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MEMORANDUM FOR ALL ACQDEMO EMPLOYEES AND SUPERVISORS OF ACQDEMO EMPLOYEES 

SUBJECT:  Contribution-based Compensation and Appraisal System 
	 (CCAS) Pay Pools and Other AcqDemo Initiatives

Enclosed is a copy of the policy and procedures for our FY2019 Contribution-based Compensation and Appraisal System (CCAS) under the DoD Civilian Acquisition Workforce Personnel Demonstration Project (AcqDemo).  This policy is effective immediately.  Questions on the topics addressed in this memorandum should be forwarded to (INSERT POC name, phone number and email address).




                                                         Name
Title

Attachments

CF:
Each Employee and Supervisor
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Contribution-based Compensation and Appraisal System (CCAS),
Pay Pools and Other AcqDemo Initiatives


1.  References:

     a. Federal Register Notice:  Department of Defense Civilian Acquisition Workforce Personnel Demonstration Project, 82 FR 52104, Section VIII.C (Personnel Policy Board).

     b. AcqDemo Operating Guide, dated November 9, 2017.

2.  This memorandum is applicable only to those employees in the (INSERT NAME OF ORGANIZATION) who are participating in the DoD Civilian Acquisition Workforce Personnel Demonstration Project, or AcqDemo in its shortened form, and to supervisors of participating employees.  This memorandum will delineate local application of the DoD Civilian Acquisition Workforce Personnel Demonstration Project reflected in the references above.  The (INSERT ORGANIZATION NAME) Personnel Policy Board (PPB) will review this annually and provide any revisions to the workforce no later than March 15 of each year.

     a. The (INSERT ORGANIZATION NAME) Personnel Policy Board will consist of (INSERT TITLES OF THOSE DESIGNATED TO PARTICIPATE AS MEMBERS OF THE PERSONNEL POLICY BOARD) (i.e. the Deputy Assistant Secretaries, Directors and the Chief of Staff.)  


(NOTE:  DOUBLE CLICK ON THE ILLUSTATION OF ORGANZATIONAL PERSONNEL POLICY BOARD STRUCTURE TO CREATE YOUR PPB.)


     b.  Representatives from the servicing human resource office, resource management office, Legal, equal employment opportunity, bargaining unit representatives and the Army AcqDemo Office may serve as advisors to the PPB on personnel, fiscal, and demonstration project matters.


3.  Contribution-based Compensation and Appraisal System (CCAS)

a. CCAS is the performance management system for AcqDemo.

b. The purpose of the Contribution-based Compensation and Appraisal System (CCAS) is to provide an equitable and flexible method for appraising and compensating the acquisition workforce.  It provides management, at the lowest practical level, the authority, control, and flexibility needed to achieve quality acquisition processes and quality products while developing a highly competent, motivated, and productive workforce.  It allows for more employee involvement in the contribution evaluation process, increases communication between supervisors and employees, promotes a clear accountability of contribution for each employee, facilitates employee pay progression tied to organizational contribution, and provides an understandable basis for pay changes.

     c. CCAS is a contribution-based appraisal system that goes beyond a performance-based rating system.  Thus, it measures the employee’s contribution to the mission of the organization.  Basic pay adjustment decisions are based on contribution to the organization.  Whenever the term “basic pay” is used in this memorandum, locality pay is not included unless stated otherwise.

     d. An employee’s performance is a component of contribution that influences the ultimate overall contribution score (OCS).  Contribution is measured by using a set of factors, discriminators, and descriptors, each of which is relevant to the success of a DOD acquisition organization.  Taken together, these factors, discriminators, and descriptors capture the critical content of jobs in each career path.  The factors, discriminators, and descriptors may not be modified or supplemented.  These factors, discriminators, and descriptors are the same as those used to classify a position at the appropriate broadband level.

     e. The three (3) factors are:
  
           (1) Job Achievement and/or Innovation, 
           (2) Communication and/or Teamwork, 
           (3) Mission Support. 
          
These factors were chosen for evaluating the yearly contribution of DoD acquisition personnel in the three career paths:  

          (1) Business Management & Technical Management Professional 
          (2) Technical Management Support
          (3) Administrative Support  

Each factor has multiple levels of increasing contribution corresponding to the broadband levels.  Each factor contains descriptors for each respective level within the relevant career path.  The Federal Register Notice and DoD Operational Guide list the job series in each career path and describe the factors for each career path. 

     f. IAW the Director of Acquisition Career Management Guidance Memorandum, subject:  Enforcement of Mandatory Acquisition Certification Requirements, dated August 18, 2017, paragraph f.1. is the mandatory contribution objective for the acquisition workforce employee and paragraph f.2. is the mandatory contribution objective for supervisors of acquisition workforce employees.  In addition, supervisors will ensure incorporation of Business Transformation initiatives into contribution objectives by showing linkage to either specific Strategies/Initiatives Transformation in the activity’s Balance Scorecard (BSC) or strategic plans; and incorporate / integrate Business Transformation activities into appropriate overarching contribution objectives.  

