CERTIFICATION / FULLFILLMENT IMPLEMENTATION GUIDELINES

FOR THE SOUTHERN REGION

1.  References:

a. Army Acquisition Certification Policy dated 30 September 1999

b. Acquisition Career Field Certification Procedure


c.
Certifying Official Guideline


d.
Army Acquisition Workforce Fulfillment Instructions

2. All Requests for Certification/Fulfillment will be processed through the Acquisition Career Managers* (ACMs) to the Certifying Official.  For both Certification and Fulfillment, the employee must provide a complete package that includes the following documentation:

a. 
Acquisition Career Record Brief (ACRB)

b. 
DA Form 2302-R or resume for Certifications or DD Form 2518 with supporting documentation for Fulfillment as defined in the Fulfillment Instructions referenced above.  

c. Pre-addressed envelope of the organizational POC to expedite return.

3. For Certification purposes, the employee must complete Sections VI, VII, IX, X on the ACRB and sign and date it.  For Fulfillment, the employee must complete and sign the DD Form 2518 and Fulfillment Competency Checklist.

4. For Certification, the 1st Line Supervisor must initial next to the employee’s signature.  For Fulfillment, the 1st Line Supervisor must print his/her name and phone number and sign the DD Form 2518.  

5. The ACM will review the Certification Package for appropriate signatures and ensure that the employee meets the specific training, education and specialized experience for the Level and Position Category as identified in the appropriate DAU Catalog.  For current requirements check:  http://www.dau.mil/catalog/cat2002/AppendixB.pdf.  For Fulfillment, the ACM will determine the adequacy of the information, concur or non-concur with the request by completing Section II of DD Form 2518, and sign the form.  If additional information is required, the ACM will contact requesting individual.

6. If all aforementioned criteria are met, the ACM will endorse the Certification or Fulfillment Package as the Reviewer and forward to the appropriate Certifying Official.  The ACM will add the Certification Checklist with his/her recommendation to the Certification Package prior to forwarding to the Certifying Official.

7. Once the Certifying Official approves or disapproves the Certification or Fulfillment request, the package will be returned to the ACM.  The ACM will enter the certification in the CAPPMIS database prior to returning the signed package to the organizational POC via the pre-addressed envelope for dissemination to the requesting individual(s).  For Fulfillment, the ACM will update the ACRB.  The ACM will maintain a copy of the signed package. 

8. In the event of a disagreement between requesting individual, ACM and/or Certifying Official, issues will be directed to the Southern Region Director for Acquisition Career Management for an independent assessment.  Determination of the final disposition is the responsibility of the Functional Chief Representative.

*NOTE 1:
Except for PEO Tactical Missiles, the Organizational Acquisition POC will collect the Certification/Fulfillment request and provide to the ACM.  The Organizational Acquisition POC will also be the primary officer for all internal tracking and monitoring of Certification and Fulfillment.  

*NOTE 2:  For the list of Acquisition Career Managers, see

the AAC Homepage http://asc.army.mil or

the Southern/Western Region Homepage http://southernregion.redstone.army.mil/ 

*NOTE 3: 

	Career Managers
	Population Supported

	Acquisition Career Manager (ACM)
	A&TWF Members, GS-13 and below

	Functional Acquisition Specialist (FAS)
	A&TWF Members, GS-14 and above, CDGs


