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	Introduction


	


	The Acquisition Intern Program (AIP) is a centrally managed and funded program that provides highly qualified and talented entry-level college graduates an opportunity for rapid advancement, systematic development, career broadening assignments and graduate education to prepare them for careers in the Department of the Navy Acquisition Workforce.  The AIP is a fast track, intensive, high profile developmental program mandated by DAWIA legislation and implemented through the Assistant Secretary of the Navy (RD&A) by SECNAVINST 5300.36 of 31 May 1996. The Naval Center for Acquisition Professional Development (NCAWPD) coordinates directly with the Office of the Director, Acquisition Workforce Career Management (DACM), Office of the Assistant Secretary of the Navy (Research, Development and Acquisition) who is responsible for ensuring the Department of the Navy (DON) Acquisition Workforce Program (AWP) is effectively developed, implemented, and managed.  It is managed from the Department of the Navy (DON) NCAWPD located in Mechanicsburg, Pennsylvania.

This manual is designed to provide all those responsible for the implementation of the AIP a guide to their roles and responsibilities and was written to comply with the requirements of SECNAVINST 5300.36. However, it is just that - a guide. The contents are based on sources that contain more detailed information, and those sources, rather than this manual, are the governing rules and regulations.  Users are encouraged to provide comments to the NCAWPD.

	
	


	AIP Overview



	Description
	AIP was established on October 1, 1992 by the Defense Acquisition Workforce Improvement Act (DAWIA), Title 10 U.S.C. 1701-1764 and built upon earlier career development programs dating back to 1974.  The purpose is to develop highly skilled professionals to meet projected DON acquisition workforce requirements.  However, the ultimate focus is to provide a cadre of candidates for filling future Acquisition Professional Community (APC) positions.  The AIP is a centrally managed and funded program that provides highly qualified and talented entry-level college graduates an opportunity for rapid advancement, regular promotions, systematic development, career broadening assignments and graduate education to prepare them for careers in the Acquisition Workforce.

	
	

	
	

	Elements
	SYMBOL 183 \f "Symbol" \s 10 \h
Three year intern program with a specific target position in the Acquisition Workforce.

	
	

	
	

	
	SYMBOL 183 \f "Symbol" \s 10 \h
Intern is an employee of NCAWPD and assigned to a Command - a specific acquisition organization designated as a Homeport for an intern at which the intern's target position is usually located.

	
	

	
	

	
	SYMBOL 183 \f "Symbol" \s 10 \h
Entry is GS-7.

	
	

	
	SYMBOL 183 \f "Symbol" \s 10 \h
Program target position is full performance level GS-12 or equivalent.

	
	

	
	SYMBOL 183 \f "Symbol" \s 10 \h
Level 1 and Level 2 of the Acquisition Workforce Program (AWP) certification upon completion of internship

	
	

	
	SYMBOL 183 \f "Symbol" \s 10 \h
Structured, systematic career development through a Master Development Plan (MDP) in each career field

	
	

	
	SYMBOL 183 \f "Symbol" \s 10 \h
The current career fields are:

	
	

	
	

	
	SYMBOL 250 \f "Wingdings"
Life Cycle Logistics

	
	

	
	SYMBOL 250 \f "Wingdings"
Contracting

	
	

	
	SYMBOL 250 \f "Wingdings"
Systems Planning, Research, Development and Engineering

	
	

	
	

	
	SYMBOL 250 \f "Wingdings"
Information Technology

	
	

	
	


	AIP Overview, Continued


	Elements Continued
	SYMBOL 250 \f "Wingdings"
Business, Cost Estimating and Financial Management

	
	

	
	

	
	SYMBOL 250 \f "Wingdings"
Manufacturing, Production and Quality Assurance

	
	

	
	SYMBOL 250 \f "Wingdings"
Test and Evaluation Engineering

	
	

	
	

	
	SYMBOL 250 \f "Wingdings"
Facilities Engineering

	
	

	
	

	Key 

Personnel
	SYMBOL 183 \f "Symbol" \s 10 \h
Command Functional Representative - the individual at a Systems Command who is assigned to represent the Command's career field for overall policy and serve on the DON career field functional board. 

	
	

	
	

	
	SYMBOL 183 \f "Symbol" \s 10 \h
NCAWPD Staff Professional - Those who oversee the implementation of the AIP. 

	
	



	
	

	
	SYMBOL 183 \f "Symbol" \s 10 \h
Career-Field Manager  - the individual accountable for the content of the intern's career field development at a Command/Activity. 

	
	



	
	

	
	SYMBOL 183 \f "Symbol" \s 10 \h
Intern Counselor   - the individual at a Command who may be delegated elements of an intern's development program by a Career-Field Manager. 

	
	

	
	SYMBOL 183 \f "Symbol" \s 10 \h
Homeport Supervisor  - the individual to whom an intern reports at the Command where the target position is located. 

	
	



	
	

	
	SYMBOL 183 \f "Symbol" \s 10 \h
Rotational Assignment Supervisor - the individual to whom an intern reports when on an assignment other than with the Homeport Supervisor. 

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	



	Naval Center for Acquisition Workforce Professional Development



	Mission
	To provide a career management capability to ensure that a cadre of highly skilled acquisition professionals receive the necessary education, training and career development experiences to effectively support Navy and Marine Corps operating forces.

	
	

	
	

	Vision
	SYMBOL 183 \f "Symbol" \s 10 \h
Prepare for future needs of DON Acquisition Workforce through recruitment, training and retention of high caliber, entry-level college graduates.

	
	

	
	SYMBOL 183 \f "Symbol" \s 10 \h
Ensure equity and efficiency in the enrollment of DON personnel in critical education and training courses mandated by the Defense Acquisition Workforce Improvement Act (DAWIA), Title 10 U.S.C. 1701- 1764 and associated DON regulations.

	
	

	
	

	
	SYMBOL 183 \f "Symbol" \s 10 \h
Provide a full array of professional career management services in support of DON, Assistant Secretary of the Navy for Research Development and Acquisition (ASN(RD&A)), Director Acquisition Career Management (DACM) responsibilities.

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	Organization
	SYMBOL 183 \f "Symbol" \s 10 \h
The NCAWPD staff coordinates intern recruitment, career development and final placement.

	
	


	AIP Responsible Officials

	
	

	


	Command Functional Representative



	Definition
	Each Systems Command (SYSCOM) or major claimant provides a representative 
for each career field in the Command.

	
	

	
	

	Role
	Command Functional Representative is accountable for:

	
	

	
	SYMBOL 183 \f "Symbol" \s 10 \h
serving on the appropriate DON career field functional board to establish and keep current MDP requirements

	
	

	
	

	
	SYMBOL 183 \f "Symbol" \s 10 \h
advising NCAWPD on Command career field

	
	

	
	SYMBOL 183 \f "Symbol" \s 10 \h
resolving intern placement problems

	
	

	
	SYMBOL 183 \f "Symbol" \s 10 \h
monitoring AIP results

	
	

	
	

	
	

	
	


































































	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	



	


	
	




	
	

	
	

	
	



	

	

	
	

	
	



	
	

	
	

	
	

	
	







	
	

	
	

	
	

	
	

	
	

	
	

	
	

	


	

	

	
	






	
	

	
	

	
	







	
	

	
	

	
	


	
	

	
	

	
	


	
	

	
	

	
	

	
	

	
	

	
	


	


	NCAWPD  Professional Staff

	
	

	Definition
	SYMBOL 183 \f "Symbol" \s 10 \h
The intern is an employee of NCAWPD during the AIP but hosted by a specific Command.

	
	

	
	

	
	SYMBOL 183 \f "Symbol" \s 10 \h
Each intern is assigned to a NCAWPD team. The Program Manager of the team serves as the intern's advisor while in the program.