f.1. Acquisition workforce employees will have the following as a mandatory objective under the contribution factor Leadership/Supervision: “Reviews, discusses and updates the Individual Development Plan (IDP) with the supervisor at counseling milestones to include as a minimum:  initial performance review, mid-point review and end of cycle review; and completes 80 continuous learning points (CLPs) within the 2-yesr cycle (goal is 40 CLPs yearly).  If applicable, ensures that IDP includes the timeline for attainment of acquisition certification within 24 months of assignment to the encumbered acquisition position and at the appropriate level (I, II, or III).”  

f.2. Supervisors of acquisition workforce employees will have the following as a mandatory objective under the contribution factor Leadership/Supervision:   Develop/review/discuss/update IDPs at initial/mid-point/end of cycle for all assigned acquisition workforce members, ensuring employees complete 80 CLPs within 2-year cycle (goal is 40 CLPs yearly), and, as applicable, ensuring employees attain required acquisition certification within 24 months of assignment to encumbered positions.”

g. The (INSERT ORGANIZATION NAME) distribution policy on the Contribution-based Compensation and Appraisal System (CCAS) pay pools will be consistent with the procedures as described in the Federal Register Notice and in the DoD Operational Guide.

     h. The Pay Pool Manager for each pay pool will implement the distribution policy as established by the (INSERT ORGANIZATION NAME) Personnel Policy Board.   (INSERT ORGANIZATION NAME) will have (INSERT NUMBER OF) pay pool, as shown below.  


(NOTE:  DOUBLE CLICK ON THE ILLUSTATION OF ORGANZATIONAL PAY POOL STRUCTURE TO CREATE YOUR PAY POOL PANEL.)


     i. The overall funding level available for the pay pools will not decrease below the mandated levels set in the Federal Register Notice and the DoD AcqDemo annual funding guidance.  The Personnel Policy Board will ensure that funding levels are programmed through the POM years for this project.  The Personnel Policy Board will review the funding levels for contribution rating increases and contribution awards if continuation of funding at that level would result in involuntary separations of participating employees in a Reduction in Force (RIF).  Participating employees, regardless of career path, including those at the highest pay level within each respective broadband shall fairly and equitably share in the pay pools.  The pay pools consist of the following three components:  General Pay Increase (GPI) Pool, Contribution Rating Increase (CRI) Pool, and Contribution Award (CA) Pool.  Eligibility for compensation from the three pay pools is described in the Federal Register and is shown in the following chart.

	
	Compensation Eligibility Chart
	

	
	Category
	General Pay 
Increase
	    Contribution Rating Increase
	     Contribution 
  Award
	Locality Pay
(See Note 1)
	

	
	Over-
Compensated – A
	     Could be reduced 
or denied 
	No
	No
	Yes
	

	
	Appropriately Compensated
	Yes
	Yes – Up to 6%
(See Note 2)
	Yes
(See Note 5)
	Yes
	

	
	Under-
 Compensated - B
	Yes
	Yes – Up to 20%
(See Notes 3 and 4)
	Yes
(See Note 5)
	Yes
	

	
	1 Basic pay plus locality pay may not exceed Executive Level IV basic pay.
2 May not exceed upper rail of the Normal Pay Range (NPR) for employee’s Overall Contribution Score (OCS) or maximum basic pay for current broadband level.
3 Over 20% requires local commander’s approval.
4 May not exceed 6% above the lower rail of the NPR or the maximum basic pay for current broadband level.
5 Pay pool manager approves up to $10,000.  Amounts exceeding $10,000 require local commander’s approval.
	



     j. General Pay Increase Pay Pool:  The amount of the annual General Pay Increase (GPI) shall be no less than the increase provided in the annual nationwide General Schedule pay increase.  Any employees who are rated as “Inappropriately Compensated - A”, as defined in the Federal Register Notice, will / will not receive the full GPI. In addition, employees rated as “Inappropriately Compensated – A” are not eligible for the Contribution Rating Increase (CRI) and Contribution Award (CA).   .

j.1.  Employees on retained rate in the demonstration project will receive pay adjustments in accordance with 5 U.S.C. 5363 and 5 CFR 536.  Employees on pay retention (or retained pay) will receive 50% of the general pay increase calculated on the maximum rate of the broadband level of the employee’s current position. The 50% of the maximum increase in the broadband level is a dollar amount computed by determining the difference between the maximum pay rate for the broadband level under the new schedule and the maximum rate under the old schedule, and calculating 50% of that difference.  That dollar amount is then added to the retained rate of pay.  However, employees on retained rate who are rated in the Over-Compensated Region-A will / will not receive the GPI.

