CPF INSTRUCTIONS

1.  Carefully read these instructions and ensure all required actions are completed.

2.  Primary selectees and alternates serviced by your CPF should be notified through the appropriate commander the first duty hour on (release date TBA).  Sample notification letters are available at the Civilian Competitive Development Program (CCDP) website:  http: //www:afpc.randolph.af.mil/cp/ccdp.

3.  Specific instructions will be provided by the Air Force Personnel Center (AFPC/DPKD) to primary selectees.   Primary selectees must initiate required security clearance paperwork within 30 calendar days from their notification of selection.  TDY orders must contain appropriate remarks concerning submission of security clearance documents

4.  Counsel employee on:

a.  Procedures pertaining to withdrawal/declination: 

(1) The second level endorser must approve management withdrawal of employees selected for CCDP.  Notification of this withdrawal must be provided to AFPC/DPKD.
(2) If they are unable to attend, notification must be in writing to AFPC/DPKD through the nomination chain of command, explaining reasons for non-attendance.  If they arbitrarily decline attendance to selected programs, they will be restricted from applying for the CCDP for two years.
b.  Per Diem for Long Term Training  - As per JTR, Vol II, C4561-D, they are entitled to 55% of the applicable maximum amount prescribed for the training location for the entire period of the training.  If Government quarters or mess facilities are available, per diem payable is determined using the lodging-plus system in paragraph C4553 and the provisions in paragraph C4554-A in the JTR.  Per Diem payments for a TDY extending over one year are taxable as ordinary income.
c.  The JTR, Vol II, para C2309, allows unaccompanied baggage for temporary duty of 30 days or longer.  The allowable weight, up to a maximum of 350 pounds is limited to items of clothing, personal effects, and equipment directly related to the purpose of the mission and the locality or unusual conditions of the TDY.  Arrangements for shipment of unaccompanied baggage should be made through your installation Traffic Management Office.

5.  Ensure supervisors are counseled on their responsibilities while the employee is attending PME.   Personnel servicing obligations and supervisory responsibilities do not change.  Time and attendance and leave will be maintained by the employee’s organization.  The supervisor is also responsible for preparing the employee’s annual performance appraisal.  Employees on long-term full-time training may have their appraisal rendered in accordance with Air Force Instruction - AFI 36-1001, Chapter 2, and paragraph 2.6, Appraising Performance Under Other Circumstances, dated 1 July 1999.  Any monetary performance award granted to CSA participants will be paid from the installation’s awards budget.

6.  Please direct any questions to AFPC/DPKD, DSN 665-2524 or contact us via e-mail AFPC.CCDP@randolph.af.mil.  

