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SUBJECT.  Program overview of the 4th Estate Rotational Assignment Program. 
 
REFERENCE.  (a). Title 10, U.S. Code 
 

PURPOSE.  The acquisition workforce is vital to our current and long-term success in 
effectively supporting the warfighter. Rotational assignments focus on experiential development 
designed to expand an individual's functional, cross-functional, and leadership abilities through 
on the job learning. The Rotational Assignment Program focuses on cross-organizational 
rotational assignments within the 4th Estate agencies. Rotational assignments are a key means of 
obtaining depth and breadth of knowledge, fostering greater information sharing and 
understanding of the organization’s mission, collaboration, networking, gaining corporate 
perspective, as well as professional enhancement. Per 10 U.S. Code ch. 87, sub ch. 1734 section 
e and g, a policy to establish the rotation of members of the Acquisition Corps serving in critical 
acquisition positions to new assignments. Continuous learning has been a long-standing strategy 
to ensure the workforce has the skills needed to meet the agency's ever-changing requirements. 
 
  APPLICABILITY. This program applies to all 4th Estate agencies.  
 

POLICY.    This program establishes policy for the career development and management 
of the defense acquisition workforce. The primary objective is to create a professional, agile, 
adaptive, and high-performing acquisition workforce that consistently makes smart business 
decisions, acts in an ethical manner, and delivers timely and affordable capabilities to the 
warfighter.  This includes the implementation of best practices to strengthen the Department’s 
buying power, improve industry productivity, and provide an affordable value-added capability 
to the warfighter.  Per USC 1734 (e) (2) a critical acquisition position shall be reviewed on a 
case-by-case basis for the selection of assignment positions. A copy of the SF-52 will be 
included in the Employee’s Official Personnel File to document the participant’s rotational 
assignment. 
 

ROTATIONAL ASSIGNMENT.  A temporary developmental assignment ranging in 
length from 3 to 12 months that gives participants an opportunity to perform sets of duties in 
another functional area, organization, or geographic location.   

 
   ELIGIBILITY REQUIREMENTS.  Employees should meet the following eligibility   
requirements: 

• Permanent Department of Defense Civilian at the GS11 to GS15 or equivalent grade 
within a Demonstration Project.  

• Be serving in a Career or Career Conditional Appointment. 
• Have or be able to obtain clearance if required for the assignment. 
• DAWIA certified at the level required for the position.  

 
PROGRAM OVERVIEW.  Refer to Enclosure 1. 
 
RESPONSIBILITIES.  Refer to Enclosure 2. 
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PROCEDURES.  Refer to Enclosure 3.   

 
 

INTERNAL CONTROLS.  The Rotation Program will be monitored through the use of 
evaluation reports and status reports compiled by the 4th Estate Talent Management Director.  
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Enclosure 1 
PROGRAM OVERVIEW: 

 
a.  Program Objectives. 

 
(1) Ensure workforce capabilities match present and future mission requirements for the Defense 
agencies and commands through 4th Estate DACM Talent Management initiative. 
 
(2) Enhance functional, cross-functional, and leadership skills. 

 
(3) Reduce competency gaps, enhance readiness, and provide more opportunities for 
employee growth. 
 
(4)  Improve the capability of the acquisition workforce by increasing external awareness and 
expanding perspectives to improve the professionalism of the workforce. 
 

b.  Participant eligibility. 
 

Participants can meet one or more eligibility criteria not all are required for participation into the 
program.  
 
(1) The program covers all permanent, full-time, civilian employees in grades 
GS-11 through GS-15.   
 
(2) Members of the Defense Acquisition Corps.  
 
(3) Employees who have been in the same position for five years or more.  
 
(5) A participant must have an IDP, and it must reflect a need for the type of 
experience offered by the assignment. 
 
(6) Participants must have the endorsement of their immediate supervisor and 
their organization’s Commander/Director or his or her Deputy.   
 

c.  Rotational Assignments. 
 
