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                                     Department of Defense 
 


                     DIRECTIVE 
 


 
 


NUMBER 1322.08E 
January 3, 2005 


Certified Current as of April 23, 2007 
 


USD(P&R) 
 


SUBJECT:  Voluntary Education Programs for Military Personnel  
 
References: (a) DoD Directive 1322.8, subject as above, January 6, 1997(hereby  
  canceled) 
 (b) Section 2005 of title 10, United States Code 
 (c) Section 2007 of title 10, United States Code 
 (d) DoD Directive 5101.1, “DoD Executive Agency,” September 9,  
  2002 
 
 
1.  REISSUANCE AND PURPOSE  
 
This Directive: 
 
 1.1.  Reissues reference (a) to update policy and responsibilities for voluntary education 
programs for military personnel. 
 
 1.2.  Implements references (b) and (c). 
 
 1.3.  Designates the Secretary of the Navy as the DoD Executive Agent for the Defense 
Activity for Non-Traditional Education Support (DANTES) in accordance with reference (d). 
 
2.  APPLICABILITY  
 
This Directive applies to the Office of the Secretary of Defense, the Military Departments, the 
Chairman of the Joint Chiefs of Staff, the Defense Agencies, the DoD Field Activities, and all 
other organizational entities in the Department of Defense (hereafter referred to collectively as 
the "DoD Components").  The term “Military Services,” as used herein refers to the Army, the 
Navy, the Air Force, and the Marine Corps. 
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3.  DEFINITIONS  
 
 3.1.  Adult Education.  Services or instructions below the college level for adults who lack 
sufficient mastery of basic educational skills (English, reading, writing, speaking, and 
mathematics) to enable them to function effectively in society. 
 
 3.2.  Distance Education.  The delivery of education or training through electronically 
mediated instruction, including satellite, video, audiographic, computer, multimedia technology, 
and other forms of learning at a distance, such as correspondence and independent study. 
 
 3.3.  Off-Duty Time.  Time spent when Service members are not scheduled to perform 
official duties. 
 
 3.4.  Tuition Assistance.  Funds provided by the Military Services to pay a percentage of the 
charges of an educational institution for the tuition of an active duty member of the Armed 
Forces enrolled in courses of study during his or her off-duty time. 
 
 3.5.  Voluntary Education Programs.  Continuing, adult, or postsecondary educational 
programs of study that Service members elect to participate during their off-duty time. 
 
 
4.  POLICY  
 
It is DoD policy, under references (b) and (c), that: 
 
 4.1.  Programs shall be established and maintained in the Department of Defense that provide 
Service members with educational opportunities that they may participate voluntarily during 
their off-duty time or at such other times as authorized by Military Services’ policies. 
 
 4.2.  Voluntary education programs shall provide educational opportunities comparable to 
those available to citizens outside the military, be available to all active duty personnel 
regardless of their duty location, and include courses and services provided by accredited 
postsecondary vocational and technical schools, colleges, and universities.  Programs may be 
provided as traditional classroom instruction or through distance education. 
 
 4.3.  Tuition Assistance, as authorized by reference (b), shall be provided for Service 
members that participate in voluntary education programs.  The amount of monetary support 
available to each Service member shall be uniform across the Military Services. 
 
 4.4.  Service members interested in participating in voluntary education programs shall be 
provided guidance and counseling services by qualified personnel so they can make the most 
efficient use of Government resources and the most effective use of their own time, money, and 
effort. 







  DoDD 1322.08E, January 3, 2005 


 3


 
 4.5.  Service members shall be provided opportunities to acquire basic educational and 
academic skills which are essential to successful job performance and new learning.  In 
accordance with reference (c), in locations outside the United States adult education programs 
shall be available to both Service members and their adult family members. 
 
 
5.  RESPONSIBILITIES  
 
 5.1.  The Under Secretary of Defense for Personnel and Readiness (USD(P&R)), shall: 
 
  5.1.1.  Develop overall policy guidance for voluntary education programs in the 
Department of Defense. 
 
  5.1.2.  Monitor compliance with this Directive. 
 
  5.1.3.  Exercise policy control over the DANTES. 
 
  5.1.4.  Maintain liaison with Federal and State Agencies and with national organizations 
that influence educational policies and practices. 
 
 5.2.  The Secretary of the Navy is hereby designated as the DoD Executive Agent for the 
DANTES and in that role shall: 
 
  5.2.1.  Provide the DANTES with adequate resources, facilities and logistical support. 
 
  5.2.2.  Support the DANTES, consistent with the policy guidance issued by the 
USD(P&R). 
 
 5.3.  The Assistant Secretary of Defense for Reserve Affairs, under the USD(P&R), shall 
establish procedures to ensure that members of the Reserve components are informed of 
opportunities available to them through the DoD voluntary education programs. 
 
 5.4.  The Secretaries of the Military Departments shall: 
 
  5.4.1.  Maintain voluntary education programs for Service members by providing 
worldwide staff, resources, facilities, and funding, consistent with this Directive and applicable 
DoD Instructions. 
 
  5.4.2.  Issue policy guidance governing the conduct of educational programs to comply 
with this Directive, applicable DoD Instructions, and the needs of the Military Services. 
 
  5.4.3.  Maintain liaison with Federal and State Agencies, and with national education 
associations, as necessary. 
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6.  EFFECTIVE DATE  
 
This Directive is effective immediately. 
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SUBPART 219.71--PILOT MENTOR-PROTEGE PROGRAM 
(Revised February 24, 2012) 


 
 
219.7100  Scope. 
This subpart implements the Pilot Mentor-Protege Program (hereafter referred to as 
the “Program”) established under Section 831 of the National Defense Authorization 
Act for Fiscal Year 1991 (Pub. L. 101-510; 10 U.S.C. 2302 note).  The purpose of the 
Program is to provide incentives for DoD contractors to assist protege firms in 
enhancing their capabilities and to increase participation of such firms in Government 
and commercial contracts. 
 
219.7101  Policy. 
DoD policy and procedures for implementation of the Program are contained in 
Appendix I, Policy and Procedures for the DoD Pilot Mentor-Protege Program. 
 
219.7102  General. 
The Program includes— 
 
 (a)  Mentor firms that are prime contractors with at least one active subcontracting 
plan negotiated under FAR Subpart 19.7 or under the DoD Comprehensive 
Subcontracting Test Program. 
 
 (b)  Protege firms that are-- 
 
  (1)(i)  Small disadvantaged business concerns as defined at 219.001(1); 
 
   (ii)  Business entities owned and controlled by an Indian tribe; 
 
   (iii)  Business entities owned and controlled by a Native Hawaiian 
Organization; 
 
   (iv)  Qualified organizations employing the severely disabled;  
 
   (v)  Women-owned small business concerns; 
 
   (vi)  Service-disabled veteran-owned small business concerns; or 
 
   (vii)  HUBZone small business concerns; 
 
  (2)  Eligible for receipt of Federal contracts; and 
 
  (3)  Selected by the mentor firm. 
 
 (c)  Mentor-protege agreements that establish a developmental assistance program 
for a protege firm. 
 
 (d)  Incentives that DoD may provide to mentor firms, including: 
 
  (1)  Reimbursement for developmental assistance costs through— 
 
   (i)  A separately priced contract line item on a DoD contract; or 



http://www.acq.osd.mil/dpap/dars/dfars/html/current/appendix_i.htm
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   (ii)  A separate contract, upon written determination by the cognizant 
Component Director, Small Business Programs (SBP), that unusual circumstances 
justify reimbursement using a separate contract; or 
 
  (2)  Credit toward applicable subcontracting goals, established under a 
subcontracting plan negotiated under FAR Subpart 19.7 or under the DoD 
Comprehensive Subcontracting Test Program, for developmental assistance costs that 
are not reimbursed. 
 
219.7103  Procedures. 
 
219.7103-1  General. 
The procedures for application, acceptance, and participation in the Program are in 
Appendix I, Policy and Procedures for the DoD Pilot Mentor-Protege Program.  The 
Director, SBP, of each military department or defense agency has the authority to 
approve contractors as mentor firms, approve mentor-protege agreements, and forward 
approved mentor-protege agreements to the contracting officer when funding is 
available. 
 
219.7103-2  Contracting officer responsibilities. 
Contracting officers must— 
 
 (a)  Negotiate an advance agreement on the treatment of developmental assistance 
costs for either credit or reimbursement if the mentor firm proposes such an agreement, 
or delegate authority to negotiate to the administrative contracting officer (see FAR 
31.109). 
 
 (b)  Modify (without consideration) applicable contract(s) to incorporate the clause at 
252.232-7005, Reimbursement of Subcontractor Advance Payments--DoD Pilot Mentor-
Protege Program, when a mentor firm provides advance payments to a protege firm 
under the Program and the mentor firm requests reimbursement of advance payments. 
 
 (c)  Modify (without consideration) applicable contract(s) to incorporate other than 
customary progress payments for protege firms in accordance with FAR 32.504(c) if a 
mentor firm provides such payments to a protege firm and the mentor firm requests 
reimbursement. 
 
 (d)  Modify applicable contract(s) to establish a contract line item for reimbursement 
of developmental assistance costs if— 
 
  (1)  A DoD program manager or the cognizant Component Director, SBP, has 
made funds available for that purpose; and 
 
  (2)  The contractor has an approved mentor-protege agreement. 
 
 (e)  Negotiate and award a separate contract for reimbursement of developmental 
assistance costs only if— 
 
  (1)  Funds are available for that purpose; 
 
  (2)  The contractor has an approved mentor-protege agreement; and 



http://www.acq.osd.mil/dpap/dars/dfars/html/current/appendix_i.htm

http://www.acq.osd.mil/dpap/dars/dfars/html/current/252232.htm#252.232-7005
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  (3)  The cognizant Component Director, SBP, has made a determination in 
accordance with 219.7102(d)(1)(ii). 
 
 (f)  Not authorize reimbursement for costs of assistance furnished to a protege firm 
in excess of $1,000,000 in a fiscal year unless a written determination from the 
cognizant Component Director, SBP, is obtained. 
 
 (g)  Advise contractors of reporting requirements in Appendix I. 
 
 (h)  Provide a copy of the approved Mentor-Protege agreement to the Defense 
Contract Management Agency administrative contracting officer responsible for 
conducting the annual performance review (see Appendix I, Section I-113). 
 
219.7104  Developmental assistance costs eligible for reimbursement or credit. 
 
 (a)  Developmental assistance provided under an approved mentor-protege 
agreement is distinct from, and must not duplicate, any effort that is the normal and 
expected product of the award and administration of the mentor firm’s subcontracts.  
The mentor firm must accumulate and charge costs associated with the latter in 
accordance with its approved accounting practices.  Mentor firm costs that are eligible 
for reimbursement are set forth in Appendix I. 
 
 (b)  Before incurring any costs under the Program, mentor firms must establish the 
accounting treatment of developmental assistance costs eligible for reimbursement or 
credit.  Advance agreements are encouraged.  To be eligible for reimbursement under  
the Program, the mentor firm must incur the costs before October 1, 2018. 
 
 (c)  If the mentor firm is suspended or debarred while performing under an approved 
mentor-protege agreement, the mentor firm may not be reimbursed or credited for 
developmental assistance costs incurred more than 30 days after the imposition of the 
suspension or debarment. 
 
 (d)  Developmental assistance costs, incurred by a mentor firm before October 1, 
2018, that are eligible for crediting under the Program, may be credited toward 
subcontracting plan goals as set forth in Appendix I. 
 
219.7105  Reporting. 
Mentor and protege firms must report on the progress made under mentor-protege 
agreements as indicated in Appendix I, Section I-112. 
 
219.7106  Performance reviews. 
The Defense Contract Management Agency will conduct annual performance reviews of 
all mentor-protege agreements as indicated in Appendix I, Section I-113.  The 
determinations made in these reviews should be a major factor in determinations of 
amounts of reimbursement, if any, that the mentor firm is eligible to receive in the 
remaining years of the Program participation term under the agreement. 
 



http://www.acq.osd.mil/dpap/dars/dfars/html/current/219_71.htm#219.7102

http://www.acq.osd.mil/dpap/dars/dfars/html/current/appendix_i.htm
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SUBPART 231.3--CONTRACTS WITH EDUCATIONAL INSTITUTIONS  
 
 
231.303  Requirements. 
 
 (1)  Pursuant to section 841 of the National Defense Authorization Act for Fiscal 
Year 1994 (Pub. L. 103-160), no limitation may be placed on the reimbursement of 
otherwise allowable indirect costs incurred by an institution of higher education under 
a DoD contract awarded on or after November 30, 1993, unless that same limitation is 
applied uniformly to all other organizations performing similar work under DoD 
contracts.  The 26 percent limitation imposed on administrative indirect costs by OMB 
Circular No. A-21 shall not be applied to DoD contracts awarded on or after  
November 30, 1993, to institutions of higher education because the same limitation is 
not applied to other organizations performing similar work. 
 
 (2)  The cognizant administrative contracting officer may waive the prohibition in 
231.303(1) if the governing body of the institution of higher education requests the 
waiver to simplify the institution’s overall management of DoD cost reimbursements 
under DoD contracts. 
 
 (3)  Under 10 U.S.C. 2249, the costs cited in 231.205-22(a) are unallowable. 
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SUBPART 237.72--EDUCATIONAL SERVICE AGREEMENTS 
(Revised August 25, 2009) 


 
 
237.7200  Scope. 
 
 (a)  This subpart prescribes acquisition procedures for educational services from 
schools, colleges, universities, or other educational institutions.  This subpart does not 
include tuition assistance agreements, i.e., payment by the Government of partial 
tuition under the off-duty educational program. 
 
 (b)  As used in the subpart— 
 
  (1)  “Facilities” does not include the institution's dining rooms or dormitories; 
and  
 
  (2)  “Fees” does not include charges for meals or lodging. 
 
237.7201  Educational service agreement. 
 
 (a)  An educational service agreement is not a contract, but is an ordering 
agreement under which the Government may order educational services. 
 
 (b)  Educational service agreements provide for ordering educational services 
when— 
 
  (1)  The Government pays normal tuition and fees for educational services 
provided to a student by the institution under its normal schedule of tuition and fees 
applicable to all students generally; and 
 
  (2)  Enrollment is at the institution under the institution's normal rules and in 
courses and curricula which the institution offers to all students meeting admission 
requirements. 
 
237.7202  Limitations. 
 
 (a)  Make no agreement under this subpart which will result in payment of 
Government funds for tuition or other expenses for training in any legal profession, 
except in connection with the detailing of commissioned officers to law schools under 10 
U.S.C. 2004. 
 
 (b)  Educational service agreements are not used to provide special courses or 
special fees for Government students. 
 
237.7203  Duration. 
 
 (a)  Educational service agreements are for an indefinite duration and remain in 
effect until terminated. 
 
 (b)  The issuing activity must establish procedures to review each educational 
service agreement at least once each year.  Review dates should consider the 
institution's academic calendar and occur at least 30 days before the beginning of a 
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term.  The purpose of the review is to incorporate changes to reflect requirements of 
any statute, Executive Order, FAR, or DFARS. 
 
 (c)  If the contracting officer and the institution do not agree on required changes, 
terminate the agreement. 
 
237.7204  Format and clauses for educational service agreements. 
Educational service agreements under this subpart shall be in the following format.  
Add to the schedule any other provisions necessary to describe the requirements, if they 
are consistent with the following provisions and the policy of acquiring educational 
services in the form of standard course offerings at the prevailing rates of the 
institution. 
 


EDUCATIONAL SERVICE AGREEMENT 
 


Agreement No. ______________ 
 
 1.  This agreement entered into on the __________ day of ______________ _____, is 
between the Government, represented by the Contracting Officer, and the Contractor, 
_________(name of institution)________________, an educational institution located in 
_________(city)_________, ____(state)__________. 
 
 2.  This agreement is for educational services to be provided by the Contractor to 
Government personnel at the Contractor's institution.  The Contractor shall provide 
instruction with standard offerings of courses available to the public. 
 
 3.  The Government shall pay for services under the Contractor's normal schedule of 
tuition and fees applicable to the public and in effect at the time the services are 
performed. 
 
 4.  The Government will review this agreement annually before the anniversary of 
its effective date for the purpose of incorporating changes required by statutes, 
executive orders, the Federal Acquisition Regulation, or the Defense Federal 
Acquisition Regulation Supplement.  Changes required to be made by modification to 
this agreement or by issuance of a superseding agreement.  If mutual agreement on the 
changes cannot be reached, the Government will terminate this agreement. 
 
 5.  The parties may amend this agreement only by mutual consent. 
 
 6.  This agreement shall start on the date in paragraph 1 and shall continue until 
terminated. 
 
 7.  The estimated annual cost of this agreement is $_________.  This estimate is for 
administrative purposes only and does not impose any obligation on the Government to 
request any services or make any payment. 
 
 8.  Advance payments are authorized by 10 U.S.C. 2396(a)(3). 
 
 9.  Submit invoices to:  ____________(name and address of activity)______________. 
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SCHEDULE PROVISIONS 
 
 1.  Ordering procedures and services to be provided. 
 
  (a)  The Contractor shall promptly deliver to the Contracting Officer one copy of 
each catalog applicable to this agreement, and one copy of any subsequent revision. 
 
  (b)  The Government will request educational services under this agreement by 
a (insert type of request, such as, delivery order, official Government order, or other 
written communication).  The (insert type of request, such as, delivery order, official 
Government order, or other written communication) will contain the number of this 
agreement and will designate as students at the Contractor's institution one or more 
Government-selected persons who have already been accepted for admission under the 
Contractor's usual admission standards. 
 
  (c)  All students under this agreement shall register in the same manner, be 
subject to the same academic regulations, and have the same privileges, including the 
use of all facilities and equipment as any other students enrolled in the institution. 
 
  (d)  Upon enrolling each student under this agreement, the Contractor shall, 
where the resident or nonresident status involves a difference in tuition or fees— 
 
   (i)  Determine the resident or nonresident status of the student; 
 
   (ii)  Notify the student and the Contracting Officer of the determination.  If 
there is an appeal of the determination; 
 
   (iii)  If there is an appeal of the determination, process the appeal under the 
Contractor's standard procedures; 
 
   (iv)  Notify the student and Contracting Officer of the result; and 
 
   (v)  Make the determination a part of the student's permanent record. 
 
