PALACE ACQUIRE (PAQ) “HOT ITEMS”

NOV 2003
The FMCP PAQ Program “Hot Items” includes topics for immediate action, current program status, and

other information for our interns, their supervisors, MAJCOM/FMs, and anyone interested in the FMCP

PAQ Training Program.

                                                                         TRAINING ITEMS

1.  FINANCIAL MANAGEMENT OFFICER COURSE (aka Basic Financial Management Officer Course):   The course should have a new name for the January 2004 class.  This is the course for first year interns  (if quotas are available).  For information on this course, the schoolhouse at Keesler AFB has provided the following website:  http://www.saffm.hq.af.mil/ENL/schoolhouse/index.html. Click on “Courses” and then on “Officer Training”.  The course number is E3OBR65F1-006.  For those interns attending the course, the course director will send a welcome letter with specific information/instructions.

BFMOC is a centrally funded course, which means there is no cost to your unit or to the PALACE Acquire Program.  This is a TDY-To-School course, which is funded by Air Education and Training Command who provides the actual fund cite for the orders.  You must fax travel orders to the 12 CPTS/FMFLT at DSN 487-2592 or commercial (210) 652-2592.  The 12 CPTS/FMFLT will provide the travel order number, the fund cite, and certification of funds.  The appropriate form for the back of the travel order can be found at https://www-r.randolph.af.mil/12ftw/wing/12cpts/menu.htm.  (This is a secure sight and you must type in the address).  Voice mail messages may be left at DSN 487-2971 and press “2” at the prompt.  

       The following class dates are available for FY04:  3 Feb – 28 Apr 04; 2 Mar – 25 May 04; 6 Apr – 30 Jun 04; 4 May – 29 Jul 04; 8 Jun – 1 Sep 04; 13 Jul – 6 Oct 04; and 3 Aug – 28 Oct 04.  
The PAQ Administrator will provide the dates again in a “welcome” email when your FY04 intern comes onboard.  To schedule your intern, contact the PAQ Administrator at DSN 665-2687.

2. PAQ TRAINING PLANS:  Your intern’s training plan is a critical document to your intern’s development.  As your intern reports to your office, a copy of his/her training plan should be provided to the PAQ Administrator.  Supervisors already know, in advance, when they can expect a new intern to come onboard.  Prepare for your intern’s arrival and have their 1st year training plan ready to discuss with them.  The PAQ Administrator will ask you for a copy of the plan within the first 60 days of your new intern’s arrival at your organization.  Failure to provide training plans will be noted and MAJCOM/FMs advised that supervisors are not complying with program responsibilities.  Additional interns in future years may be denied your organization.  
     It is critical that you submit a copy of your intern’s completed training plan at the end of each year to the PAQ Administrator.  We request a courtesy copy of the signed training plan which you provide to the CPF in order to have your intern promoted.  

3.  TDY FOR COURSES:  For those courses which do not require tuition, but only travel and per diem,  and have been coordinated with the PAQ Administrator, please prepare your orders in conjunction with the FY04 Air Force Civilian Training Guide.  These orders are different from the TDY-to-school orders referenced in Para #1 above.  Often a MAJCOM provides a course or class to its interns, but travel and per diem are required.  Check with the PAQ Administrator for availability of funds.  If you are given the approval to submit orders, please follow the directions at www.afpc.randolph.af.mil/cp/dpkd/guide, Section 1, General Information, then “1d” for how to prepare your travel orders.  
4.  COURSE COMPLETION NOTIFICATION:    If you completed a college level course or any course that was funded by the FMCP PAQ Program, you are required to submit notification of completion, i.e., course completion certificate or grade for college course.  Fax to DSN 665-2874 so that you can receive the appropriate credit in your record.

                                                                       PROGRAM EXECUTION

5.  QUARTERLY EVALUATIONS:  Quarterly evaluations for the period 1 Oct – 31 Dec 03 will be due 15 Jan 04.   If you need the evaluation forms, contact the PAQ Administrator.  If your intern was TDY to school during this timeframe or is brand new, no eval is required.  If you’re unsure whether to submit an evaluation, check with the PAQ Administrator.  
6.  PAQ PROMOTIONS:  Supervisors:  This is a critical element and we need you to monitor your intern’s promotion date so that interns are not promoted ahead of schedule.  Please work with your servicing civilian personnel office (CPF) to ensure that any promotion “Request for Personnel Action” (RPA) will not become effective until your intern has met both the specialized experience and the Time-in-Grade (TIG) requirements (i.e., 365 days at the lower grade level).  (See para #3 regarding submission of completed training plans).
7.  OVERTIME:  New guidance concerning OVERTIME has been added to the PALACE Acquire Guide. Please see http://www.afpc.randolph.af.mil/cp/recruit/paqguide/Sec_2.htm., then look under “Program Operation General”.  

8.  FY04 CIVILIAN TRAINING GUIDE:  All civilian employees requesting Air Force training dollars need to be familiar with the Civilian Training Guide.  You can access the guide from the FMCP homepage. 
Section One provides guidance and samples on how to complete a DD Form 1556, Training Request, and a DD Form 1610, Request for Travel Orders.  Please bookmark this info at: http://www.afpc.randolph.af.mil/cp/dpkd/guide/.

                                                                          OTHER ISSUES

9.  PAQ “HOT ITEMS” ARCHIVES:   Did you know that past issues of PAQ “Hot Items” have been archived and are available to you for reference?  Go to the FMCP homepage at www.afpc.randolph.af.mil/cp/fmcp, then click on the “About the FMCP” section at the top.  Click on “Hot Items” and several past issues of the “Hot Items” will be available.  These past editions are particularly valuable to new interns and supervisors, as the same information is not repeated each month.  
Address any questions to the PAQ Administrator at DSN 665-2687; fax DSN 665-2874; or 800-847-0108, Ext 3110 (for interested candidates only).  Current interns – please use the DSN.