	
	

	
	

	
	

	Role
	The NCAWPD professional staff is accountable for ensuring the quality, timeliness and implementation of the intern's program by:

	
	

	
	SYMBOL 183 \f "Symbol" \s 10 \h
determining candidate qualifications and AIP eligibility

	
	

	
	SYMBOL 183 \f "Symbol" \s 10 \h
notifying candidates of acceptance into AIP

	
	

	
	SYMBOL 183 \f "Symbol" \s 10 \h
setting intern pay

	
	

	
	SYMBOL 183 \f "Symbol" \s 10 \h
reviewing and approving the intern's Individual Development Plan (IDP)

	
	

	
	SYMBOL 183 \f "Symbol" \s 10 \h
reviewing progress reports / performance appraisals submitted by the intern's Homeport Supervisor

	
	


	NCAWPD Professional Staff, Continued


	Role Continued
	

	
	SYMBOL 183 \f "Symbol" \s 10 \h
reviewing rotational assignment plans

	

	
	SYMBOL 183 \f "Symbol" \s 10 \h
reviewing senior project proposals

	
	

	
	SYMBOL 183 \f "Symbol" \s 10 \h
administrative functions such as:

	
	

	
	SYMBOL 250 \f "Wingdings"
pay / time and attendance

	
	

	
	SYMBOL 250 \f "Wingdings"
travel

	
	

	
	

	
	SYMBOL 250 \f "Wingdings"
tuition (initial endorsement)

	
	

	
	SYMBOL 250 \f "Wingdings"
other services as required

	
	

	
	SYMBOL 250 \f "Wingdings"
initiating intern promotion requests

	
	

	
	

	
	

	
	

	
	SYMBOL 250 \f "Wingdings"
initiating intern graduation

	
	

	
	SYMBOL 250 \f "Wingdings"
monitoring intern progress, conduct and performance

	
	


	


	Role Continued
	SYMBOL 250 \f "Wingdings"
reviewing completion of any required senior project

	
	

	
	SYMBOL 250 \f "Wingdings"
serving as the Defense Acquisition University (DAU) Training Representative for the AIP

	
	

	
	SYMBOL 250 \f "Wingdings"
manage intern security clearance

	
	

	* See Appendix for Relationship Flow Chart

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	


	Career Field Manager



	Definition
	A Career-Field Manager:

	
	

	
	SYMBOL 183 \f "Symbol" \s 10 \h
is responsible for the content of the intern's development program and fulfillment.

	
	

	
	SYMBOL 183 \f "Symbol" \s 10 \h
is a senior career field civilian, Level III certified in the intern’s assigned career field

	
	

	
	SYMBOL 183 \f "Symbol" \s 10 \h
may identify an Intern Counselor and delegate the responsibility for


ensuring career development activities for that individual.

	
	

	
	SYMBOL 183 \f "Symbol" \s 10 \h
can also function as an Intern Counselor and/or Supervisor.

	
	

	
	SYMBOL 183 \f "Symbol" \s 10 \h
is located at an intern's Homeport and at rotational assignment sites.

	
	

	
	



	
	


Types of Career-Field

	Managers
	SYMBOL 183 \f "Symbol" \s 10 \h
A Homeport Career-Field Manager is:

	
	

	
	SYMBOL 250 \f "Wingdings"
required in order to have an intern assigned.

	
	

	
	SYMBOL 250 \f "Wingdings"
the primary Point of Contact (POC).

	
	

	
	SYMBOL 250 \f "Wingdings"
usually at the location of intern's target position.

	
	

	
	

	
	SYMBOL 183 \f "Symbol" \s 10 \h
A Rotational Assignment Career-Field Manager is:

	
	

	
	SYMBOL 250 \f "Wingdings"
located at a Command site at which an intern performs a rotational assignment

	
	

	
	SYMBOL 250 \f "Wingdings"
the representative of the career field at that Command site.

	
	

	
	

	Role
	A Homeport Career-Field Manager is responsible for:

	
	

	
	SYMBOL 183 \f "Symbol" \s 10 \h
making intern selection decisions

	
	

	
	

	
	SYMBOL 183 \f "Symbol" \s 10 \h
identifying an intern's target position

	
	

	
	

	
	SYMBOL 183 \f "Symbol" \s 10 \h
serving as the functional POC for on-board processing and appropriate forms

	
	


	Career Field Manager, Continued


	Role continued
	SYMBOL 183 \f "Symbol" \s 10 \h
ensuring Homeport and career field initial orientation

	
	

	
	SYMBOL 183 \f "Symbol" \s 10 \h
ensuring Homeport intern facilities, passes, PC with e-mail, permits and equipment

	
	

	
	SYMBOL 183 \f "Symbol" \s 10 \h
providing intern educational and development counseling

	
	

	
	SYMBOL 183 \f "Symbol" \s 10 \h
establishes intern IDP and monitors intern's progress

	
	

	
	SYMBOL 183 \f "Symbol" \s 10 \h
preparing DoN performance standards on an annual basis

	
	

	
	SYMBOL 183 \f "Symbol" \s 10 \h
conducting DON annual appraisals and progress reports

	
	



	
	


SYMBOL 183 \f "Symbol" \s 10 \h
retention and discipline decisions with the coordination of appropriate

	
NCAWPD Program Manager
	

	
	

	
	SYMBOL 183 \f "Symbol" \s 10 \h
ensuring the rotational assignment design meets the career field


requirements and needs of the target position

	
	

	
	SYMBOL 183 \f "Symbol" \s 10 \h
ensuring the completion of IDP required proficiency levels in all competencies

	
	

	
	SYMBOL 183 \f "Symbol" \s 10 \h
verifying certification eligibility

	
	

	
	SYMBOL 183 \f "Symbol" \s 10 \h
identifying  a career field manager at rotational sites

	
	

	
	SYMBOL 183 \f "Symbol" \s 10 \h
resolving any placement problems prior to AIP graduation

	
	

	
	SYMBOL 183 \f "Symbol" \s 10 \h
may participate in joint recruiting efforts by attending job fairs, interviewing candidates, etc.

	
	

	
	SYMBOL 183 \f "Symbol" \s 10 \h
providing local approval for all 1556's and travel requests.

	
	

	
	SYMBOL 183 \f "Symbol" \s 10 \h
encouraging assignment of a mentor (a volunteer, normally not in the intern's chain-of-command, who provides honest, open answers to intern's questions and non-formal career guidance; maintains confidentiality; knowledgeable of AIP, organization and career field; knows the rules of being a mentor)


	Career Field Manager, Continued

	
	

	
	A Rotational Assignment Career-Field Manager is accountable for:

	
	

	
	SYMBOL 183 \f "Symbol" \s 10 \h
ensuring rotational assignment orientation

	
	SYMBOL 183 \f "Symbol" \s 10 \h
ensuring rotational assignment intern facilities, passes, PC with  e-mail, permits, equipment and visitor requests if required 

	
	

	
	SYMBOL 183 \f "Symbol" \s 10 \h
providing intern educational and development counseling at rotational assignment

	
	

	
	SYMBOL 183 \f "Symbol" \s 10 \h
monitoring intern's rotational assignment progress

	
	

	
	SYMBOL 183 \f "Symbol" \s 10 \h
ensuring a rotational assignment design meets the career field 


requirements and needs of the target position

	
	


SYMBOL 183 \f "Symbol" \s 10 \h
ensuring proper implementation of IDP at rotational assignment and attainment of IDP required proficiency levels in all designated 

	competencies at rotational assignment
	

	
	

	
	SYMBOL 183 \f "Symbol" \s 10 \h
identifying an Intern Counselor at rotational sites

	
	

	
	

	
	SYMBOL 183 \f "Symbol" \s 10 \h
resolves any rotational assignment problems in conjunction with appropriate NCAWPD Program Manager.

	
	

	
	SYMBOL 183 \f "Symbol" \s 10 \h
providing local approval for all 1556's and travel requests.

	
	

	
	SYMBOL 183 \f "Symbol" \s 10 \h
encouraging assignment of a mentor during extended assignments (a 


volunteer, normally not in the intern's chain-of-command, who provides honest, open answers to intern's questions and non-formal career guidance; maintains confidentiality;  knowledgeable of  AIP, organization and career field; knows the rules of being a mentor)

	
	

	* See Appendix for Relationship Flow Chart

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	


	Intern Counselor



	Definition
	SYMBOL 183 \f "Symbol" \s 10 \h
Intern Counselor - the individual at a Command who may be delegated elements of an intern's development program by a Career-Field Manager.

	
	

	
	SYMBOL 183 \f "Symbol" \s 10 \h
Homeport Intern Counselor is located at an intern's Homeport.

	
	

	
	SYMBOL 183 \f "Symbol" \s 10 \h
Rotational Assignment Intern Counselor is located at a Command in which an intern completes a rotational assignment.

	
	

	
	

	Role
	The Intern Counselor is accountable for delegated elements of an intern's development program, but limited to:

	
	

	
	SYMBOL 183 \f "Symbol" \s 10 \h
educational and development counseling

	
	

	
	SYMBOL 183 \f "Symbol" \s 10 \h
AIP progress reports

	
	

	
	SYMBOL 183 \f "Symbol" \s 10 \h
DoN annual appraisal input

	
	


SYMBOL 183 \f "Symbol" \s 10 \h
IDP completion, submission and implementation for AIP and specific 


	rotational assignment
	

	
	

	
	SYMBOL 183 \f "Symbol" \s 10 \h
arranging and monitoring rotational assignments

	
	

	
	SYMBOL 183 \f "Symbol" \s 10 \h
coordinating and communicating with rotational assignment site Supervisors and Career-Field Managers

	
	

	
	SYMBOL 183 \f "Symbol" \s 10 \h
may participate in intern recruiting by attending job fairs and interviewing candidates

	
	

	
	SYMBOL 183 \f "Symbol" \s 10 \h
overseeing completion of senior project when required

	
	

	
	SYMBOL 183 \f "Symbol" \s 10 \h
overseeing promotions, certification and graduation to target position

	
	

	
	SYMBOL 183 \f "Symbol" \s 10 \h
providing local approval for all 1556's and travel requests.