  (e)  The Contractor shall not furnish any instruction or other services to any 
student under this agreement before the effective date of a request for services in the 
form specified in paragraph (b) of this schedule. 
 
 2.  Change in curriculum.  The Contracting Officer may vary the curriculum for any 
student enrolled under this agreement but shall not require or make any change in any 
course without the Contractor's consent. 
 
 3.  Payment. 
 
  (a)  The Government shall pay the Contractor the normal tuition and fees which 
the Contractor charges any students pursuing the same or similar curricula, except for 
any tuition and fees which this agreement excludes.  The Contractor may change any 
tuition and fees, provided— 
 
   (1)  The Contractor publishes the revisions in a catalog or otherwise publicly 
announces the revisions; 
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   (2)  Applies the revisions uniformly to all students studying the same or 
similar curricula; 
 
   (3)  Provides the Contracting Officer notice of changes before their effective 
date. 
 
  (b)  The Contractor shall not establish any tuition or fees which apply solely to 
students under this agreement. 
 
  (c)  If the Contractor regularly charges higher tuition and fees for nonresident 
students, the Contractor may charge the Government the normal nonresident tuition 
and fees for students under this agreement who are nonresidents.  The Government 
shall not claim resident tuition and fees for any student solely on the basis of the 
student residing in the State as a consequence of enrollment under this agreement. 
 
  (d)  The Contractor shall charge the Government only the tuition and fees which 
relate directly to enrollment as a student.  Tuition and fees may include— 
 
   (i)  Penalty fees for late registration or change of course caused by the 
Government; 
 
   (ii)  Mandatory health fees and health insurance charges; and 
 
   (iii)  Any flat rate charge applicable to all students registered for research 
that appears in the Contractor's publicly announced fee schedule. 
 
  (e)  The Contractor shall not charge the Government for— 
 
   (i)  Permit charges, such as vehicle registration or parking fees, unless 
specifically authorized in the request for service; and 
 
   (ii)  Any equipment, refundable deposits, or any items or services (such as 
computer time) related to student research. 
 
  (f)  Normally, the Contractor shall not directly charge individual students for 
application fees or any other fee chargeable to this agreement.  However, if the 
Contractor's standard procedures require payment of any fee before the student is 
enrolled under this agreement, the Contractor may charge the student.  When the 
Contractor receives payment from the Government, the Contractor shall fully 
reimburse the student. 
 
  (g)  For each term the Contractor enrolls students under this agreement, the 
Contractor shall submit _______ copies of an invoice listing charges for each student 
separately.  The Contractor shall submit invoices within ______ days after the start of 
the term and shall include— 
 
   (i)  Agreement number and inclusive dates of the term; 
 
   (ii)  Name of each student; 
 
   (iii)  A list showing each course for each student if the school charges by 
credit hour; 
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   (iv)  The resident or nonresident status of each student (if applicable to the 
Contractor's school); and 
 
   (v)  A breakdown of charges for each student, including credit hours, tuition, 
application fee, and other fees.  Provide a total for each student and a grand total for all 
students listed on the invoice. 
 
  (h)  If unforeseen events require additional charges that are otherwise payable 
under the Contractor's normal tuition and fee schedule, the Contractor may submit a 
supplemental invoice or make the adjustment on the next regular invoice under this 
agreement.  The Contractor shall clearly identify and explain the supplemental invoice 
or the adjustment. 
 
  (i)  The Contractor shall apply any credits resulting from withdrawal of 
students, or from any other cause under its standard procedures, to subsequent invoices 
submitted under this agreement.  Credits should appear on the first invoice submitted 
after the action resulting in the credits.  If no subsequent invoice is submitted, the 
Contractor shall deliver to the Contracting Officer a check drawn to the order of the 
office designated for contract administration.  The Contractor shall identify the reason 
for the credit and the applicable term dates in all cases. 
 
 4.  Withdrawal of students. 
 
  (a)  The Government may, at its option and at any time, withdraw financial 
support for any student by issuing official orders.  The Government will furnish ______ 
copies of the orders to the Contractor within a reasonable time after publication. 
 
  (b)  The Contractor may request withdrawal by the Government of any student 
for academic or disciplinary reasons. 
 
  (c)  If withdrawal occurs before the end of a term, the Government will pay any 
tuition and fees due for the current term.  The Contractor shall credit the Government 
with any charges eligible for refund under the Contractor's standard procedures for any 
students in effect on the date of withdrawal. 
 
  (d)  Withdrawal of students by the Government will not be the basis for any 
special charge or claim by the Contractor other than charges under the Contractor's 
standard procedures. 
 
 5.  Transcripts.  Within a reasonable time after withdrawal of a student for any 
reason, or after graduation, the Contractor shall send to the Contacting Officer (or to an 
address supplied by the Contracting Officer) one copy of an official transcript showing 
all work by the student at the institution until such withdrawal or graduation. 
 
 6.  Student teaching.  The Government does not anticipate the Contractor awarding 
fellowships and assistantships to students attending school under this agreement.  
However, for graduate students, should both the student and the Contractor decide it to 
be in the student's best interests to assist in the institution's teaching program, the 
Contractor may provide nominal compensation for part-time service.  Base the 
compensation on the Contractor's practices and procedures for other students of similar 
accomplishment in that department or field.  The Contractor shall apply the 
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compensation as a credit against any invoices presented for payment for any period in 
which the student performed the part-time teaching service. 
 
 7.  Termination of agreement. 
 
  (a)  Either party may terminate this agreement by giving 30 days advance 
written notice of the effective date of termination.  In the event of termination, the 
Government shall have the right, at its option, to continue to receive educational 
services for those students already enrolled in the contractor's institution under this 
agreement until such time that the students complete their courses or curricula or the 
Government withdraws them from the Contractor's institution.  The terms and 
conditions of this agreement in effect on the effective date of the termination shall 
continue to apply to such students remaining in the Contractor's institution. 
 
  (b)  Withdrawal of students under Schedule provision 4 shall not be considered 
a termination within the meaning of this provision 7. 
 
  (c)  Termination by either party shall not be the basis for any special charge or 
claim by the Contractor, other than as provided by the Contractor's standard 
procedures. 
 


GENERAL PROVISIONS 
 
Use the following clauses in educational service agreements: 
 
 1.  FAR 52.202-1, Definitions, and add the following paragraphs (h) through (m). 
 
  (h)  “Term” means the period of time into which the Contractor divides the 
academic year for purposes of instruction.  This includes “semester,” “trimester,” 
“quarter,” or any similar word the Contractor may use. 
 
  (i)  “Course” means a series of lectures or instructions, and laboratory periods, 
relating to one specific representation of subject matter, such as Elementary College 
Algebra, German 401, or Surveying.  Normally, a student completes a course in one 
term and receives a certain number of semester hours credit (or equivalent) upon 
successful completion. 
 
  (j)  “Curriculum” means a series of courses having a unified purpose and 
belonging primarily to one major academic field.  It will usually include certain required 
courses and elective courses within established criteria.  Examples include Business 
Administration, Civil Engineering, Fine and Applied Arts, and Physics.  A curriculum 
normally covers more than one term and leads to a degree or diploma upon successful 
completion. 
 
  (k)  “Catalog” means any medium by which the Contractor publicly announces 
terms and conditions for enrollment in the Contractor's institution, including tuition 
and fees to be charged.  This includes “bulletin,” “announcement,” or any other similar 
word the Contractor may use. 
 
  (l)  “Tuition” means the amount of money charged by an educational institution 
for instruction, not including fees. 
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  (m)  “Fees” means those applicable charges directly related to enrollment in the 
Contractor's institution.  Unless specifically allowed in the request for services, fees 
shall not include— 
 
   (1)  Any permit charge, such as parking and vehicle registration; or 
 
   (2)  Charges for services of a personal nature, such as food, housing, and 
laundry. 
 
 2.  FAR 52.203-3, Gratuities. 
 
 3.  FAR 52.203-5, Covenant Against Contingent Fees. 
 
 4.  FAR 52.204-1, Approval of Contract, if required by department/agency 
procedures. 
 
 5.  FAR 52.215-2, Audit and Records--Negotiation. 
 
 6.  FAR 52.215-8, Order of Precedence--Uniform Contract Format. 
 
 7.  Conflicts Between Agreement and Catalog.  Insert the following clause: 
 


CONFLICTS BETWEEN AGREEMENT AND CATALOG 
 


 If there is any inconsistency between this agreement and any catalog or 
other document incorporated in this agreement by reference or any of the 
Contractor's rules and regulations, the provisions of this agreement shall 
govern. 
 


 8.  FAR 52.222-3, Convict Labor. 
 
 9.  Under FAR 22.802, FAR 22.807, and FAR 22.810, use the appropriate clause 
from FAR 52.222-26, Equal Opportunity. 
 
 10.  FAR 52.233-1, Disputes. 
 
 11.  Assignment of Claims.  Insert the following clause: 
 


ASSIGNMENT OF CLAIMS 
 


No claim under this agreement shall be assigned. 
 
 12.  FAR 52.252-4, Alterations in Contract, if required by department/agency 
procedures. 
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NUMBER 3210.06 
February 6, 2014 


 
USD(AT&L) 


 
SUBJECT: Defense Grant and Agreement Regulatory System (DGARS) 
 
References: See Enclosure 1 
 
 
1.  PURPOSE.  This directive reissues DoD Directive 3210.6 (Reference (a)) to: 
 
 a.  Update established policy and assigned responsibilities for the DGARS. 
 
 b.  Provide for DoD Components’ use of the policies and procedures in the regulations 
published in Chapter I, Subchapter C of Title 32, Code of Federal Regulations (Reference (b)) 
and Chapter XI of Title 2, Code of Federal Regulations (Reference (c)).  References (b) and (c) 
are also known and referred to collectively in this directive as the “DoD Grant and Agreement 
Regulations.” 
 
 c.  Cancel DoD 3210.6-R (Reference (d)). 
 
 
2.  APPLICABILITY.  This directive applies to OSD, the Military Departments, and all Defense 
Agencies, DoD Field Activities, and other organizational entities within the DoD that are 
authorized to award or administer grants, cooperative agreements, and other non-procurement 
transactions subject to the DGARS (referred to collectively in this directive as the “DoD 
Components”). 
 
 
3.  POLICY.  It is DoD policy that:   
 
 a.  Grants and cooperative agreements may be used only for purposes that are in accordance 
with chapter 63 of Title 31, United States Code (Reference (e)), also known as “The Federal 
Grant and Cooperative Agreement Act of 1977.”  Exceptions may be made where statute permits 
otherwise. 
 
 b.  Grants and cooperative agreements must be awarded through competition in every case in 
which statute requires competition and to the maximum extent practicable in all other cases. 
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 c.  DoD Components’ award and administration of non-procurement transactions subject to 
the DGARS must be in accordance with all applicable DGARS issuances, including applicable 
provisions of the DoD Grant and Agreement Regulations. 
 
 d.  The DGARS will: 
 
  (1)  Be responsive to DoD needs for efficient program execution, effective program 
oversight, and proper stewardship of federal funds. 
 
  (2)  Provide for compliance with relevant statutes and Executive orders and for DoD 
implementation of applicable guidance, such as circulars of the Office of Management and 
Budget.  
 
  (3)  Provide for collection, retention, and dissemination of management and fiscal data 
related to non-procurement transactions subject to the DGARS to: 
 


(a)  Support policy formulation. 
 
(b)  Meet Federal Government-wide reporting requirements. 
 
(c)  Support the Office of the Inspector General of the Department of Defense in 


meeting its responsibilities for audit and oversight. 
 
  (4)  Apply to DoD grants and cooperative agreements.  If implementation of statutes, 
Executive orders, or Federal Government-wide circulars or rulemakings requires the DoD to 
issue rules or policies applicable to other non-procurement agreements, in addition to grants and 
cooperative agreements, the DGARS may include the rules or policies.  The DGARS must state 
the applicability of those rules or policies to other non-procurement agreements. 
 
 
4.  RESPONSIBILITIES.  See Enclosure 2. 
 
 
5.  RELEASABILITY.  Unlimited.  This directive is approved for public release and is available 
on the Internet from the DoD Issuances Website at http://www.dtic.mil/whs/directives.  
 
 
6.  EFFECTIVE DATE.  This directive: 
 


a.  Is effective February 6, 2014.  
 
b.  Must be reissued, cancelled, or certified current within 5 years of its publication to be 


considered current in accordance with DoD Instruction 5025.01 (Reference (f)). 
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c.  Will expire effective February 6, 2024 and be removed from the DoD Issuances Website 
if it hasn’t been reissued or cancelled in accordance with Reference (f). 
 
 
 
 
 Christine H. Fox 
 Acting Deputy Secretary of Defense 
 
Enclosures 
 1.  References 
 2.  Responsibilities 
Glossary
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ENCLOSURE 1 
 


REFERENCES 
 
 
(a) DoD Directive 3210.6, “Defense Grant and Agreement Regulatory System (DGARS),” 


December 17, 2003 (hereby cancelled) 
(b) Chapter I, Subchapter C of Title 32, Code of Federal Regulations 
(c) Chapter XI of Title 2, Code of Federal Regulations 
(d) DoD 3210.6-R, “Department of Defense Grant and Agreement Regulations,” April 13, 


1998, as amended (hereby cancelled) 
(e) Chapter 63 of Title 31, United States Code 
(f) DoD Instruction 5025.01, “DoD Directives Program,” September 26, 2012, as amended 
(g) Title 10, United States Code 
(h) Section 3710a of Title 15, United States Code 
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ENCLOSURE 2 
 


RESPONSIBILITIES 
 


 
1.  ASSISTANT SECRETARY OF DEFENSE FOR RESEARCH AND ENGINEERING 
(ASD(R&E)).  Under the authority, direction, and control of the Under Secretary of Defense for 
Acquisition, Technology, and Logistics, the ASD(R&E): 
 
 a.  Develops and implements DGARS policies and procedures through the issuance of the 
DoD Grant and Agreement Regulations and, as necessary, DoD instructions and other issuances.  
The ASD(R&E) will coordinate changes to the DoD Grant and Agreement Regulations with the 
Military Departments and other appropriate DoD Components, in addition to publishing them in 
the Federal Register. 
 
 b.  Develops and implements policies and procedures in the DGARS for use of 
non-procurement transactions other than grants and cooperative agreements that are authorized 
by section 2371 of Title 10, United States Code (Reference (g)).  The ASD(R&E) may include 
the policies and procedures in the DoD Grant and Agreement Regulations where doing so is 
appropriate; he or she may otherwise include them in DoD instructions or other issuances.  For 
these purposes, the ASD(R&E) is delegated the authorities and responsibilities of the Secretary 
of Defense pursuant to section 2371 of Reference (g) as it applies to non-procurement 
instruments, with the authority to redelegate. 
 
 
2.  OSD AND DoD COMPONENT HEADS.  The OSD and DoD Component heads will ensure 
compliance with the DoD Grant and Agreement Regulations, as published in the Code of Federal 
Regulations, and other DGARS policies and procedures within their respective Components. 
 
 
3.  SECRETARIES OF THE MILITARY DEPARTMENTS AND DIRECTORS OF THE 
DEFENSE AGENCIES.  The Secretary of the Military Departments and Directors of the 
Defense Agencies must each: 
 
 a.  Designate an official who is authorized to coordinate on DGARS provisions for the 
Component, if the Component uses grants, cooperative agreements, or other non-procurement 
transactions subject to the DGARS. 
 
 b.  Provide written notification within 120 days to the ASD(R&E) any time that a new 
official is designated to coordinate on DGARS provisions for the Component in accordance with 
paragraph 3a of this enclosure. 
 
 
4.  DIRECTORS OF THE DEFENSE AGENCIES.  In addition to the responsibilities in section 
3 of this enclosure, the Directors of the Defense Agencies are delegated: 
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 a.  The authority of the Secretary of Defense pursuant to section 2358 of Reference (g) to 
perform research and development projects by grant or cooperative agreement. 
 
 b.  The associated responsibility of the Secretary of Defense pursuant to section 2358 of 
Reference (g) to determine that a research project or study is of interest to the DoD before using 
any funds appropriated to the DoD to finance the project or study. 
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GLOSSARY 
 


PART I.  ABBREVIATIONS AND ACRONYMS 
 


 
ASD(R&E) Assistant Secretary of Defense for Research and Engineering 
  
DGARS Defense Grant and Agreement Regulatory System 
  


 
PART II.  DEFINITIONS 


 
These terms and their definitions are for the purposes of this directive. 
 
cooperative agreement.  A legal instrument used to enter into the same kind of relationship as a 
grant (see definition, below), except that substantial involvement is expected between the DoD 
and the recipient when carrying out the activity contemplated by the cooperative agreement.  The 
term does not include cooperative research and development agreements as defined in section 
3710a of Title 15, United States Code (Reference (h)). 
 
DGARS.  A system of policies and procedures to guide DoD grants and cooperative agreements 
that includes the DoD Grant and Agreement Regulations and other issuances.  It governs other 
non-procurement transactions, in addition to grants and cooperative agreements, where its 
provisions so indicate. 
 
grant.  A legal instrument used to enter into a relationship, the principal purpose of which is to 
transfer a thing of value to the recipient to carry out a public purpose of support or stimulation 
authorized by a law of the United States, rather than to acquire property or services for the 
DoD’s direct benefit or use.  Further, it is a relationship in which substantial involvement is not 
expected between the DoD and the recipient when carrying out the activity contemplated by the 
grant. 
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INSTRUCTION 
 
 
 


NUMBER 5120.14 
March 7, 2006 


 


USD(P&R) 


 
SUBJECT:  Defense Advisory Committee on Women in the Services (DACOWITS) 


References: (a) DoD Directive 5120.14, “Defense Advisory Committee on Women in the 
Services (DACOWITS),” July 15, 1997 (hereby canceled) 


(b) Deputy Secretary of Defense memorandum, "DoD Directives Review –  
  Phase II," July 13, 2005 


 (c) DoD Directive 5124.02, “Under Secretary of Defense for Personnel and 
Readiness (USD(P&R)),” February 11, 2006 


 (d) Appendix to Title 5, United States Code, as annotated 
 (e) DoD Directive 5105.4, “Department of Defense Federal Advisory Committee 


Management Program,” February 10, 2003 
 (f) DoD 8910.1-M, “DoD Procedures for Management of Information 


Requirements,” June 30, 1998 
 
 
1.  REISSUANCE AND PURPOSE 
 
This Instruction reissues Reference (a) as an Instruction according to the guidance in References 
(b) and (c); revises the organization, membership, functions, and responsibilities of the Defense 
Advisory Committee on Women in the Services (DACOWITS); and adds information 
requirements. 
 
