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This instruction implements the requirements of DoDD 5000.52, Defense Acquisition, 
Technology, and Logistics Workforce Education, Training and Career Development Program.  It 
provides instruction on how to manage, code and track KLPs as directed by the Assistant 
Secretary of the Air Force for Acquisition (SAF/AQ). It applies to all personnel who manage, 
administer, or support KLPs, all members assigned to KLPs and all agencies that select members 
for KLPs.  This publication does not apply to Air Force Reserve Command (AFRC) Units.  
This Air Force Instruction (AFI) may be supplemented at any level, but all supplements must be 
routed to SAF/AQH for coordination prior to certification and approval.  Refer recommended 
changes and questions about this publication to SAF/AQH using the AF Form 847, 
Recommendation for Change of Publication; route AF Form 847s from the field through Major 
Command (MAJCOM) publications/forms managers.  SAF/AQ is the waiver authority for this 
instruction; all mandates in this publication shall be treated as Tier-0.  See AFI 33-360, Publications 
and Forms Management, Table 1.1 for a description of the authorities associated with the Tier 
numbers. Submit requests for waivers through the chain of command to the appropriate Tier waiver 
approval authority, or alternately, to the Publication OPR for non-tiered compliance items.  This 
instruction requires collecting and maintaining information protected by the Privacy Act of 1974 
authorized by Title 10 USC, Section 8013.  The applicable SORN(s) F036 AF PC Q, Personnel 
Data System (PDS) is located on the Defense Privacy and Civil Liberties Division (DPCLD) 
website.  Ensure that all records created as a result of processes prescribed in this publication are 
maintained IAW Air Force Manual ( A F M A N )  33-363, Management of Records, and disposed 
of IAW Air Force Records Information Management System (AFRIMS) Records Disposition 
Schedule (RDS) 
 

SUMMARY OF CHANGES 
 

This AFI updates the Key Leadership Position (KLP) designations and delegates selection 
authority for functional lead KLPs (with the exception Program Managers and Deputy Program 
Managers) to the hiring authority. 

https://e-publishing.af.mil/
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Chapter 1 
 

GENERAL GUIDANCE FOR ACQUISITION KEY LEADERSHIP 
POSITIONS 

 
1.1. Definition. In accordance with the DoDD 5000.52, Key Leadership Positions (KLPs) are 
a subset of Critical Acquisition Positions (CAPs).  KLPs include positions that require 
special Office of the Under Secretary of Defense (Acquisition, Technology and Logistics) 
(OUSD (AT&L)) and Service Acquisition Executive (SAE) attention with regard to 
qualifications, accountability, and tenure.  In general, KLP incumbents have direct 
responsibility for, and direct influence on, the success of an acquisition program, acquisition 
system, or major technical area of responsibility. 

1.2. Purpose. The purpose of this AFI is to implement DoDD 5000.52 and provide guidance 
for managing KLPs.  This instruction also describes the roles and responsibilities of the 
SAE, Program Executive Officers (PEO), Major Commands (MAJCOMs), Air Force 
Personnel Assignment/Employment Teams, and other participants in the assignments to and 
management of KLPs.   

1.3. KLP Position Designation. KLPs are designated by the responsible SAE. 

1.3.1. The Air Force Director, Acquisition Career Management (DACM) assists the SAE 
regarding KLP policy and management. 

1.3.2. The following are mandatory KLP positions: 

1.3.2.1. Program Executive Officers (PEOs). 

1.3.2.2. Deputy Program Executive Officers (DPEOs). 

1.3.2.3. Senior Contracting Officials (SCOs) – (Air Staff/MAJCOM Level). 

1.3.2.4. Senior Center Contracting Officials (SCCOs). 

1.3.2.5. Other positions identified by the SAE. 

1.3.3. All positions listed below are designated as mandatory KLPs for ACAT I and IA 
programs.  These positions may be associated exclusively with a single program or be 
shared across multiple programs: 

1.3.3.1. Program Managers (PMs). 

1.3.3.2. Deputy Program Managers (DPMs). 

1.3.3.3. Chief Engineer/Lead Systems Engineer (Program Lead, Engineer). 

1.3.3.4. Product Support Manager (Program Lead, Logistician). 

1.3.3.5. Chief Developmental Tester (Program Lead, T&E). 

1.3.3.6. Program Lead, Business Financial Manager. 

1.3.4. The following functional lead positions will be designated as KLPs for ACAT I and 
IA programs as necessary when the function is required based on the phase or type of 
acquisition program.  These lead positions may be associated exclusively with a single 
program or be shared across multiple programs: 

