQ Now or Data-on-Demand for the latest DAU Course Schedule and to determine availability of AF quotas.  To help ensure training requirements are met, a primary and alternate availability dates must be identified for all resident classes when applying for a DAU class in ACQ Now.   In addition, any extenuating circumstances or student information not found in records should be annotated in the ‘COMMENTS’ section of the application.  If the location selected is not determined by the system to be the most cost effective location, the student will be required to enter a justification for this location in the comments block.   Once a student receives confirmation that they are registered for a resident class, they should access the AFATO web site for the latest procedures on the centralized travel funding process.  Schools should provide reporting instructions with class start/end dates, building/room number, etc.  In addition to this, students and training managers can check the following AFATO web site for posted reporting instructions.  Students may also contact the school for administrative details such as lodging if it is not provided via the school or AFATO web site reporting instructions.  Contact your local acquisition training managers for additional information on local course registration procedures.  It is imperative applications are timely since schools release welcome letters and preparatory material 30 days prior to class start date.
Reservations for ACQ 4XX, PMT 302, PMT 303A&B, and PMT 305 are handled separated, and thus should not be requested by students or training managers via ACQ Now.  Students wanting to apply for the PMT 302 should contact Maj. John Herbert, SAF/AQXD, DSN 425-7131 for further information.  Students interested in applying for ACQ 4XX, PMT 303, and PMT 305 should contact Ms. Mandy Edwards, SAF/AQXD, DSN 425-7135.  Cancellation requests for these courses must also be routed through Maj. Herbert or Ms. Edwards prior to processing by AFATO.

Enrollment in DAU Web-Based Courses: 

Many courses are now being offered on-line.  Acquisition personnel are encouraged to enroll in these DAU distance-learning courses and may complete them during work hours.   Once a student’s ACQ Now application is approved by AFATO and a reservation is obtained, the information will flow to the Operational Support System (OSS), create a student account if one does not already exist, and enroll the student in the course.  These actions will trigger emails from the OSS to the student with the OSS username, password, and a “welcome to the course” email telling the student how to logon and access the course materials.  Student’s enrollment status can be monitored through ACQ Now or Data on Demand.  If there are problems with OSS, please contact the OSS Helpdesk at 1-888-432-8218.   
Enrollment in Hybrid Courses: 

Hybrid courses are composed of two parts, typically a web based part followed by a resident part.  Typically the resident part of the course must be started within 62 days of scheduled completion date of the web portion or the web portion must be retaken.  Registration for hybrids is done through ACQ Now by applying for the resident part of the course.  When the student receives a reservation in the resident part (Part B) of the course, the ACQ Now will automatically reserve a seat in the appropriate web part (Part A) of the course (typically begins 75 days before the start of the resident part of the course). When scheduled to take the web part of the course, the OSS will send the student and supervisor the same emails as for web based courses.  Status of enrollment can be monitored through the ACQ Now or Data on Demand systems.
Course Attendance: 

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

Bumping Protection: 

An individual with a confirmed reservation is “protected” and will not be displaced by the AFATO (canceling students is a separate issue addressed below) unless requested by the Air Staff Functional Manager or acquisition training manager for the bumped student.  Air Staff Functional Manager or acquisition training manager override requests will be handled on a case-by-case basis in order to minimize the impact to the bumped student.  It is incumbent upon the organization to submit their highest and most qualified candidates first to ensure they secure seats in the course when needed.
Wait List: 

a. Resident Courses:

To help ensure training requirements are met, a primary class and alternate availability dates must be entered for all resident classes.   If there are no seats available in either the primary class or within the alternate availability dates, then the student is placed on a wait list for their primary choice only.  Wait-listed students will be considered for available quotas resulting from student cancellations based on priority and date of application.  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:  It is the student’s and training manager’s responsibility to monitor waitlisted students.  If a student “rolls into” a reservation from a wait, the student should initiate travel orders, if DAU funded, more than 14 days before the class start date.  If a wait-listed student converts to a confirmed reservation, the student is expected to attend the training and the cancellation procedures in paragraph E 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, all TDY waits are cancelled 14 days prior to class start date.  Wait-listed candidates who do not get a firm reservation before class start date need to submit a new application for alternative classes. 

