Air Force Guidelines


Acquisition Career Management Mandatory Course Fulfillment Program


And Competency Standards





INTRODUCTION:





	Fiscal year 1999 National Defense Appropriations Act reinstates the previous course fulfillment program that ended 30 September 1997.  USD(A&T) has reinstated “Acquisition Career Management Mandatory Course Fulfillment and Competency Standards,” as ADS 99-03-GD, effective immediately.





PROCEDURES:





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 the 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.





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.





APPEALS:





	An employee may appeal a first-level disapproval of the self-assessment to a second level reviewing official.  The appellate process for second-level (final) reviews will be handled by the Air Force functional manager point of contact.  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.





CONCLUSION:





	The course fulfillment procedures outlined in this guide are intended to ensure that employees already in the workforce 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.
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