1.3.4.1. Program Lead, Contracting Officer. 

1.3.4.2. Program Lead, Cost Estimator. 

1.3.4.3. Program Lead, Production, Quality, and Manufacturing. 

1.3.4.4. Program Lead, Information Technology. 



 

1.3.5. Program Managers for ACAT II programs are designated as mandatory KLPs. 

1.4. KLP Nominations.  Air Force PEOs and MAJCOM/A1s will work together to recommend 
program KLPs for designation by the SAE, based on their assessment of Major Defense 
Acquisition Program (MDAP) and Major Automated Information System (MAIS) program 
requirements and the particular needs of their portfolio as a whole, consistent with section 1.3.  
Recommendations will specify which position, and for which functional categories within the 
PEO portfolio.  If a program doesn’t merit full time support by a functional lead or cannot 
identify a needed KLP qualified functional lead, designated functional leads may be matrixed to 
a program or multiple programs from other organizations (e.g. Center or PEO Staff, functional 
home office, or another program office) except as otherwise required by statute or regulation.  
In accordance with DoD and Air Force coding guidance, positions will be aligned to a single 
function.  Recommendations for KLP designation should be staffed through the Director of 
Acquisition Career Management (SAF/AQH) to the SAE for approval. 

1.4.1. The SAE will approve selection of PEO, Deputy PEO, ACAT I/IA PM, ACAT I/IA 
Deputy PM, and ACAT II PMs considering program factors, individual qualifications and 
the program management functional requirements. 

1.4.2. For all other KLPs covered in this AFI that are not identified in para 1.4.1, the hiring 
authority retains final selection approval authority; however, any tailoring of tenure or 
waiver of the requirements, including functional specific requirements, requires approval by 
the SAE. (See also 1.7 Waivers). 

1.4.3. MAJCOMS will ensure SAE approved KLPs are coded correctly in the appropriate 
manpower and personnel systems.  In addition, owning units will identify the position as a 
KLP in the civilian Position Description (PD). 

1.4.4.   Commands may request SAE designation of additional KLPs for leadership 
positions at the GS-15 (or equivalent) and O-6 level or above. 

1.5. Assignment Qualifications. To be assigned to a KLP, candidates need to meet specific 
criteria; positions must filled by O-5/O-6 military personnel or GS-14/15 (or equivalent) 
civilian personnel, or higher.  Candidates need to meet DoD position qualification requirements 
or be able to attain them within the time frame allowed by statute and DoD policy.  The current 
DoD qualifications can be found on the Statutory Position Requirements page of the Air Force 
Portal’s Acquisition site.  To aid in evaluating and selecting the best qualified KLP candidates, 
five factors have been identified as requirements essential for selection and are summarized in 
Attachment 2.  Additional functional specific requirements and preferences for KLPs are 
located at http://icatalog.dau.mil/onlinecatalog/CareerLvl.aspx.  These requirements will be 
updated on an annual basis by the functional leader for the individual career field. 

1.6. Tenure. Individuals assigned to KLPs are required to remain in the respective position 
for the tenure period specified by the SAE.  The gaining organization must ensure 
civilian hires sign a tenure agreement (DD Form 2889) reflecting the tenure period.  (See 
also 1.7 Waivers).  Military members sign the Active Duty Service Commitment (ADSC) 
agreement rather than a tenure agreement. 

1.6.1. The SAE will approve selection and set the tenure of PEO, Deputy PEO, ACAT I/IA 
PM, ACAT I/IA Deputy PM, and ACAT II PMs considering program factors, individual 
qualifications and the program management functional requirements.  Unless otherwise 
specified by the SAE, the tenure period for a KLP is three years.  For ACAT I PMs/DPMs 
the tenure is 4 years or through the milestone closest to 4 years. 

1.6.2. For all other positions designated by the SAE as KLPs, the hiring authority retains 
final selection approval authority; however, any tailoring of tenure or waiver of the 
requirements, including functional specific requirements, requires approval by the SAE. 

http://icatalog.dau.mil/onlinecatalog/CareerLvl.aspx


  
1.6.3. For military personnel, the ADSC and assignment availability code will be adjusted to 
correspond with the tenure completion date.  A selectee is not eligible for appointment to, 
and an incumbent is not eligible to retain employment in, a KLP if they decline to accept the 
ADSC. 

