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1.  INTRODUCTION.  These procedures are designed to be detailed descriptions of all actions and interrelationships required to ensure the success of the FAST TRACK.

2.  PROGRAM DESCRIPTION.   

a.  The Defense Acquisition Workforce Improvement Act (DAWIA) was enacted in 1990 to improve the quality and professionalism of the entire acquisition workforce by focusing on improving the effectiveness of the people who must successfully implement the defense acquisition system.  Acquisition is a complex process, and as such professional skills and attributes are essential for the people performing acquisition functions in order to equip our soldiers with world-class equipment.  Individuals who are educated, trained and experienced in acquisition are vital to achieving this goal.  In order to develop future contracting leaders who have the requisite knowledge, skills and leadership abilities for the 21st Century Army, the FAST TRACK will provide qualified candidates for Army-wide contracting intern programs.

b.  The FAST TRACK Program is a two-year, paid summer employment program designed exclusively for the contracting career field.  The program, which is based upon the Student Career Experience Program (SCEP), recruits college students pursuing an undergraduate business-related degree or an undergraduate degree with a minor (at least 24 academic hours) in a business-related field of study, for contracting workforce positions throughout the Army.  During the program, students’ work with mentors to learn specific acquisition issues and challenges and, where appropriate, develop and write a senior thesis, addressing a real-world topic.  This is a cost-effective opportunity to infuse new ideas into Government programs and processes, while training our leaders of tomorrow.
3.  OBJECTIVES.   

            a.  The FAST TRACK program is a comprehensive career development program designed to develop future contracting and acquisition leaders by introducing college students into the Contracting Career Program of the Army Acquisition, Logistics and Technology Workforce (AL&TWF).  This program will allow the Army to integrate highly competitive, motivated, educated and well-trained individuals into the contracting workforce.  

b.  The program is intended to target full-time college students from the successful conclusion of their sophomore year (rising juniors) to graduation.  Initial entry level into the program begins at the GS-04 level (or Broad Band Level [BBL] equivalent).  A typical rising junior student meets the minimum position criteria for the GS-04 level. Completion of the FAST TRACK program occurs when the student has successfully completed all collegiate degree requirements from an accredited academic institution, and has completed, at a minimum, 640 work hours in the FAST TRACK program in contracting positions.  If the graduated student meets CP-14 Army Civilian Training, Education and Development System (ACTEDS) Intern requirements and is recommended by the employing agency the student can be non-competitively converted into either a centrally funded Department of Army (DA) or locally funded Intern slot.  The non-competitive conversion must take place within 120 days of the student completing their field of study.   

4.  RECRUITMENT.  

    
a.  Positions:  During the first quarter of each new fiscal year, a memorandum signed by the Acquisition Support Center (ASC) CP-14 Office (here forth referred to as CP-14 Office) will be distributed to all Major Command (MACOM) contracting organizations to solicit potential job opportunities for FAST TRACK students.  Organizations interested in participating in the FAST TRACK program will submit a standard FAST TRACK Project Description Form (Enclosure 1) to the CP-14 Office.  Organizations may compete for centrally funded FAST TRACK students, or volunteer to fund FAST TRACK students with their own resources.  Organizations in all likelihood have a mix of various funded FAST TRACK students working within their organization.


b.  Students:  

(1) Each participating site will conduct their own recruitment efforts within their respective geographical areas.  Recruitment for the FAST TRACK program should consist of a combination of contacting local colleges/ universities, attending college career fairs and advertising the FAST TRACK program throughout the local Army community using a published announcement (Enclosure 6).  The CP-14 Office will promote the program at its own web site but will not conduct any recruitment of FAST TRACK program students.

(2) Interested students must submit application packages in accordance with the established procedures and published suspense dates.  Contracting organizations may tailor recruitment, application and evaluation procedures as desired, but must include at a minimum:  a) evaluation of the student’s academic and leadership credentials as witnessed on a college/university transcript (including the cumulative grade point average), and b) a resume (including social security number and date and place of birth).  Suggested application procedures are provided below in Section 6, Recommended Selection Process.

c.  Returning FAST TRACK participants:  Students accepted into the FAST TRACK program and wishing to continue to the second year, do not have to re-apply.  The contracting organization will provide FAST TRACK students a suspense date (approximately the first of March) to indicate their intentions to participate in the second year of the program.  Returning participants will be required to furnish an updated transcript demonstrating successful progress towards receipt of an undergraduate degree and at least 24 academic hours in a business-related discipline.