	
	

	* See Appendix for Relationship Flow Chart

	
	

	
	

	
	

	
	

	Supervisor



	Definition
	The individual to whom an intern reports at intern's Homeport, and the individual 
to whom the intern reports during a rotational assignment

	
	

	
	SYMBOL 183 \f "Symbol" \s 10 \h
Homeport Supervisor - the individual to whom the intern directly reports at Homeport, and who has first-hand knowledge of the intern's Homeport and overall performance.

	
	

	
	SYMBOL 183 \f "Symbol" \s 10 \h
Rotational Assignment Supervisor - the individual to whom the intern directly reports during rotational assignments, and who has first-hand knowledge of the intern's performance on the rotational assignment.

	
	

	
	

	Role
	SYMBOL 183 \f "Symbol" \s 10 \h
Homeport Supervisor performs all normal supervisory and administrative duties for intern at Homeport and provides performance information for DoN annual performance evaluations and NAIP progress reports.

	
	

	
	SYMBOL 183 \f "Symbol" \s 10 \h
Rotational Assignment Supervisor performs all normal supervisory and administrative duties for intern at a rotational assignment location and provides performance information for evaluation and progress reports.

	
	

	* See Appendix for Relationship Flow Chart

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	AIP Processes

Allocation and Recruiting Process

	
	

	
	SYMBOL 183 \f "Symbol" \s 10 \h
Annually, each Systems Command (SYSCOM) or major acquisition activity responds to a DACM Data Call/Survey.  This identifies entry level civilian employment requirements in Acquisition Workforce career fields based on:

	
	

	
	SYMBOL 250 \f "Wingdings"
attrition

	
	

	
	SYMBOL 250 \f "Wingdings"
downsizing

	
	

	
	
SYMBOL 250 \f "Wingdings"
realignments and base closings

	
	

	
	
SYMBOL 250 \f "Wingdings"
outsourcing

	
	

	
	
SYMBOL 250 \f "Wingdings"
workforce composition and size

	
	

	
	
SYMBOL 250 \f "Wingdings"
current and future levels of AWP manpower at a Command

	
	

	
	
SYMBOL 250 \f "Wingdings"
any additional factors impacting staffing levels

	
	

	
	

	
	SYMBOL 183 \f "Symbol" \s 10 \h
DACM provides approved allocations to NCAWPD and participating SYSCOM/major acquisition activity.

	
	

	
	

	
	SYMBOL 183 \f "Symbol" \s 10 \h
Each Command designates the duty station, job series, target grade and career field for each of its allocated billets and forwards to NCAWPD. 

	
	

	
	

	
	SYMBOL 183 \f "Symbol" \s 10 \h
NCAWPD develops a recruiting program to obtain candidates for the identified intern positions.

	
	

	
	

	
	SYMBOL 183 \f "Symbol" \s 10 \h
NCAWPD publishes the recruiting schedule on website   https://wwwnt.cnet.navy.mil/navyintern

	
	

	
	

	
	SYMBOL 183 \f "Symbol" \s 10 \h
NCAWPD professionals implement the recruiting schedule to identify qualified candidates for Command consideration.

	
	

	
	SYMBOL 183 \f "Symbol" \s 10 \h
Career-Field Managers/Intern Counselors and Homeport Supervisors may assist in recruiting.

	
	

	
	SYMBOL 183 \f "Symbol" \s 10 \h
Homeport Career-Field Manager makes final hiring decision for that Command.

	
	

	
	

	
	SYMBOL 183 \f "Symbol" \s 10 \h
NCAWPD notifies candidates of acceptance into AIP.


	Allocation and Recruiting Process, Continued


	
	

	
	SYMBOL 183 \f "Symbol" \s 10 \h
NCAWPD sets starting pay, makes formal offer for DON and establishes starting date and initiates “Request for Personnel Action”.

	
	

	
	

	
	SYMBOL 183 \f "Symbol" \s 10 \h
NCAWPD notifies Homeport Career-Field Manager/Intern Counselor of 


candidate's acceptance and start date.

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	


	Hiring Methods and Qualifications



	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	


	
	

	
	

	
	

	
	

	
	

	Authority
	Federal Career Intern Program

	
	· Applicants must meet GS-7 qualification requirements as stated in the Office of Personnel Management’s Qualification Manual

· Appointed into the Excepted Service

· Converted into Competetive Service by NCAWPD prior to graduation and placement onto host activity’s rolls

	
	

	
	

	Requirements
	SYMBOL 183 \f "Symbol" \s 10 \h
All Intern Positions

	
	

	
	SYMBOL 250 \f "Wingdings"
US Citizenship

	
	

	
	SYMBOL 250 \f "Wingdings"
If male and born after December 31, 1959, registered with US Selective Service

	
	

	
	SYMBOL 250 \f "Wingdings"
Eligible to obtain and maintain a security clearance - generally Secret but can be Top Secret

	
	

	
	SYMBOL 250 \f "Wingdings"
Able to pass drug and polygraph tests if target position requires Top Secret security

	
	

	
	

	
	SYMBOL 250 \f "Wingdings"
Must sign a mobility agreement

	
	

	
	SYMBOL 250 \f "Wingdings"
Bachelor’s degree or higher from an accredited college or university or for some occupational series, specialized experience

	
	

	
	SYMBOL 183 \f "Symbol" \s 10 \h
Contract Specialist

	
	

	
	

	
	SYMBOL 250 \f "Wingdings"
Baccalaureate degree and 24 semester hours of business credits.   A list of qualifying subject areas can be found on the Navy DACM web page at:  http://www.acquisition.navy.mil/navyaos/content/view/full/113

	
	

	
	SYMBOL 183 \f "Symbol" \s 10 \h
Engineer

	
	

	
	SYMBOL 250 \f "Wingdings"
Baccalaureate degree or higher in professional engineering from a school recognized by the Accreditation Board of Engineering and Technology (ABET).  At least one engineering curriculum must be ABET accredited.


	Hiring Methods and Qualifications, Continued


	Requirements Continued
	SYMBOL 183 \f "Symbol" \s 10 \h
Operations Research Analyst

	
	

	
	SYMBOL 250 \f "Wingdings"
Baccalaureate degree in Operations Research; or, at least 24 semester hours in a combinations of operations research, mathematics, probability, statistics, mathematical logic, science, or other subject-matter courses requiring substantial competence in college-level mathematics or statistics.  At least 3 of the 24 semester hours must have been in calculus.

	
	

	
	SYMBOL 183 \f "Symbol" \s 10 \h
Computer Scientist

	
	

	
	SYMBOL 250 \f "Wingdings"
Baccalaureate degree with 30 semester hours in a combination of mathematics, statistics, and computer science.  At least 15 of the 30 semester hours must have been in any combination of statistics and mathematics that included differential and integral calculus.

	
	

	
	SYMBOL 183 \f "Symbol" \s 10 \h
Architect

	
	

	
	SYMBOL 250 \f "Wingdings"
Baccalaureate degree in architecture; or related field that included 60 semester hours of work in architecture or related disciplines of which at least (1) 30 semester hours were in architecture design, and (2) 6 semester hours were in each of the following: structural technology, properties of materials and methods of contruction, and environmental control systems

	
	

	
	SYMBOL 183 \f "Symbol" \s 10 \h
Community Planner

	
	

	
	SYMBOL 250 \f "Wingdings"
Baccalaureate degree in the following Major Studies:  community planning; or related field such as urban affairs, Architecture, landscape architecture, engineering, sociology, geography, economics, political science, or public administration that included at least 12 semester hours in the planning process, socioeconomic and physical elements of planning, urban and regional economic analysis, and development finance.

	
	

	
	SYMBOL 183 \f "Symbol" \s 10 \h
Natural Resource Specialist

	
	

	
	SYMBOL 250 \f "Wingdings"
Baccalaureate degree in one of the following Major Studies:  biological sciences, agriculture, natural resource management, chemistry or related disciplines appropriate to the position.