 
2.  APPLICABILITY 
 
This Instruction applies to the Office of the Secretary of Defense, the Military Departments 
(including the Coast Guard under agreement with the Department of Homeland Security when it 
is not operating as a Service in the Navy), the Chairman of the Joint Chiefs of Staff, the 
Combatant Commands, the Office of the Inspector General of the Department of Defense, the 
Defense Agencies, the DoD Field Activities, and all other organizational entities within the 
Department of Defense (hereafter referred to collectively as the “DoD Components”).  The term 
"Military Services" as used herein, refers to the Army, the Navy, the Air Force, the Marine 
Corps, and the Coast Guard. 
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3.  ORGANIZATION 
 


3.1.  DACOWITS is hereby established within the Department of Defense according to 
References (d) and (e). 
 


3.2.  The Committee reports to the Principal Deputy Under Secretary of Defense for 
Personnel and Readiness (PDUSD(P&R)), under the Under Secretary of Defense for Personnel 
and Readiness (USD(P&R)), with functional responsibilities under the Director, DACOWITS. 
 


3.3.  A Chair will be designated by the Secretary of Defense to serve as the leader of the 
Committee.  The Chair, in turn, may select a Vice Chair to assist with duties and perform the 
Chair’s duties in the Chair’s absence.  The Chair shall serve at the pleasure of the Secretary of 
Defense, normally for a term of three years.  The Chair shall speak for the Committee on 
administrative matters and on positions on which the Committee has reached consensus. 
 
 
4.  MEMBERSHIP 
 


4.1.  Composition.  The Committee is composed of no more than 15 civilian members.  
Members are selected on the basis of their experience in the military, as a member of a military 
family, or with women’s or family-related workforce issues.  Members shall be U.S. citizens and 
are selected without regard to race, color, religion, sex, national origin, mental or physical 
disability, age, marital status, or sexual orientation.  Due to possible conflicts of interest, DoD 
military and civilian personnel who currently serve, including members of the National Guard of 
the United States or Selective Reserves, are not eligible for nomination or Committee 
membership. 
 


4.2.  Nominations.  Upon the request of PDUSD(P&R), Members of Congress, the Chairman 
of the Joint Chiefs of Staff, the Secretaries of the Military Departments, the DoD Components, 
the Special Assistant to the Secretary of Defense for White House Liaison, and third-year 
members of DACOWITS may submit nominations for Committee membership to the 
DACOWITS Office on DD Form 2207, Defense Advisory Committee on Women in the Services 
(DACOWITS) Recommendation for Nomination.  The form is available through the 
DACOWITS Office.  The DACOWITS Office shall refer self-nominations to the appropriate 
Military Service. 
 


4.3.  Appointments.  The Secretary of Defense appoints all DACOWITS members.  Members 
shall serve as individuals and not as officials representing any group or organization with which 
they may be affiliated.  Nominees for appointments shall be evaluated for potential conflicts of 
interest.  While the members serve at the pleasure of the Secretary of Defense, normally the term 
of membership is three years. 
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5.  FUNCTIONS 
 


5.1.  DACOWITS shall provide information and advice to the Department of Defense, 
through PDUSD(P&R), and make recommendations on: 
 


5.1.1.  Matters and policies relating to the recruitment, retention, treatment, employment, 
integration, and well-being of highly qualified professional women in the Armed Forces, as 
specified by PDUSD(P&R). 
 


5.1.2.  Family issues and the active promotion of family issues related to the recruitment 
and retention of a highly qualified professional military. 
 


5.2.  DACOWITS will encourage public acceptance of military service as a citizenship 
responsibility and as a career field for qualified women.  In addition, DACOWITS shall: 
 


5.2.1.  Conduct a minimum of two meetings annually.  All sessions shall be open to the 
public, except for those that are closed pursuant to Reference (d). 
 


5.2.2.  Conduct installation visits as requested by PDUSD(P&R). 
 


5.2.3.  Use various methods of research to gather information as a basis for 
recommendations.  
 


5.2.4.  Submit reports as required by PDUSD(P&R). 
 
 
6.  RESPONSIBILITIES 
 


6.1.  PDUSD(P&R)), under USD(P&R), shall: 
 


6.1.1.  Oversee the Committee. 
 


6.1.2.  Specify the issues on which the Committee focuses. 
 


6.1.3.  Appoint a Designated Federal Official (DFO) according to Reference (e), normally 
the Director, DACOWITS, to approve or call each meeting, approve the meeting agenda, attend 
all meetings, and chair meetings when the agency head directs.  DFO shall have the authority to 
adjourn any Committee meeting not considered to be in the public interest. 
 


6.1.4.  Designate representatives from the offices of the Deputy Under Secretary of 
Defense (Military Personnel Policy) (DUSD(MPP)) and Deputy Under Secretary of Defense 
(Military Community and Family Policy) (DUSD(MC&FP)) as Ex-Officios, to serve as advisors 
to the Committee. 
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6.1.5.  Coordinate with the Secretary of Veterans Affairs to designate the Director of the 
Center for Women Veterans of the Department of Veterans Affairs as an Ex-Officio, to serve as 
an advisor to the Committee. 
 


6.1.6.  Direct DUSD(MPP) and DUSD(MC&FP) to appoint points of contact (POCs) to 
the Committee, to advise the Committee in areas of expertise and attend all meetings. 
 


6.1.7.  Solicit nominations for membership. 
 


6.1.8.  Provide personnel, facilities, and other administrative support necessary for the 
Committee to perform its functions. 
 


6.1.9.  Request official representation funds, when appropriate. 
 


6.1.10.  Oversee the Director, DACOWITS. 
 


6.2.  The Director, DACOWITS, and the DACOWITS Office shall: 
 


6.2.1.  Serve as the official channel through which all Committee activities shall be 
coordinated with the Office of the Secretary of Defense, the Military Departments, and other 
offices/agencies. 
 


6.2.2.  Assist and support the Committee’s business activities. 
 


6.3.  The Assistant Secretary of Defense for Reserve Affairs, under the USD(P&R), shall 
designate a representative as an Ex-Officio, to serve as an advisor to the Committee, and a POC 
to advise the Committee in areas of expertise and attend all meetings. 
 


6.4.  The Assistant Secretary of Defense for Health Affairs, under the USD(P&R), shall 
designate a POC to advise the Committee in areas of expertise and attend all meetings. 
 


6.5.  The Chairman of the Joint Chiefs of Staff, the Secretaries of the Military Departments, 
and the Commandant of the Coast Guard shall assign POCs to the Committee.  The Secretary of 
the Navy shall assign one POC from the Navy and one from the Marine Corps.  The Secretaries 
of the Army and the Air Force shall jointly assign one POC from the National Guard Bureau in 
addition to the POCs from their respective Military Departments.  The Office of the Secretary of 
Defense shall direct requests for expertise and resources through the POCs.  The POCs shall be 
military officers in grade O-5 or higher or their civilian equivalents.  Grade exceptions shall be 
justified in a written request to the Director, DACOWITS, for approval.  In addition, the POCs 
shall: 
 


6.5.1.  Serve as the primary POC to DACOWITS, working through the DACOWITS 
Office. 
 


6.5.2.  Act as Service/Staff advisors and attend all DACOWITS meetings. 
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6.5.3.  Coordinate timely responses to all information and recommendation requests. 
 
6.5.4.  Coordinate installation visits between DACOWITS members and host commands, 


working with the DACOWITS staff. 
 
6.5.5.  Solicit and submit nominations when the PDUSD(P&R) requests. 
 
6.5.6.  Provide support to OSD-hosted DACOWITS meetings as required. 
 
6.5.7.  Provide timely responses to information and recommendation requests. 


 
 
7.  FUNDING 
 


7.1.  The members of the Committee serve without compensation, but may be allowed 
transportation, per diem, and authorized expenses for government-directed travel outside their 
local area. 
 


7.2.  The Defense Human Resources Agency shall fund DACOWITS functions within 
resources available except for official representation funds. 
 


7.3.  When appropriate, the PDUSD(P&R) shall request official representation funds for 
DACOWITS activities from WHS. 
 


7.4.  The Director, DACOWITS, shall internally control the budget and audit it for 
compliance with applicable management controls. 
 
 
8.  INFORMATION REQUIREMENTS 
 


8.1.  The reports required by paragraph 5.2.4 are exempt from licensing according to 
subparagraphs C4.4.2 and C4.4.3 of DoD 8910.1-M (Reference (f)). 
 


8.2.  The recommendations for nomination required by paragraph 4.2 and the solicitations of 
nominations required by subparagraph 6.1.7. are exempt from licensing according to 
subparagraph C4.4.2 of Reference (f). 
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9.  EFFECTIVE DATE 
 
This Instruction is effective immediately. 
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ANNEX F


F-1
3/20/00


COURSE DESCRIPTIONS –
NON-RESIDENT, CORRESPONDENCE AND ONLINE PROGRAMS


This annex covers nonresident courses and sub-courses available from the US Army
Finance School, US Army Logistics Management College, the Army Management Staff College,
the Defense Systems Management College, and the US Department of Agriculture Graduate
School as well as online courses.


The Army Institute for Professional Development (AIPD) will only accept electronic
enrollments for Army correspondence courses.  Careerists can enroll through the AIPD web site
at http://www.atsc.army.mil/accp/aipd.htm or through the Army Training Requirements and
Resources System (ATRRS).  Courses can be taken online or a traditional hard copy of the
course can be requested.  Additional information is available in DA Pamphlet 351-20, Army
Correspondence Course Program Catalogs.


1. Mandatory Correspondence Courses - Army Institute for Professional Development
(AIPD) web site, http://www.atsc.army.mil/accp/aipd.htm.


COURSE:    SUPERVISOR DEVELOPMENT COURSE (SDC)


DCPDS COURSE CODE:   12BSD


ARMY CORRESPONDENCE COURSE NUMBER:  131 F21 (ST5001, ST 5002)


COMPETENCY GROUP/CPE/CEU:   Leadership and Organizational Management


EXECUTIVE CORE QUALIFICATION (Associated OPM Leadership Competencies):
Leading People (Conflict Management, Cultural Awareness, Integrity/Honesty, Team Building)


DESCRIPTION:   The SDC is made up of two subcourses. Both subcourses must be completed.
Subcourse - ST5001: Managing and Leading provides techniques for managing work and leading
people. Management and leadership processes include planning, organizing, coordinating,
directing, and controlling. It also includes lessons on delegating authority, problem solving,
communicating effectively, and ethics. Subcourse - ST5002: Human Resources Management
provides training to enable a supervisor to use personnel management and training procedures to
ensure mission accomplishment and subordinates' professional growth. It includes lessons on
position classification, staffing, human resources development, performance management,
awards, discipline, and labor relations.


The mandatory supervisory training courses for all newly appointed supervisors (military and
civilian) of civilian employees is two phased. Phase I is the Supervisor Development
Course(SDC). It must be completed within 6 months of appointment to first supervisory position.
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COURSE:  MANAGER DEVELOPMENT COURSE (MDC)


DCPDS COURSE CODE:   12MDC


ARMY CORRESPONDENCE COURSE NUMBER:   131 F31 (ST 6000)


COMPETENCY GROUP/CPE/CEU:   Leadership and Organizational Management


EXECUTIVE CORE QUALIFICATION(S) (Associated OPM Leadership Competencies):
• Leading Change (Continual Learning, Creativity and Innovation, External Awareness)
• Leading People (Cultural Awareness, Integrity/Honesty, Team Building)
• Business Acumen (Financial Management, Human Resources Management)
• Building Coalitions/Communication (Interpersonal Skills, Oral Communication, Written


Communication)


DESCRIPTION:  MDC includes lessons in: organizational culture; time management; objectives
and plans; problem solving and decision making; planning, programming and budgeting;
manpower management; communications; information technology applications; the Army
Environmental Program; equal employment opportunity; professional ethics; internal
management control; and Army family team building.


COURSE:  ACTION OFFICER DEVELOPMENT COURSE (AODC)


DCPDS COURSE CODE: 12AOC


ARMY CORRESPONDENCE COURSE NUMBER: 131 F41 (ST7000)


COMPETENCY GROUP/CPE/CEU:   Leadership and Organizational Management


EXECUTIVE CORE QUALIFICATION(S) (Associated OPM Leadership Competencies)
• Leading Change (Continual Learning, Creativity and Innovation, External Awareness)
• Leading People (Cultural Awareness, Integrity/Honesty, Team Building)
• Business Acumen (Financial Management, Human Resources Management)
• Building Coalitions/Communication (Interpersonal Skills, Oral Communication, Written


Communication)


DESCRIPTION: Prepares students for staff work with training that is similar to what is offered
to military officers at the Combined Arms and Services Staff School, Center for Army
Leadership. The term "action officer" does not refer to a duty position. This course describes
"staff work" as it is generally practiced Army-wide. The AODC covers organization and
management; conducting completed staff work; managing time and priorities; conducting
meetings and interviews; solving problems and making decisions; communications; writing to
the Army Standard; coordinating; conducting briefings; and ethics.
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2. Description of Non-Resident Courses:


a.   SPONSOR:  US Army Soldier Support Institute, US Army Finance School, Ft Jackson,
SC


COURSE:   CENTRAL ACCOUNTING OFFICER COURSE


CURRICULUM:  7 Subcourses


COMPETENCY GROUP/CPE/CEU:   Financial Stewardship


EXECUTIVE CORE QUALIFICATION (Associated OPM Leadership Competencies):
Business Acumen (Financial Management)


SUBCOURSES:


FI0708 - Introduction to Nonappropriated Funds (NAF) and Central Accounting Office
Operations


DESCRIPTION:   Describes the NAF system and the financial management responsibilities of
each level of associated command.


FI0710 - Basic NAF Accounting


DESCRIPTION:   Covers the basic double entry accounting systems with emphasis on the
general principles of recording, classifying, summarizing, and interpreting individual financial
transactions.


FI2000 - Preparing NAF Financial Statements


DESCRIPTION:   Identifies format and the items used in an income statement and balance sheet,
what accounts you can list under different parts of both, and how to prepare both documents.


FI2002 - Analyzing NAF Financial Statements


DESCRIPTION:   Teaches financial analysis of NAF operations using income statements,
balance sheets, and governing regulations.


FI2003 - Preparing Written and Oral Financial Statements Analyses


DESCRIPTION:   Teaches how to prepare a written narrative and an oral briefing discussing the
financial trends implied by the statements.
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COURSE:   CENTRAL ACCOUNTING OFFICER COURSE (continued)


FI2004 - Budgeting for Morale, Welfare, and Recreation Operations


DESCRIPTION:   Describes the various budgets prepared by the Installation Morale, Welfare
and Recreation Fund (IMWRF) and documents required for their support.


FI2024 - Controlling Central Accounting Division Operations


DESCRIPTION:   Describes relationships of the basics of Nonappropriated Fund programs with
financial management.


COURSE:   RESOURCE MANAGEMENT/COMPTROLLER COURSE (No longer offered
as a course; however, 14 subcourses are still available.)


CURRICULUM:  14 subcourses


COMPETENCY GROUP/CPE/CEU:   Financial Stewardship


EXECUTIVE CORE QUALIFICATION (Associated OPM Leadership Competencies)::
Business Acumen (Financial Management)


SUBCOURSES:


FI0752 - Army Fiscal Code


DESCRIPTION:  Covers procedures for using the Army Fiscal Code and the Army Management
Structure in conjunction with expenditure and collection accounting classifications.


FI0790 - Accounting for Resource Managers:  Part I


DESCRIPTION:  Provides basic procedures involving reimbursement and stock fund principles
and concepts with which resource management personnel at an installation or activity should be
familiar.


FI0791 - Accounting for Resource Managers:  Part II


DESCRIPTION:  Provides basic procedures involving decentralized fund control.


FI0921 - Basic Statistics


DESCRIPTION:  Covers percentages, index numbers, measures of central tendency and
dispersion, and the properties of the normal curve.
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COURSE:   RESOURCE MANAGEMENT/COMPTROLLER COURSE (continued)


FI0922 - Simple Linear Regression and Correlation Analysis


DESCRIPTION:   Covers the scatter diagram, finding the Y intercept, slope, predicted Y values,
computing regression by the method of least squares, and computing correlation analyses.


FI0923 - Statistical Sampling


DESCRIPTION:  Emphasizes the general principles of sampling and the statistical methods used
to determine sample sizes as well as the ability to project and evaluate the sample results.


FI0934 - Review and Analysis


DESCRIPTION:  Highlights the DA review and analysis process, the comptroller's and major
activity director's staff responsibility for program review and analysis, and statistical analysis.


FI0950 - Management Survey


DESCRIPTION:  Covers the general concept of a management survey, plus certain management
information systems and automatic data processing considerations.


FI0986 - Resource Management


DESCRIPTION:  Describes resource management policies and practices related to the individual
at various levels in the Department of the Army organizational structure.


FI2026 - Comptrollership in the Army


DESCRIPTION:   Highlights the evolution of comptrollership and its organization within the
DoD, DA, and Standard Installation Organization.


FI2028 - Planning, Programming, Budgeting and Execution System (PPBES)


DESCRIPTION:   Examines phases of the Army's PPBES from the standpoint of purpose,
personnel involved, stages within phases, and the different documents which flow from each
phase.