k.2. An employee receiving a retained rate is not eligible for a contribution rating increase, since such increases are limited by the maximum basic pay rate for the employee’s broadband level.    Any calculated CRI may be carryover as a lump sum award in addition to the contribution award.  Depending upon the employee’s rating, employees on retained pay may be eligible to receive CA.  

   l. New employees in AcqDemo who do not have at least 90 calendar days immediately preceding 30 September will receive the full General Pay Increase, but are not eligible for a Contribution Rating Increase (CRI) and Contribution Award (CA).    Supervisors may recommend on-the-spot or special act award in lieu of CRI/CA. 

  m. Contribution Rating Increase (CRI) Pay Pool Funding:  The Federal Notice and DoD Operational Guide state the amount of money available within the CRI pay pool will be budgeted at not less than 2.0% of the activity’s total base pay budget of participating employees.  The (INSERT ORGANIZATION NAME) CRI pay pool funding will be budgeted at _._% (i.e. 2.0%) of the total base basic pay.  The amount available for the CRI will include any excess from unpaid GPI, if any, and the budgeted _._% (i.e. 2.0%).  Employee’s CRI dollar distribution that is limited by the upper limit of the employee’s broadband level or a control point may a carryover lump sum award.  Employee’s CRI dollar distribution that is carryover as a lump sum will be added to any CA dollars awarded for that employee.

     n.  Contribution Award (CA)  Pay Pool Funding:  The Federal Register Notice and DoD Operational Guide state the amount of money available within the award budget  will be budgeted at not less than 1.0% of the activity’s total adjusted basic pay (to include locality)  budget.  Ninety per cent of the total award budget will be set aside for the Contribution Award Pay Pool; and ten per cent of the total award budget will be set aside for other awards (i.e., on-the-spot, special act, etc.) throughout the year.

     The (INSERT ORGANIZATION NAME) CA Pay Pool funding will be _._% (i.e. 1.0%) of the total adjusted basic pay.  The award budget shall be reserved for employees in the pay pool only, and shall be allocated to such employees each year.  

     o. Factor Weighting.  All factors are critical and are equally weighted during the rating period. (IF FACTORS ARE WEIGHTED, INSERT FACTOR WEIGHTS (1) WEIGHTS MAY BE ASSIGNED ANY VALUE, IN INCREMENTS OF 0.1 FROM 0.5 TO 1.0 AND (2) AT LEAST ONE OF THE THREE FACTORS MUST HAVE A WEIGHT OF 1.0.)

     p. The Pay Pool Panel will use the DoD developed spreadsheet to determine the payouts under the Contribution-based Compensation and Appraisal System. 

     q. Locality Pay:  All employees will receive established Locality Pay.  

     r. Control Points:  The Federal Register Notice and the DoD Operational Guide encourages a compensation management strategy that may include the use of control points in CCAS.  The Personnel Policy Board may establish and adjust control points within a broadband to manage compensation (e.g., limitations on pay setting and pay progression within a broadband that apply to specified positions). The Personnel Policy Board may consider only the following factors in developing control points: mission requirements, labor market conditions, and benchmarks against duties, responsibilities, competencies, qualifications, and performance.  The definition and use of control points must be consistent with merit system principles and shall be applied consistently to similar positions in the same broadband and career path within a pay pool. 

(INSERT CONTROL POINTS, IF APPLICABLE)

4.  CCAS and CAS2Net

a. Initial CCAS Discussion between Supervisor and Employee.  

          (1) Supervisors will use CAS2Net to document this initial discussion.  .   

          (2)  Supervisor must discuss with the employee the expectations of his/her contributions for this appraisal period. The supervisor is encouraged to review with the employee the expected contribution range or expected Overall Contribution Score (EOCS) corresponding to the employee’s current base basic pay.  See Appendix A for the Normal Pay Range and Overall Contribution Score (OCS) Table for the OCS corresponding to the employee’s current base basic pay.  The Contribution Score Ranges by Career Paths chart demonstrating the contribution levels and scores are attached for your information as Appendix B. 

          (3)  In addition, during this initial discussion, supervisors will provide or inform the employee where to find the factors and applicable broadband level descriptors to the employees so that they know their expected level of contribution and the basis on which their contribution will be assessed.  Supervisors will inform their employees that all factors are ‘critical’.  A list of all the factors and descriptors by career paths is in the Federal Register Notice, dated November 9, 2017.  Supervisors and employees may use the bullet comment or narrative format in developing expected contributions for each of the following factors.
  
          (4)  This initial discussion must be documented in the CAS2Net with the method and date of communication between the supervisor/rating official and employee.  