5.  PARTICIPATION REQUIREMENTS:  

a.  To be eligible to apply to the FAST TRACK program, an individual must be:

(1) Enrolled as a full-time student in good standing at an accredited educational institution

(2) A rising junior year student 

NOTE:  In accordance with the Office of Personnel Management guidelines students entering the first year of the FAST TRACK program must have completed 60 academic hours of post-high school study for a bachelor’s degree to be hired at the GS-04 level (or BBL equivalent).  In order to be promoted to the GS-05 level (or BBL equivalent), students must have completed 90 academic hours of post-high school study for a bachelor’s degree and one period (320 hours) of GS-04 level student trainee work. 

(3) A United States citizen, and

(4) Able to obtain a security clearance, if applicable.

b.  FAST TRACK students are recruited as Schedule B appointments.  They are covered by the standard performance management requirements for General Schedule employees.  Lack of progress in the program shall be fully documented and standard remediation processes followed.  The mentor will ensure that the FAST TRACK student is counseled regarding acceptable performance standards and afforded a reasonable opportunity to demonstrate acceptable performance.  If a student is performing at less than acceptable performance levels the mentor will counsel the student that unless performance improves to, and is sustained at an acceptable level, participation in the program may be terminated.  Once a student has been afforded a reasonable opportunity to demonstrate acceptable performance, a removal action (not being invited to return to the program) may be proposed if the student's performance during or following the opportunity is unacceptable.  Contracting organizations should coordinate with the CP-14 Office and the servicing Civilian Personnel Advisory Center (CPAC) should removal from the FAST TRACK program be desired.

6.   SUGGESTED SELECTION PROCESS.  

Organizations use different approaches in hiring personnel due to their unique situations.  Examples include, establish a formal selection board, use a single selection authority in lieu of a board, or have an individual hire students at a college career fair.  The following approach is provided for those organizations that have a large enough contingent of personnel who could serve on a selection board.  Some of the information contained below does apply to all hiring approaches.

a.  Selecting Authority:  Like a formal source selection each participating contracting organization should have an individual at their respective site who will be responsible for the final evaluation and selection of students.  This authority may be delegated to other individuals acting on behalf of the Selecting Authority, such as an individual representing the organization at a college career fair.


b.  Selection Board:  The Selecting Authority may assemble and convene a selection board to evaluate student applications at their respective locations. This process is optional under the SCEP authority.

c.  Evaluation Factors:  No matter which approach is used for selecting students, as a minimum, evaluation factors must be established in order to ensure an objective and fair selection process.  The Selecting Authority, or Selection Board where applicable, will determine qualified candidates and subsequently evaluate candidate application packages for entrance into the FAST TRACK program.  Evaluation criteria must include at a minimum:

(1) A review of the student’s academic and leadership credentials as witnessed on a college/university transcript.  The transcript can be an unofficial copy but must include the cumulative grade point average as it indicates a pattern leading to academic success.  In addition to overall academic performance, consideration should be given to the student’s performance in business and communications related coursework; the transcript should demonstrate some progress towards achievement of a minimum of 24 academic hours in a business-related discipline.  

(2) A review of the student’s resume, including the social security number and date and place of birth (Enclosure 7).  This is required to verify citizenship status and eligibility for the FAST TRACK program.  The resume should also demonstrate a candidate’s potential to excel, ability to work with others in a team environment, acceptance of leadership roles and responsibilities or other indicators displaying the trustworthiness and reliability of the applicant.  The nature, extent and breadth of the applicant’s work experience, taking into consideration the potential youth of the candidates, and other types of experience such as extra-curricular activities should be considered. 


    Evaluation criteria may include any other written or verbal exchange desired by the contracting organization, such as:

(3) A written letter of introduction, cover letter, or essay can be utilized to evaluate a student’s ability to communicate in a business environment and display characteristics and goals consistent with Army values.


      (4) A letter of recommendation from a former or current professor employed by the student’s accredited institution of study can be utilized to evidence personal, ethical and professional aspects of the candidates.   