FI2030 - Manpower Management


DESCRIPTION:   Describes the analytical methods used to address manpower funding
problems, manpower management, PPBES, and use of the manpower staffing standard system
(MS-3).
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COURSE:   RESOURCE MANAGEMENT/COMPTROLLER COURSE (continued)


FI2032 - Activity/Major Activity Budgeting


DESCRIPTION:   Identifies the roles of key individuals involved with budgeting and discusses
budget manpower guidance and the command operating budget.


FI2038 - Budget Adjustments/Review and Analysis


DESCRIPTION:   Describes basic procedures involved with budget adjustments and budget
analysis.


COURSE:   MILITARY ACCOUNTING SUPERVISOR COURSE


CURRICULUM:   9 Subcourses


COMPETENCY GROUP/CPE/CEU:   Financial Stewardship


EXECUTIVE CORE QUALIFICATION (Associated OPM Leadership Competencies):
Business Acumen (Financial Management)


SUBCOURSES:


FI0710 - Basic NAF Accounting


DESCRIPTION:  Covers the basic double entry accounting systems with emphasis on the
general principles used in recording, classifying, summarizing, and interpreting individual
financial transactions.


FI0758 – General Fund Accounting Part I


DESCRIPTION:  Deals with financial management organization and policies, general
accounting principles and rules, as well as General Fund Accounting concepts needed by
Department of the Army accounting personnel at the installation level.


FI0759 - General Fund Accounting Part II


DESCRIPTION:   Presents obligation principles and rules in expenditure accounting at the Army
installation level.


FI0747 - Expenditure Accounting Part I


DESCRIPTION:   Presents principles, procedures of military accounting expenditure documents,
and the effects of processing on the Army Standard Financial System (STANFINS).
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COURSE:   MILITARY ACCOUNTING SUPERVISOR COURSE (continued)


FI0748 - Expenditure Accounting Part II


DESCRIPTION:   How to identify and explain the purposes of the various STANFINS basic
records, master files, and control measures.


FI0754 - Reimbursement Accounting


DESCRIPTION:  Presents principles and procedures of the Installation Reimbursement Program.


FI0749 - Miscellaneous Accounting Part I


DESCRIPTION:   Identifies miscellaneous accounting classifications, explains how to correct
errors in the accounting records, communicating transactions between tow or more Army
activities, and details of cash reconciliation.


FI0750 - Miscellaneous Accounting Part II


DESCRIPTION:  Covers procedures for auditing transactions, monthly general ledger account
reconciliation, and the preparation of the monthly financial reports to higher authority.  Also,
covers special procedures for interface between nonintegrated finance offices and STANFINS
installations.


FI0177 - Army Stock Fund Accounting Part I


DESCRIPTION:  Provides instruction on the purpose of the Army stock fund and its revolving
fund concept.


FI0178 - Army Stock Fund Accounting:  Part II


DESCRIPTION:  Provides a working knowledge of the Installation Stock Fund, stock fund
concepts, SAILS/STARFIARS concepts, and MILSTRIP.


FI0179 - Army Stock Fund Accounting:  Part III


DESCRIPTION:  Gives basic procedures for analyzing Army stock fund federal procurement
documents and recording general ledger and subsidiary ledger effects.


FI0752 - Army Fiscal Code


DESCRIPTION:  Covers procedures for using the Army Fiscal Code and the Army Management
Structure in conjunction with expenditure and collection classifications.
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COURSE:  MILITARY ACCOUNTING TECHNICIAN COURSE


CURRICULUM:   9 Subcourses


COMPETENCY GROUP/CPE/CEU:   Financial Stewardship


EXECUTIVE CORE QUALIFICATION (Associated OPM Leadership Competencies):
Business Acumen (Financial Management)


SUBCOURSES:  See Military Accounting Supervisor Course for descriptions to the following
courses:  FI0740, FI0741, FI0742, FI0743, FI0744, FI0745, FI0746, and FI0752


FI0824 - Accounts Payable


DESCRIPTION: Describes duties of an accounting technician or voucher examiner in the
accounts payable branch of a Finance and Accounting Office (FAO).  Provides instructions on
purchases at installation level and the duties of the contracting officer and the FAO in controlling
funds and paying for legal procurements.


COURSE:   INTRODUCTION TO DISBURSING OPERATIONS COURSE


CURRICULUM:   3 Subcourses


COMPETENCY GROUP/CPE/CEU:   Financial Stewardship


EXECUTIVE CORE QUALIFICATION(S) (Associated OPM Leadership Competencies):
Business Acumen (Financial Management)


SUBCOURSES:


FI0842 - Disbursing Operations:  Part I


DESCRIPTION:   Presents technical information and cash and check control procedures of each
functional area within the disbursing division.


FI0843 - Disbursing Operations:  Part II


DESCRIPTION:   Presents information on the cash management procedures of Class A Agents
and Class B Agents; procedures relating to usage, control, and preparation of Treasury checks in
check branch operations; and the types of losses in an FAO account, reporting and processing
requirements, and how to preclude such losses.







ANNEX F


F-9
3/20/00


COURSE:   INTRODUCTION TO DISBURSING OPERATIONS COURSE (Continued)


FI0844 - Disbursing Operations:  Part III


DESCRIPTION:   Presents information on the accounts branch operations such as cash book
transactions, concept of Total Accountability and the cash control officer's processing of
documents.


COURSE:   CIVILIAN PAY INTRODUCTORY COURSE


CURRICULUM:   3 Subcourses


COMPETENCY GROUP/CPE/CEU:   Financial Stewardship


EXECUTIVE CORE QUALIFICATION (Associated OPM Leadership Competencies):
Business Acumen (Financial Management)


SUBCOURSES:


FI0100 - Introduction to Processing Civilian Payroll Actions


DESCRIPTION:   Presents basic principles, procedures, and forms involved with processing
civilian payroll actions.


FI0170 - Civilian Pay: Miscellaneous Actions


DESCRIPTION:   Special civilian pay office procedures for maintaining an employee's leave
account, advancing pay for overseas assignments, paying special allowances for qualified
medical personnel, and settling a deceased employee's account.


FI0828 - Civilian Pay Procedures and Entitlements


DESCRIPTION:   Provides a working knowledge of the procedures used in the civilian pay
section of a finance and accounting office.


COURSE:   RESOURCE MANAGEMENT INTRODUCTORY COURSE


CURRICULUM:   11 Subcourses


COMPETENCY GROUP/CPE/CEU:   Financial Stewardship


EXECUTIVE CORE QUALIFICATION (Associated OPM Leadership Competencies):
Business Acumen (Financial Management)
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COURSE:   RESOURCE MANAGEMENT INTRODUCTORY COURSE (Continued)


SUBCOURSES:


FI0752 - Army Fiscal Code


DESCRIPTION: Covers procedures for using the Army Fiscal Code and the Army
Management Structure in conjunction with expenditure and collection accounting classifications.


FI0758 - General Fund Accounting, Part I


DESCRIPTION:   Teaches the fundamentals of general fund accounting; deals with topics in
government accounting.


FI0759 - General Fund Accounting, Part II


DESCRIPTION:   Presents obligation principles and rules in expenditure accounting at the Army
installation level.


FI0934 - Review and Analysis


DESCRIPTION:   Highlights the DA review and analysis process, the comptroller's and major
activity director's staff responsibility for program review and analysis, and statistical analysis.


FI0950 - Management Survey


DESCRIPTION:   Covers the general concept of a management survey, plus certain management
information systems and automatic data processing considerations.


FI2026 - Comptrollership in the Army


DESCRIPTION:   Highlights the evolution of comptrollership and its organization within the
DOD, DA, and Standard Installation Organization.  Includes the comptrollership responsibilities
within the Army management system and discusses various functions of the comptroller.


FI2028 - Planning, Programming, Budgeting, and Execution System


DESCRIPTION:   The Army's formal management system.  Examines phases of the Army's
Planning, Programming, Budgeting, and Execution System (PPBES) from the standpoint of
purpose, personnel involved, stages within phases, and the different documents which flow from
each phase.  Also discusses the program budget cycles, that is, the "mechanics" of PPBES.
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COURSE:   RESOURCE MANAGEMENT INTRODUCTORY COURSE (continued)


FI2030 - Manpower Management


DESCRIPTION:   Describes the analytical methods used to address manpower funding
problems, manpower management, PPBES, and use of the manpower staffing standards system
(MS-3).


FI2032 - Activity/Major Activity Budgeting


DESCRIPTION:   Identifies the roles of key individuals involved with budgeting and discusses
budget manpower guidance and the command operating budget.


FI2034 - Internal Control Systems


DESCRIPTION:   Focuses on the potential for fraud, waste, and abuse in government operations
and the use of corrective actions and review in combating fraud, waste, and abuse.


FI3000 - Comparative and Descriptive Measures


DESCRIPTION:   Teaches basic mathematical tools needed by resource managers.


COURSE:   PLANNING, PROGRAMMING, BUDGETING, AND EXECUTION SYSTEM


CURRICULUM:   17 Subcourses


COMPETENCY GROUP/CPE/CEU:   Financial Stewardship


EXECUTIVE CORE QUALIFICATION (Associated OPM Leadership Competencies):
Business Acumen (Financial Management)


SUBCOURSES:   See Resource Management Introductory Course for subcourses: FI0752,
FI0758, FI0759, FI0934, FI2026, FI2028, FI2030, FI2032, and FI2034.


FI3020 - Research, Development, and Acquisition (RDA)


DESCRIPTION:   Identifies the principles and techniques associated with the RDA Management
System and describes that system's application and impact on the resource management
budgetary process.
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COURSE:   PLANNING, PROGRAMMING, BUDGETING, AND EXECUTION SYSTEM


FI3022 - The Army Industrial Fund


DESCRIPTION:   Identifies the Army Industrial Fund and describes its policies, procedures, and
uses within the resource management arena.


FI3024 - Operation and Maintenance, USAR (OMAR)


DESCRIPTION:   Identifies and describes the policies and procedures for funding the USAR and
the procedures for financial management, budgeting, and fund control of the OMAR
appropriation.


FI3026 - Military Construction Appropriation (MCA)


DESCRIPTION:   Describes the MCA program, its uses, program policies, and sources of MCA
funding.


FI3028 - Organizational Efficiency Reviews and Commercial Activities


DESCRIPTION:   Teaches the concepts, policies, and procedures associated with management
of the Army's organizational efficiency review and commercial activities programs.


FI3030 - Cost and Economic Analysis


DESCRIPTION:   Identifies the organizational structure responsible for developing cost and
economic analysis policies and procedures.


FI3032 - Installation Management Program


DESCRIPTION:   Describes the concept, background, and workings of installation management
programs to include standard installation organization and model installation program.


FI3034 - Army Productivity Programs


DESCRIPTION:   Describes the Army's Productivity Improvement Programs and their
procedures and relationships to resource management.


COURSE:   RESOURCE MANAGEMENT BUDGET COURSE


CURRICULUM:   12 Subcourses


COMPETENCY GROUP/CPE/CEU:   Financial Stewardship
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COURSE:   RESOURCE MANAGEMENT BUDGET COURSE (Continued)


EXECUTIVE CORE QUALIFICATION (Associated OPM Leadership Competencies):
Business Acumen (Financial Management)


SUBCOURSES:


FI0177 - Army Stock Fund Accounting:  Part I


DESCRIPTION:   Provides instruction on the purpose of the Army Stock Fund and its revolving
fund concept, and on the concepts of unit cost resourcing and how they affect the stock fund.  It
also describes the procedures used to develop the stock fund equation and post financial
transactions to it.


FI0178 - Army Stock Fund Accounting: Part II


DESCRIPTION:   Presents the Standard Army Intermediate-Level Supply System (SAILS), the
Standard Army Financial Inventory Accounting and Reporting System (STARFIARS), the
Standard Financial System (STANFINS), and the Military Standard Requisitioning and Issue
Procedures (MILSTRIP).  Identifies the major files found in SAILS and MILSTRIP, including
those procedures that deal with interfund transactions.


FI0752 - Army Fiscal Code


DESCRIPTION:   Covers procedures for using the Army Fiscal Code and the Army
Management Structure in conjunction with expenditure and collection accounting classifications.


FI0790 - Accounting for Resource Managers:  Part I


DESCRIPTION:   Covers basic procedures involving reimbursement and stock fund principles
and concepts with which resource personnel of a DA installation or activity should be familiar.


FI0791 - Accounting for Resource Managers:  Part II


DESCRIPTION:   Covers basic procedures involving decentralized fund control.


FI2038 - Budget Adjustments/Review and Analysis


DESCRIPTION:   Covers basic procedures involved with budget adjustments and budget
analysis.
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COURSE:   RESOURCE MANAGEMENT BUDGET COURSE (continued)


FI3040 - Federal Budget Process


DESCRIPTION:   Teaches the major public laws involving the financial management of the
federal government and their impact on the federal budgetary process, Army budget formulation
and processes, and congressional budget actions.


FI3042 - Activity Budgeting


DESCRIPTION:   Teaches the budget organization at the installation level, the relationships
among the elements of the budget organization, and how to prepare an activity budget.


FI3044 - Developing a Unit Level Command Budget Estimate


DESCRIPTION:   Identifies and describes the procedures used to develop and submit a unit's
tactical budget and the methods used to determine the costs of unit training events.


FI3046 - Program and Budget Advisory Committee (PBAC)


DESCRIPTION:   Identifies and describes the purpose and responsibilities of the PBAC at the
installation level, the responsibilities of PBAC members and major activity directors in
preparing for and conduction PBAC functions, and the relationship of PBAC to resource
management.


FI3048 - Budget Administration


DESCRIPTION:   Identifies and describes the procedures used to effectively administer an
activity's budget using an unfinanced requirements list, year end procedures, obligation reports,
commitment ledgers, and other data.


FI3050 - Year End Procedures and Recoveries


DESCRIPTION:   Covers resource management functions and procedures associated with year
end closeout, deobligation of funds, and prior year recoveries.


COURSE:  RESOURCE MANAGEMENT QUANTITATIVE COURSE


CURRICULUM:   7 Subcourses


COMPETENCY GROUP/CPE/CEU:   Financial Stewardship


EXECUTIVE CORE QUALIFICATION (Associated OPM Leadership Competencies):







ANNEX F


F-15
3/20/00


COURSE:  RESOURCE MANAGEMENT QUANTITATIVE COURSE (Continued)


Business Acumen (Financial Management)


SUBCOURSES:


FI0097 - Operations Research


DESCRIPTION:  Teaches the techniques of using the computer as a tool in scientific
management and research, with emphasis on the program Evaluation and Review Technique.


FI0921 - Basic Statistics


DESCRIPTION:   Covers percentages, index numbers, measures of central tendency and
dispersion, and the properties of the normal curve.


FI0922 - Simple Linear Regression and Correlation Analysis


DESCRIPTION:   Covers the scatter diagram, finding the Y intercept, slope, predicted Y values,
computing regression by the method of least squares, computing the standard error of estimate,
and computing correlation analysis.


FI0923 - Statistical Sampling


DESCRIPTION:   Emphasizes the general principles of sampling and the statistical methods
used to determine sample sizes as well as the ability to project and evaluate the sample results.


FI3060 - Program Evaluation and Review Techniques


DESCRIPTION:   Identifies procedures used to construct a program evaluation and review
technique network, calculate expected completion times, identify critical path(s), formulate
breakdown structures, and make probability statements about timely project completions.


FI3062 - Quantitative Decision Models


DESCRIPTION:   Identifies the methods for selecting an appropriate decision making technique,
including decision matrices and decision trees, to solve specified problems.


FI3064 - Introduction to Probability


DESCRIPTION:   Identifies procedures used to calculate the probability of an event, and
distinguish between and estimate the probability of simple and compound events.
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COURSE:  RESOURCE MANAGEMENT TACTICAL COURSE


CURRICULUM:   13 Subcourses


COMPETENCY GROUP/CPE/CEU:   Financial Stewardship


EXECUTIVE CORE QUALIFICATION (Associated OPM Leadership Competencies):
Business Acumen (Financial Management)


SUBCOURSES:   See Resource Management Budget Course for FI0177, FI0178, FI0744,
FI0752, FI0790, FI0791, and FI3044


FI3080 - Comptrollership in Tactical Units


DESCRIPTION:   Basic procedures involved with the comptrollership functions and the budget
process used within tactical units.  Describes who and what the comptroller is, the comptroller's
role regarding the tactical unit budget formulation, and the comptroller's relationship with the
installation resource management community.


FI3082 - Introduction to Program 2 (P2) Mission


DESCRIPTION:   Functions of the Army Management Structure, the features of the
Management Decision Package, how fiscal code is used to manage budget parts of a specific
allotment (expenditure) accounting classification, and the five stages of an expenditure
accounting transaction.


FI3084 - Unit Supply Funding Process Analysis


DESCRIPTION:   Teaches the fundamentals of the Army supply system and how the supply and
financial systems interface.  Describes the classes of supply, the flow of requisitions, the funding
process, and the role of the resource manager in this process.


FI3086 - Budgeting for a JCS-Level Exercise


DESCRIPTION:   How to identify and describe the elements and procedures used to prepare a
Joint Chiefs of Staff (JCS) exercise budget estimate.


FI3088 - The Capital Investment Programs


DESCRIPTION: How to identify and describe each of the three component programs of the
Army's Productivity Capital Investment Programs (PCIP).  Contains information on the policies,
procedures, criteria, and the types of projects adaptable to each program.  Also contains
information on the proper use of the PCIP to assist an activity to become more efficient and
improve its ability to accomplish its mission.
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COURSE:  RESOURCE MANAGEMENT TACTICAL COURSE (continued)


FI3090 - Tactical Unit Budget Administration


DESCRIPTION: Identifies and describes the procedures and administrative tools needed to
monitor budget execution; explains the importance of the Program Budget Advisory Committee
(PBAC) to the budget and describes how a PBAC presentation should be conducted; describes
the procedures associated with year-end closing of budget accounts.