1.6.4. The gaining organization is responsible for executing the tenure agreement and 
forwarding the tenure agreement to the servicing C i v i l i a n  Personnel Office for 
inclusion into the respective civilian personnel system and official personnel records 
consistent with paragraph 1.8.7.2.  A selectee is not eligible for appointment to, and an 
incumbent is not eligible to retain employment in, a KLP if they decline to sign the tenure 
agreement. 

1.6.5. Tenure Agreements (DD Form 2889), CAP Service Agreement KLP is used to 
document the KLP tenure agreement.  The tenure agreement for all other CAPs will be 
documented on DD Form 2888 and is not to be used for KLPs. 

1.7. Waivers. If circumstances necessitate, the MAJCOM/CCs or PEOs may request the 
responsible SAE approve a Position Requirements Waiver or a Tenure Waiver. 

1.7.1. If a KLP candidate does not meet the minimum position requirements, a Position 
Requirements Waiver (DD Form 2905) request needs to accompany the proposed selection.  
The gaining organization specifies the target date by which the individual is expected to meet 
the position requirements.  Follow MAJCOM and/or Center coordination instructions to 
route the request via the appropriate Air Staff Functional Manager’s Office through the 
DACM to the SAE for approval.  Individuals who fail to meet the KLP requirements within 
6 months of accepting the KLP or as defined on the training plan documented on their 
position requirements waiver, may be removed from the KLP by the SAE.  

1.7.2. If warranted, the SAE may approve a waiver of the tenure duration to release 
an individual from the tenure agreement.  MAJCOM/CCs and PEOs m u s t  explain why 
release from statutory position tenure is in the best interests of the Air Force or DoD.  
Follow MAJCOM and/or Center coordination instructions to route the request via the 
appropriate Air Staff Functional Manager’s Office through the DACM to the responsible 
SAE for approval. 
1.7.3. Waivers are formally requested on DD Form 2905, "AT&L Workforce Position 
Requirements or Tenure Waiver," which is generated using the ACQ Now AT&L Workforce 
Waiver System. 
1.7.4. Waiver Disposition.  Approved KLP waivers are recorded in ACQ Now AT&L 
Workforce Waiver System and personnel systems by SAF/AQH for the SAE. 

1.8. Responsibilities and Authority. 
1.8.1. The SAE is responsible for all Air Force acquisition KLPs. 

1.8.1.1. Develops Air Force policy for KLP management. 

1.8.1.2. Implements policy to manage and administer the KLP process. 

1.8.1.3. Designates KLPs. 

1.8.1.4. Establishes tenure requirements and serves as the final selection approval 
authority for each KLP, unless delegated to the DACM or hiring authority. 

1.8.1.5. Acts as the approval authority for Position Requirements Waivers and 
Tenure Waivers. 

1.8.1.6. When the DAE is the Milestone Decision Authority (MDA), consults with 
DAE prior to assigning PEOs or PMs to KLPs. 

1.8.2. SAF/AQH (DACM Office). 



 

1.8.2.1. Assists the SAEs regarding KLP policy and management. 

1.8.2.2. Manages the KLP designation process. 

1.8.2.3. Maintains and distributes on an as needed basis the approved list of KLPs 
to include information on incumbents, waivers and tenure. 

1.8.2.4. Staffs proposed P E O ,  P M  a n d  D P M  KLP selections including position 
qualification and/or Tenure Waiver to the SAE for approval. 

1.8.3. Air Staff Functional Managers Office’s. 

1.8.3.1. Staffs proposed Functional Lead (to include SCO and SCCO positions) KLP 
selections including position qualification and/or tenure waivers through the DACM 
(SAF/AQH) for coordination to the SAE for approval. 

1.8.4. PEO. 

1.8.4.1. Ensures that individuals waived into KLPs meet the qualification 
requirements of the positions within the specified timeframe. 

1.8.4.2. Recommends to the SAE candidates and tenure for ACAT I PMs and DPMs 
and ACAT II PMs, considering program factors. 

