Academic Degree Training (ADT) Guidance
The following information is provided as a quick reference for individuals applying for Academic Degree Training (ADT) opportunities as well as those responsible for ADT administration and processing. This information must be used in conjunction with applicable regulations/directives governing training.

The Assistant Secretary of the Army (M&RA) has sole authority for approving Academic Degree Training, regardless of funding source (Memorandum, HQDA, G-3/5/7, 17 Sep 09, subject: Academic Degree Training (ADT)). 

Academic degree training is defined as training or education with the stated objective of obtaining an academic degree. The academic degree MUST be related to the performance of the employee's official duties and part of a planned, systemic and coordinated program of professional development, endorsed by the Army. 

Employees, who are members of a Career Program submitting requests for degree programs to be funded with central ACTEDS funds, must submit their application packages through the appropriate chain of command to the CP 11 Functional Chief Representative's office for review and selection through a Competitive process (AR 690-950). 

The FCR or Command POC will forward complete packets for written approval of the degree program through the Deputy Chief of Staff, G-37, Training Directorate, Civilian Training and Leader Development Division (G-37/TRV), for ASA (M&RA). 

HQDA G-3/7 has emphasized the following guidance for all ADT PACKETS SUBMISSIONS. Note, incomplete packets will be REJECTED and returned without action:

1. Administrative Assistant to the Secretary of the Army (AASA) Endorsement - Missing endorsement.  Please note and as outlined in the ACTEDS Catalog, Chapter 4, employees who work for an Army Staff Principal, Headquarters Department of the Army, the Army Staff, or a Program Executive office must obtain endorsement from the Administrative Assistant to the Secretary of the Army (AASA).   

2. TIME IN SERVICE - All employees applying for ACTEDS funded CPD training must have a minimum of three years of permanent full-time employment as a Department of the Army Civilian at time of application.

3. Make sure that your resume reflects all of your training to include government-sponsored training and Civilian Education System (CES) leadership development training. See the following: http://www.amsc.belvoir.army.mil/academic/ces/         

4.  Continued Service Agreement - In accordance with Title 5 USC 4108, the period of obligated service should reflect at least three times the length of training. See detailed instructions BELOW.

5.  Validation of Requirement:  Utilization Plan - WILL BE READ IN DETAIL BY ASA (M&RA) - Academic degree training is defined as training or education with the stated objective of obtaining an academic degree. The academic degree MUST be related to the performance of the employee's official duties and part of a planned, systemic and coordinated program of professional development, endorsed by the Army. SUPERVISOR - In 500 words or less, describe how the proposed Academic Degree Training will contribute significantly to meeting an identified agency training requirement; resolving an identified agency staffing problem; or accomplishing goals in the strategic plan of the agency. Further describe how you will utilize the new skills and knowledge your employee will acquire from this training opportunity in his/her current position or new position, and how this will benefit the Army. For completion of independent study courses, the ASA (M&RA) requires the supervisor to further address how the study will be used to work Army projects.  

6.  Submission to G-3/7 TRV - ADT Application Packet thru the CP11 FCR - PACKETS must be submitted within the required timeframe for processing

(ERROR FREE - 60 days prior to the start of first class).  

7.  Ensure only the forms listed in the ACTEDS catalog. See the ACTEDS WEBPAGE at

http://cpol.army.mil/library/train/catalog/toc.html   

8.  CP 11 FCR requires the last three performance appraisals with the packet submission.

9.  CP 11 FCR APPLICATIONS MUST BE PROCESSED with a command endorsement from the Commander or designated Command Point of Contact (POC) through the COMMAND's CP 11 Command Junior Executive Council Representative. If you do not know who that is, please contact the Proponency Office at Proponency@hqda.army.mil; (703) 695-7655.  For those working in the Pentagon or organization listed paragraph 1 you must go through Annette Washington in RS-W, annette.washington@us.army.mil or 703-545-1167.

Continued Service Agreement INSTRUCTIONS - MUST BE FOLLOWED

Form posted at http://www.cpol.army.mil/library/train/catalog/acs_form.pdf
Department of the Army (DA) policy requires civilian employees selected for non-Government training in excess of 80 hours, or long-term training and developmental programs in excess of 120 calendar days (Government or non-Government) complete a service agreement before assignment to the training.

The period of service will equal at least three times the length of the training, to begin upon the employee's return to duty following training completion.

“The following instructions must be followed for submission of ADT packets. 

1. Complete the entire Academic Plan for all courses required for the degree on an EXCEL worksheet using the required information from the ACTEDS Academic Plan Form found at http://cpol.army.mil/library/train/catalog/acad_plan.pdf.  Using EXCEL will make it easier to make changes when there are any changes to courses or costs and the Academic plan must be updated immediately. Complete both the Academic Plan form and Excel spreadsheet for course" and sign the form.  

We must have the following information:

Course Title, Course Dates - for beginning and ending dates use mm/dd/yyyy format, Credit Hours, Tuition Cost, Book Cost and Total Costs

Break out by FISCAL YEAR (OCT - SEP) by the beginning date and total dollar costs for each FY. If the course starts 15 Sep 11, it is in FY11; if it starts 15 Oct 11, it is in FY12. The totals by FY must match the FY COSTS on the Application Form at

http://cpol.army.mil/cgi-bin/acteds/catalog/pop_adt.cgi and the Request for Central Resources form at

http://cpol.army.mil/cgi-bin/acteds/catalog/pop_form10.cgi
For PART-TIME TRAINING (after work/weekend study - no pay received) - add a column after the book column to record the "INSTRUCTOR CONTACT HOURS" for each class.  This is different from the "credit hours".  It will vary for every program depending on academic format.

Total the entire program for "TOTAL CONTACT HOURS"

On the EXCEL WORKSHEET - multiply by 3 - show your work – 

Divide the TOTAL number of "pay back hours" by 8 to determine the number of "PAY BACK DAYS" for determining the Continued Service Agreement "END DATE".

Obtain a calendar for the year the last class is completed, see 

http://www.timeanddate.com/calendar/?year=2012
Obtain a list of FEDERAL HOLIDAYS from OPM webpage, see

http://www.opm.gov/Operating_Status_Schedules/fedhol/2012.asp
To calculate the "END DATE" for the Continued Service Agreement, begin with the first WORKDAY after the end date of the last class and count off the number of "PAY BACK DAYS".  DO NOT use FEDERAL HOLIDAYS as part of the "PAY BACK DAYS".

EXAMPLE: If you have 320 contact hours, the PAY BACK HOURS will be 960 total hours.  Divided by 8, the PAY BACK DAYS will be 120 workdays. 

For questions, please contact the Comptroller Proponency Office at Proponency@hqda.army.mil or call our main number (703) 695-7655. 
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