QM3076 - Evaluate the Tactical Unit Financial Management Information System
(TUFMIS) 


DESCRIPTION:   Reconcile TUFMIS 85A report (Commitment Accounting for Unit Funds) and
the 85B report (Commitment Accounting Summary), identify discrepancies, direct corrections to
be made by the appropriate prescribed load list clerk, and identify units which have exceeded
their spending levels.


b.   SPONSOR:   US Army Logistics Management College, Fort Lee, VA


COURSE:  INTRODUCTION TO DEFENSE FINANCIAL MANAGEMENT


COMPETENCY GROUP/CPE/CEU:   Financial Stewardship


EXECUTIVE CORE QUALIFICATION (Associated OPM Leadership Competencies):
Business Acumen (Financial Management)


DESCRIPTION:   Encompasses defense financial systems and controls, to include introduction
to defense financial management, planning, programming, and budgeting appropriations,
command operating program and budget, budget execution review, accounting, working capital
funds, and review and analysis processes.


COURSE:  MANAGEMENT STATISTICS


COMPETENCY GROUP/CPE/CEU:   Financial Stewardship


EXECUTIVE CORE QUALIFICATION (Associated OPM Leadership Competencies):
Business Acumen (Financial Management)


DESCRIPTION: Provides a familiarity of the basic statistical methods used
in the collection, analysis, evaluation, interpretation, and presentation of
data for the purpose of augmenting the management of government operations.


c.   SPONSOR:   Army Management Staff College, Fort Belvoir, VA
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COURSE:  SUSTAINING BASE LEADERSHIP AND MANAGEMENT PROGRAM


COMPETENCY GROUP/CPE/CEU:   Leadership and Organizational Management


EXECUTIVE CORE QUALIFICATION(S) (Associated OPM Leadership Competencies):
• Leading Change (Continual Learning, Creativity and Innovation, External Awareness)
• Leading People (Cultural Awareness, Integrity/Honesty, Team Building)
• Business Acumen (Financial Management, Human Resources Management)
• Building Coalitions/Communication (Interpersonal Skills, Oral Communication, Written


Communication)
• Results Driven ( Accountability, Customer Service, Decisiveness, Entrepreneurship, Problem


Solving, Technical Credibility)


DESCRIPTION: The SBLM provides graduate-level, professional knowledge, skill, and
perspective across functional areas for leaders and managers who serve or will serve in the
Army's sustaining base. It encompasses the environment and context within which the Army
must accomplish its mission; functional areas such as fiscal resources, personnel, logistics,
acquisition, and installation management; decision making tools and practices; and thinking
skills applied to problem solving. This year-long program starts and ends with two one-week
resident modules emphasizing on-site participation.  Class size is 90, and eligibility and
application procedures are the same as for the resident program.  Applicants must have
compelling reasons for not attending the resident program.


The content stresses critical thinking, active learning, and practical work among student and
faculty-student teams. Students will complete two weeks of directed pre-course work prior to
their arrival for the resident 12-week program. Through frequent written and oral evaluations of
progress, students demonstrate knowledge of the mission, roles, functions, and organization of
the Army, and relate Army systems (money, people, things, places) to each other and the larger
economic, social, and political environments within which Army leaders must manage and make
decisions.


COURSE:  CONTRACTOR PERFORMANCE MANAGEMENT


COMPETENCY GROUP/CPE/CEU:   Financial Decision Support


EXECUTIVE CORE QUALIFICATION (Associated OPM Leadership Competencies):
Business Acumen (Financial Management)


DESCRIPTION:  Details the basic principles in planning, organizing, and integrating a
development/production contract.  Focuses on the use of earned value for measuring progress.
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2. Description of Correspondence and Online Courses sponsored by USDA, Graduate
School.


COURSE:  PRINCIPLES OF ACCOUNTING I: BASIC PRINCIPLES


COMPETENCY GROUP/CPE/CEU:   Financial Stewardship


EXECUTIVE CORE QUALIFICATION(S) (Associated OPM Leadership Competencies):
Business Acumen (Financial Management)


DESCRIPTION:  This course is designed specifically to serve the needs of students whose career
objectives require less than a full year of accounting.  It teaches the elementary principles of
accounting for a sole proprietorship through problems and practice in journalizing, posting,
preparing general and subsidiary ledgers, payroll records and procedures, closing entries and
financial statements.


COURSE: PRINCIPLES OF ACCOUNTING II: FINANCIAL ACCOUNTING


COMPETENCY GROUP/CPE/CEU:   Financial Stewardship


EXECUTIVE CORE QUALIFICATION(S) (Associated OPM Leadership Competencies):
Business Acumen (Financial Management)


DESCRIPTION:  This course covers the more advanced principles such as the accrual basis of
accounting, including notes payable and interest, notes receivable, accounts receivable, bad
debts, inventory valuation, property, plant and equipment and business taxes.  This course also
includes partnership accounting and corporation accounting.


COURSE: PRINCIPLES OF ACCOUNTING III: MANAGERIAL ACCOUNTING


COMPETENCY GROUP/CPE/CEU:   Financial Stewardship


EXECUTIVE CORE QUALIFICATION (Associated OPM Leadership Competencies):
Business Acumen (Financial Management)


DESCRIPTION:  This course covers the more advanced principles such as departmental
accounting, branch and home office accounting, manufacturing and cost accounting, financial
budgeting, internal reports for management, financial statement analysis, and basic concepts of
data processing systems for accounting.
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COURSE:   INTERMEDIATE ACCOUNTING I


COMPETENCY GROUP/CPE/CEU:   Financial Stewardship


EXECUTIVE CORE QUALIFICATION (Associated OPM Leadership Competencies):
Business Acumen (Financial Management)


DESCRIPTION:  This course explores the conceptual framework of financial reporting, asset
measurement, income determination and valuation of liabilities.  It covers advanced discussions
of specific topics such as cash, receivables, inventories, property and depreciation, intangibles
and current liabilities and contingencies.


COURSE:   INTERMEDIATE ACCOUNTING II


COMPETENCY GROUP/CPE/CEU:   Financial Stewardship


COURSE:   INTERMEDIATE ACCOUNTING II


EXECUTIVE CORE QUALIFICATION (Associated OPM Leadership Competencies):
Business Acumen (Financial Management)


DESCRIPTION:  This course covers valuation of long-term liabilities and receivables and
investments; financial reporting of stockholders’ equity, retained earnings and other issues;
accounting for income taxes, post employment benefits and leases; and discussions of other
special topics, such as the statement of cash flows, earnings per share and accounting for changes
and errors.


COURSE:   COST ACCOUNTING I:  JOB ORDER COST ACCOUNTING


COMPETENCY GROUP/CPE/CEU:   Financial Stewardship


EXECUTIVE CORE QUALIFICATION (Associated OPM Leadership Competencies):
Business Acumen (Financial Management)


DESCRIPTION:   This course fully explains accounting for materials, timekeeping, payroll and
the allocations of overheads.  Training and practice are provided in the assignment of these cost
components to the cost sheet established for each job.
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COURSE:  COST ACCOUNTING II:  PROCESS COST ACCOUNTING


COMPETENCY GROUP/CPE/CEU:   Financial Stewardship


EXECUTIVE CORE QUALIFICATION (Associated OPM Leadership Competencies):
Business Acumen (Financial Management)


DESCRIPTION:  The process cost system is used for mass production of identical goods.  To
obtain an average cost of producing a unit, the student learns to accumulate costs by processes or
departments.  The period statement prepared shows the cost of production, number of units
produced and average cost per unit.


COURSE:  COST ACCOUNTING III:  A MANAGEMENT TOOL


COMPETENCY GROUP/CPE/CEU:   Financial Stewardship & Financial Decision Support


EXECUTIVE CORE QUALIFICATION (Associated OPM Leadership Competencies):
Business Acumen (Financial Management)


DESCRIPTION:  This course helps students become specialists in the use of tools or techniques
to aid management.   These methods are in the areas of decision-making, planning, and
controlling.  Subjects include techniques for cost analysis and classification, types of budgets,
standard costs, direct costs, decision cost analysis and capital expenditure analysis.


COURSE:  FEDERAL GOVERNMENT ACCOUNTING I


COMPETENCY GROUP/CPE/CEU:   Financial Stewardship & Financial Decision Support


EXECUTIVE CORE QUALIFICATION (Associated OPM Leadership Competencies):
Business Acumen (Financial Management)


DESCRIPTION:   This course provides study and application of basic principles and practices of
accounting in federal agencies.   Concepts and methods of fund control systems also are covered.
Practice with basic records-obligation control, cash disbursement, object class, general ledgers
and cost ledgers is provided.  Other topics include accounting for funding, processes
appropriation, apportionment, allotment, obligation, disbursement and reimbursement, transfer
appropriation, accounts-consolidated, and working fund advances.
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COURSE:  FEDERAL GOVERNMENT ACCOUNTING II


COMPETENCY GROUP/CPE/CEU:   Financial Stewardship & Financial Decision Support


EXECUTIVE CORE QUALIFICATION (Associated OPM Leadership Competencies):
Business Acumen (Financial Management)


DESCRIPTION:  This course covers inventory and property accounting; reimbursable operations
financed by revolving funds; advanced principles of accrual accounting; reporting of accrued
expenditures and accrued revenues; preparation of financial reports; accounting in decentralized
operation; consolidation of cost accounting for area of program responsibility; relationship to
cost-based budgeting; support for planning-programming-budgeting system; year-end closing
and accounting for lapsed appropriations, transfers, and restorations to successor ‘M’ accounts.


COURSE:  MANAGEMENT CONTROLS IN GOVERNMENT


COMPETENCY GROUP/CPE/CEU:   Financial Stewardship & Financial Decision Support


EXECUTIVE CORE QUALIFICATION (Associated OPM Leadership Competencies):
Business Acumen (Financial Management)


DESCRIPTION:    Understanding concepts and principles of controls enables managers and staff
to apply them better.  For auditors and evaluators, understanding provides more meaningful and
positive assessments.  This course employs practical illustrative exercises that allow students to
apply initiative.  The text, lectures and quizzes are designed to stimulate and maintain interest
and create a desire to be involved.


COURSE:  INTERNAL AUDIT I:  ELEMENTARY ASPECTS OF INTERNAL
AUDITING


EXECUTIVE CORE QUALIFICATION (Associated OPM Leadership Competencies):
Business Acumen (Financial Management)


EXECUTIVE CORE QUALIFICATION(S) (Associated OPM Leadership Competencies):
Business Acumen, Results Driven


DESCRIPTION:   This course deals with the theory and practical application of modern,
management-oriented internal auditing.  It is designed for the student new to internal auditing or
as a refresher for those with a number of years of experience.  Internal Audit I covers the
development and profession of internal auditing, systems of internal controls, dealing with
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people, performing preliminary audit’ surveys, audit programs, field work and deficiency
findings, auditor’s working papers, statistical sampling, audits of computer systems, and
employee and management fraud.


COURSE:  INTERNAL AUDIT II:  ADVANCED ASPECTS OF INTERNAL AUDITING
AND ADMINISTRATION OF THE INTERNAL AUDIT FUNCTION


COMPETENCY GROUP/CPE/CEU:   Financial Stewardship & Financial Decision Support


EXECUTIVE CORE QUALIFICATION (Associated OPM Leadership Competencies):
Business Acumen (Financial Management)


DESCRIPTION:  This course covers computer-assisted auditing and operations research; audit
reports; review of and reply to audit reports by management; audit’ summaries and activity
reports to executive management; establishing the internal audit function; selecting and
developing the staff; preparing long-range audit’ schedules and controlling audit projects; quality
control of the audit function; principles of management; relationships with external auditors and
audit oversight committees; and Standards for the Professional Practice of Internal Auditing.
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DEBARMENT AND SUSPENSION PROCEDURES 
 
 
H-100  Scope. 
This appendix provides uniform debarment and suspension procedures to be followed 
by all debarring and suspending officials. 
 
H-101  Notification. 
Contractors will be notified of the proposed debarment or suspension in accordance 
with FAR 9.406-3 or 9.407-3.  A copy of the record which formed the basis for the 
decision by the debarring and suspending official will be made available to the 
contractor.  If there is a reason to withhold from the contractor any portion of the 
record, the contractor will be informed of what is withheld and the reasons for such 
withholding. 
 
H-102  Nature of proceeding. 
There are two distinct proceedings which may be involved in the suspension or 
debarment process.  The first is the presentation of matters in opposition to the 
suspension or proposed debarment by the contractor.  The second is fact-finding which 
occurs only in cases in which the contractor’s presentation of matters in opposition 
raises a genuine dispute over one or more material facts.  In a suspension action based 
upon an indictment or in a proposed debarment action based upon a conviction or civil 
judgment, there will be no fact-finding proceeding concerning the matters alleged in the 
indictment, or the facts underlying the convictions or civil judgment.  However, to the 
extent that the proposed action stems from the contractor’s affiliation with an 
individual or firm indicted or convicted, or the subject of a civil judgment, fact-finding is 
permitted if a genuine dispute of fact is raised as to the question of affiliation as defined 
in FAR 9.403. 
 
H-103  Presentation of matters in opposition. 
 
 (a)  In accordance with FAR 9.406-3(c) and 9.407-3(c), matters in opposition may be 
presented in person, in writing, or through a representative.  Matters in opposition may 
be presented through any combination of the foregoing methods, but if a contractor 
desires to present matters in person or through a representative, any written material 
should be delivered at least 5 working days in advance of the presentation.  Usually, all 
matters in opposition are presented in a single proceeding.  A contractor who becomes 
aware of a pending indictment or allegations of wrongdoing that the contractor believes 
may lead to suspension or debarment action may contact the debarring and suspending 
official or designee to provide information as to the contractor’s present responsibility. 
 
 (b)  An in-person presentation is an informal meeting, nonadversarial in nature.  
The debarring and suspending official and/or other agency representatives may ask 
questions of the contractor or its representative making the presentation.  The 
contractor may select the individuals who will attend the meeting on the contractor’s 
behalf; individual respondents or principals of a business firm respondent may attend 
and speak for themselves. 
 
 (c)  In accordance with FAR 9.406-3(c) and 9.407-3(c), the contractor may submit 
matters in opposition within 30 days from receipt of the notice of suspension or 
proposed debarment.  
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 (d)  The opportunity to present matters in opposition to debarment includes the 
opportunity to present matters concerning the duration of the debarment. 
 
H-104  Fact-finding. 
 
 (a)  The debarring and suspending official will determine whether the contractor’s 
presentation has raised a genuine dispute of material fact(s).  If the debarring and 
suspending official has decided against debarment or continued suspension, or the 
provisions of FAR 9.4 preclude fact-finding, no fact-finding will be conducted.  If the 
debarring and suspending official has determined a genuine dispute of material fact(s) 
exists, a designated fact-finder will conduct the fact-finding proceeding.  The proceeding 
before the fact-finder will be limited to a finding of the facts in dispute as determined by 
the debarring and suspending official. 
 
 (b)  The designated fact-finder will establish the date for a fact-finding proceeding, 
normally to be held within 45 working days of the contractor’s presentation of matters 
in opposition.  An official record will be made of the fact-finding proceeding. 
 
 (c)  The Government’s representative and the contractor will have an opportunity to 
present evidence relevant to the facts at issue.  The contractor may appear in person or 
through a representative in the fact-finding proceeding. 
 
 (d)  Neither the Federal Rules of Evidence nor the Federal Rules of Civil Procedure 
govern fact-finding.  Hearsay evidence may be presented and will be given appropriate 
weight by the fact-finder. 
 
 (e)  Witnesses may testify in person.  Witnesses will be reminded of the official 
nature of the proceeding and that any false testimony given is subject to criminal 
prosecution.  Witnesses are subject to cross-examination. 
 
H-105  Timing requirements. 
All timing requirements set forth in these procedures may be extended by the debarring 
and suspending official for good cause. 
 
H-106  Subsequent to fact-finding. 
 
 (a)  Written findings of fact will be prepared by the fact-finder as mandated by FAR 
9.406-3(d)(2)(i) and 9.407-3(d)(2)(i). 
 
 (b)  The fact-finder will determine the disputed fact(s) by a preponderance of the 
evidence.  A copy of the findings of fact will be provided to the debarring and 
suspending official, the Government’s representative, and the contractor. 
 
 (c)  The debarring and suspending official will determine whether to continue the 
suspension or to debar the contractor based upon the entire administrative record, 
including the findings of fact. 
 
 (d)  Prompt written notice of the debarring and suspending official’s decision will be 
sent to the contractor and any affiliates involved, in compliance with FAR 9.406-3(e) 
and 9.407-3(d)(4). 
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POLICY AND PROCEDURES FOR THE 
DOD PILOT MENTOR-PROTEGE PROGRAM 


(Revised February 24, 2012) 
 
 
I-100  Purpose. 
 
 (a)  This Appendix I to 48 CFR Chapter 2 implements the Pilot Mentor-Protege 
Program (hereafter referred to as the “Program”) established under Section 831 of Pub. 
L. 101-510, the National Defense Authorization Act for Fiscal Year 1991 (10 U.S.C. 
2302 note).  The purpose of the Program is to— 
 
  (1)  Provide incentives to major DoD contractors, performing under at least one 
active approved subcontracting plan negotiated with DoD or another Federal agency, to 
assist protege firms in enhancing their capabilities to satisfy DoD and other contract 
and subcontract requirements; 
 
  (2)  Increase the overall participation of protege firms as subcontractors and 
suppliers under DoD contracts, other Federal agency contracts, and commercial 
contracts; and  
 
  (3)  Foster the establishment of long-term business relationships between 
protege firms and such contractors. 
 
 (b)  Under the Program, eligible companies approved as mentor firms will enter into 
mentor-protege agreements with eligible protege firms to provide appropriate 
developmental assistance to enhance the capabilities of the protege firms to perform as 
subcontractors and suppliers.  DoD may provide the mentor firm with either cost 
reimbursement or credit against applicable subcontracting goals established under 
contracts with DoD or other Federal agencies. 
 
 (c)  DoD will measure the overall success of the Program by the extent to which the 
Program results in— 
 
  (1)  An increase in the dollar value of contract and subcontract awards to 
protege firms (under DoD contracts, contracts awarded by other Federal agencies, and 
commercial contracts) from the date of their entry into the Program until 2 years after 
the conclusion of the agreement; 
 
  (2)  An increase in the number and dollar value of subcontracts awarded to a 
protege firm (or former protege firm) by its mentor firm (or former mentor firm); and 
 
  (3)  An increase in the employment level of protege firms from the date of entry 
into the Program until 2 years after the completion of the agreement. 
 
