DEPARTMENT OF THE NAVY 

ACQUISITION WORKFORCE TUITION ASSISTANCE PROGRAM

PROGRAM OVERVIEW.  The Department of the Navy (DON) Acquisition Workforce Tuition Assistance Program (AWTAP) was established in accordance with the requirements of the Defense Acquisition Workforce Improvement Act (DAWIA, Public Law 101-510).  The goal of the program is to assist acquisition workforce members obtain the academic education necessary to meet DAWIA educational standards required in their primary career field, including required academic credit for civilian and military contracting personnel, and for membership in the Acquisition Professional Community (APC).    

The DON AWTAP supports courses and degrees in those disciplines that underpin the acquisition functions specified in 10 U.S.C. 1721.  These disciplines include the sciences, engineering and other technical fields, business and management.  Subject to availability of funding, workforce members who are selected for the AWTAP, and comply with the terms and conditions for receiving tuition assistance (see Applicant Agreement below), will receive funding for the length of time required to meet their educational goal, as defined on their approved application.  Tuition payments will be made directly to the college or university; AWTAP participants are not required to fund coursework in advance.

ELIGIBILITY.  All DON civilian and military acquisition workforce members who are assigned to an acquisition billet and have met the DAWIA certification standards required by that billet, are eligible to apply for tuition assistance under the AWTAP.  Eligibility is confirmed through a check of the individual’s official personnel record:  Defense Civilian Personnel Data System, Officer Master File (Naval Officers), or Acquisition Workforce System of Management (Marine Corps Officers).

APPLICATION PROCESS.   To be considered for tuition assistance, eligible workforce members must complete an application for program admission.  AWTAP applications are submitted electronically via the DON centralized registration system, Register-Now (www.register-now.cms.navy.mil).  Applications for acceptance into the AWTAP will be accepted by the DACM between 01 October and 01 July each year.   To initiate an application, interested workforce members should log on to Register-Now for AWTAP and select the educational goal (i.e. undergraduate degree to meet APC requirements) being pursued.  Determination of the applicants’ eligibility will be based on:

· Verification of acquisition workforce membership 

· Applicability of the identified educational goal to DAWIA requirements

· A review of the education recorded in the applicant’s record 

Workforce members who are confirmed as eligible for AWTAP must complete an Educational Development Plan (EDP) consisting of the following components:

· Purpose

· To meet mandatory education requirements in the primary career field

· To meet Acquisition Professional Community requirements

· To meet Contracting Officer warrant requirements

· To meet desired education requirements in the primary career field

· To meet mandatory education requirements in a subsidiary career field
· Educational Requirement 

· Baccalaureate Degree

· Masters Degree

· 24 Semester credit hours in Business disciplines

· 12 Semester credit hours in Business disciplines 

· 9 Semester credit hours in Business disciplines

· Up to 64 semester hours of undergraduate work with emphasis in business

· Graduate studies in business administration or procurement

· Long term plan for completing the identified educational goal to include:

· Degree Program, if applicable

· College or University

· Courses completed/credits earned to date

· Remaining courses by:

· Fiscal Year 

· Course name

· Category (required or elective)

· Semester or Quarter Hours

· Number of credits

· Course Cost

· Student Statement of Goals describing how the identified educational goals will help meet DAWIA requirements and achieve current and future career goals
Applicants must also accept the following terms and conditions for receiving tuition assistance, as reflected in the Applicant Agreement:

· Final course grades must be submitted to the DON AWTAP Registrar within 30 days of course completion.  Failure to do so will result in removal from the AWTAP.

· AWTAP participants must continue in service with the DON for one month or a period equal to the time spent in training, whichever is greater.   

· Program participants must refund lost tuition to their Major Claimant in the event of a withdrawl, failing grade or failure to complete a course for which tuition assistance has been provided.  Failure to do so will result in removal from the AWTAP.

SUPERVISORY ENDORSEMENT.   Completed applications will automatically be forwarded to the supervisor of record for review and endorsement.  The supervisory endorsement will include a Statement of Benefit describing why the workforce member should be accepted into the AWTAP.  Endorsed applications must be received by the DACM not later than 01 July to be considered for acceptance into the program for the following fiscal year.  Workforce members may check the status of their supervisor’s EDP endorsement online.

SELECTION CRITERIA.  The DACM will consider the following criteria in selecting individuals for acceptance into the AWTAP.  

· Program priority (described below)

· Career field certification level achieved

· Achievement of Continuous Learning Standard

· Supervisory Statement of Benefit

· Grade/Rank

· Number of courses required to meet educational goal

The number of applicants accepted into the program will be based on availability of AWTAP funding.  The DACM will notify applicants and their supervisors of their acceptance or non-acceptance into the program not later than 30 days prior to the start of the fiscal year.  Tuition assistance funding will begin on 01 October each year.
Subject to availability of funds, applicants who are selected into the AWTAP, and comply with program requirements, will receive tuition funding for the length of time established and agreed to by the DACM at the outset of their program.  Reapplication each fiscal year is not required.    

Applicants who are not selected will remain in a wait status for the upcoming fiscal year and will be considered for “course-by-course funding” should additional funds become available during program execution.  Employees who receive “course-by-course funding” will need to reapply for selection into the AWTAP the following fiscal year.

AWTAP DEADLINES.

· AWTAP applications are processed on a rolling admissions basis.   You may submit your application at any time during the fiscal year.