1.8.4.3. Works with MAJCOM and/or Center Functional Lead offices on all 
recommended Functional Lead KLPs 

1.8.5. MAJCOM/CC. 

1.8.5.1. Establishes MAJCOM KLP management policies consistent with this AFI. 

1.8.5.2. Recommends tenure for MAJCOM HQ KLP positions and other KLP 
positions not under the auspices of a PEO. 

 

1.8.6. Gaining Organization. 
1.8.6.1. Advises members of KLP tenure requirement. 

1.8.6.2. Ensures that tenure agreements and waivers are filed in appropriate personnel 
record/system. 

1.8.7. Assignment/Employment Teams (e.g. AFPC/DPI, AFPC/DPA, AF/DPO, AF/DPG, 
AF/DPS). 

1.8.7.1. Notify centrally managed candidates of tenure and qualification requirements. 

1.8.7.2. For those KLP selections that require SAE approval, coordinate and route 
nomination request via the appropriate Air Staff Functional Manager’s Office through the 
DACM to the responsible SAE for approval and ensure any required waivers are approved 
prior to processing a request for personnel action for the incumbent of the KLP assignment.



  
Chapter 2 

 
MILITARY KLP ASSIGNMENT PROCESS 

 
2.1. General Officers.  AF/DPG will coordinate General Officers nominated for KLPs through 
the DACM to the SAE before final selection and notification. 

2.2. Colonels. 
2.2.1. Command Screening Board (CSB) process.  Once candidates are matched to 
positions, and prior to public release, AF/DPO will produce a Command Selection List 
(CSL) and coordinate the KLP matches (for those positions that require SAE approval) 
through the DACM to the SAE for final approval. 

2.2.2. The Gameplan Process.  Once a member is selected, AF/DPO will coordinate the final 
selection of KLPs (for those positions that require SAE approval) through the DACM to the 
SAE for final approval. 

2.3. Lieutenant Colonels.  For those KLP selections that require SAE approval, AFPC/DPA 
will coordinate final selections through the ap p ro p r i a t e  A i r  S t a f f  Functional Manager’s 
Office, then through the DACM for coordination, to the SAE for approval. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

Chapter 3 
 

CIVILIAN KLP ASSIGNMENT PROCESS 
 
3.1. Senior Executive Service and Equivalent.  AF/DPS will coordinate candidates for 
acquisition SES KLPs through the DACM to the SAE prior to consideration/approval by the 
Executive Review Board (ERB). 

3.2. All Other Civilian KLP Positions.  PEOs and leaders of other organizations will ensure 
that the Request for Personnel Action (RPA) and the PD identifies the position as a KLP and 
provides the qualification requirements.  The responsible employment team will coordinate the 
selection through the a p p ro p r i a t e  Ai r  S t a f f  Functional Manager’s Office, then through the 
DACM for coordination, to the SAE for approval before final selection and notification to the 
employee. 

 
 
 

WILLIAM A. LAPLANTE 

Assistant Secretary of the Air Force 
(Acquisition)



  
Attachment 1 

GLOSSARY OF REFERENCES AND SUPPORTING INFORMATION 
 
References 
DoDD5000.52, “Defense Acquisition, Technology, and Logistics Workforce Education, Training 
and Career Development Program,” January 12, 2005 
DoDI5000.66, “Operation of the Defense Acquisition, Technology, and Logistics Workforce 
Education, Training, and Career Development Program,” December 21, 2005 
Memorandum for Secretaries of the Military Departments Component Acquisition Executives 
Directors of the Defense Agencies, “Key Leadership Positions and Qualification Criteria,” 
November 08, 2013 

 
Adopted Forms 
AF Form 847, Recommendation for Change of Publication 

DD Form 2888, Critical Acquisition Position Service Agreement 

DD Form 2889, Critical Acquisition Position Service Agreement Key Leadership Position 

DD Form 2905, Position Requirements or Tenure Waiver 
 
Prescribed Forms 
None 

 
Abbreviations and Acronyms  
ACAT I - Acquisition Category I  
ACAT II - Acquisition Category II  
AF - Air Force 
AFI - Air Force Instruction  
ADSC - Active Duty Service Commitment 
AFMC - Air Force Materiel Command 
AFPC - Air Force Personnel Center 
AFSPC - Air Force Space Command 
CAP - Critical Acquisition Position  
CSB - Command Screening Board  
CSL - Command Selection List 
DACM - Director, Acquisition Career Management  
DAE - Defense Acquisition Executive 
DoD - Department of Defense 
DPM - Deputy Program Manager 
DPEO - Deputy Program Executive Officer  
ERB - Executive Review Board  
GO - General Officer 