 (d)  This policy sets forth the procedures for participation in the Program applicable 
to companies that are interested in receiving— 
 
  (1)  Reimbursement through a separate contract line item in a DoD contract or 
a separate contract with DoD; or  
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  (2)  Credit toward applicable subcontracting goals for costs incurred under the 
Program. 
 
I-101  Definitions. 
 
I-101.1  Historically Black college or university. 
An institution determined by the Secretary of Education to meet the requirements of 34 
CFR 608.2.  The term also means any nonprofit research institution that was an 
integral part of such a college or university before November 14, 1986. 
 
I-101.2  Minority institution of higher education. 
An institution of higher education with a student body that reflects the composition 
specified in section 312(b)(3), (4), and (5) of the Higher Education Act of 1965 (20 U.S.C. 
1058(b)(3), (4), and (5)). 
 
I-101.3  Eligible entity employing the severely disabled. 
A business entity operated on a for-profit or nonprofit basis that— 
 
 (a)  Uses rehabilitative engineering to provide employment opportunities for 
severely disabled individuals and integrates severely disabled individuals into its 
workforce; 
 
 (b)  Employs severely disabled individuals at a rate that averages not less than 20 
percent of its total workforce; 
 
 (c)  Employs each severely disabled individual in its workforce generally on the basis 
of 40 hours per week; and 
 
 (d)  Pays not less than the minimum wage prescribed pursuant to section 6 of the 
Fair Labor Standards Act (29 U.S.C. 206) to those employees who are severely disabled 
individuals. 
 
I-101.4  Severely disabled individual. 
An individual who has a physical or mental disability which constitutes a substantial 
handicap to employment and which, in accordance with criteria prescribed by the 
Committee for the Purchase from the Blind and Other Severely Handicapped 
established by the first section of the Act of June 25, 1938 (41 U.S.C. 8502); popularly 
known as the “Javits-Wagner-O’Day Act”) is of such a nature that the individual is 
otherwise prevented from engaging in normal competitive employment. 
 
I-101.5  Small disadvantaged business (SDB). 
A small business concern that is— 
 
 (a)  An SDB concern as defined at 219.001, paragraph (1) of the definition of "small 
disadvantaged business concern"; 
 
 (b)  A business entity owned and controlled by an Indian tribe as defined in Section 
8(a)(13) of the Small Business Act (15 U.S.C. 637(a)(13)); or 
 
 (c)  A business entity owned and controlled by a Native Hawaiian Organization as 
defined in Section 8(a)(15) of the Small Business Act. 
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I-101.6  Women-owned small business. 
A small business concern owned and controlled by women as defined in Section 
8(d)(3)(D) of the Small Business Act (15 U.S.C. 637(d)(3)(D)). 
 
I-101.7  HUBZone small business. 
A qualified HUBZone small business concern as determined by the Small Business 
Administration in accordance with 13 CFR Part 126.      
 
I-101.8  Service-disabled veteran-owned small business. 
A small business concern owned and controlled by service-disabled veterans as defined 
in Section 8(d)(3) of the Small Business Act (15 U.S.C. 637(d)(3)). 
 
I-102  Participant eligibility. 
 
 (a)  To be eligible to participate as a mentor, an entity must be— 
 
  (1)  An entity other than small business, unless a waiver to the small business 
exception has been obtained from the Director, Small Business Programs (SBP), 
OUSD(AT&L), that is a prime contractor to DoD with an active subcontracting plan; or 
 
  (2)  A graduated 8(a) firm that provides documentation of its ability to serve as 
a mentor; and 
 
  (3)  Approved to participate as a mentor in accordance with I-105. 
 
 (b)  To be eligible to participate as a protege, an entity must be-- 
 
  (1)  An SDB, a women-owned small business, a HUBZone small business, a 
service-disabled veteran-owned small business, or an eligible entity employing the 
severely disabled; 
 
  (2)  Eligible for the award of Federal contracts; and 
 
  (3)  A small business according to the Small Business Administration (SBA) size 
standard for the North American Industry Classification System (NAICS) code that 
represents the contemplated supplies or services to be provided by the protege firm to 
the mentor firm if the firm is representing itself as a qualifying entity under the 
definition at I-101.5(a) or I-101.6. 
 
 (c)  Mentor firms may rely in good faith on a written representation that the entity 
meets the requirements of paragraph (a) of this section, except for a protege's status as 
a small disadvantaged business concern (see FAR 19.703(b)). 
 
 (d)  If at any time the SBA (or DoD in the case of entities employing the severely 
disabled) determines that a protege is ineligible, assistance that the mentor firm 
furnishes to the protege after the date of the determination may not be considered 
assistance furnished under the Program. 
 
 (e)  A company may not be approved for participation in the Program as a mentor 
firm if, at the time of requesting participation in the Program, it is currently debarred 
or suspended from contracting with the Federal Government pursuant to FAR Subpart 
9.4. 
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 (f)  If the mentor firm is suspended or debarred while performing under an approved 
mentor-protege agreement, the mentor firm— 
 
  (1)  May continue to provide assistance to its protege firms pursuant to 
approved mentor-protege agreements entered into prior to the imposition of such 
suspension or debarment; 
 
  (2)  May not be reimbursed or take credit for any costs of providing 
developmental assistance to its protege firm, incurred more than 30 days after the 
imposition of such suspension or debarment; and 
 
  (3)  Must promptly give notice of its suspension or debarment to its protege firm 
and the cognizant Component Director, SBP. 
 
I-103  Program duration. 
 
 (a)  New mentor-protege agreements may be submitted and approved through 
September 30, 2015. 
 
 (b)  Mentors incurring costs prior to September 30, 2018, pursuant to an approved 
mentor-protege agreement, may be eligible for— 
 
  (1)  Credit toward the attainment of its applicable subcontracting goals for 
unreimbursed costs incurred in providing developmental assistance to its protege 
firm(s); 
 
  (2)  Reimbursement pursuant to the execution of a separately priced contract 
line item added to a contract; or 
 
  (3)  Reimbursement pursuant to entering into a separate DoD contract upon 
determination by the cognizant Component Director, SBP, that unusual circumstances 
justify using a separate contract. 
 
I-104  Selection of protege firms. 
 
 (a)  Mentor firms will be solely responsible for selecting protege firms.  Mentor firms 
are encouraged to identify and select concerns that are defined as emerging SDB, 
women-owned small business, HUBZone small business, service-disabled veteran-
owned small business, or an eligible entity employing the severely disabled. 
 
 (b)  The selection of protege firms by mentor firms may not be protested, except as in 
paragraph (c) of this section. 
 
 (c)  In the event of a protest regarding the size or disadvantaged status of an entity 
selected to be a protege firm as defined in I-101.5, the mentor firm must refer the 
protest to the SBA to resolve in accordance with 13 CFR Part 121 (with respect to size) 
or 13 CFR Part 124 (with respect to disadvantaged status). 
 
 (d)  For purposes of the Small Business Act, no determination of affiliation or control 
(either direct or indirect) may be found between a protege firm and its mentor firm on 
the basis that the mentor firm has agreed to furnish (or has furnished) to its protege 
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firm, pursuant to a mentor-protege agreement, any form of developmental assistance 
described in I-107(f). 
 
 (e)  A protege firm may have only one active DoD mentor-protege agreement. 
 
I-105  Mentor approval process. 
 
 (a)  An entity seeking to participate as a mentor must apply to the cognizant 
Component Director, SBP, to establish its initial eligibility as a mentor.  This 
application may accompany its initial mentor-protege agreement. 
 
 (b)  The application must provide the following information: 
 
  (1)  A statement that the company is currently performing under at least one 
active approved subcontracting plan negotiated with DoD or another Federal agency 
pursuant to FAR 19.702, and that the company is currently eligible for the award of 
Federal contracts or a statement that the entity is a graduated 8(a) firm. 
 
  (2)  A summary of the company's historical and recent activities and 
accomplishments under its small and disadvantaged business utilization program. 
 
  (3)  The total dollar amount of DoD contracts and subcontracts that the 
company received during the 2 preceding fiscal years.  (Show prime contracts and 
subcontracts separately per year.) 
 
  (4)  The total dollar amount of all other Federal agency contracts and 
subcontracts that the company received during the 2 preceding fiscal years.  (Show 
prime contracts and subcontracts separately per year.) 
 
  (5)  The total dollar amount of subcontracts that the company awarded under 
DoD contracts during the 2 preceding fiscal years. 
 
  (6)  The total dollar amount of subcontracts that the company awarded under 
all other Federal agency contracts during the 2 preceding fiscal years. 
 
  (7)  The total dollar amount and percentage of subcontracts that the company 
awarded to all SDB, women-owned small business, HUBZone small business, and 
service-disabled veteran-owned small business firms under DoD contracts and other 
Federal agency contracts during the 2 preceding fiscal years.  (Show DoD subcontract  
awards separately.)  If the company presently is required to submit a Summary 
Subcontract Report (SSR) or previously submitted the Standard Form (SF) 295, the  
request must include copies of the final reports for the 2 preceding fiscal years. 
 
  (8)  Information on the company’s ability to provide developmental assistance to 
its eligible proteges. 
 
 (c)  A template of the mentor application is available at:  
http://www.acq.osd.mil/osbp/mentor_protege/. 
 
 (d)  Companies that apply for participation and are not approved will be provided 
the reasons and an opportunity to submit additional information for reconsideration. 
 



http://www.acq.osd.mil/osbp/mentor_protege/
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I-106  Development of mentor-protege agreements. 
 
 (a)  Prospective mentors and their proteges may choose to execute letters of intent 
prior to negotiation of mentor-protege agreements. 
 
 (b)  The agreements should be structured after completion of a preliminary 
assessment of the developmental needs of the protege firm and mutual agreement 
regarding the developmental assistance to be provided to address those needs and 
enhance the protege’s ability to perform successfully under contracts or subcontracts. 
 
 (c)  A mentor firm may not require a protege firm to enter into a mentor-protege 
agreement as a condition for award of a contract by the mentor firm, including a 
subcontract under a DoD contract awarded to the mentor firm. 
 
 (d)  The mentor-protege agreement may provide for the mentor firm to furnish any 
or all of the following types of developmental assistance: 
 
  (1)  Assistance by mentor firm personnel in— 
 
   (i)  General business management, including organizational management, 
financial management, and personnel management, marketing, business development, 
and overall business planning; 
 
   (ii)  Engineering and technical matters such as production inventory control 
and quality assurance; and 
 
   (iii)  Any other assistance designed to develop the capabilities of the protege 
firm under the developmental program. 
 
  (2)  Award of subcontracts under DoD contracts or other contracts on a 
noncompetitive basis. 
 
  (3)  Payment of progress payments for the performance of subcontracts by a 
protege firm in amounts as provided for in the subcontract; but in no event may any 
such progress payment exceed 100 percent of the costs incurred by the protege firm for 
the performance of the subcontract.  Provision of progress payments by a mentor firm to 
a protege firm at a rate other than the customary rate for the firm must be 
implemented in accordance with FAR 32.504(c). 
 
  (4)  Advance payments under such subcontracts.  The mentor firm must 
administer advance payments in accordance with FAR Subpart 32.4. 
 
  (5)  Loans. 
 
  (6)  Investment(s) in the protege firm in exchange for an ownership interest in 
the protege firm, not to exceed 10 percent of the total ownership interest.  Investments 
may include, but are not limited to, cash, stock, and contributions in kind. 
 
  (7)  Assistance that the mentor firm obtains for the protege firm from one or 
more of the following: 
 







Defense Federal Acquisition Regulation Supplement 
 


Appendix I—Policy and Procedures for the DoD Pilot Mentor-Protege Program 


 


 


 


 


1998 EDITION  I-7 


   (i)  Small Business Development Centers established pursuant to Section 21 
of the Small Business Act (15 U.S.C. 648). 
 
   (ii)  Entities providing procurement technical assistance pursuant to 10 
U.S.C. Chapter 142 (Procurement Technical Assistance Centers). 
 
   (iii)  Historically Black colleges and universities. 
 
   (iv)  Minority institutions of higher education. 
 
 (e)  Pursuant to FAR 31.109, approved mentor firms seeking either reimbursement 
or credit are strongly encouraged to enter into an advance agreement with the 
contracting officer responsible for determining final indirect cost rates under FAR 
42.705.  The purpose of the advance agreement is to establish the accounting treatment 
of the costs of the developmental assistance pursuant to the mentor-protege agreement 
prior to the incurring of any costs by the mentor firm.  An advance agreement is an 
attempt by both the Government and the mentor firm to avoid possible subsequent 
dispute based on questions related to reasonableness, allocability, or allowability of the 
costs of developmental assistance under the Program.  Absent an advance agreement, 
mentor firms are advised to establish the accounting treatment of such costs and to 
address the need for any changes to their cost accounting practices that may result from 
the implementation of a mentor-protege agreement, prior to incurring any costs, and 
irrespective of whether costs will be reimbursed or credited. 
 
 (f)  Developmental assistance provided under an approved mentor-protege 
agreement is distinct from, and must not duplicate, any effort that is the normal and 
expected product of the award and administration of the mentor firm's subcontracts. 
Costs associated with the latter must be accumulated and charged in accordance with 
the contractor's approved accounting practices; they are not considered developmental 
assistance costs eligible for either credit or reimbursement under the Program. 
 
I-107  Elements of a mentor-protege agreement. 
Each mentor-protege agreement will contain the following elements: 
 
 (a)  The name, address, e-mail address, and telephone number of the mentor and 
protege points of contact; 
 
 (b)  The NAICS code(s) that represent the contemplated supplies or services to be 
provided by the protege firm to the mentor firm and a statement that, at the time the 
agreement is submitted for approval, the protege firm, if an SDB, a women-owned 
small business, a HUBZone small business, or a service-disabled veteran-owned small 
business concern, does not exceed the size standard for the appropriate NAICS code; 
 
 (c)  A statement that the protege firm is eligible to participate in accordance with I-
102(b); 
 
 (d)  A statement that the mentor is eligible to participate in accordance with I-102; 
 
 (e)  A preliminary assessment of the developmental needs of the protege firm; 
 
 (f)  A developmental program for the protege firm specifying the type of assistance 
the mentor will provide to the protege and how that assistance will-- 
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  (1)  Increase the protege’s ability to participate in DoD, Federal, and/or 
commercial contracts and subcontracts; and  
 
  (2)  Increase small business subcontracting opportunities in industry categories 
where eligible proteges or other small business firms are not dominant in the 
company’s vendor base; 
 
 (g)  Factors to assess the protege firm's developmental progress under the Program, 
including specific milestones for providing each element of the identified assistance; 
 
 (h)  An estimate of the dollar value and type of subcontracts that the mentor firm 
will award to the protege firm, and the period of time over which the subcontracts will 
be awarded; 
 
 (i)  A statement from the protege firm indicating its commitment to comply with the 
requirements for reporting and for review of the agreement during the duration of the 
agreement and for 2 years thereafter; 
 
 (j)  A program participation term for the agreement that does not exceed 3 years.  
Requests for an extension of the agreement for a period not to exceed an additional 2 
years are subject to the approval of the cognizant Component Director, SBP.  The 
justification must detail the unusual circumstances that warrant a term in excess of 3 
years; 
 
 (k)  Procedures for the mentor firm to notify the protege firm in writing at least 30 
days in advance of the mentor firm's intent to voluntarily withdraw its participation in 
the Program.  A mentor firm may voluntarily terminate its mentor-protege 
agreement(s) only if it no longer wants to be a participant in the Program as a mentor 
firm.  Otherwise, a mentor firm must terminate a mentor-protege agreement for cause; 
 
 (l)  Procedures for the mentor firm to terminate the mentor-protege agreement for 
cause which provide that— 
 
  (1)  The mentor firm must furnish the protege firm a written notice of the 
proposed termination, stating the specific reasons for such action, at least 30 days in 
advance of the effective date of such proposed termination; 
 
  (2)  The protege firm must have 30 days to respond to such notice of proposed 
termination, and may rebut any findings believed to be erroneous and offer a remedial 
program; 
 
  (3)  Upon prompt consideration of the protege firm's response, the mentor firm 
must either withdraw the notice of proposed termination and continue the protege 
firm's participation, or issue the notice of termination; and 
 
  (4)  The decision of the mentor firm regarding termination for cause, conforming 
with the requirements of this section, will be final and is not reviewable by DoD; 
 
 (m)  Procedures for a protege firm to notify the mentor firm in writing at least 30 
days in advance of the protege firm's intent to voluntarily terminate the mentor-protege 
agreement; 
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 (n)  Additional terms and conditions as may be agreed upon by both parties; and 
 
 (o)  Signatures and dates for both parties to the mentor-protege agreement. 
 
I-108  Submission and approval of mentor-protege agreements. 
 
 (a)  Upon solicitation or as determined by the cognizant DoD component, mentors 
will submit— 
 
  (1)  A mentor application pursuant to I-105, if the mentor has not been 
previously approved to participate; 
 
  (2)  A signed mentor-protege agreement pursuant to I-107; 
 
  (3)  A statement as to whether the mentor is seeking credit or reimbursement of 
costs incurred; 
 
  (4)  The estimated cost of the technical assistance to be provided, broken out per 
year; 
 
  (5)  A justification if program participation term is greater than 3 years (Term of 
agreements may not exceed 5 years); and 
 
  (6)  For reimbursable agreements, a specific justification for developmental costs 
in excess of $1,000,000 per year. 
 
 (b)  When seeking reimbursement of costs, cognizant DoD components may require 
additional information. 
 
 (c)  The mentor-protege agreement must be approved by the cognizant Component 
Director, SBP, prior to incurring costs eligible for credit. 
 
 (d)  The cognizant DoD component will execute a contract modification or a separate 
contract, if justified pursuant to I-103(b)(3), prior to the mentor’s incurring costs eligible 
for reimbursement. 
 