· The DACM will notify applicants of their acceptance or non-acceptance into the program not later than 30 after supervisor endorsement

· Funding for EDPs approved after 30 November 2003 will not become available until 60 days AFTER the application is initially approved.  
PROGRAM PRIORITY.  In the event funding is insufficient to accept all eligible applicants, assigned priorities will be the primary factor used to select program participants.  Priority assignments are as follows:

· Priority 1 will be assigned to eligible applicants pursuing any of the following educational goals required by the Undersecretary of Defense for Acquisition, Technology and Logistics (USD (AT&L)) for certification in their current career field, to qualify for Acquisition Professional Community membership, or to meet contracting officer warrant requirements.

· Baccalaureate Degree

· 24 Semester credit hours in Business Disciplines (Accounting, Business Finance, Law, Contracts, Purchasing, Economics, Industrial Management, Marketing, Quantitative Methods, and Organization and Management)

· 12 Semester credit hours in the above disciplines (Note: this goal has limited applicability, as described below)

· The 12 semester credit hour requirement is applicable only to workforce members who have 24 semester credit hours in their acquisition career field (i.e. Engineers)

· This requirement may be met by successful completion of training courses that carry an American Council on Education (ACE) credit recommendation    

· Once an individual possesses a total of 12 semester hours through a combination of DAU courses and/or college credit, he/she will no longer receive Priority 1 status

· Priority 2 will be assigned to applicants pursuing any of the following educational goals identified by USD (AT&L) as “desired” for certification in their current career field (see the Defense Acquisition University website for a current listing of specific “desired” goals)
· Masters Degree

· 9 semester credit hours from among accounting, business finance, law, economics, industrial management, quantitative methods, or organization and management

· Up to 64 semester hours of undergraduate work with emphasis in business

· Priority 3 will be assigned to applicants pursing educational goals required by USD (AT&L) for certification in a subsidiary career field
FUNDING GUIDELINES.  Use of AWTAP funding is subject to the following restrictions. 

· Tuition assistance is limited to courses required to meet Department of Defense (DoD) acquisition workforce standards that are taken at an institution of higher learning accredited by an accrediting agency approved by the United States Department of Education

· Tuition assistance is limited to courses for which academic credit will be awarded 

· Courses funded to meet semester hour educational goals must be related to the business disciplines identified earlier in this document 

· All elective courses taken as part of a degree program must be in disciplines related to the course of study or the business disciplines identified above.  Non-business related courses required to complete a degree program (i.e. Health) may be funded, however, documentation of the requirement must be provided.

· Where multiple education requirements are prescribed, e.g. a degree and a number of credit hours in business disciplines, course work required to meet the less costly requirement will be funded first.  For example, the contracting career field requires a baccalaureate degree and 24 credit hours in the business disciplines.  In this case, funding would be provided to meet the 24 hours before funding the baccalaureate degree.

· While the DON supports career broadening, that is not the intent of the AWTAP.  Accordingly, tuition assistance will not be provided for subsidiary career field education requirements unless the mandatory requirements of the workforce member’s primary career field have been satisfied.
· Tuition assistance in support of any one participant is limited to $6,000 per fiscal year.   

· Tuition assistance funding IS authorized for:

· Tuition costs required for completion of the course 

· Library, laboratory or other institution services or fees directly related to and specified as necessary for completion of the specific course

· Tuition assistance funding IS NOT authorized for:

· College application or admission fees

· Courses completed prior to acceptance into the program

· Fees that are not specified as part of the cost of completing the course (i.e. athletic fees)

· Purchase or rental of textbooks or course materials

· Materials required for the course including, but not limited to, paper, pens, pencils, computers, computer equipment, computer software and other office equipment

· Travel expenses, including, but not limited to, mileage, parking, public transportation, rental car or meals

· Conference, meeting or registration fees that are not specifically required as part of the official course cost

· Fees for credit by examination, credit for work or life experience or for transfer of credits

· Tuition expenses for which other reimbursement has been or will be obtained

· Doctorate Degrees.  The goal of the AWTAP is to assist acquisition workforce members obtain the academic education necessary to meet required and/or desired DAWIA educational standards.  Doctorate degrees are not required or desired for any DAWIA career field making them ineligible for AWTAP funding.

FUNDING DISTRIBUTION.  The DACM will provide funding for approved AWTAP program participants only.  Only the courses listed on the participants approved AWTAP program may be funded.

To request funding for an upcoming course, AWTAP participants must log on to Register-Now (www.register-now.cms.navy.mil) and complete an AWTAP funding request.  Note that only courses on the approved EDP will be funded.  When complete, the online request will automatically be forwarded to the Naval Center for Acquisition Training (NCAWPD) for action. 
Once the NCAWPD takes action on your request, you will receive an email that will include your approved DD 1556, complete with a line of accounting and the required signatures, as well as a Tuition Assistance Payment Process letter for your college/university.

PROGRAM EXECUTION

AWTAP execution will be monitored throughout the fiscal year to ensure that participants are enrolling in and completing approved courses as scheduled.  Applicable continuous learning points will automatically be transferred to the student’s training history when final course grades are received.  Any funding realized due to changes in planned program execution will be offered to workforce members in a wait status.

Program participants will be required to update their EDP annually to provide detailed information for the upcoming fiscal year.  This level of detail is required to confirm each participant’s intent to continue in the program and to permit accurate monitoring of program execution.   EDP updates must be completed and endorsed by the employee’s supervisor not later than 15 August each year.  Emails will be sent to all program participants reminding them of this requirement.

It is recognized that AWTAP participants may find it necessary to update their EDP more often than once a year due to non-availability of scheduled courses, etc.  EDP updates may be submitted whenever necessary and will be subject to the same approval process as the annual update.    

REPORTING

Register-Now for AWTAP will produce a variety of reports designed to assist both the DACM and major acquisition organizations manage and monitor the tuition assistance program.  Reports will also be available for AWTAP program participants detailing their EDP status, including courses completed by fiscal year and courses remaining by fiscal year to meet the educational goal.
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