	
	

	Intern Homeport Arrival





	
	

	Steps
	SYMBOL 183 \f "Symbol" \s 10 \h
NCAWPD notifies intern's Homeport Career-Field Manager/Intern Counselor of start date.

	
	




	
	

	
	SYMBOL 183 \f "Symbol" \s 10 \h
Career-Field Manager/Intern Counselor completes required information for security clearance requirements of that Command.

	
	




	
	

	
	SYMBOL 183 \f "Symbol" \s 10 \h
Career-Field Manager/Intern Counselor arranges for necessary intern facilities, equipment, PC with e-mail, permits and passes.

	
	



	
	

	
	SYMBOL 183 \f "Symbol" \s 10 \h
Career-Field Manager/Intern Counselor arranges with Homeport Human Resource Office (HRO)/Security for processing of personnel/security forms.

	
	

	
	SYMBOL 183 \f "Symbol" \s 10 \h
Career-Field Manager/Intern Counselor conducts standard new employee orientation.

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	SYMBOL 183 \f "Symbol" \s 10 \h
Host command/activity and rotational command/activities are responsible for

            all Navy Marine Corps Intranet (NMCI) matters & costs.

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	


	SECURITY



	
	

	Description
	The Naval Center for Acquisition Workforce Professional Development has been designated to manage the security functions for the intern program.

	
	

	
	

	
	POC:  Security Assistant at COM (717) 605-1354 or DSN 430-1354.

	
	

	
	

	Elements
	SYMBOL 183 \f "Symbol" \s 10 \h
Commands are provided with an intern reporting letter and security administration form prior to the intern reporting for duty.

	
	

	
	

	
	SYMBOL 183 \f "Symbol" \s 10 \h
Interim secret clearances will be issued after the SF 86, SF 87, and SF 312
are received, reviewed and determined to be eligible by NCAWPD security.

	
	

	
	SYMBOL 183 \f "Symbol" \s 10 \h
Notification will be sent to the commands upon each step of the clearance process.  This will include a letter and copy of OPNAV 5520/20.

	
	

	
	

	
	SYMBOL 183 \f "Symbol" \s 10 \h
To ensure a free flow of information between the NCAWPD and local security offices, we ask that you keep us updated of any changes in personnel, addresses, telephone numbers or codes.

	
	

	
	SYMBOL 183 \f "Symbol" \s 10 \h
Interns should be reminded that the SF 86 (Questionnaire for National Security Positions) must be completely filled out to include: names, full Addresses, telephone numbers, and dates.  This will decrease the amount of time involved in the clearance process.  Interim clearances will not be issued until the form is filled out completely and accurately.

	
	

	
	SYMBOL 183 \f "Symbol" \s 10 \h
Investigations that go smoothly take about 9-12 months.  It is not unusual for some investigations to take up to 15 months and beyond if there are issues.

	
	

	
	SYMBOL 183 \f "Symbol" \s 10 \h
OPNAV 5521/27 (Visit Requests) should be requested as soon as it is known one will be needed.  Required information: name and address of command being visited, POC at command with phone number, dates and purpose of visit.

	
	

	
	

	
	SYMBOL 183 \f "Symbol" \s 10 \h
Requests for information on status of security clearances should be directed through your local security office to NCAWPD security.


	Development Plans



	Purpose
	To provide a structured plan for the attainment of required competencies in each career field and personalized plans for each intern in a career field.

	
	

	
	

	
	

	MDP
	SYMBOL 183 \f "Symbol" \s 10 \h
The requirements for a career field are developed by the appropriate DON Career Field Functional Board and approved by the DACM.  They are  expressed in a Master Development Plan (MDP) for each career field. MDP includes the minimum proficiency levels required for a career field and :

	
	

	
	SYMBOL 250 \f "Wingdings"
specific competencies (skills, knowledge and experience)

	
	

	
	SYMBOL 250 \f "Wingdings"
optional educational plan guidance and format

	
	

	
	SYMBOL 250 \f "Wingdings"
specific technical training

	
	

	
	SYMBOL 250 \f "Wingdings"
rotational assignments at other locations

	
	

	
	SYMBOL 250 \f "Wingdings"
senior project, required for certain career fields

	
	

	
	

	
	SYMBOL 183 \f "Symbol" \s 10 \h
Commands may increase required proficiency levels, as stated in the MDP, and/or add areas for specific target position needs, but MDP requirements may not be reduced or eliminated.

	
	

	
	

	IDP
	SYMBOL 183 \f "Symbol" \s 10 \h
The Individual Development Plan (IDP) is a personalized version of a career field MDP designed to meet the specific needs of the target position and intern.

	
	

	
	

	
	SYMBOL 183 \f "Symbol" \s 10 \h
Within forty-five days of hiring, a team consisting of the intern and Homeport Career-Field Manager/Intern Counselor creates and submits an IDP to the appropriate NCAWPD Career Manager.  These parties should annually review and submit modifications as necessary.

	
	

	
	

	
	SYMBOL 183 \f "Symbol" \s 10 \h
The completed IDP is reviewed and approved by the appropriate NCAWPD Career Manager.

	
	


	Development Plans, Continued



	IDP,

Continued
	SYMBOL 183 \f "Symbol" \s 10 \h
The IDP includes detailed descriptions with dates, durations and locations of:

	
	

	
	SYMBOL 250 \f "Wingdings"
Homeport assignments

	
	

	
	SYMBOL 250 \f "Wingdings"
rotational assignments at other locations

	
	

	
	
SYMBOL 250 \f "Wingdings"
the competencies, skills and other requirements to be attained 

through each detailed assignment

	
	

	
	
SYMBOL 250 \f "Wingdings"
Defense Acquisition University (DAU) courses

	
	

	
	
SYMBOL 250 \f "Wingdings"
technical training

	
	

	
	
SYMBOL 250 \f "Wingdings"
colleges/university graduate level courses

	
	

	
	
SYMBOL 250 \f "Wingdings"
senior project, if required by the career field MDP, is detailed 
within the first 30 days of the intern's third year in the AIP.

	
	

	
	

	
	
SYMBOL 250 \f "Wingdings"
a graduate degree in the appropriate field is strongly encouraged and desired.

	
	

	
	

	Competencies
	SYMBOL 183 \f "Symbol" \s 10 \h
The MDP identifies the specific competencies (skills, knowledge and 

experiences) and the minimum proficiency levels an intern must achieve in order to graduate from the AIP

	
	

	
	SYMBOL 183 \f "Symbol" \s 10 \h
The competency proficiency levels an intern must attain are the minimums 
and represent the core objectives of the intern program in a career field.

	
	

	
	SYMBOL 183 \f "Symbol" \s 10 \h
For engineering interns, Commands must ensure hands-on experiences in 


engineering-specific areas and from engineering related perspectives.

	
	

	
	SYMBOL 183 \f "Symbol" \s 10 \h
The Command identifies training requirements an entry-level engineer must 
complete to meet the criteria for a six month accelerated promotion (versus 
normal 12 months).

	
	


	Development Plans, Continued



	
	

	DAWIA Training
	SYMBOL 183 \f "Symbol" \s 10 \h
Certification requirements (and in some cases, other Navy required Defense Acquisition University courses) are listed on the Master Development Plan for each career field.  Interns apply for these courses at “Register-Now” https://www.atrrs.army.mil/channels/registernow/rnswitch.asp
           using the “Dept of Navy Acquisition Intern (civ)” LogOn category.

	
	

	
	SYMBOL 183 \f "Symbol" \s 10 \h
Dept of Navy Interns are afforded the highest possible scheduling priority.

	
	

	
	SYMBOL 183 \f "Symbol" \s 10 \h
Travel to attend DAU training is centrally funded from the Navy Registrar’s Travel Fund (in most cases).  Therefore, inclusion of estimated DAU travel costs on the IDP is not necessary.

	
	

	
	

	
	SYMBOL 183 \f "Symbol" \s 10 \h
Homeport supervisors or other Command-designated individuals are approving officials for DAU training and cancellation requests.  Interns are expected to coordinate DAU training plans with their career field managers / intern counselor / supervisors.

	
	

	
	SYMBOL 183 \f "Symbol" \s 10 \h
New Interns are permitted to begin applying for DAU courses approximately three weeks after their appointment date, at which time their Intern LogOn is activated to accept their applications.

	
	

	
	

	
	SYMBOL 183 \f "Symbol" \s 10 \h
The NCAWPD sponsors some high demand certification courses at strategic locations for interns each year.  Please check the onsite information menu item at “Register-Now” for a current listing.

	
	

	
	SYMBOL 183 \f "Symbol" \s 10 \h
Interns should take DAU courses in proper sequence, for example, if not a contracting intern, ACQ 101 should be completed before attending other Level I courses and ACQ 201 before other Level II courses.