b. Web-Based Courses:

For academic reasons, DAU may limit the number of students concurrently enrolled for a course even though it is taken over the Internet. The number of students allowed varies for different courses and is dependent on the nature of assignments and the interaction required between instructors and students. For example, ACQ 101 allows between 75 to 150 students per instructor; BCF 102 allows 60 students but the Air Force is allocated only a portion of the slots; LOG 101 allows 350.  (Each course can have a different number of instructors available.) Therefore, a wait list will occur if there are more students than can be accommodated by the available instructors.  For courses with a “rolling admission”, students will be enrolled into the class from the waitlist as another student vacates a seat in the class.  A student's position on the waitlist is determined by the application's enrollment authority approval date in OSS relative to other OSS application enrollment approval dates.  For courses with quotas assigned, such as BCF 102, when a section begins, students who are on the waitlist for that section are automatically cancelled and will need to submit a new application to be considered for other sections of the course.

If we experience a persistent and lengthy wait list, and DAU cannot assign more instructors, AFATO will give priority to acquisition-coded students that fall under the Defense Acquisition Workforce Improvement Act (DAWIA).  Substitution of a higher priority student for another within the same quota source will be done ONLY at the emailed request of the quota source manager for the students and will be a "by name" substitution.   
Cancellations, Substitutions, and No-Shows: 

NOTE: Two unexcused cancellations by a student in ACQ Now will lock them out of the system.

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 students cannot attend resident and on-site training classes, AFATO must be notified by email as soon as conflicts become evident.  In accordance with the joint SAF/AQ & HQ AFMC/CV Ltr, dtd 29 Aug 2000, workload requirements are not considered a valid reason for canceling training or not filling quotas.  Normal and anticipated workload requirements should be considered prior to requesting training and should therefore not be a factor in releasing personnel as the training date approaches.  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.  “Swapping” two students with reservations in different classes will be considered cancellations and submission of new applications will be required.  The cancellation policies described herein will apply.  Data-on-Demand provides up-to-date statistics on student cancellations and substitutions.

 Whenever possible, a student, preferably of equal or higher priority, should be offered as a substitute for a cancelled student.  However, AFATO reserves the right to offer the cancelled quota to another qualified nominee on the wait list.  The requested substitution will be processed unless there is a higher priority 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.  Normally, no changes are made to class rosters within 14 days of class start date.  However, a unit funded student may be substituted in ACQ Now within the 14-day window since the Randolph Accounting Liaison Office (ALO) does not need to provide a fund cite for the student to go TDY.  The cancelled student will need to submit a no-show letter and the substituted student’s records update will be treated as a walk-in student in accordance with section II paragraph F below. If the substituted student does not attend the class, a no-show letter will be required for that student as well.  Students who do not complete the web portion of a hybrid course in the allotted time or cancel from either part of a hybrid course will have the cancellation procedures applied.  

The following cancellation procedures do not apply to the following courses:

PMT 302, Advanced Program Management Course

PMT 303, Executive Program Manager’s Course

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

ACQ 4XX, General Officer/ Flag Officer Courses

Rolling Admission Web Based Courses with no quotas, such as ACQ 101, IRM 101, and SAM 101

Students and/or acquisition training managers should contact the AFATO only after they have received written concurrence by the appropriate endorsing official as outlined below:

(1)  If more than 60 calendar days prior to CSD or prior to the start date for the web portion of a hybrid course:  Student’s supervisor

(2)  If 60 - 15 calendar days prior to CSD or prior to the cutoff for starting the web portion of a hybrid course:  Squadron Commander or Functional Division Chief (3-letter)

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 and student.  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)  If 14 - 0 calendar days prior to CSD or after the cutoff date to begin the web portion of a hybrid course (No-Shows):  Group Commander or Functional Directorate Chief (2-letter)

A student with a DAU course reservation that does not attend the course or who fails to notify AFATO and supporting organizations at least 14 days prior to CSD (or prior to the cutoff for starting the web portion of a hybrid course) is defined as a ‘No-Show.’  A copy of the written memorandum (see Appendix D) endorsed by the:  Group Commander or Functional Directorate Chief (2-letter) 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.