B. Mid-Point Review.  CAS2Net will also be used to document mid-point reviews.  The mid-point reviews will be held between March 15 and April 15 unless an exception is granted by the Pay Pool Manager.    

Employee’s self-assessment and supervisor’s assessments are mandatory.

 c. Inadequate Contribution.  Inadequate contribution is identified by the pay pool manager or panel at the end of the annual appraisal cycle or at any time during the appraisal period.  

During the appraisal period, Supervisors or Rating Officials will counsel employees on identified deterioration of contributions whenever they occur using the three contribution factors.  Inadequate contribution will be documented as a result of these feedback sessions in CAS2Net (Mid-Point Review and/or Additional Feedback) or other documents as appropriate.  If the employee fails to improve as a result of the feedback, the Supervisor or Rating Official will notify the pay pool manager and panel to review proposals to initiate a Contribution Improvement Plan (CIP).  If the employee does not successfully complete the plan, the Supervisor or Rating Official may recommend ratings that could result in none or minimal CRI and CA.  If the pay pool manager approves the score resulting in a determination of inadequate contribution, the Supervisor or Rating Official in consultation with HR will initiate a contribution improvement plan IAW the DoD Operational Guide, Chapter 7. 

d. CCAS grievance procedures.  Bargaining unit employees who are covered under a collective bargaining agreement may grieve CCAS pay determinations under the grievance-arbitration provisions of the agreement. 

Other employees who are not included in a bargaining unit, or who are in a bargaining unit but grievances over OCS are not covered under negotiated grievance procedure, may utilize the appropriate administrative grievance procedure (5 CFR Part 771), with supplemental instructions as described in the Operational Guide, Chapter 6.  A schematic of this process is shown below.



[image: ]

5.  The (INSERT ORGANIZATIONAL NAME) CCAS Timeline is at Appendix C.

6.  INSERT SUPERVISORY AND TEAM LEADER CASH DIFFERENTIAL, IF APPLICABLE.

7.  INSERT ACCELERATED COMPENSATION FOR DEVELOPMENTAL POSITIONS (ACDP), IF APPLICABLE.

8.  Questions on the topics addressed in this memorandum should be forwarded to (INSERT NAME, PHONE NUMBER AND EMAIL ADDRESS OF ORGANIZATIONAL POC). 


Appendix A – Normal Pay Range and Standard Pay Line Table
Appendix B – Contribution Score Ranges by Career Paths Chart 
Appendix C – CCAS Timeline

APPENDIX A
Normal Pay Range and Standard Pay Line Table
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APPENDIX BEnclosure 2

Contribution Score Ranges by Career Paths Chart
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APPENDIX C
CCAS Timeline

	Time Period
	Task
	Action By

	October 1 – September 30 
	Annual CCAS rating cycle
	For All

	October 
	Beginning of the rating period:  In CAS2Net, complete contribution planning on expectations of contribution.
	After the end of the rating period:   In CAS2Net complete annual self-assessment.
	Employees 

	Late October – 
	Discuss expectations of contribution with employee and document discussion in CAS2Net by entering date and method of the discussion.
	In CAS2Net, complete the annual appraisal narrative, assess level of employee’s contribution, and recommend categorical scores, numerical scores and performance appraisal quality levels (PAQLs).
	Supervisors

	October-November-December
	
	Meet and review assessments and recommended categorical scores, numerical scores and performance appraisal quality levels (PAQLs).  
	Sub-Panels, if applicable, and pay pool panel

	
	
	Meet and review assessments and finalize categorical scores, numerical scores and performance appraisal quality levels (PAQLs).  
	Pay pool panel and pay pool manager

	
	
	
	Assessments, categorical scores, numerical scores and performance appraisal quality levels (PAQLs), now ratings of record are approved by the pay pool manager.  

	December-January
	
	Communicates approved OCS, factor scores, PAQLs, rating of record and pay adjustments to employee. 
	Supervisors 

	December - January 
	While communicating approved CCAS results, may discuss potential opportunities for increasing contribution for the new appraisal period.
	Supervisors and employees

	January 
	Pay adjustments effective first full pay period in January. 
	All AcqDemo employees

	
	In CAS2Net, document date and method of communication approved CCAS results with employees.
	Supervisors

	April-May or chronological mid-point of assignment to AcqDemo position and 30 Sep
	Mid-point self-assessment and mid-point review discussion 
	Employee and Supervisor

	2 Jul
	Last effective date to be eligible for annual CCAS appraisals.
	New employees

	October 
	Beginning of the rating period:  In CAS2Net, complete contribution planning on expectations of contribution.
	After the end of the rating period:   In CAS2Net complete annual self-assessment.
	Employees 

	Note:  Local business rules will provide specific dates for the CCAS life cycle.
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