	
	

	Management Courses
	SYMBOL 183 \f "Symbol" \s 10 \h
The MDP identifies management core level course requirements and 
suggests a selection of related topics to meet the requirements.

	
	

	
	SYMBOL 183 \f "Symbol" \s 10 \h
The Homeport Career-Field Manager/Intern Counselor and intern should 
jointly identify and select the specific courses to appear on the intern's IDP

	
	

	
	

	
	

	Technical Training
	SYMBOL 183 \f "Symbol" \s 10 \h
NCAWPD funds mandatory technical training courses required by the MDP.

	
	SYMBOL 183 \f "Symbol" \s 10 \h
The Command funds technical training courses directly related to the 

career field work to be performed at the Command.


	Development Plans, Continued



	Rotational Assignments
	SYMBOL 183 \f "Symbol" \s 10 \h
Rotational assignments are required for each intern during the AIP. All rotational assignments are to be challenging, comprehensive, hands-on learning experiences directly related to achieving proficiency in the career field competencies.

	
	

	Senior Project
	SYMBOL 183 \f "Symbol" \s 10 \h
Completion of a senior project for graduation from AIP may be required by the MDP. This is a project that demonstrates the required career field's competencies and the intern's acquired perspective of the business aspects of Naval Acquisition.

	
	

	
	SYMBOL 183 \f "Symbol" \s 10 \h
The MDP provides guidance on type of project, format and approval 
process.

	
	

	
	SYMBOL 183 \f "Symbol" \s 10 \h
The IDP describes the specific project, concept and relationship to 
the career field.

	
	

	
	

	
	SYMBOL 183 \f "Symbol" \s 10 \h
A copy of the senior project plan must be submitted to NCAWPD for review no later than during the first 30 days of an intern's third or final year in AIP.

	
	Exception:  Interns assigned to the Facilities Engineering career field must submit senior project plans directly to one of the  Navy Facilities Engineering Command’s designated points of contact, for review and approval prior to starting the senior project.  Contact information for each NAVFAC POC is provided in the appendix.

	
	

	Education Plan
	SYMBOL 183 \f "Symbol" \s 10 \h
The MDP describes desired education at Level I and Level II and mandatory education requirements for the APC. All planned education must be on the IDP.

	
	

	
	

	
	


	Funding
	SYMBOL 183 \f "Symbol" \s 10 \h
NCAWPD pays for all IDP approved undergraduate and graduate courses and 


mandatory training required by the MDP, subject to provisions of the Acquisition Workforce Tuition Assistance Program (AWTAP) for college courses. Other training considered unrelated to the intern's career development requirements or specific to a Command or target position must be funded by another source.

	
	

	
	

	
	SYMBOL 183 \f "Symbol" \s 10 \h
NCAWPD pays for:

	
	

	
	
SYMBOL 250 \f "Wingdings"
DON Intern Conference

	
	

	
	
SYMBOL 250 \f "Wingdings"
one management course, i.e., Total Quality Mgt, Systems Planning, 
PPBS, Briefing Techniques, Professional Writing, etc.

	Development Plans, Continued

	
	

	Funding continued
	SYMBOL 250 \f "Wingdings"
MDP required program reviews and professional conferences

	
	

	
	SYMBOL 250 \f "Wingdings"
mandatory technical training

	
	

	
	SYMBOL 250 \f "Wingdings"
depending upon career field, up to two rotational assignments (necessary TDY travel, excess local mileage or relocation)

	
	

	
	SYMBOL 250 \f "Wingdings"
costs associated with completion of certain career field required competencies, senior project, etc., within funding restraints

	
	

	
	SYMBOL 250 \f "Wingdings"
college or university tuition, registration and fees (not books) for courses successfully completed (applied for via NCAWPD but centrally funded by DoN’s AWTAP program).

	
	

	
	SYMBOL 183 \f "Symbol" \s 10 \h
Intern's Command pays for:

	
	

	
	SYMBOL 250 \f "Wingdings"
At least one technical training course directly related to type of career field work to be performed at the Command

	
	

	
	SYMBOL 250 \f "Wingdings"
All intern travel for work or representation (meeting, etc.) for the benefit of the Command

	
	

	
	

	
	SYMBOL 250 \f "Wingdings"
Any required management course not funded by NCAWPD

	
	

	
	SYMBOL 250 \f "Wingdings"
All expenses related to Command specific training

	
	

	
	SYMBOL 250 \f "Wingdings"
PC literacy skill training, i.e., Word Processing Software, Spread Sheet Software, Technical Tools Software, Graphic Software, etc

	
	

	
	SYMBOL 250 \f "Wingdings"
Additional rotational assignments deemed necessary by the intern’s command

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	


	Rotational Assignment


	Definition
	A rotational assignment is a non-permanent planned assignment, designed to fulfill a portion of the IDP, to a different supervisor and/or job for a specific period with an ending evaluation of results.

	
	

	
	

	General
	SYMBOL 183 \f "Symbol" \s 10 \h
The MDP provides general guidance as to the type of assignments.  The IDP should also incorporate individual training needs of the individual and for the target position.

	
	

	
	SYMBOL 183 \f "Symbol" \s 10 \h
All rotational assignments are to be challenging, comprehensive, hands-on learning experiences directly related to achieving proficiency in the career field competencies.  Rotational assignments are not to be used primarily for filling manpower vacancies, clerical work or observing others.

	
	

	
	

	
	SYMBOL 183 \f "Symbol" \s 10 \h
Depending upon the MDP, NCAWPD funds the cost for up to two rotational assignments within the program funding constraints.

	
	

	
	SYMBOL 183 \f "Symbol" \s 10 \h
The Command funds all costs for additional rotational assignments.

	
	

	
	SYMBOL 183 \f "Symbol" \s 10 \h
Rotations should be performed within the local commuting area whenever possible and within the Department of the Navy.  In exceptional circumstances, other rotational assignments may be appropriate.

	
	

	
	

	
	SYMBOL 183 \f "Symbol" \s 10 \h
All rotational assignment requests must include the name, address, telephone number, fax number, email address and signature of the person who will function as the Career Field Manager at the rotation site.   Homeport/Intern Counselor signature is also required.  The signature shall be placed on/with the IDP rotation page of the IDP and submitted to NCAWPD.

	
	

	
	SYMBOL 183 \f "Symbol" \s 10 \h
During the short 3-year training period, interns must develop a solid foundation and understanding of Naval Acquisition. Rotations will be considered outside Navy only when the request:

	
	

	
	SYMBOL 250 \f "Wingdings"
lists specific IDP competencies to be attained;

	
	

	
	SYMBOL 250 \f "Wingdings"
addresses the uniqueness of the assignment;

	
	

	
	SYMBOL 250 \f "Wingdings"
addresses the projected benefit to the individual and to the homeport activity in the target position; 

	
	

	
	

	
	           SYMBOL 250 \f "Wingdings"
addresses that the training is not readily available within DON.

	
	

	Rotational Assignment, Continued


	
	

	General Continued
	SYMBOL 183 \f "Symbol" \s 10 \h
Request for rotational assignments outside the U.S. are extremely rare and will be considered only when the request:

	
	

	
	SYMBOL 250 \f "Wingdings"
lists specific IDP competencies to be attained;

	
	

	
	SYMBOL 250 \f "Wingdings"
addresses the uniqueness of the assignment;

	
	

	
	SYMBOL 250 \f "Wingdings"
addresses the  projected benefit to the individual and to the homeport activity in the target position;

	
	

	
	

	
	SYMBOL 250 \f "Wingdings"
addresses that the training is not readily available within the U.S.; 

	
	

	
	SYMBOL 250 \f "Wingdings"
that Command funding for 50% of the required funding is available if necessary;

	
	

	
	SYMBOL 250 \f "Wingdings"
is approved by the office of the DoN-DACM. 

	
	

	
	

	Criteria
	SYMBOL 183 \f "Symbol" \s 10 \h
Since rotational assignments are key elements of an intern's successful development, they need to meet certain requirements:

	
	

	
	SYMBOL 183 \f "Symbol" \s 10 \h
There should be a specific written plan at the site.

	
	

	
	SYMBOL 183 \f "Symbol" \s 10 \h
There should be a specific supervisor, department and job for the intern.

	
	

	
	SYMBOL 183 \f "Symbol" \s 10 \h
The intern should receive pre-assignment information  - who, when 


and where.

	
	

	
	SYMBOL 183 \f "Symbol" \s 10 \h
Identification of clear reportability during assignment

	
	

	
	SYMBOL 183 \f "Symbol" \s 10 \h
Supervisor should be readily available to intern.