 (e)  Credit agreements that are not associated with an existing DoD program and/or 
component will be submitted for approval to Director, SBP, Defense Contract 
Management Agency (DCMA), via the mentor’s cognizant administrative contracting 
officer. 
 
 (f)  A prospective mentor that has identified Program funds to be made available 
from a DoD program manager must provide the information in paragraph (a) of this 
section through the program manager to the cognizant Component Director, SBP, with 
a letter signed by the program manager indicating the amount of funding that has been 
identified for the developmental assistance program. 
 
I-109  Reimbursement agreements. 
The following provisions apply to all reimbursable mentor-protege agreements: 
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 (a)  Assistance provided in the form of progress payments to a protege firm in excess 
of the customary progress payment rate for the firm will be reimbursed only if 
implemented in accordance with FAR 32.504(c). 
 
 (b)  Assistance provided in the form of advance payments will be reimbursed only if 
the payments have been provided to a protege firm under subcontract terms and 
conditions similar to those in the clause at FAR 52.232-12, Advance Payments.  
Reimbursement of any advance payments will be made pursuant to the inclusion of the 
clause at DFARS 252.232-7005, Reimbursement of Subcontractor Advance Payments--
DoD Pilot Mentor-Protege Program, in appropriate contracts.  In requesting 
reimbursement, the mentor firm agrees that the risk of any financial loss due to the 
failure or inability of a protege firm to repay any unliquidated advance payments will 
be the sole responsibility of the mentor firm. 
 
 (c)  The primary forms of developmental assistance authorized for reimbursement 
under the Program are identified in I-106(d).  On a case-by-case basis, Component 
Directors, SBP, at their discretion, may approve additional incidental expenses for 
reimbursement, provided these expenses do not exceed 10 percent of the total estimated 
cost of the agreement. 
 
 (d)  The total amount reimbursed to a mentor firm for costs of assistance furnished 
to a protege firm in a fiscal year may not exceed $1,000,000 unless the cognizant 
Component Director, SBP, determines in writing that unusual circumstances justify 
reimbursement at a higher amount.  Request for authority to reimburse in excess of 
$1,000,000 must detail the unusual circumstances and must be endorsed and 
submitted by the program manager to the cognizant Component Director, SBP. 
 
 (e)  Developmental assistance costs that are incurred pursuant to an approved 
reimbursable mentor-protege agreement, and have been charged to, but not reimbursed 
through, a separate contract, or through a separately priced contract line item added to 
a DoD contract, will not be otherwise reimbursed, as either a direct or indirect cost, 
under any other DoD contract, irrespective of whether the costs have been recognized 
for credit against applicable subcontracting goals. 
 
I-110  Credit agreements. 
 
I-110.1  Program provisions applicable to credit agreements. 
 
 (a)  Developmental assistance costs incurred by a mentor firm for providing 
assistance to a protege firm pursuant to an approved credit mentor-protege agreement 
may be credited as if the costs were incurred under a subcontract award to that protege,   
for the purpose of determining the performance of the mentor firm in attaining an 
applicable subcontracting goal established under any contract containing a 
subcontracting plan pursuant to the clause at FAR 52.219-9, Small Business 
Subcontracting Plan, or the provisions of the DoD Comprehensive Subcontracting Plan 
Test Program.  Unreimbursed developmental assistance costs incurred for a protege 
firm that is an eligible entity employing the severely disabled may be credited toward 
the mentor firm's small disadvantaged business subcontracting goal, even if the protege 
firm is not a small disadvantaged business concern. 
 
 (b)  Costs that have been reimbursed through inclusion in indirect expense pools 
may also be credited as subcontract awards for determining the performance of the 
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mentor firm in attaining an applicable subcontracting goal established under any 
contract containing a subcontracting plan.  However, costs that have not been 
reimbursed because they are not reasonable, allocable, or allowable will not be 
recognized for crediting purposes. 
 
 (c)  Other costs that are not eligible for reimbursement pursuant to I-106(d) may be 
recognized for credit only if requested, identified, and incorporated in an approved 
mentor-protege agreement. 
 
 (d)  The amount of credit a mentor firm may receive for any such unreimbursed 
developmental assistance costs must be equal to— 
 
  (1)  Four times the total amount of such costs attributable to assistance 
provided by small business development centers, historically Black colleges and 
universities, minority institutions, and procurement technical assistance centers. 
 
  (2)  Three times the total amount of such costs attributable to assistance 
furnished by the mentor's employees. 
 
  (3) Two times the total amount of other such costs incurred by the mentor in 
carrying out the developmental assistance program. 
 
I-110.2  Credit adjustments. 
 
 (a)  Adjustments may be made to the amount of credit claimed if the Director, SBP, 
OUSD(AT&L), determines that— 
 
  (1)  A mentor firm's performance in the attainment of its subcontracting goals 
through actual subcontract awards declined from the prior fiscal year without 
justifiable cause; and 
 
  (2)  Imposition of such a limitation on credit appears to be warranted to prevent 
abuse of this incentive for the mentor firm's participation in the Program. 
 
 (b)  The mentor firm must be afforded the opportunity to explain the decline in 
small business subcontract awards before imposition of any such limitation on credit.  
In making the final decision to impose a limitation on credit, the Director, SBP, 
OUSD(AT&L), must consider  
 
  (1)  The mentor firm's overall small business participation rates (in terms of 
percentages of subcontract awards and dollars awarded) as compared to the 
participation rates existing during the 2 fiscal years prior to the firm's admission to the 
Program; 
 
  (2)  The mentor firm's aggregate prime contract awards during the prior 2 fiscal 
years and the total amount of subcontract awards under such contracts; and 
 
  (3)  Such other information the mentor firm may wish to submit. 
 
 (c)  The decision of the Director, SBP, OUSD(AT&L), regarding the imposition of a 
limitation on credit will be final. 
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I-111  Agreement terminations. 
 
 (a)  Mentors and/or proteges must send a copy of any termination notices to the 
cognizant Component Director, SBP, that approved the agreement, and the DCMA 
administrative contracting officer responsible for conducting the annual review 
pursuant to I-113. 
 
 (b)  For reimbursable agreements, mentors must also send  copies of any 
termination to the program manager and to the contracting officer. 
 
 (c)  Termination of a mentor-protege agreement will not impair the obligations of 
the mentor firm to perform pursuant to its contractual obligations under Government 
contracts and subcontracts. 
 
 (d)  Termination of all or part of the mentor-protege agreement will not impair the 
obligations of the protege firm to perform pursuant to its contractual obligations under 
any contract awarded to the protege firm by the mentor firm. 
 
 (e)  Mentors and proteges will follow provisions of the mentor-protege agreement 
developed in compliance with I-107(k) through (m). 
 
I-112  Reporting requirements. 
 
I-112.1  Reporting requirements applicable to Individual Subcontract Reports 
(ISR), Summary Subcontract Reports (SSR) and SF 294s. 
 
 (a)  Amounts credited toward applicable subcontracting goal(s) for unreimbursed  
costs under the Program must be separately identified on the appropriate ISR, SSR or 
SF 294 from the amounts credited toward the goal(s) resulting from the award of actual  
subcontracts to protege firms.  The combination of the two must equal the mentor firm's 
overall accomplishment toward the applicable goal(s). 
 
 (b)  A mentor firm may receive credit toward the attainment of an SDB 
subcontracting goal for each subcontract awarded by the mentor firm to an entity that 
qualifies as a protege firm pursuant to I-101.3 or I-101.5. 
 
 (c)  For purposes of calculating any incentives to be paid to a mentor firm for 
exceeding an SDB subcontracting goal pursuant to the clause at FAR 52.219-26, Small 
Disadvantaged Business Participation Program--Incentive Subcontracting, incentives 
will be paid only if an SDB subcontracting goal has been exceeded as a result of actual 
subcontract awards to SDBs (i.e., excluding credit). 
 
I-112.2  Program specific reporting requirements. 
 
 (a)  Mentors must report on the progress made under active mentor-protege 
agreements semiannually for the periods ending March 31st and September 30th 


throughout the Program participation term of the agreement.  The September 30th 
report must address the entire fiscal year.   
 
 (b)  Reports are due 30 days after the close of each reporting period. 
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 (c)  Each report must include the following data on performance under the mentor-
protege agreement: 
 
  (1)  Dollars obligated (for reimbursable agreements). 
 
  (2)  Expenditures. 
 
  (3)  Dollars credited, if any, toward applicable subcontracting goals as a result of 
developmental assistance provided to the protege and a copy of the ISR or SF 294 
and/or SSR for each contract where developmental assistance was credited. 
 
  (4)  The number and dollar value of subcontracts awarded to the protege firm. 
 
  (5)  Description of developmental assistance provided, including milestones 
achieved. 
 
  (6)  Impact of the agreement in terms of capabilities enhanced, certifications 
received, and/or technology transferred. 
 
 (d)  A recommended reporting format and guidance for its submission are available 
at: http://www.acq.osd.mil/osbp/mentor_protege/. 
 
 (e)  The protege must provide data, annually by October 31st, on the progress made 
during the prior fiscal year by the protege in employment, revenues, and participation 
in DoD contracts during— 
  
  (1)  Each fiscal year of the Program participation term; and 
 
  (2)  Each of the 2 fiscal years following the expiration of the Program 
participation term. 
 
 (f)  The protege report required by paragraph (e) of this section may be provided as 
part of the mentor report for the period ending September 30th required by paragraph 
(a) of this section. 
 
 (g)  Progress reports must be submitted— 
 
  (1)  For credit agreements, to the cognizant Component Director, SBP, that 
approved the agreement, and the mentor’s cognizant DCMA administrative contracting 
officer; and 
 
  (2)  For reimbursable agreements, to the cognizant Component Director, SBP,  
the contracting officer, the DCMA administrative contracting officer, and the program 
manager. 
 
I-113  Performance reviews. 
 
 (a)  DCMA will conduct annual performance reviews of the progress and 
accomplishments realized under approved mentor-protege agreements.  These reviews 
must verify data provided on the semiannual reports and must provide information as 
to—  
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  (1)  Whether all costs reimbursed to the mentor firm under the agreement were 
reasonably incurred to furnish assistance to the protege in accordance with the mentor-
protege agreement and applicable regulations and procedures; and  
 
  (2)  Whether the mentor and protege accurately reported progress made by the 
protege in employment, revenues, and participation in DoD contracts during the 
Program participation term and for 2 fiscal years following the expiration of the 
Program participation term. 
 
 (b)  A checklist for annual performance reviews is available at 
http://www.acq.osd.mil/osbp/mentor_protege/. 
 



http://www.acq.osd.mil/osbp/mentor_protege/






BLOCK 5b:   Enter both commercial and autovon phone
numbers of individual signing in Block 5a


4. TRANSMITTAL NUMBER


a. NAME OF ORGANIZATION (27 Characters)


b. ORIGINATING OFFICE/CODE (27 Characters)


DEFENSE ENROLLMENT ELIGIBILITY SYSTEM
(DEERS) BATCH TRANSMITTAL


-   Army
-   Navy


-  Marine Corps


-   Air Force


SPECIAL CODING INSTRUCTIONS


Use O for letter O
Use Ø for number zero


              Use I for Letter I
              Use 1 for number one
              Use L for letter L


                 Use Z for letter Z
                 Use 2 for number two


Give complete name of submitting activity.  Abbreviate as
necessary.  Use no more than 27 characters.  Example: 
Abbreviate Fighter Squadron Three Zero One as FiITRON
3Ø1.


Give internal routing indicator, office code, Base PO Box,
as appropriate.  Use no nore than 27 characters. 
Example:  ATTN:  AFZT-AG-P.


Give complete street address or base name and city,
state, and ZIP code.  Spell out the city for CONUS
addresses.  Use 2 lines with no more than 29 characters
each.


This form shall be used when mailing manual DD Forms 1172 to
DEERS. Do not mail automated DD Forms T-1172-1 or
1172-1 prepared on RAPIDS or DEERS on-line systems.  To
process enrollment transactions that can not be accomplished
on-line, users must use the September 1979 version of the
manual DD Form 1172.  Additional instructions are contained in
the DEERS Program Manual, DoD 1341-M, or in applicable
Uniformed Service regulations.


BLOCK 1:


a.


b.


c.


Previous editions are obsolete.


Command Code (Army and Navy):  Enter appropriate
two character code for your organization's major
command.  (See additional instructions on reverse.)


UIC/PAS Code/RUC-MCC/OPFAC:  Enter 8-character
(6-character for Army and 5-character for Navy) unique
identifier.  If appropriate identifier code for your
organization is less than 6-8 characters, precede it with
zeros.


Day of Year:  Enter 3-digit Julian date code.  Example:
March 9, 1986 is Ø68.


Batch Number:  Enter 3-digit batch sequence number
(ØØ1-ØØØ).  For the first batch of each new day of
year, begin with ØØ1.


BLOCK 5a:   Enter signature of individual forwarding
batch.


BLOCK 5c:    Enter 6-digit date in year, month, day order.
Example:  March 9, 1986 is 86Ø3Ø9.


DEERS Enrollment Processing Center
Post Office Box 16008
Monterey, CA 93942-6008


BLOCK 4:  Branch of Service of submitting office:


BLOCK 3:


2. TO1. FROM


c. MAILING ADDRESS (Include Street Address, City, State, ZIP Code) (2 Lines, 29 Characters each)


3. NUMBER OF DOCUMENTS ENCLOSED        


5. INDIVIDUAL FORWARDING BATCH


/ / /
Branch of
Service


Command Code
(Army & Navy)


UIC/PAS Code/RUC - MCC/OPFAC Day of Year Batch
Number


c. DATE SIGNED (YYMMDD)b. PHONE NUMBERS


(1) Autovon


(2) Commercial


a. SIGNATURE


INSTRUCTIONS


DD Form 2268, JUN 87 


Example: 21ØØ L St., Naval Air Station
Jacksonville, FL 32212


BLOCK 2:


Enter number of DD Forms 1172 enclosed. 
Batch documents in numbers not to exceed fifty
(50) per transmittal form.


Self-explanatory


A
N


M


F


P
E


I


O


-   Coast Guard
-   Public Health
    Service
-   National Oceanic
    and Atmospheric
    Administration
-   Other


Adobe Professional 8.0







(3) Naval Reserve Readiness Commands (NAVRESREDCOMs) and reserve centers, enters, enter the two digit REGION
     Number (e.g., NAVRESREDCOM REG FIVE or Naval Reserve Center Altoona, enter "05").


(4) Naval Reserve Officers Training Corps (NROTC) Units, enter "RC."


(5) Navy Recruiting Districts, enter "A1" through "A8" for Navy Recruiting Areas One Through Eight, as
     appropriate (e.g., Navy Recruiting District Kansas City, enter "A5").


(6) All other activities enter "00."


ADDITIONAL INSTRUCTIONS FOR ARMY


Select major command code from one of the following.  If major command code is unknown, seek assistance from higher
headquarters.


AM


AS


CB


CC


CE


DF


EB thru
E9


FC


GB


HS


-  US Army Material Command-AMC


-  US Army intelligence and Security
   Command-INSCOM


-  US Army Criminal Investigation
   Command-CID


-  US Army Information Systems
   Command-ISC


-  US Army Corps of Engineers-CE


-  Defense Activities (i.e., DCA, DSA,
   DMA, DIA)


-  US Army Europe and Seventh Army-
   USAREUR


-  US Army Forces Command-FORSCOM


-  National Guard Bureau-NGB


-  US Army Health Services Command-HSC


JA


JA


JA


MT


MW


P1


P3


P8


RC


TC


-  US Army Readiness Command-REDCOM


-  US Army European Command-EUCOM


-  US Army Joint and Special Activities incl
   JUSMAG, MAAG, JCS, SHAPE, AFSOUTH,
   ALFSEE, AFNORTH)


-  Military Traffic Management Command-
   MTMC


-  US Army Military District of Washington-
   MDW


-  US Army Western Command-WESTCOM


-  US Army Japan-USARJ


-  Eighth US Army-EUSA


-  US Army Recruiting Command-USAREC


-  US Army Training and Doctrine Command-
   TRADOC


ADDITIONAL INSTRUCTIONS FOR NAVY


Enter one of the following two character codes as appropriate:


(1) Fleet Units


AL
LT
SL


-  AIRLANT activities
-  SURFLANT activities
-  SUBLANT activities


AP
PC
SP
LP


-  AIRPAC activities
-  SURFPAC activities
-  SUBPAC activities
-  LOGPAC NMCB activities


(2) Personnel Support Activity Detachments (PERSUPPDETs/PSDs)


CH
CL
CC
FE
GL
GU
HI
JV
LB
MD
MM
NL
NO


-  PERSUPPACT Charleston
-  PERSUPPACT Cleveland
-  PERSUPPACT Corpus Christi
-  PERSUPPACT Far East
-  PERSUPPACT Great Lakes
-  PERSUPPACT Guam
-  PERSUPPACT Hawaii
-  PERSUPPACT Jacksonville
-  PERSUPPACT Long Beach
-  PERSUPPACT Mediterranean
-  PERSUPPACT Memphis
-  PERSUPPACT New London
-  PERSUPPACT New Orleans


NP
NF
NT
OR
PN
PL
PP
PS
SD
SF
UK
WA


-  PERSUPPACT Newport
-  PERSUPPACT Norfolk
-  PERSUPPACT NTC San Diego
-  PERSUPPACT Orlando
-  PERSUPPACT Pensacola
-  PERSUPPACT Philadelphia
-  PERSUPPACT Philippines
-  PERSUPPACT Puget Sound
-  PERSUPPACT San Diego
-  PERSUPPACT San Francisco
-  PERSUPPACT UK/NOREUR
-  PERSUPPACT Washington


DD Form 2268 Reverse, JUN 87





		orig_code: 

		mail1: 

		mail2: 

		docs_encl: 

		br_svc: 

		comm_1: 

		comm_2: 

		uic_3: 

		uic_4: 

		uic_5: 

		uic_6: 

		day_1: 

		day_2: 

		day_3: 

		batch_1: 

		batch_2: 

		batch_3: 

		uic_1: 

		orgname: 

		uic_2: 

		signature: 

		fwd_sign: 

		dsn: 

		comm_phone: 

		Reset: 








Department of Defense 
 


INSTRUCTION 
 
 
 


NUMBER 1304.12E 
  September 20, 2005 


 
USD(P&R) 


 
SUBJECT: DoD Military Personnel Accession Testing Programs 
 
References: (a) DoD Directive 1304.12, “DoD Military Personnel Accession Testing 


Programs,” June 22, 1993 (hereby canceled) 
 (b) Deputy Secretary of Defense memorandum, "DoD Directives Review –  
  Phase II," July 13, 2005  


(c) DoD Directive 1145.2E, "United States Military Entrance Processing Command 
(USMEPCOM)," January 8, 2005 


(d) DoD 5025.1-M, “DoD Directives System Procedures,” March 5, 2003  
 
 
1.  REISSUANCE AND PURPOSE 
 
This Instruction:  
 
 1.1.  Reissues reference (a) as a DoD Instruction to the guidance in reference (b). 
 
 1.2.  Updates policies and responsibilities for the Active and Reserve components of the 
Military Services on:  
 
  1.2.1.  The DoD Enlistment Testing Program.  
 
  1.2.2.  The DoD Student Testing Program.  
 
  1.2.3.  The DoD In-Service Testing Program.  
 
  1.2.4.  The DoD Overseas Testing Program.  
 
  1.2.5.  Use of a common aptitude test, the Armed Services Vocational Aptitude Battery 
(ASVAB), for the programs in subparagraphs 1.2.1. through 1.2.4.  
 
