Memorandum Format for Requesting an Education Waiver
Applicability: This is the mandatory memorandum format for the selecting official and the HCA to use to request an education waiver from the SPE.

ACTION: Request for an Education Waiver to Acquisition Workforce Standards

From: Selecting Official (Name and title) 

To: Head of Contracting Activity (Name and title) 

Please grant an education waiver for:

name, position, civilian series, grade, organization, routing symbol, and address
This request is to waive the ____ 24 semester hours of business-related courses and/or ____ four years of college leading to a degree. Choose the requirement(s) to be waived and identify the education standard that the person does not meet. Be specific, (e.g., lacks 10 or 24 semester credit hours in business, has the 24 hours, but not degree, etc.). 

Justification: Provide justification for requesting the waiver.  Include in the justification the following statement: "I certify [insert applicant’s name] has significant potential for advancement to levels of greater responsibility and authority, based on demonstrated analytical and decision making capabilities, job performance, and qualifying experience”.  Include the applicant’s resume and/or application, along with any other supporting documentation.  Include a statement that the applicant intends to complete the education requirements, and the proposed time frame for completion. 

Please contact _______ on extension _____ if you have any questions. 

Head of the Contracting Activity endorsement: I hereby endorse this request for an education waiver for the above individual, who I believe has significant potential for advancement. 

___________________________________________
Signature, Date 

Response of the Senior Procurement Executive: 

_____ Approved
_____ Disapproved

___________________________________________
Signature, Date 