	
	

	
	SYMBOL 183 \f "Symbol" \s 10 \h
Assignment should begin with an orientation.

	
	

	
	SYMBOL 183 \f "Symbol" \s 10 \h
Competencies (skills, knowledge and experience) to be obtained at the 

assignment should be reviewed and related to specific duties.

	
	

	
	SYMBOL 183 \f "Symbol" \s 10 \h
Facility requirements should be available at beginning of assignment: desk, 
PC with e-mail, permits, passes, work space, etc.

	
	


	Rotational Assignment, Continued


	Criteria Continued
	SYMBOL 183 \f "Symbol" \s 10 \h
During the assignment, the intern should receive regular feedback on 

performance.

	
	

	
	SYMBOL 183 \f "Symbol" \s 10 \h
Assignment tasks should be meaningful and related to career field 


requirements and IDP.

	
	

	
	SYMBOL 183 \f "Symbol" \s 10 \h
During assignment, intern should meet senior staff and attend (as an 

observer) senior staff meetings.

	
	

	
	SYMBOL 183 \f "Symbol" \s 10 \h
Completion of final evaluation of assignment by intern, Supervisor and 

Career-Field Manager

	
	

	
	

	Actions
	SYMBOL 183 \f "Symbol" \s 10 \h
At least 90 days in advance of a rotational assignment, the Homeport 


Career-Field Manager/Intern Counselor will notify the Rotational Assignment Career-Field Manager/Intern Counselor to discuss the rotational assignment and IDP requirements.

	
	

	
	SYMBOL 183 \f "Symbol" \s 10 \h
Two weeks prior to the beginning of a rotational assignment, the Homeport Career-Field Manager/Intern Counselor contacts the Rotational Assignment Career-Field Manager/Intern Counselor to confirm the rotational assignment dates.

	
	

	
	SYMBOL 183 \f "Symbol" \s 10 \h
The Rotational Assignment Career-Field Manager/Intern Counselor 

prepares the rotational assignment as described in the IDP:

	
	

	
	SYMBOL 250 \f "Wingdings"
develops a written plan at the site with specific assignments and tasks related to IDP

	
	

	
	SYMBOL 250 \f "Wingdings"
generally, rotational assignments should be within local commuting area and within the DON.  Exceptions may be considered under unique circumstances.

	
	

	
	SYMBOL 250 \f "Wingdings"
identifies the rotational assignment department, supervisor and job

	
	

	
	SYMBOL 250 \f "Wingdings"
notifies key personnel

	
	

	
	SYMBOL 250 \f "Wingdings"
sets up initial greetings and introductions

	
	

	
	

	
	

	Rotational Assignment, Continued


	Actions Continued
	SYMBOL 250 \f "Wingdings"
arranges for facilities: parking, entry passes, desk, pc with e-mail, permits, work space and other equipment

	
	

	
	SYMBOL 250 \f "Wingdings"
reviews assignment arrangements with site personnel

	
	

	
	SYMBOL 250 \f "Wingdings"
at least two weeks prior to start of assignment, sends intern pre-assignment information package -  who, when, where and, if possible, initial task schedule

	
	

	
	SYMBOL 250 \f "Wingdings"
introduces intern on arrival and conducts initial orientation.

	
	

	
	

	
	

	Characteristics of  Successful Rotational Assignment
	SYMBOL 183 \f "Symbol" \s 10 \h
Facilities were ready. 



	
	SYMBOL 183 \f "Symbol" \s 10 \h
Assignments were for intern performing tasks, more than just observing.

	
	SYMBOL 183 \f "Symbol" \s 10 \h
Assignments were for intern performing tasks, more than just observing.

	
	

	
	SYMBOL 183 \f "Symbol" \s 10 \h
Supervisor was aware of rotational assignment objectives.

	
	

	
	SYMBOL 183 \f "Symbol" \s 10 \h
Good intern attitude towards assignment.

	
	

	
	SYMBOL 183 \f "Symbol" \s 10 \h
Assignment directly related to competencies and skills (not activities such as photocopying and filing).

	
	

	
	SYMBOL 183 \f "Symbol" \s 10 \h
Intern met senior staff.

	
	

	
	SYMBOL 183 \f "Symbol" \s 10 \h
Assignment tasks were meaningful and related to career field requirements and IDP competencies.

	
	

	
	SYMBOL 183 \f "Symbol" \s 10 \h
Command support for AIP was demonstrated.

	
	

	
	SYMBOL 183 \f "Symbol" \s 10 \h
Rotational Assignment Supervisor and Career-Field Manager/Intern 

Counselor readily available to intern.

	
	

	
	SYMBOL 183 \f "Symbol" \s 10 \h
Any required paperwork for intern was completed on time.

	
	

	
	


	Rotational Assignment, Continued


	
	

	Characteristics of  Successful Rotational Assignment Continued
	SYMBOL 183 \f "Symbol" \s 10 \h
Competencies and skills to be obtained at the assignment reviewed with intern and related to specific duties.

	
	SYMBOL 183 \f "Symbol" \s 10 \h
During the assignment, intern received feedback on performance.

	
	SYMBOL 183 \f "Symbol" \s 10 \h
Intern attended (as an observer) senior staff meetings.

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	


	Transfers


	
	SYMBOL 183 \f "Symbol" \s 10 \h
Transfers are not encouraged and are approved on a case-by-case, exception basis only.  They may be approved when there is a documented hardship or when mission requirements require the transfer.  Hardship requests are intern-initiated and may include transfers:

	
	

	
	SYMBOL 250 \f "Wingdings"
To be near immediate relatives with long-term illnesses or who are terminally ill in order to assist with their care and/or provide support;

	
	

	
	SYMBOL 250 \f "Wingdings"
To relocate with a military spouse who is transferred; 

	
	

	
	SYMBOL 250 \f "Wingdings"
Other comparable situations where there is a severe personal hardship.

	
	

	
	

	
	SYMBOL 183 \f "Symbol" \s 10 \h
Transfers driven by mission requirements are management-initiated rather than intern-driven. Documented current or projected changes in manpower requirements may necessitate transferring an intern.

	
	

	
	

	
	SYMBOL 183 \f "Symbol" \s 10 \h
In order to reduce the number of interns wishing to transfer and/or change career fields, selecting officials are to ensure that each selectee has been interviewed and their suitability for a particular career field and target vacancy has been thoroughly evaluated before forwarding the selection to NCAWPD for hiring.  Selecting officials should ensure the applicants have an understanding of the job they are being hired into, and, that they have an opportunity to ask questions regarding the work and the local area in regards to housing and commuting.

	
	

	
	

	
	SYMBOL 183 \f "Symbol" \s 10 \h
In all cases, the gaining activity/command must certify they can place them upon graduation and the losing activity/command must concur with the transfer.  Transfers for personal reasons are normally approved at no cost to the Government.  NCAWPD retains the authority to approve or disapprove all transfer requests.

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	


	Probationary Period


	Purpose
	SYMBOL 183 \f "Symbol" \s 10 \h
A three-year evaluation period to determine overall fitness for federal service including performance, personal characteristics and conduct.  All interns are on                                     excepted appointments for the entire length of their time in the NAIP, with few exceptions.

	
	

	
	SYMBOL 183 \f "Symbol" \s 10 \h
To ensure the correct selection and placement of an intern and the intern's 

abilities to fulfill the IDP requirements.

	
	

	
	

	
	SYMBOL 183 \f "Symbol" \s 10 \h
To identify early any intern problems that can be corrected through prompt counseling.  It is imperative that the Homeport Career-Field Manager/Intern Counselor coordinate with the NCAWPD Program Manager for advice and assistance.

	
	

	
	

	
	

	
	

	Steps
	SYMBOL 183 \f "Symbol" \s 10 \h
If an intern’s performance and/or conduct is such that retention in the Federal service is questionable, the Homeport Career-Field Manager/Intern Counselor discusses deficiencies and possible action with HRO Pensacola and the Homeport HRO as appropriate. It is imperative that the Homeport Career-Field Manager/Intern Counselor coordinate with the NCAWPD Program Manager for advice and assistance.

	
	

	
	SYMBOL 183 \f "Symbol" \s 10 \h
In the event a termination is recommended:

	
	

	
	SYMBOL 250 \f "Wingdings"
Homeport Career-Field Manager/Intern Counselor with HRO Pensacola prepares a draft termination letter.

	
	

	
	

	
	SYMBOL 250 \f "Wingdings"
The draft termination letter, along with a memorandum requesting the termination, both signed by the Command’s official authorized to initiate similar action for other Command employees, is sent to NCAWPD.