 1.3.  Continues to assign responsibilities for:  
 
  1.3.1.  The research, preparation, printing, and maintenance of the ASVAB.  
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  1.3.2.  Test control and administration.  
 
  1.3.3.  Test scoring.  
 
  1.3.4.  Maintenance and distribution of enlistment processing records and test scores.  
 
  1.3.5.  Investigation of test irregularities.  
 
 1.4.  Continues to define responsibilities for the Manpower Accession Policy Working Group 
and the Manpower Accession Policy Steering Committee on resolving test development, 
implementation, and maintenance problems, and making policy recommendations in these areas 
to the Under Secretary of Defense for Personnel and Readiness (USD(P&R)).  
 
 1.5.  Continues to define responsibilities for the Secretary of the Army as the DoD Executive 
Agent for the U.S. Military Entrance Processing Command (USMEPCOM) who shall have 
fiscal, administrative, and management support responsibilities for the DoD Enlistment, Student, 
and Overseas Testing Programs according to DoD Directive 1145.2E (reference (c)). 
 
 1.6.  Authorizes publication of further DoD guidance on DoD Military Personnel Accession 
Testing Programs consistent with DoD 5025.1-M (reference (d)). 
 
 
2.  APPLICABILITY 
 
This Instruction applies to the Office of the Secretary of Defense, the Military Departments 
(including their Reserve components and the Coast Guard, by agreement with the Department of 
Homeland Security when it is not operating as a Service in the Navy), the Chairman of the Joint 
Chiefs of Staff, the Combatant Commands, the Defense Agencies, the DoD Field Activities, and 
all other organizational entities in the Department of Defense.  The term “Military Services,” as 
used herein, refers to the Army, the Navy, the Air Force, the Marine Corps, and the Coast Guard, 
by agreement with the Department of Homeland Security when it is not operating as a Service 
within the Department of the Navy.  
 
 
3.  POLICY 
 
It is DoD policy that the ASVAB is the only aptitude test battery authorized for determining 
enlistment eligibility.  The following policies apply to the use of the ASVAB in the DoD military 
personnel accession testing programs:  
 
 3.1.  DoD Enlistment Testing Program 
 
  3.1.1.  The purpose of the DoD Enlistment Testing Program is to provide an applicant’s 
sponsoring recruiting Military Service with aptitude test results.  The sponsoring recruiting 
Military Service shall then determine the applicant’s eligibility for enlistment.  
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  3.1.2.  Except as provided for in subparagraph 3.4.3., enlistment tests shall be 
administered by the USMEPCOM or by other organizations designated by the Secretary of the 
Army, as the DoD Executive Agent for the USMEPCOM.  The ASVAB shall be administered at 
Military Entrance Processing Stations (MEPSs) and at Mobile Examining Team (MET) sites 
assigned to the MEPSs.  
 
  3.2.3.  Each applicant must sign a copy of the current Enlistment Testing Program 
Privacy Act Statement before taking the test.  Applicants refusing to sign the agreement shall be 
excused from the testing sessions.  


 
 3.1.4.  To ensure the integrity of ASVAB test scores, coaching performance on the 


ASVAB by the Military Services is prohibited; however, basic skills development is permitted 
with approval by the USD(P&R).  
 
  3.1.5.  Except as provided for in subparagraph 3.4.4., all non prior Military Service 
applicants shall be tested by the USMEPCOM unless:  
 
   3.1.5.1.  They have valid ASVAB scores received as a result of being tested in the 
DoD Student Testing Program; or  
 
   3.1.5.2.  They have taken the enlistment test within the previous 2-year period and 
possess valid test scores.  
 
  3.1.6.  Enlistment eligibility established by the test shall be valid for a period not to 
exceed 2 years from the date of test administration.  If an individual takes the test more than 
once, the last full set of valid test scores are the scores of record.  Only scores of record can be 
used for enlistment processing purposes.  
 
  3.1.7.  Voluntary enlistment retesting is authorized 1 month after the first test, 1 month 
after the first retest, and at 6-month intervals thereafter.  
 
  3.1.8.  The USMEPCOM shall administer specialized tests as required by the Military 
Services and approved by the USD(P&R).  
 
  3.1.9.  Requests for applicant test scores shall be reviewed and approved by the Office of 
the Deputy Under Secretary of Defense (Military Personnel Policy) (ODUSD(MPP)), under the 
USD(P&R), except for test score data routinely provided to applicants, the Military Services, and 
the DMDC.  
 
 3.2.  DoD Student Testing Program 
 
  3.2.1.  The purposes of the DoD Student Testing Program are to:  
 
   3.2.1.1.  Provide the Military Services with access to the high school market and 
recruiters with prequalified recruiting leads.  
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   3.2.1.2.  Provide a public service for U.S. youth with the offer of a career exploration 
program, free of charge, to secondary and post-secondary schools, when a school permits 
ASVAB testing.  
 
  3.2.2.  The student ASVAB shall be offered primarily to high school juniors and seniors, 
and post-secondary school students; however, high school sophomores are also eligible to take 
the test.  The ASVAB shall not be administered to students below the tenth grade.   
 
  3.2.3.  Coaching performance on the ASVAB is prohibited (see subparagraph 3.1.1.). 
 
  3.2.4.  Students enrolled in high schools shall:  
 
   3.2.4.1.  Be encouraged by recruiters to stay in school and graduate.  
 
   3.2.4.2.  Not be accepted for active duty enlistment without prior notice to the school.  
 
   3.2.4.3.  Be required to provide parental or guardian consent, unless they provide 
proof of emancipation, if they enlist before 18 years of age.  
 
  3.2.5.  School officials shall be provided:  
 
   3.2.5.1.  Information on the value of the ASVAB as a measure of vocational aptitude.  
 
   3.2.5.2.  Student test scores and school summary data.  
 
   3.2.5.3.  Publications that assist counselors and students to understand the test results 
and use the results to explore the civilian and military worlds of work.  School personnel shall be 
required to select the recruiting release option for their students.  
 
  3.2.6.  Requests for student test scores shall be reviewed and approved by the 
ODUSD(MPP), except for test score data routinely provided to students, schools, the Military 
Services, and the DMDC.  
 
  3.2.7.  The Inter-Service Recruitment Committees (IRCs) shall develop program goals 
and plan contacts with school authorities for soliciting their participation in the DoD Student 
Testing Program or allowing military career program presentations.  The assignment of schools 
and/or areas to individual Military Services for promotion and scheduling of the DoD Student 
Testing Program shall be in the same proportion as the Military Services’ current fiscal year non 
prior Military Service enlistment projections, or as agreed to by a local IRC.  
 
  3.2.8.  Each student must sign a copy of the current Student Testing Program Privacy Act 
Statement before taking the test.  Students refusing to sign the agreement shall be excused from 
the testing sessions.  
 
  3.2.9.  Schools shall be encouraged to inform students of career opportunities available in 
the Military Services.  
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  3.2.10.  The ASVAB shall be administered in schools by USMEPCOM personnel or 
personnel authorized by the Headquarters (HQ), Department of the Army.  Military recruiting 
personnel may not administer, distribute, or collect tests or test answer sheets.  Schools shall be 
encouraged to provide proctors during ASVAB testing.  Recruiting personnel, with the local 
MEPS commander’s authorization, may also proctor test sessions.  However, in each room 
where recruiters are used as proctors, a USMEPCOM-authorized test administrator must be 
present.  The HQ, USMEPCOM, may, as an exception to policy, grant approval for recruiter 
assistance in administering large student testing sessions.  
 
  3.2.11.  Based on the recruiter release option selected by each school, the USMEPCOM 
shall concurrently provide the Military Services with aptitude scores for the juniors, seniors, and 
post-secondary students tested.  
 
  3.2.12.  Applicants with current (within 2 years of testing date) student ASVAB 
qualifying scores shall not be required to retest for enlistment; however, those holding valid 
scores may voluntarily retest at a MEPS or MET site if allowable under retest policies.  
Applicants may be required to take additional special tests required to determine eligibility for 
training and assignment opportunities.  
 
  3.2.13.  Each Recruiting Service shall establish its own goals for the DoD Student 
Testing Program and provide this information to the HQ, USMEPCOM.  The achievement of 
these goals is a Military Service responsibility.  
 
  3.2.14.  The Reserve components of the Military Services shall be encouraged to 
participate in the administration of the DoD Student Testing Program.  
 
  3.2.15.  Military Service recruiters may not administer Service-unique tests and/or 
instruments in high schools or post-secondary schools without prior approval of the USD(P&R).  
 
 3.3.  DoD In-Service Testing Program 
 
  3.3.1.  The primary purpose of the DoD In-Service Testing Program is to provide aptitude 
tests to the Military Services for use in retesting Service members.  
 
  3.3.2.  The Manpower Accession Policy Working Group shall provide the Military 
Services with a minimum of two forms of the Armed Forces Classification Test (AFCT) for use 
in Service-specific retesting programs.  
 
  3.3.3.  To ensure ASVAB security, only Service-designated test control officers, test 
administrators, and test examiners shall handle AFCT materials.  
 
  3.3.4.  The Military Services shall be responsible for printing and reprinting all In-Service 
testing materials.  
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 3.4.  DoD Overseas Testing Program 
 
  3.4.1.  The purpose of the DoD Overseas Testing Program is to provide an opportunity to 
test military applicants and Department of Defense Dependents Schools’ (DoDDS) students 
overseas with the ASVAB, provide the Military Services with prequalified recruiting leads, and 
provide the DoDDS with a testing program that is useful for career guidance and counseling 
purposes.    
 
  3.4.2.  The Military Services are responsible for operation of the overseas testing 
program, except for U.S. Territories, which are the responsibility of the USMEPCOM.  
 
  3.4.3.  To ensure ASVAB security, only Service-designated, overseas test control 
officers, test administrators, and test examiners shall handle ASVAB test materials.     
 
  3.4.4.  The Military Services are responsible for testing applicants and DoDDS students 
and for sending testing and enlistment processing documents to the USMEPCOM for entry into 
the DoD computerized student and applicant databases.  
 
  3.4.5.  In overseas student ASVAB sessions, military recruiters have responsibility for 
coordinating, scheduling, and providing proctor support, in conjunction with the school.  Military 
recruiters shall not handle, distribute, or collect test materials.  
 
  3.4.6.  Coaching performance on the ASVAB is prohibited (see subparagraph 3.1.1.). 
 
  3.4.7.  Upon receipt of appropriate student test session materials from overseas testing 
personnel, the USMEPCOM is responsible for scoring the tests and forwarding the ASVAB 
results and/or products to the DoDDS; scores also shall be provided to the Military Services.  
 
  3.4.8.  The USMEPCOM is responsible for providing training, as required, to overseas 
Military Service test administration personnel, recruiters, and DoDDS guidance counselors.  
 
  3.4.9.  The USMEPCOM is responsible for reporting overseas test scores and accession 
data, and documenting problems, when identified, to the ODUSD(MPP) and the Military 
Services.  
 
 3.5.  The Chair of the Manpower Accession Policy Steering Committee shall be a 
representative from the ODUSD(MPP); the Committee shall be composed of Military Service 
general and/or flag officers from their respective offices of the Deputy Chiefs of Staff for 
Personnel and the Commander of the USMEPCOM, with the Director of the DMDC as a 
nonvoting member.  The Steering Committee’s main function shall be to provide policy 
recommendations on military personnel selection and classification processing issues to the 
USD(P&R).  It shall meet when called at the request of one of its members and with concurrence 
of the majority.  
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 3.6.  The Chair of the Manpower Accession Policy Working Group shall be a representative 
of the USD(P&R); the Working Group shall provide technical support and policy 
recommendations to the Manpower Accession Policy Steering Committee and the USD(P&R).  
The Group’s membership shall consist of representatives of the ODUSD(MPP), the OASD(RA), 
Service-testing policy staff officers, scientists representing each of the Military Service personnel 
research activities, representatives of the DMDC, and representatives of the USMEPCOM.  The 
Chair may request representation from other organizations to address specific agenda items.  The 
Group’s responsibilities shall be to resolve ongoing problems in military personnel selection and 
classification research and ASVAB development, implementation, and maintenance.  It will also 
review all DoD Student Testing Program publications before submission to the USD(P&R) for 
approval and subsequent printing and distribution.  While the Group shall be a joint activity, its 
members shall represent the positions of, and be responsible to, their individual Military Service 
or Agency.  In this manner, the specific interests of each Military Service and the USMEPCOM 
can be discussed and considered.  The Group shall meet quarterly or when called by the Chair.  
 
 
4.  RESPONSIBILITIES 
 
 4.1.  The Under Secretary of Defense for Personnel and Readiness (USD(P&R)) shall set 
policy on military personnel accession testing and shall ensure that under the USD(P&R), the 
Director, DMDC, shall:  
 
  4.1.1.  Have responsibility for ASVAB R&D, including software associated with the 
Computerized Adaptive Test version of the ASVAB (CAT-ASVAB).  The DMDC is assigned 
overall responsibility for R&D, calibration, and quality control for the ASVAB testing programs, 
consistent with general policies established by the USD(P&R).  
 
  4.1.2.  Serve as lead organization for ASVAB R&D, in coordination with personnel 
research activities of the Military Services.  
 
  4.1.3.  Plan, program, budget, and finance ASVAB-related research.  
 
  4.1.4.  Prepare three categories of materials for Enlistment, Student, and  
In-Service Testing Programs.  These materials include:  
 
   4.1.4.1.  Test materials, such as test booklets, scoring keys, and administration 
manuals.  
 
   4.1.4.2.  Career counseling materials for the Student Testing Program, such as the 
ASVAB Career Exploration Guide.  
 
   4.1.4.3.  Training aids (Recruiter’s Guide, Education Services Specialist Handbook, 
etc.).  
 
   4.1.5.  Provide print-ready copies of the materials in subparagraphs 4.1.4.1. through 
4.1.4.3. to the Agency responsible for printing.   
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   4.1.6.  Integrate and have R&D responsibility for Joint-Service aptitude tests, 
prepared by other Agencies for use in the enlistment testing program when such tests become 
fully operational (e.g., as accomplished with the CAT-ASVAB and the Assembling Objects 
subtest).  
 
  4.2.  The Secretary of the Army, as the DoD Executive Agent for the USMEPCOM, has 
fiscal, administrative, and management support responsibilities for the DoD Enlistment, Student, 
and Overseas Testing Programs, consistent with reference (c) and policies established by the 
USD(P&R), and shall:  
 
  4.2.1.  Provide resources required to establish, equip, and maintain the USMEPCOM 
units.  This shall be done in coordination with the Military Services, and, for matters related to 
the assignment of Reserve component personnel to the USMEPCOM units, with the Office of 
the Assistant Secretary of Defense (Reserve Affairs) (ASD(RA)), under the USD (P&R).  
 
  4.2.2.  Program, budget, and fund all USMEPCOM operations.  
 
  4.2.3.  Provide required civilian authorizations and staffing.  
 
  4.2.4.  Administer the DoD Enlistment and Student Testing Programs, except for 
overseas testing as specified in subparagraph 3.4.2. 
 
  4.2.5.  Implement quality assurance procedures to ensure the accuracy of the test battery 
for enlistment processing.  
 
  4.2.6.  Report results of test irregularity investigations through the DMDC to the 
ODUSD(MPP).  
 
  4.2.7.  When approved by the USD(P&R), administer additional tests to determine 
qualifications for specific military occupations or assignments.  
 
  4.2.8.  Provide the results of test irregularity investigations and quarterly reports on both 
the DoD Enlistment and Student Testing Programs to the Manpower Accession Policy Working 
Group.  
 
  4.2.9.  Print and distribute the initial supplies of test materials, counseling materials, and 
training aids (see subparagraph 4.1.1.5.) for use in the DoD Enlistment, Overseas, and Student 
Testing Programs.  
 
  4.2.10.  Maintain sufficient stock of all materials required to administer the current 
ASVAB versions used in the DoD Enlistment, Overseas, and Student Testing Programs, to 
include reprinting (after review by the Manpower Accession Policy Working Group and 
approval by the USD(P&R)) of existing materials with or without slight modification (updating), 
and distribute the materials.  
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  4.2.11.  Print and distribute ASVAB promotional materials and novelty items for use in 
marketing the DoD Student Testing Program.  
 
  4.2.12.  Provide operational test and item data as required by the DMDC.  
 
  4.2.13.  Provide at each MEPS an ASVAB Educational Services specialist as the primary 
point-of-contact for the DoD Student Testing Program.  
 
 
5.  EFFECTIVE DATE 
 
This Instruction is effective immediately. 
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