INSTRUCTIONS FOR THE CODING OF

CIVILIAN ACQUISITION POSITIONS

Positions are identified as Army Acquisition Workforce (AAW) by the supervisor/manager and validated by the functional representative through a position description review.  Definitions:


Acquisition Positions. Positions within the DoD acquisition system, have acquisition duties and fall in an acquisition category established by the USD(A).  While most frequently located in organizations having an acquisition mission, acquisition positions are also located in management headquarters organizations, management headquarters support organizations and other organizations.


Army Acquisition Workforce (AAW).  The personnel component of the acquisition system encompassing GS-5 thru SES (or pay band equivalent).  The acquisition workforce includes permanent civilian employees who occupy acquisition positions, who are members of an Acquisition Corps, or who are in acquisition development programs.


Army Acquisition Corps (AAC).  A subset of a DoD component’s acquisition workforce, composed of selected civilian personnel in grades GS-14 (or pay band equivalent) and above, who are acquisition professionals.  There is one Acquisition Corps for each Military Department and one for all other DoD Components.  Membership in the Army Acquisition Corps is by invitation of the Director, Acquisition Career Management (DACM) or by open announcement.


Critical Acquisition Positions (CAPs).  Those acquisition positions, GS-14 and above (or pay band equivalent) carrying significant responsibility, primarily involving supervisory or management duties, in the DoD acquisition system.  Those positions are designated by the Secretary of Defense, based on the recommendations of the DoD Component Acquisition Executives, and include any acquisition position required to be filled by a member of the AAC.  Also specifically includes all Program Executive Officers (PEOs), the Deputy PEOs, Program/Project/Product Managers (PMs) and Deputy PMs for major defense acquisition programs, and the PMs of significant non-major programs.

The authority for designation of CAPs resides exclusively with the Director, Acquisition Career Management as delegated by the Army acquisition Executive.  Criteria for use in identifying critical acquisition positions and the process to follow in making this identification are found at Attachments 1 and 2.  The process to follow for determining positions to be designated for central management is at Attachment 3.

Upon identification of an acquisition position, an Acquisition Workforce Position Coding Worksheet is completed and submitted to the servicing Civilian Personnel Advisory Center (CPAC) staffing representative.  CPAC will forward the request to the Civilian Personnel Operation Center (CPOC) for loading into the Automated Civilian Personnel Employment Record System (ACPERS).


Worksheet Coding

(2) Acquisition Position:  Yes or No

(3) Previously Designated Critical Acquisition Position:  Yes or No

(4) Acquisition Position Category (APC):
	A
	Program Management

	C
	Contracting

	D
	Industrial Property Management

	E
	Purchasing

	H
	Manufacturing, Production & Quality Assurance

	K
	Business Cost Estimating & Financial Management

	L
	Logistics

	R
	Communications, Computer Systems

	S
	Systems Planning, Research, Development & Engineering

	T
	Test & Evaluation


(5) Acquisition Career Level (APL) Required:


Level I 
GS-5-8


Level II
GS-9-12


Level III
GS-13 & above

(6) Acquisition Position Type:

	1
	Critical position, GS-14 & above (or equivalent), not the head of a division; example: would include Deputy PEOs and Deputy PMs of an ACAT I and ACAT II program; would not include a deputy to the chief of Operational Testing.

	
	

	2
	Critical positions GS-14 (or equivalent) and above and is a division head.

	
	

	3
	Developmental position, not a CAP.

	
	

	4
	Acquisition position, not a CAP, not a developmental position.

	
	

	5
	CAP and developmental position.


(7) Acquisition Career Specialty -Primary:  These codes are used to indicate the primary orientation of the duties of the position with regard to the contracting process.

	1
	Primary pre-award oriented

	2
	Primary post-award oriented

	3
	Primarily oriented to cost & price analysis

	4
	Both pre-award and post-award oriented

	5
	Primarily post, station, installation (base oriented)

	8
	None of the above

	9
	Unknown


(8) Acquisition Career Specialty – Secondary:  Used to indicate an additional secondary focus of positions with duties that involve the contracting process.

	1
	Involved in acquisition of information systems (ADPS)

	2
	Assigned to a major system acquisition (ACAT I or II), including positions that are primarily dedicated (50% or more of work time) to one or more major system acquisitions

	3
	Both 1 and 2

	4
	None of the above

	9
	Unknown


(9) Acquisition Program Indicator (API):

	
	Blank

	1
	Incumbent is an ACAT I PM or DPM

	2
	Incumbent is an ACAT II PM or DPM

	9
	Incumbent is an ACAT III PM or DPM


(10) Acquisition Special Assignment:

	A
	PEO

	B
	PM

	C
	DPM

	
	Leave blank if none of the above apply


(11)  Position Description Number:   Self-explanatory.

(12)  Number of Positions:  Self-explanatory.

NOTE:  All job descriptions for critical acquisition positions must contain the following statement:


“This is a Critical Acquisition Position.  Unless specifically waived by the appropriate Army official, (i.e., the Director of Acquisition Career Management, the Army Acquisition Executive, or the Secretary of the Army) or if the employee is “grandfathered” under 10 U.S.C. 1736©(1), the following are statutory mandated requirements (Reference: 10 U.S.C. 1733 and 1737):

(1) Selectee must be a member of an Acquisition Corps at the time of appointment;

(2) Selectee must execute as a condition or appointment,  a written agreement to remain in Federal service in this position for at least 3 years.  In signing such agreement, the employee does not forefit any employment rights, not does such agreement alter any other terms or conditions of employment.”

Employees assigned to acquisition workforce positions must meet Defense Acquisition Workforce Improvement Act (DAWIA) certification requirements of education, experience and training requirements within 18 months of assignment to an acquisition position.  Employees hired into CAPs must meet requirements DAWIA requirements for Army Acquisition Corps (AAC) membership before being placed into the position.  

References:


Defense Acquisition Workforce Improvement Act, Public Law 101-501
DoD 5000.52

DoD 5000.52M

DoD 5000.55

DoD 5000.58