	
	

	
	

	
	SYMBOL 183 \f "Symbol" \s 10 \h
NCAWPD coordinates the termination with all parties, including HRO Pensacola, and implements the action

	
	

	
	

	
	


	Intern Progress Report and Annual Appraisals


	Purpose
	SYMBOL 183 \f "Symbol" \s 10 \h
To identify the performance of an intern fulfilling the requirements of an IDP and overall performance as a DON employee.

	
	

	
	

	
	

	Process
	SYMBOL 183 \f "Symbol" \s 10 \h
A DON Performance Appraisal must be completed annually for each intern by the Homeport Supervisor and sent to NCAWPD.  Commands should use the same rating period and forms used for their regular employees.

	
	

	
	SYMBOL 183 \f "Symbol" \s 10 \h
In addition to the annual DON Performance Appraisal,  an Acquisition Intern Program Progress Record must be completed every six months and forwarded to NCAWPD.  The Acquisition Intern Program Progress Record forms are completed and endorsed by the appropriate supervisor, Homeport Career-Field Manager/Intern Counselor and intern

	
	.

	
	

	
	

	Steps
	SYMBOL 183 \f "Symbol" \s 10 \h

The following steps are taken by the Homeport Career-Field Manager/Intern Counselor to complete an Acquisition Intern Program Progress Record:

	
	

	
	

	
	SYMBOL 250 \f "Wingdings"
Obtain an Acquisition Intern Program Progress Record form from NCAWPD. (See Appendix for form.)

	
	

	
	SYMBOL 250 \f "Wingdings"
Career-Field Manager/Intern Counselor completes the form and has it endorsed by the appropriate supervisor and intern.

	
	

	
	SYMBOL 250 \f "Wingdings"
If intern performance is weak or there is no promotional potential, then comments are required.

	
	

	
	

	
	SYMBOL 250 \f "Wingdings"
Completed form is sent to NCAWPD.

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	


	DAWIA Certification



	Definition
	SYMBOL 183 \f "Symbol" \s 10 \h

Process by which it is determined an intern has met the mandatory requirements of Level I or Level II in the specific career field.

	
	

	
	

	Levels
	SYMBOL 183 \f "Symbol" \s 10 \h
Level I - GS-5/7

	
	

	
	SYMBOL 183 \f "Symbol" \s 10 \h
Level II - GS-9/11

	
	

	
	

	
	

	Requirements
	SYMBOL 183 \f "Symbol" \s 10 \h
Certification requirements for each level appear in the DAU Catalog and on the DAU web site.

	
	

	
	SYMBOL 183 \f "Symbol" \s 10 \h
Level I requirements must be met before promotion to GS-9.

	
	

	
	SYMBOL 183 \f "Symbol" \s 10 \h
After promotion to GS-9, all remaining requirements must be met within 

eighteen months or by AIP graduation, whichever comes first.

	
	



	
	

	
	SYMBOL 183 \f "Symbol" \s 10 \h
Certification status is documented in Defense Civilian Personnel Data System (DCPDS) by HRO Pensacola.

	
	

	
	SYMBOL 183 \f "Symbol" \s 10 \h
Any changes in standards (requirements) do not change time requirements.

	
	

	
	SYMBOL 183 \f "Symbol" \s 10 \h
Any new standards must be met.

	
	

	
	

	Process
	SYMBOL 183 \f "Symbol" \s 10 \h
Levels I and II certification during internship

	
	

	
	

	
	SYMBOL 183 \f "Symbol" \s 10 \h
Certification initiated by intern in Register-Now for Career Field Certification at http://www.acquisition.navy.mil/navyaos/content/view/full/62/

	
	

	
	

	
	SYMBOL 183 \f "Symbol" \s 10 \h
Homeport supervisor, or other homeport designee, endorses certification request

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	SYMBOL 183 \f "Symbol" \s 10 \h
Certification process is automated and does not involve NCAWPD.  Interns will receive a certificate electronically from Register-Now for Career Field Certification.

	
	

	
	SYMBOL 183 \f "Symbol" \s 10 \h
Contact the Career Field Certification Help Desk with any questions/problems at certhelp@jhtpax.com


	
	

	Promotion



	
	

	Definition
	SYMBOL 183 \f "Symbol" \s 10 \h
Upon the successful completion of time-in-grade requirements, IDP Level I requirements and appropriate certification, an intern is promoted from GS-7 to GS-9.

	
	

	
	SYMBOL 183 \f "Symbol" \s 10 \h
While promotions are not guaranteed in the Federal service, promotions should occur as planned provided basic performance requirements are met and adequate progress is made towards meeting Individual Development Plan requirements.

	
	

	
	

	
	SYMBOL 183 \f "Symbol" \s 10 \h
Promotions normally occur on approximately one-year intervals with the exception of certain engineers.  Engineers may be promoted 6 months early for their first promotion in accordance with a special agreement approved by the Office of Personnel Management.

	
	

	
	

	
	SYMBOL 183 \f "Symbol" \s 10 \h
Interns are not promoted to the GS-12 level while on NCAWPD rolls.

	
	

	
	



	
	

	Steps
	SYMBOL 183 \f "Symbol" \s 10 \h
NCAWPD notifies the Homeport Career-Field Manager/Intern Counselor approximately 60 days before the intern's promotion eligibility. Notification includes:

	
	

	
	SYMBOL 250 \f "Wingdings"
promotion eligibility date

	
	

	
	SYMBOL 250 \f "Wingdings"
notice of any delinquent performance review documentation (Intern Progress Report ) and/or other delinquent documents

	
	

	
	

	
	SYMBOL 183 \f "Symbol" \s 10 \h
If there are no delinquent forms or when all forms are received, NCAWPD initiates promotion upon the recommendation of the Homeport Career-Field Manager/Intern Counselor.

	
	

	
	

	
	SYMBOL 183 \f "Symbol" \s 10 \h
If forms are not received or Command does not believe intern is due promotion, Homeport Career-Field Manager/Intern Counselor notifies NCAWPD and appropriate action is taken.

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	


	Graduation/Final Placement



	Definition
	SYMBOL 183 \f "Symbol" \s 10 \h
Upon the successful completion of the IDP and appropriate certification, an intern is graduated from AIP to the target position.

	
	

	
	

	
	

	Steps
	SYMBOL 183 \f "Symbol" \s 10 \h
NCAWPD notifies the Homeport Career-Field Manager/Intern Counselor approximately 90 days before the projected graduation date. Notification includes:

	
	

	
	

	
	SYMBOL 250 \f "Wingdings"
list of required outstanding documents (i.e., grades from NCAWPD funded courses, settlement of travel vouchers and final Intern Progress Report)

	
	

	
	SYMBOL 250 \f "Wingdings"
intern's current certification status

	
	

	
	SYMBOL 250 \f "Wingdings"
reminder to arrange for timely placement in target position

	
	

	
	

	
	

	
	SYMBOL 183 \f "Symbol" \s 10 \h
The Homeport Career-Field Manager/Intern Counselor supplies NCAWPD with all requested forms and information, and arranges for intern to transfer to target position.

	
	

	
	

	
	SYMBOL 183 \f "Symbol" \s 10 \h
In the event the planned target position is not available, the Homeport Career-Field Manager/Intern Counselor notifies NCAWPD, as soon as possible,  and the following steps are taken to ensure placement no later than the planned graduation date:

	
	

	
	SYMBOL 250 \f "Wingdings"
homeport Command actively pursues placement in an acquisition billet elsewhere within the Command;

	
	

	
	SYMBOL 250 \f "Wingdings"
if unsuccessful, SYSCOM/major activity assumes responsibility to place intern;

	
	

	
	


	
	
SYMBOL 250 \f "Wingdings"
if unsuccessful, NCAWPD provides assistance in placement within

          
another DON Command.

	
	

	
	SYMBOL 250 \f "Wingdings"
Reimbursable funding is required for late placement of interns.

	
	

	Notes:
	(1) Early graduation requests will be considered on a case-by-case basis.  Evidence of accelerated training and completion of all MDP/IDP requirements is required.  Requests for early graduation for the purpose of balancing Command/Activity work years will not be considered.  Requests may be approved only when they will not adversely impact the AIP budget and work years.

	
	

	
	(2) Commands WILL NOT under any circumstances ever inform an intern that there is no position available for them upon graduation!  If placement is an anticipated problem, coordination with NCAWPD Program Managers is required.


	Travel



	
	

	Steps
	SYMBOL 183 \f "Symbol" \s 10 \h
Intern completes DON AIP Intern Travel Request with BOQ non-availability number at training site. (NCAWPD will not process without non-availability number.)

