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Defense Logistics Agency

Enterprise Rotation Program

Memorandum of Agreement

SECTION I – Background Information
A. PARTICIPANT INFORMATION:


1. First and Last Name:
     


2. DLA Parent Organization:
     
3. Current Position Title/Series/Grade:
     

4. Location of Current Duty Station:

     
B. ASSIGNMENT INFORMATION:

1. DLA Host Organization:  
     
2. Rotational Assignment Title/Series/Grade
     
3. Location of Rotational Assignment:
     
C. ASSIGNMENT START AND END DATES (Include whether or not the dates are firm or if there is some flexibility):       
D. ASSIGNMENT NUMBER:  (Example:  DLA 11-01, from the Rotational Assignment Register)       
SECTION II – Assignment Overview and Expectations - This section is to be completed during a meeting held with the participant, host supervisor, and parent supervisor prior to the rotational assignment start date.  During the meeting, the assignment summary and deliverables are reviewed and edited to fit individual development needs, and expectations are discussed and captured.
A. Assignment Summary
     
B. Assignment Deliverables

     
C.  Participant Expectations
     
D. Host Supervisor Expectations

     
E. Parent Supervisor Expectations

     
SECTION III – Additional Assignment Information
A. Financial Obligations

1. During the assignment, the participant’s salary and benefits continue to be the responsibility of the parent organization.

2. The host organization is responsible for all costs associated with assignment-related temporary duty and assignment-related training.

3. Nothing in this Agreement precludes the parent and host organizations from sharing the cost of any assignment-related travel, per diem, and/or training costs as mutually agreed upon by the parent and host organizations.
B. Personnel Action during Assignment – During the course of the assignment, the participant should be considered for any promotion or reassignment for which he or she would normally be considered.  If promotion or reassignment results, the participant may continue for the balance of the assignment or the assignment may be terminated.  Specific disposition is a management decision to be decided between the host and parent supervisors.
C. Evaluation of Participant’s Progress
1. When the evaluation of the participant’s progress indicates it is necessary, the training plan may be modified to meet specific developmental needs.  All modifications to the training plan must be coordinated with, and signed by, all parties and a copy provided to the Enterprise Rotation Program Manager and the Organization Rotation Program Manager. 
2. The host and parent supervisors must collaborate, establish, and agree on objectives and standards for evaluating the participant’s progress during the assignment.

3. An assessment, or progress review, must be completed every 90 days and upon completion of the assignment.

4. At the end of the assignment or rating period, whichever occurs first, the host supervisor will complete a performance review and send it to the participant’s parent supervisor for consideration in arriving at the annual performance appraisal/rating. 
D. Status at Assignment Completion – Upon completion of the assignment, the participant will return to his or her position of record in his or her parent organization.  
SECTION IV – Roles and Responsibilities (Include, but are not limited to):
A. DLA Human Resources Services, DLA Training
1. Enterprise Rotation Program Manager

a. Provide guidance, as needed, throughout the Enterprise assignment.
b. Intervene to help resolve problems that cannot be solved by the participant, host supervisor and/or parent supervisor for Enterprise assignments.

c. Coordinate to have participant’s assignment completion entered into DLA’s Learning Management System.

d. Collect feedback for use in conducting annual program assessments, and modify DLA’s policy and supporting documents as needed.

2. DLA Human Resources Services, DLA Training Forward Presence, in coordination with the Organization Rotation Program Manager
a. Provide guidance, as needed, throughout the organization-managed assignment.

b. Intervene to help resolve problems that cannot be solved by the participant, host supervisor and/or parent supervisor for organization-managed assignments.
c. Provide assignment completion information to the Enterprise Rotation Program Manager.

d. Collect feedback for use in conducting annual program assessments.

B. Parent Supervisor (NOTE: the parent supervisor remains the supervisor of record throughout the assignment)
1. Sign and adhere to the terms of this Agreement.

2. Inform the host supervisor of desired developmental goals.

3. Fund the participant’s salary, benefits, and travel expenses.
4. Ensure the participant’s assignment is developmental and supports their individual development plan.

5. Communicate to the participant all personnel-related matters pertaining to his or her position that arise during the assignment.

6. Transfer authority to process participant’s leave requests and timesheets in the Employee Activity Guide for Labor Entry.

7. Evaluate and rate the participant’s performance with input from the host supervisor for performance during the assignment.
8. Complete appropriate rotation program evaluations.

9. 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 assignment.

C. Host Supervisor

1. Sign and adhere to the terms of this Agreement.

2. Fund the participant’s assignment-related travel and training as needed.
3. Process the participant’s timesheets.

4. Ensure duties are commensurate with the participant’s current grade level.  Consult with servicing human resources specialist as needed.

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

6. Keep the participant fully engaged during the assignment.

7. Regularly meet with the participant to discuss your expectations, their progress, and to provide constructive feedback.

8. Complete and document required assessments and send a performance review to the parent supervisor upon the participant’s completion of the assignment.

9. Complete appropriate rotation program evaluations.

D. Participant

1. Sign and adhere to the terms of this Agreement.

2. Sign and adhere to the terms of the SF 182 (Authorization, Agreement and Certification of Training).

3. Provide parent supervisor with a summary of work and assignments that will need to be accomplished while the participant is on this assignment.

4. Coordinate all travel, lodging, and leave plans, as applicable, with the host supervisor.
5. Seek opportunities to maximize the learning experience during and after the assignment.

6. Stay in communication with your parent supervisor as appropriate.
7. Complete appropriate rotation program evaluations.
SECTION V– Coordination and Approval
_​__________________________________

__________________________

Parent Supervisor (Name and Signature)

Date
_​__________________________________

__________________________

Host Supervisor (Name and Signature)

Date
_​__________________________________

__________________________

Participant (Name and Signature)


Date
cc:
DLA HR Services, DLA Training Forward Presence representative

DLA Enterprise Rotation Program Manager
January 30, 2012 v1
The purpose of this training agreement is to ensure mutual understanding and agreement about the development objectives and expectations, roles and responsibilities, and terms and conditions for the rotational assignment.  





This training agreement will be in effect for the duration of the assignment.  Modifications can be made, but require signatures of all parties.  





For all rotational assignments, please have the Organization Rotation Program Manager scan and email a copy of the fully executed document to your DLA HR Services, DLA Training Forward Presence representative and to the DLA Enterprise Rotation Program Manager, Ms. Patricia Proctor.