(1) Rotational assignments should be tied to employee’s IDP and primarily support 
development in accordance with functional community career road maps and identified 
functional community competency requirements.   

 
(2) Organizations should identify rotational assignment opportunities for critical acquisition 
positions. 

 
(3) Developmental assignments should not involve the performance of higher-level duties 
which would constitute a promotion. 
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(4) Organizations will submit a Rotational Assignment Description to 4th Estate DACM Talent 
Management Director, with the following information:  

 
(a) Description of the assignment duties (Appendix A). 
 

(b) Other requirements necessary to accomplish specialized work during the 
assignment such as Defense Acquisition Workforce Improvement Act 
certification, security clearances, or physical requirements. 

 
(c) Development and learning opportunities. 
 
(d) Rotational assignments will be 3 to 12 months in length – exceptions must be 
approved by the parent organization.  Rotational assignments may include special 
projects, working groups, filling of temporary vacancies, cross-training, etc. 

 
(e) 4th Estate DACM Talent Management Director, will solicit rotational 
assignment opportunities from agency points of contact on a semi-annual basis.  

 
(f) 4th Estate DACM Talent Management Director, will maintain a repository of 
current rotational assignments under the Rotational Assignment Program. 

 
(g) 4th Estate DACM Communications Director will help publicize rotational 
assignments throughout 4th Estate agencies. 

 
(5) Assignment Completion: 
 

(a) Participants will return to assigned duties within their parent organization. 
 

(6) Funding: 
 

(a) The 4th Estate DACM Office is responsible for funding the participant’s travel, 
lodging, and per diem expenses to and from the rotational assignment, and the 
parent organization will continue to fund the participant’s salary and benefits 
during the assignment. 

 
(b) Host organizations are responsible for funding any travel and other rotational 
assignment-related costs incurred during the assignment.   
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Enclosure 2 

RESPONSIBILITIES: 
 
4TH ESTATE TALENT MANAGEMENT DIRECTOR. Director shall: 

 
a.  Establish and manage the 4th Estate Rotational Assignment Program. 
 
b.  Provide necessary information, guidance, and support to agencies to actively participate 
in the Rotational Assignment Program.  

 
c.  Create and complete the Rotational Assignment Program Memorandum of Agreement 
with the agencies.  
 
d.  Coordinate details with the agency Rotational program point of contact and HR 
department.  
 
e.  Coordinate all travel, lodging, and other logistical arrangements, as applicable, with 
the host and parent organization rotational program point of contact and participant. 

 
f.  Coordinate details with the parent supervisor and the host supervisor for desired 
developmental goals for the participant. 
 
g.  Provide the participant with written expectations of duties to be performed during 
the rotational assignment and the developmental goals. 
 
h.  Develop metrics and surveys for the program. Identify program success indicators, 
conduct annual program assessments, and modify program policy and supporting documents 
as needed. 

 
i. Record the participant’s completion of the rotational assignment.  
 

4TH ESTATE COMMUNICATIONS DIRECTOR. Director shall: 
 

a .  Publicize rotational assignment program information to the 4th Estate agencies. 
 
4TH ESTATE AGENCIES.  Agencies shall: 

 
a.  Designate a point of contact to coordinate details with the 4th Estate Talent Management 
Director in regards to the rotational assignment program. 

 
b.  Identify appropriate development opportunities for employees within and outside 
of the agency. 

c.  Endorse employee participation in 4th Estate Rotational Assignment Program. 
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d.  Ensure supervisors and managers discuss strengths and opportunities for improvement 
with employees and help them identify appropriate developmental opportunities, 
including rotational assignments, for their Individual Development Plans (IDPs). 
 
e. Establish  process for the review of Acquisition Corps members every five years 
to determine whether the government and individual would benefit from a 
rotational assignment to a different position.  
 