	
	

	
	

	
	

	
	

	
	

	
	

	
	SYMBOL 183 \f "Symbol" \s 10 \h
Rotational assignment requests requiring travel must be submitted to NCAWPD at least 90 days in advance.  

	
	

	
	SYMBOL 183 \f "Symbol" \s 10 \h
Revisions to planned rotations require an amended IDP with highlighted changes and approval signature.

	
	

	
	

	
	



	
	

	
	SYMBOL 183 \f "Symbol" \s 10 \h
Completed Intern Travel Request form is submitted to intern’s current Supervisor for approval and Homeport Career-Field Manager/Intern Counselor for approval.

	
	

	
	

	
	SYMBOL 183 \f "Symbol" \s 10 \h
The signed, completed DON AIP Intern Travel request is submitted to NCAWPD.

	
	

	
	

	
	SYMBOL 183 \f "Symbol" \s 10 \h
NCAWPD provides intern with official original travel orders within one week of planned travel.

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	SYMBOL 183 \f "Symbol" \s 10 \h
Once travel is completed and settled locally, a copy of travel voucher summary, DD Form 1351-2, and airline/rail ticket (if applicable) must be faxed to NCAWPD.

	
	

	
	·      As required by the Joint Travel Regulations (JTR) – Volume 2, C4561, per diem

          allowances for training assignments, including rotations, of more than 30 consecutive calendar days are 55 percent of the applicable maximum rate prescribed in http://www.dtic.mil/perdiem/pdrates.html, rounded to the next higher dollar.  

· paid in a fixed amount plus actual lodging taxes.  

· lodging receipts for a lease for the rental of an apartment are not required to confirm lodging costs except when necessary to confirm amount paid for lodging taxes.  

· if Government quarters are used, the actual cost of the lodging, plus 100% of the entitlement allowed for meals and incidental expenses is used and  lodging receipts are required.

· Reduced per diem rates for training assignments of more than 30 consecutive calendar days at one location apply from the day following the arrival day at the training location through the day prior to the departure day.  

	


	
	


	Tuition


	Types
	Acquisition Workforce Tuition Assistance Program (AWTAP) is used for college tuition.  AWTAP is the DON DACM’s Navy-wide tuition program.

	
	

	
	· Tuition assistance is requested through Register-Now

· The assigned NCAWPD Career Manager should be identified as the “supervisor” in Register-Now AWTAP

· The NCAWPD Career Manager ‘endorses’ the application

· Intern receives automated email advising that application has been endorsed and is awaiting Registrar action

· The DON DACM’s AWTAP Registrar approves AWTAP applications within 30 days of ‘endorsement’ by NCAWPD

· Intern receives automated email which advises the request has been approved and describes how and when to generate 1556 form for funding

· The intern generates and submits Form 1556 using Register-Now

· Approved 1556 forms are emailed directly to the intern, along with a letter for the educational institution

· Interns should not start any classes unless they have received an approved 1556 prior to the class start date.

· Follow settlement procedures in Register-Now upon class completion.

	
	

	
	Non-AWTAP funding is provided by the NCAWPD or host activity for other than  college tuition.

	
	· Intern completes DD Form 1556.

	
	

	
	

	
	· At least 30 days prior to registration, completed DD Form 1556 along         with a copy of course description, course costs and education page from IDP are sent to NCAWPD. Any changes from IDP must be approved on submitted IDP page by Homeport Career-Field Manager/Intern Counselor.

	
	

	
	

	
	· At least 30 days prior to registration, completed DD Form 1556 along  with a

  copy of course description, course costs and education page from IDP are

  sent to NCAWPD.  Any changes from IDP must be approved on submitted

  IDP page by Homeport Career-Field Manager/Intern Counselor.

	
	· NCAWPD assigns a unique accounting number and faxes the approved

DD Form 1556 to intern.

	
	

	
	

	
	

	
	

	
	· Intern sends approved DD Form 1556 and letter to vendor.

	
	

	
	

	
	· Within 45 days of course completion intern sends grade report or certificate of completion if a grade report is not provided to NCAWPD. *

	
	

	
	· In the event an approved course for which an intern is registered is not taken or canceled, the intern is responsible to notify NCAWPD in advance and reimburse NCAWPD for any cost of course.

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	* The intern is responsible to reimburse NCAWPD for the cost of any course not successfully completed.  Successful completion is defined as a grade of ‘D’ or better or a certificate of successful completion.  Failure to submit the grade report or certificate of completion will prevent future funding. 

	



	NCAWPD Bulletin Board



	

	The NCAWPD Bulletin Board is the Career Management Site’s sole vehicle for collective

communication to the intern workforce and other interested parties. It is our hope that the NCAWPD

Bulletin Board will be an effective and efficient means of providing information and clarifying

guidance on a whole host of acquisition and intern initiatives and issues.

	
	

	
	

	
	

	Steps To Access the Bulletin Board
	SYMBOL 183 \f "Symbol" \s 10 \h
Point your browser to https://wwwnt.cnet.navy.mil/navyintern


	
	

	
	

	
	SYMBOL 183 \f "Symbol" \s 10 \h
Use the  "Please Click Here”

	
	

	
	

	
	SYMBOL 183 \f "Symbol" \s 10 \h
Then the "View the NCAWPD Bulletin Board" link.

	
	

	
	


	Frequently Asked Questions (FAQs)
	SYMBOL 183 \f "Symbol" \s 10 \h
Who can post to the NCAWPD Bulletin Board? 

Any intern that is currently enrolled in the program, his or her functional manager, and his or her Career Field Manager/Intern Counselor can request a message to be posted. Actual posting to the Bulletin Board will be by designated personnel in NCAWPD only.

	
	

	
	


	
	

	
	

	
	

	


	
	


	
	

	
	


	
	SYMBOL 183 \f "Symbol" \s 10 \h
What can I post?

General questions that are not intended for the NCAWPD staff but intended for other interns. Messages that relate to training/travel, payroll and security should go directly to that appropriate person at NCAWPD. Training/travel questions should go to your appropriate Customer Service Representative.  Payroll questions should go to your NCAWPD Payroll Technician. Security related questions should go to the NCAWPD Security Officer at DSN 430-1354 (Commercial 717 605-1354). Overall program questions should go to your NCAWPD Career Manager.  

	
	

	
	 SYMBOL 183 \f "Symbol" \s 10 \h          How can I post?  Email message to NCAWPD@webnavy.mil

	
	

	
	 SYMBOL 183 \f "Symbol" \s 10 \h         Are there any format restrictions or guidelines?

	
	            The message should be less than a full page with no graphics or pictures. If

            appropriate, make sure your email address is included so responses go directly

            to you, not to every intern.

	
	

	
	


	
	SYMBOL 183 \f "Symbol" \s 10 \h
How long will the messages stay on the NCAWPD Bulletin Board?

Approximately 90 days.
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Relationship Flow Chart 
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Facilities Engineering Senior Project Coordination

	Specialty
	Telephone Number

	Environmental
	(202) 685-9303

	Community Planning
	(202) 685-9183

	ROICC.Construction
	(202) 985-9215

	Real Estate
	(202) 685-9206

	Architecture & Civil, Fire Protection, Mechanical, Electrical & Industrial Engineering
	(202) 685-9173


	Acronyms 



	AIP
	Acquisition Intern Program

	
	

	APC
	Acquisition Professiojnal Community

	
	

	ASN

(RD&A)
	Assistant Secretary of the Navy Research Development and Acquisition

	
	

	AWTAP
	Acquisition Workforce Tuition Assistance Program

	
	

	DACM
	Director,  Acquisition Career Management

	
	

	DAU
	Defense Acquisition University

	
	

	DAWIA
	Defense Acquisition Workforce Improvement Act

	
	

	DON
	Department of the Navy

	
	

	GS
	General Schedule

	
	

	HRO
	Human Resource Office

	
	

	IDP
	Individual Development Plan

	
	

	MDP
	Master Development Plan

	
	

	NCAWPD
	Naval Center for Acquisition Workforce Professional Development

	
	

	NMCI
	Navy Marine Corps Intranet

	
	

	POC
	Point of Contact

	
	

	SYSCOM
	Systems Command
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Intern’s Supervisor





Rotation Career Field Manager





External Rotations





Intern Counselor





May be delegated certain Homeport Career Field Manager responsibilities





Homeport Career Field Manager





Primary command POC





Naval Center for Acquisition Workforce Development (NCAWPD)





Acquisition Intern Program
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_____________________________________  ____________  ____________________________________  ___________


      Supervisor (Type/print & sign)                                   Date                                          Intern (Sign)                                      Date





__________________________________________________  ____________


     Career Field Manager/Intern Counselor (Type/print & sign)              Date
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