NOTE:  In accordance with the 29 Aug 00 letter from SAF/AQ and HQ AFMC/CV, “Acquisition training is not an option – it is a must!  Approximately 50 percent of the acquisition workforce will be eligible to retire in the next few years.   It is our responsibility to ensure our people are trained to meet future workforce needs.  Normal workload requirements are not considered as a valid reason for not scheduling or for canceling people from training.”  

*General statements, such as personal issue, medical condition, etc, are not specific.  Without detailed explanations, a penalty will be assessed.

*Acknowledgement that this cancellation may result in a penalty

*Complete name and title of endorsing official

EXCEPTION:  No-shows due to separation from service, deployment, or medical reason(s) documented by a physician do not need to be endorsed by the Group Commander or Functional Directorate Chief (2-letter).  

AFATO reserves the right to request documentation for any cancellation at a later date (students and training managers should maintain documentation at the local level). 

As an incentive to preclude ‘no-shows’, the DAWIA coded individual’s pursuant reservation for the same course will be unit funded.  The penalty assessed on ‘no show’ students not assigned to a designated acquisition position, i.e., Priority 4 (unit funded) is no quota reservation or wait for 12 months from the CSD for the same course.  This penalty is automatically assessed unless supporting written documentation from the Group Commander or Functional Directorate Chief (2-letter) specifying the reason for no-show 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.  Data-on-Demand provides an up-to-date list of students currently on penalty at the following web site: http://www.afato.af.pentagon.mil/.

NOTE:  Organizations may request a 15-day extension to the 30-day requirement to submit written documentation by notifying AFATO of no-show no later than 30 days after CSD. 
Reporting Instructions and Billeting Arrangements: 

Students with a confirmed reservation to go TDY to training should refer to the following AFATO web site for resident and on-site reporting instructions:  

Students are responsible for making their own billeting arrangements.  Reporting instructions provide students with information such as class hours, airport shuttle service, directions to base from airport, directions to billeting, directions to classroom, appropriate dress attire, suggested places to eat, and recommended lodging facilities if billeting cannot provide accommodations.

a. DAU, Norfolk Campus (School 503)
The DAU, Norfolk Campus (School 503), is located on the Norfolk Naval Base at 1968 Gilbert Street, STE 660, Norfolk VA. However, all DAU Norfolk Campus resident classes are held at local (Chesapeake/Virginia Beach) hotels. None of the DAU Norfolk Campus resident classes are taught at government facilities/installations. Students scheduled to attend DAU Norfolk Campus resident classes should stay at the hotel in which the course is being taught and Item 11 on DD Form 1610 should reflect location of the hotel. To determine at which hotel the class is being held and to get the hotel’s commercial number to make your reservation, please refer to the Norfolk, VA Site schedule from the DAU Norfolk Campus site http://norfolkcampus.dau.mil/
b. Wright-Patterson AFB On-base Lodging

Wright-Patterson AFB on-base lodging rate for the Hope Hotel can range from $41 to $52 based on how a student coordinates travel arrangements.  If registering directly to the Hope Hotel, the rate is $52, however, if student goes through base lodging to coordinate arrangements, rate is $41.  To ensure the most cost-effective rate is received, DAU students need to coordinate arrangements through Wright-Patterson (WP) billeting at DSN 787-3810.  Furthermore, WP billeting officials recommend you specify that the class you are attending is DAU to ensure you get a reservation, otherwise they will assume your class is for the Air Force Institute of Technology (AFIT) and refer you elsewhere for lodging reservations.  For more information on per diem rates, please refer to the AFATO website, Financial Management procedures handbook.