PARENT SUPERVISORS.  Parent Supervisors shall: 
 

a. Work with the 4th Estate Talent Management Director and the agency rotational 
assignment program point of contact to complete the necessary procedures to 
accommodate an individual on a rotational assignment. 

 
b. Coordinate details with the agency HR department and rotational assignment program 
point of contact to submit a Request for Personnel Action (SF-52) to detail the participant to 
the Host Organization. 

 
c. Ensure the participant’s current job duties are covered for the duration of the 
rotational assignment. This can be accomplished through assignment of another 
individual on a rotational basis where applicable.  

 
d. Evaluate and rate the participant’s performance with input from the host supervisor 
for performance during the rotational assignment. 

 
e. Work with the 4th Estate Talent Management Director to complete appropriate evaluations 
of the rotation program. 

 
f. Help the participant transition back into their position of record and provide 
opportunities for the participant to apply their learned knowledge and skills to the fullest 
extent possible after completion of their rotational assignment. 

 
HOST SUPERVISORS.  Host Supervisors shall: 

 
a.  Work with the 4th Estate Talent Management Director and the agency rotational 
assignment program point of contact to complete the necessary procedures to accommodate 
an employee on a rotational assignment. 

 
b.  Help the participant transition into the organization and provide him or her with the 
necessary resources. 

 

c.  Regularly meet with participants to discuss your expectations, their performance, and to 
provide constructive feedback. 
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d.  Work with the 4th Estate Talent Management Director and complete a performance 
review at the end of the participant’s rotational assignment. 

 
e.  Complete appropriate evaluations of the rotational program as provided by the 4th Estate 
Talent Management Director. 
 
f. Provide performance input to the parent supervisor in order to complete mid-year or 
annual performance evaluation.  

 
ROTATIONAL PROGRAM PARTICIPANTS.  Participants shall: 

 
a. Work with the 4th Estate Talent Management Director and the agency rotational 
assignment program point of contact to complete the necessary procedures: submission of 
application package, HR paperwork processing, rotational assignment surveys and 
evaluations.  

 
b.  Provide the parent supervisor with a summary of work and assignments that will need to 
be accomplished while the employee is in the rotational program. 

 
c.  Notify the host organization of any previously approved leave that is scheduled to occur 
during the rotational assignment. 

 
d.  Participate fully in the rotational assignment. 

 
e.  Seek opportunities to maximize the learning experience during the assignment.  
 
f.  Complete appropriate evaluations of the rotational program as provided by the 4th Estate 
Talent Management Director. 
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Enclosure 3 
PROCEDURES: 
 
ROTATIONAL PROGRAM PROCEDURES.  Under the Rotational Assignment Program, 
employees rotate to assignments that are outside of their organizations.   
 
NOMINATION PROCESS: Nomination packages must be submitted through the agency 
rotational assignment program point of contact to 4th Estate DACM Talent Management 
Director.  
 
a. Nomination templates and application procedures will be made available to the 4th Estate 
agencies by the 4th Estate DACM Talent Management Director. 
 
b. Employee will review assignment descriptions and discuss benefits with supervisor and how 
participation in the program will benefit the organization. 

 
c. Once the employee and supervisor have agreed. They should complete the nomination 
package and submit to the 4th Estate DACM Office.  
 
 Nomination packages must include the following: 

1. Nomination Application (Appendix B) 
2. Resume (Appendix B) 
3. Executive sponsorship endorsement (Appendix B) 
4. Statement of Interest (Appendix B) 
5. Copy of current SF-50, Notification of Personnel Action (Appendix B) 
6. Clearance information (Appendix B) 

 
SELECTION PROCESS: 
 
a. The 4th Estate Talent Management Director will provide the nomination packages to the 

agency point of contact.  
 
b. The Talent Management Director and host organization point of contact will meet and 

review the nomination packages and make the final participant selection decision.  
 

c. The Talent Management Director will communicate the decision to the parent 
organization point of contact and participants and move forward in the process.  

 
d. Once a selection is made the Talent Management Director will complete a Memorandum 

of Agreement (Appendix C) between the host and parent organization and the participant.  
 