(5) Informal or formal interviews may be desirable to assess a qualified applicant’s ability to communicate and desire to participate in the FAST TRACK program.  Informal interviews may be conducted at college career fairs, but should be followed by submission of required evaluation documents if not provided during the interview.  If the contracting activity intends to conduct formal interviews after submission of application packages contracting activities must include this information in the program announcement.  Contracting activities should try to accommodate applicants to the greatest degree possible (i.e., using telephone interviews when the student is attending an academic institution that is quite a distance from the participating site).

    
g.   Notification of Selection:  The local supporting Civilian Personnel Advisory Center (CPAC) will verify student eligibility for participation in the FAST TRACK program (i.e., status as a US citizen, full-time status in an accredited academic institution, successful completion of 60 academic hours to qualify as a GS-04, and successful completion of 90 academic hours for promotion to GS-05).  An authorized CPAC Human Resources Specialist will extend the job offer to selected students; prepare and distribute acceptance letters with pre-employment packages; conduct first day in-processing; ensure the action is coded and entered into the Modern Defense Civilian Personnel Data System (MDCPDS), and execute other appropriate personnel actions.  The Selecting Authority should also prepare congratulatory letters to be distributed after official notification by the servicing CPACs.


h.  Entry on Duty:  The entry on duty dates will be established by the servicing CPAC and the FAST TRACK student.

i.  Notification of Non-Selections:  The students who have applied but not selected will be notified by the participating contracting organization in writing under the signature of the Selecting Authority.    

7.  PERSONNEL ADMINISTRATION:


a.  Entry on Duty:  Once the student has received and accepted an official job offer from an authorized CPAC Human Resources Specialist, the Selecting Authority will in turn notify mentors.  The mentor, or authorized delegate, will be responsible to: coordinate/obtain all paperwork for security clearance packages (if applicable), building security badges, vehicle registration and parking permits; establish a workstation to include computer, telephone and datafax accessibility; and provide administrative support (i.e., timekeeper).   The mentor will also be responsible for completion of FAST TRACK Student Support Form (Enclosure 2). 

b.  Training Agreements:  The mentor will be responsible to obtain signatures on FAST TRACK Training Agreements (Enclosure 3) and furnish copies to the local CPAC prior to students’ entry on duty.


c.   In-processing:  The local supporting CPACs will be responsible for general in-processing of students.  The student will be notified by the CPAC as to the time and location for in-processing.  The participating contracting organization will conduct an orientation for the students and mentors following the official in-processing.  Mentors, or an authorized delegate, will be responsible for conducting organizational orientation to include guidance on security procedures, and time and attendance reporting.


d.   Photograph Release Form:  Each participating student will be asked to sign a standard release form (Enclosure 4) allowing the Army to post group photographs taken during program activities that contain personal images on the FAST TRACK Program website or other marketing materials.  Participation is voluntary and non-participation shall in no way affect a student’s opportunity to participate in the FAST TRACK Program.  Personal information that would violate Privacy Act regulations will not be collected.  In addition, information will not be collected that may have security consequences.

e.  Evaluations:  The assigned mentor or supervisor will evaluate each FAST TRACK student on his/her overall performance at the conclusion of each summer.  Evaluations will be documented on a standardized form (Enclosure 5) and completed no later than five days prior to the student’s departure.  The CP-14 Office will maintain a copy of all evaluations.  Less than favorable evaluations may preclude a student from being invited to return to participate in the FAST TRACK the following year.  The procedures established under Section 5, Participation Requirements, will be followed for those students determined not to have met minimum performance levels.

f.  Family relative conflict-of-interest employment:  An FAST TRACK student may work in the same agency with a relative when there is no direct reporting relationship and the relative is not in a position to influence or control the student’s appointment, employment, promotion or advancement within agency.

9.   PROGRAM EXECUTION: The CP-14 1Office will sponsor the FAST TRACK program.  Participating contracting organizations will identify a high-performing, professional mentor to guide the FAST TRACK student during the program.  The mentor will train, assign tasks, and provide advice to the students during their rotations and serve as a model for the student to emulate.  The mentor will monitor the student’s performance and provide performance evaluations to the student.  A mentor’s workshop will be conducted by the contracting organization and presented to mentors prior to the student’s entrance on duty.          

10.  EVALUATION OF THE PROGAM:  Identification of issues and/or problems, as well as successes, is essential to the success of the FAST TRACK program.  Both the students and mentors will be requested to provide feedback at the conclusion of each summer.  Feedback will be used to determine changes deemed necessary to improve the FAST TRACK Program.  

                                                                                   /signed/
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