F.   TYPES OF STUDENTS

Walk-In Students: 

A walk-in student is an individual who does not have a confirmed reservation and is not on the official class roster, but is qualified to fill a vacant seat in a local class.   All walk-in students must show documentation that supports their successful completion of course prerequisites to the instructor.  Students without proper documentation will be required to take a prerequisite test.  Walk-in students who do not answer at least 80 percent of the test questions correctly will be asked to leave.  Walk-in students are not allowed to attend TST 301, Advanced Test and Evaluation, or any other DAU course that requires pre-work prior to class attendance.  NOTE: AFATO is not in the practice of reimbursing TDY funds to those TDY walk-in students who do not coordinate with AFATO PRIOR to attending class.
Students with Special Needs: 

The student and training manager are responsible for identifying students with special needs on the application page via ACQ Now.  The type of disability, i.e., hearing impaired, vision impaired, etc. should be annotated in the ‘COMMENTS’ section of the application page when applying for the class in addition to selecting the TRICARE button in ACQ Now.  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.
Air Force Reserve Students: 

Annual training requirements for Individual Mobilization Augmentees (IMAs) should be identified and reported to Air Reserve Personnel Center (HQ ARPC/DPAT).  Training applications for IMA students should be processed through the student’s local training office within their respective MAJCOM.  Reservist’s priority will be determined by their position coding in accordance with guidelines specified in Section II, paragraph B.  Priority 4 reservists, who are approved for a class and require a TDY to attend, should check with the Air Reserve Personnel Center (HQ ARPC) for funding eligibility.
Annual training requirements for civilians assigned to the Air Force Reserve Center (AFRC) should be identified and reported to HQ AFRC/LGCP.  Training applications for HQ AFRC personnel to attend resident DAU courses should be initiated and processed by HQ AFRC/LGCP.  Their priority is determined in accordance with guidelines specified in Section II, paragraph B.

Air National Guard Students:  

Training applications for Air National Guard students should be processed the same as  for active duty Air Force personnel.  Their priority is determined in accordance with  guidelines specified in Section II, paragraph B.  

Foreign National/Military Students: 

Training applications for all foreign military students should be processed through the    Foreign Military Sales (FMS) office, Fort Monroe VA.  FMS point of contact is Arlene Anderson, DSN 680-3255, Commercial (757) 727-3255.  All foreign military students are a Priority 4 (unit funded) and they must meet course prerequisites.  Annual training requirements for foreign military students should also be identified and reported to FMS.  The appropriate Air Force training manager, e.g. HQ USAFE point of contact, should identify requirements and process training applications for any foreign national students (civilians) to attend DAU courses.
Contractors: 

Contractors are not eligible to use Air Force quotas to attend DAU resident classes.  They may, however, request resident training by contacting the DAU point of contact, Arthur McCormick, (703) 805-4498.   To enroll a contractor in a DAU on-line course, Industry and non-DOD students go to http://www.dau.mil/registrar/ind-app.htm. 

G.  TYPES OF TRAINING

 Assignment-Specific Courses: 

Assignment-specific 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 C provides a description of DAU assignment-specific courses and the audiences for which they are developed.  

Contracting Accessions Training: 

With the advent of ACQ Now, our new web-based student registration system, Copper Cap students can now schedule and apply for any DAU course themselves via the internet.  

Students should ensure they 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. The student can do this by making certain they:

a. Apply for CON 101 classes with vacant Air Force seats being conducted 90 to 180 days after the student reports for duty.  Availability and cost-effectiveness should determine class location.  

b. CON 104 should be scheduled similarly between 90 and 180 days after graduation from CON 101.

c. When submitting an application for a class via ACQ Now, the Copper Cap student should make sure to checkmark the “Copper Cap” box on the class application page.