PROGRAM EVALUATION AND RECORDKEEPING: 
  

a. 4th Estate DACM Talent Management Director will conduct a mid-term evaluation with the 
participant.  
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b. For each rotational assignment, a standard Memorandum of Agreement will be completed by 

the participant, the parent supervisor, and the host supervisor.  
 

c. During rotational assignments, participants and host supervisors will regularly review the 
participant’s performance during the assignment. 
 

d. Participants, parent supervisors, and host supervisors will be asked to complete standard 
program evaluations upon completion of rotational assignments.   
 

e. Results will be compiled by 4th Estate DACM Talent Management Director. 
 

f. The 4th Estate DACM Talent Management Director, will record the participant’s completion 
of the rotational assignment.  
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How to start the process: 
Host supervisor must submit the Assignment Description to the 4th Estate DACM Office. The 

documents should be directly emailed to the 4th Estate office at doddacmTM@dau.mil. 
 

Appendix A 
Rotational Assignment Program—Assignment Description: Complete the assignment 

description. 
 

 

mailto:doddacmTM@dau.mil
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Announcement of the Assignment Description:  
 Once this description is received by the 4th Estate Talent Management Director this 
description will be announced to the 4th Estate agencies to receive nomination packages.  
The announcement will be done via email and the 4th Estate website.  
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HOW TO APPLY: 
 
How to Apply to the Program: 
Applicant/selectee must submit the following documents to the 4th Estate DACM Office. The 
documents should be directly emailed to the 4th Estate office at doddacmTM@dau.mil. 
 

a. Rotational Assignment Program Nomination Application: Complete the nomination 
application. 

 

b. Resume: The resume should contain the current position and the three previous positions.  
Ensure to address other positions to highlight your leadership capabilities or military 
experience. Applicants should also highlight their qualities and strengths instead of listing 
responsibilities. Submit available Resume. Please use the format attached in Appendix B as 
example.  

 

c. Executive Sponsorship Endorsement:  Memorandum from the first General 
Officer/Senior Executive Service level addressed to the Director, DoD Acquisition Career 
Management, 9820 Belvoir Road, Fort Belvoir, VA, 22060. The endorsement is for the year 
of nomination only.  Do not mail the memorandum.  It must be emailed with the rest of the 
documents to the 4th Estate DACM Office. The statement must address the following: 

 

• Document the applicant’s performance 
• The leadership potential of the individual to assume positions of greater 

responsibility 
• Identify what benefits the assignment will provide to the agency and how the 

training will be utilized in the organization upon return of the selectee. 
• Address applicant’s experience, training or knowledge in any or all of the following 

areas: Political Savvy, Interpersonal Skills, Influencing and Negotiating, 
Accountability, Decision-making, Problem Solving, Conflict Management, Team 
Building, Continual Learning 

 

d. Statement of Interest: Submit your statement of interest. In 4,000 characters or less, 
please describe your reasons for participating in the Rotational Assignment Program and 
the benefits the organization will gain by your acceptance. Clearly articulate goals and 
career paths and how the program will help you achieve your specific goals. 

 
e. SF-50: The SF-50 should indicate grade level and career or career conditional 

appointment.  
 

f. Clearance information: Only applicable if needed for the assignment. Letter from the 
Security department verifying clearance level if the individual currently holds a clearance.  
If the applicant does not currently have a security clearance, the Security department can 
provide information if a process is being initiated on behalf of the applicant. 
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Appendix B 
Nomination Application: Submit your nomination application. 
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Resume: Update the resume in the suggested format.  
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Executive Endorsement Letter: Parent organization should complete the endorsement 
letter. Host Supervisor submit the Rotational Assignment Description Template for the 
assignment.  
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Statement of Interest: Applicant should complete the statement of interest explaining 
why they should be selected for the program.  
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SF-50: The applicant should provide a SF-50 to verify current position and grade 
information.   
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Security Clearance Verification Letter: The security department should provide a 
security clearance verification letter if one is needed for the assignment.  
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Appendix C 
Rotational Assignment Program—Memorandum of Agreement: Completed once the selection is made and 
signed by the host and parent organization and the participant.   
 
 

 


