(SAMPLE)
APPROPRIATE LOCAL LETTERHEAD 

MEMORANDUM FOR

FROM:

SUBJECT:  Intermediate/Senior Developmental Education (IDE/SDE) Selection -     

                    Alternate
        Congratulations on your selection as an “alternate” for possible attendance at (insert the name of school) in academic year 05.  Selection for the Air Force Civilian Competitive Development Program (CCDP) is highly competitive and limited to only those civilians demonstrating the greatest potential for future leadership.  This training will better prepare our high-potential employees for increasingly greater responsible management and leadership positions. 
         As an alternate candidate, you will be notified by the Air Force Personnel Center (AFPC/DPKD) in the event space in above program becomes available prior to the starting date.  Every effort will be made to provide you with as much lead-time as possible.  AFPC/DPKD will provide you with specific instructions regarding the program in the near future.
        Again, congratulations on your selection and good luck in your leadership development endeavors.

                                                                    Senior Rater Signature
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General Information Sheet

GENERAL INFORMATION – CIVILIAN SELECTEES AND ALTERNATES

The following general information applies to in-residence PME and is designed to help you get started on a successful experience.  You will receive further information from AFPC/DPKD regarding your attendance.

1. In accordance with AFI 36-401, you will be required to sign a Continued Service Agreement (CSA) prior to expenditure of any funds.  Employees who fail to successfully complete training due to circumstances within their control will reimburse the Air Force for all training costs (excluding salary).  AFPC/DPKD will provide the CSA for your review and signature.

2.  Withdrawal/Declination Procedures:

a.  The second-level endorser must approve management withdrawal of employees selected for CCDP.  Notification of this withdrawal must be provided in writing to AFPC/DPKD.

b.  If you are unable to attend, you must notify AFPC/DPKD in writing through the nomination chain of command, explaining your reasons for not attending.  If you arbitrarily decline to attend selected program, you will be restricted from applying for CCDP for two years.

3.  ACSC and AWC Orientation:  To assist you in preparing for ACSC or AWC, your attendance to the orientation is centrally funded.  The orientation is tentatively scheduled for June 2005.  Funding information will be forwarded in May from AFPC/DPKD.

4.  Passport Requirements:  Funds permitting, all US AWC attendees will go on an overseas field studies trip.  Official passports are required.  Students must possess valid passports upon arrival.  For more info, see AFCAT 36-2223.

5.  Follow-On Assignment:  Your follow-on assignment will be identified approximately six months prior to program completion.  The functional community point of contact, Policy Council Chair (or their designee), and /or Career Program Development Team will work with you to identify a follow-on assignment appropriate to the developmental activity.  Unless you were recently assigned to your present position, the follow-on assignment should provide you with progressive breadth, depth, and/or broadening experience.