Students whose training is delayed without a valid reason will be reported to SAF/AQC.

PMT 302, Advanced Program Management Course: 

NOTE:  In FY02 DAU plans to transform PMT 302 into two courses; PMT 352 and PMT 302N.  PMT 352 will become the Level III required course for Program Management certification.

The procedures for enrolling students in the Advanced Program Management Course (APMC) differ slightly from all other DAU sponsored courses (please note ACQ Now applications are not accepted for this course).  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 Maj. John Herbert, SAF/AQXD, DSN 425-7134 or visit the Advanced and Executive Program Management Courses website at http://www.safaq.hq.af.mil/acq_workf/apmc/ for further information. Cancellation requests for this course must also be submitted to the point of contact, Maj. John Herbert, SAF/AQXD, for endorsement prior to processing by AFATO.

TST 301, Advanced Test and Evaluation Course

TST 301 requires course pre-work prior to attending the resident portion of the course.  The Naval Center for Acquisition Training/Naval Postgraduate School (NCAT) provides the course pre-work at their web site.  Once a student has a confirmed reservation, the school notifies the student of the required course pre-work.  The required pre-work takes approximately 10 to 16 hours to complete and must be returned to the school no later than 10 calendar days before the class start date.  No applications to attend TST 301 are processed within 30days of class start date.  Walk-in students are not allowed to attend TST 301, Advanced Test and Evaluation.  

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.  A Priority 2 will be assigned to students seeking refresher training.  

Continuous Learning  (DAU 800-Series Courses and Other Training): 

In accordance with the USD (AT&L) policy on Continuous Learning (CL) (http://www.safaq.hq.af.mil/acq_workf/career_training/cldocuments.html), 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.  Normally, students seeking continuous learning are a Priority 3 category.  However, DAU does not fund travel and per diem for acquisition workforce members to attend continuous learning (800 series) courses, e.g., Selected Acquisition Report Review, BCF 802, and Contemporary Approaches to Acquisition Reform, CAR 805.
H. COURSE COMPLETION

DAU Grading Policy: 

The cumulative passing grade for DAU resident or hybrid courses is 80 percent.  The DAU faculty, education specialists, and instructional designers determine how the 80 percent passing grade is achieved.  The passing grade may be cumulative for the entire course or for an assessment segment of the course, i.e., an 80 percent passing grade on both a written assessment as well as an exercise assessment.  Students who fail to achieve an 80 percent passing grade may be sent back to their organization prior to completion of the course.  In addition, written notification will be sent to the student’s supervisor when a student fails a course.  The cumulative passing grade for web courses is 100 percent.  

Records Update: 

Once a student successfully completes a resident course, the school will update ATRRS, which in turn automatically updates ACQ Now with a graduation status.  Once  ACQ Now is updated, the AFATO will update military students’ Acquisition training area of the personnel record.  Since the implementation of MilPDS, all civilian students must have their training updated at their  servicing Civilian Personnel Office (CPO) until the modernized civilian personnel data system is in place and functional. 

For students who successfully complete a web-based course, DAU will mail a training certificate to the student within 60 days of course completion.  At this time web based students, walk-in students, and civilian students must have their training records updated at the local level.  Civilian students must provide a copy of their DAU training certificate to their local Civilian Personnel Flight (CPF) or Training and Education Office, which will update the student’s training record.  Local personnel flights are also responsible for correcting any training records with incorrect PDS codes.

III. FINANCIAL MANAGEMENT 

The procedures for obtaining and using centrally managed TDY Funds for DAU classes and policy information on special authorizations for rental cars can be accessed by visiting the Financial Management section under Funding and Orders of AFATO's website: http://www.safaq.hq.af.mil/acq_workf/training.  Click here to download the entire FM Procedures Handbook with attachments.

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. Betty Shepard, DSN 487-6580 Ext 3108, email: Betty.Shepard@afpc.randolph.af.mil.
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