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1. REFERENCES

a. DoD Directive 5000.52, “Defense Acquisition, Technology, and Logistics
Workforce Education, Training and Career Development Program,” January 12, 2005

b. DoD Instruction 5000.66, “Operation of the Defense Acquisition, Technology,
and Logistics Workforce Education, Training, and Career Development Program,”
December 21, 2005

c. Chapter 87 of Title 10, United States Code

d. Department of the Army Acquisition Career Field Certification Policy and
Procedures, October 4, 2004

e. Acquisition Career Record Brief Instructions, February 1, 2006

f. Department of the Army Pamphlet 600-3, “The Army Personnel Proponent
System”

g. Army Acquisition Support Center (ASC) web site http://asc.army.mil

h. Civilian Acquisition Personnel and Positions Management Information
System (CAPPMIS) website https://rda.altess.army.mil/cappmis

2. PURPOSE

This document establishes the policy for the development, maintenance and
usage of the Acquisition Career Record Brief (ACRB) for the Department of the Army
(DA) civilian employees, Army National Guard Military and Army Reserve personnel.

3. USAGE

ACRBs are used to document certification, Army Acquisition Corps membership,
Best-Qualified (BQ) Selection Boards, Competitive/Needs-Based Boards (e.g.,
Acquisition Education, Training and Experience (AETE) and Army Tuition Assistance
Program (ATAP)), documenting and reporting of Continuous Learning (CL)
accomplishments, position management and verification of job qualifications. ACRBs
are considered “official” only when printed with the ASC watermark.



4. APPLICABILITY

This policy applies to DA civilians who are Acquisition, Logistics and Technology
Workforce (AL&TWF) members, Title 32 Army National Guard (ARNG) and U.S. Army
Reserve (USAR) officers and Noncommissioned Officers assigned to AL&T
organizations; or individuals who possess acquisition experience in accordance with
DoDD 5000.52. The ACRB is used by the USAR to document officer's schooling, AAC
membership and certification achievement levels; Army Reserve Acquisition Corps
Management Information System printout is used as the source document for
certification.

5. RESPONSIBILITIES

a. Deputy Director, Acquisition Career Management: Shall be responsible for
ACRB policy, procedures, instructions, and format.

b. Office of the Assistant G-1 for Civilian Personnel Policy (CPP): Shall maintain
the HQ Army Defense Civilian Personnel Data System (DCPDS), which provides
personnel documentation for inclusion into the CAPPMIS.

c. Certifying Officials (COs): Approve Acquisition Career Managers/Certification
Managers (ACMs/CMs) requests, as the Reviewing Official, for certification in their
respective Acquisition Career Fields (ACFs). Upon review, COs shall provide final
approval/disapproval of individual requests for certification. Once an ACRB, Officer
Record Brief (ORB), or Enlisted Record Brief (ERB) is signed by a CO, it becomes the
official certification document of record.

d. Certification Managers (CM): Shall process/update ACRBs, ORBs and ERBs
for active duty officers and noncommissioned officers. Also, CMs shall sign as

reviewing official on certification requests for active duty officers and Noncommissioned
Officers.

e. Acquisition Support Center (ASC) Acquisition Career Managers (ACMs):
Shall manage, process and update ACRBs for certification, board applications and
personnel actions, but only for those sections the AL&TWF members cannot edit in
accordance with the ACRB Policy (see paragraph 5f). ACMs shall sign as reviewing
officials on requests for certification and assist supervisors and/or individuals in
reviewing and improving their ACRBs. ACMs are defined as follows:

(1) ACMs located in the ASC Regional Customer Support Offices (CSOs)
are responsible for all AL&TWF members. AL&TWF members should contact their
respective CSO by geographical region as described on the ASC website, reference
http://asc.army.mil/contact/acms.cfm.

(2) The United States Army Reserve (USAR) Acquisition Career
Management Office (ACMO) is responsible for maintaining and updating ACRBs for all
USAR AL&TWF and Army Acquisition Corps (AAC) members.
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(3) Active duty officers will document their certifications and AAC
membership in Section X of the ORB and CAPPMIS.

(4) Noncommissioned Officers will document their certification training
and AAC membership under Section X, Remarks, and list their current Defense
Acquisition University (DAU) certification level in Section VII, Technical Certification, of
the ERB and CAPPMIS.

(5) ARNG ACMs are responsible for all ARNG Military and Title 32 AL&T
Workforce members.

f. AL&TWF members:

(1) Are responsible for maintaining their ACRBs to the maximum extent
allowed according to the ACRB Instructions found at reference 1e. The changes
members are unable to edit can be made by their respective ACMs. Updates can be
requested several ways; “pen and ink” changes on a signed ACRB or a downloaded,
updated ACRB forwarded via individual's e-mail. At a minimum, ACRBs should be
updated annually.

(2) Are responsible for maintaining their CAPPMIS Individual
Development Plans (IDPs). The IDP is a critical document in identifying and tracking an
acquisition professional’s career objectives in the areas of experience, education, and
training. It is required that each member of the Army AL&TWF, military and civilian,
complete an IDP regardless of grade, pay band equivalent, military rank or certification
level. At a minimum, IDPs should be updated annually during performance evaluation
reviews.

(3) Are responsible for updating their Official Personnel File (OPF)
through their servicing Civilian Personnel Advisory Center (CPAC)/Civilian Personnel
Operations Center (CPOC) by forwarding applicable documentation separately to their
personnel file. ACRB updates do not automatically update the OPF.

g. Supervisors: Are responsible for working closely with their employees
(AL&TWF members) in developing IDPs and encouraging them to maintain their ACRB.

6. EFFECTIVE DATE: This policy is effective as of the date of signature and
supersedes all previous ACRB policies issued by the ASC or predecessor

organizations.
CRAI& A, SPISAK

Deputy Director
Acquisition Career Management