 

KLP - Key Leadership Position 
MAJCOM - Major Command 
MAIS - Major Automated Information System 
MDA - Milestone Decision Authority 
MDAP - Major Defense Acquisition Program 
OUSD (AT&L) - Office of the Under Secretary of Defense (Acquisition, Technology and 
Logistics) 
PD - Position Description 
PEO - Program Executive Officer  
PM - Program Manager  
RPA - Request for Personnel Action  
SAE - Service Acquisition Executive 
SCO - Senior Contracting Officer  
SCCO - Senior Center Contracting Official  
SES - Senior Executive Service  
USAF - United States Air Force



  
 

Attachment 2 
COMMON CROSS-FUNCTIONAL KLP REQUIREMENTS 
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• Bachelor's degree (required) 
• Relevant advanced degree (preferred) 
• Senior Service School (preferred) 

Training  
 
Experience 

• Candidate or incumbent be  GS 14/15 - 05/06 or senior 
• 2 years as a functional mentor (10 hours per year) 
• Cross functional and Broadening assignments/rotations 
• Eight years of Acquisition experience, or equivalent demonstrated proficiency 

C
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pe
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nc
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s 

 
 
 
 
 
Executive 
Leadership 

Fundamental Leading Change Leading People Results Driven Business Acumen Building Coalitions Enterprise-Wide  
 Interpersonal Skills 

Written 
Communication Oral 
Communication 
Integrity/Honesty 
Continual Learning  
Public Service 
Motivation 

Creativity/Innovat
ion Analytical 
Thinking External 
Awareness 
Flexibility 
Resilience 
Strategic Thinking 
Vision 

Conflict 
Management 
Leveraging 
Diversity 
Developing Others 
Team Building 

Accountability 
Customer Service 
Decisiveness 
Entrepreneurship 
Technical 
Credibility 
Problem Solving 

Financial Management 
Human Capital 
Management 
Technology 
Management Computer 
Literacy 

Partnering Political 
Savvy 
Influencing/Negotiat
ing 

Joint Perspective Mission 
Orientation 
DoD Mission and Culture 
DoD Corporate 
Perspective National 
Defense Integration 
Global Perspective 
National Security 
Foundation Environment 
Strategy 

 
Program 
Execution 

Program Scheduling; Risk Management and Mitigation; Program Health Metrics/Assessment/Reporting/Contractor Performance Assessment; Systems 
Perspective/Strategic Thinking; 
Requirements / Acquisition Planning; 
Sustainment Strategy Planning & Execution; Integration of Acquisition and Life Cycle Sustainment Requirements 

 
 
Technical 
Management 

Systems Engineering  Design for Optimized Product Performance; Technical Acumen; Risk Identification and Management; Configuration 
Management; Technical Reviews and Audits (such as: SRR, SFR, PDR, CDR, SVR/FCA, PRR, PCA, and ISR) 
Logistics & Product Support; Support & Sustainment;  Supportability Analysis; Product Support Planning; Technical or Product Data Management; 
Enterprise Architecture; Cyber Security; Agile IT development;  Broad knowledge of IT Governing Policies and emerging technologies; 
T&E Strategy (TES) ; T&E Master Plan (TEMP); T&E Infrastructure; DT&E Assessments 

 
Business 
Management 

Contract Type/Structure; Intellectual Property; Source Selection; Protests; Contract Administration; E-Biz/Automated Tools; 
Life Cycle Sustainment Funding; Operating & Support (O&S) Cost Estimating as identified in contracting input; Business Case Analysis; Budget 
Exhibits; 
Life Cycle Cost Estimating; Cost Consciousness 

 
Currency 

Minimum total of 80 Continuous Learning Points for DAWIA two year cycle consisting of the following components: 
1) At least 30 hours of Functional Specific training (Exception:  Program Management Career Field requires 50 hours of functional specific training); 
2) At least 10 hours of leadership/professional training; 
3) At least 10 hours of cross-functional training (career field dependent) 

 


	BY ORDER OF THE
	SUMMARY OF CHANGES
	Chapter 1
	1.8. Responsibilities and Authority.
	Chapter 2
	2.2. Colonels.
	Chapter 3
	Attachment 1
	References
	Adopted Forms
	Prescribed Forms
	Abbreviations and Acronyms


