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Thank you for your hard work, preparation and commitment to this program.  It is our most important recruiting tool. Your efforts will have a lasting impact on your interns and on the future JAG Corps.
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CHECKLIST FOR HOST OFFICES
        This checklist will help your office move easily through hiring and inprocessing your interns; after we followed this process in the D.C. area, 95% of our summer interns in 2009, 2010 and 2011 secured CAC cards and network access within seven business days.  All were paid on time. 

     Three important notes:  1) Late or insufficient contact from the sponsor, slow inprocessing, and delayed access to networks were the chief complaints from interns program-wide in 2011.  Interns particularly asked to receive earlier help locating housing and guidance about where/when to report to work, what to bring, and what to wear.

    2)  Network security authorization procedures vary among installations; coordinate early and often with your security manager to initiate background checks for new employee network access.  JARO does not process background investigations, and USALSA’s security manager cannot process them for other organizations.

    3) All referenced online forms have been posted to the redesigned www.jagcnet.army.mil/jaro under Resources for Offices Hosting Interns on the left-hand side of the page.  You must be logged in to JAGcNet to see and access the forms.

     Finally, remember your interns will have finals in late April; please distribute their paperwork burdens with that in mind—earlier is better.
2012 Internship dates:  6 June through 4 August 
MAY
· NLT than 1 May, assign a sponsor to make initial contact and offer the intern assistance with locating housing.  Please choose someone who will be present throughout the internship and who is not brand-new to your office.  Please ensure the sponsor contacts the intern immediately—all interns are anxious to hear from their offices and to locate housing immediately.

· NLT 1 May, sponsor the interns’ AKO account requests so the intern can complete Information Assurance training online in advance to streamline network access.  
· Directions for sponsors to relay to the interns:

1) Go to https://www.us.army.mil; choose the link for "Register for AKO" under "New User" on the left-hand side of the page. 

2) Pick the third yellow key labeled "Register for Sponsored Account."

3) On the next page, fill in "Account Information" using sponsor’s user name (provided by the sponsor), as "Army Sponsor".

4) For "Account Type", choose "Incoming DA Civilian."

5) Fill in just the required fields (marked with red asterisks) under "User Information", including social security number.  Fill in and confirm an external email address at the bottom of this section—it can be a civilian email address.  AKO will use this address to send lost passwords, etc.  No need to fill remaining fields.

6) On the next screen, select a password and security questions/answers.  Password rules on AKO are fairly restrictive, so pay close attention.  Interns will get a confirmation when they complete this screen and should retain this for their records
7) Account request will automatically be sent to sponsor for approval.  Once sponsor approves, it may take 24 hours before intern can log on.  

· Once the intern has an active AKO account (24-48 hours after the sponsor approves the request), direct the intern to complete Information Assurance training at www.ia.gordon.army.mil (please note it will take up to 24 hours after AKO access is approved before the intern can use a new AKO account to access this training website); once complete, the intern should send the training certificate to the sponsor or other office POC handling the network account.  
· The office must request network access from the installation in advance and coordinate any background check requirements (some installations require a completed SF 85 or a set of fingerprints before network access can be granted).  Please note: JARO and USALSA cannot initiate SF 85P forms or fingerprint cards for your interns; your local security officer must assist with this process, and your office must coordinate with that individual well in advance.  Recommend beginning this coordination with your G2 one month or more before the intern is scheduled to arrive.  
· Ensure your intern has sent payroll forms to Ms. Horton NLT 15 May.  JARO will direct the intern to do this.  Payroll forms are available to the intern on www.jagcnet.army.mil/jaro under Locations and Forms for Summer Interns.  Please remind your CPAC that interns will not submit duplicate payroll forms during inprocessing, unless you prefer your office rather than USALSA pays the intern’s salary.
· NLT than 15 May, provide your installation points of contact for the summer to Karen Horton using the enclosed form (page 8).  She and Mr. Glover will need this information to troubleshoot any pay problems that arise in the weeks after the interns arrive.
· Submit to your servicing CPAC office the request for personnel action (RPA) to hire your intern(s) NLT 15 May, using the appropriate GS-7 (2Ls) position description(s), available online from www.jagcnet.army.mil/jaro under Resources for Offices Hosting Interns.  Again, USALSA is paying your intern.  Please share our enclosed pay table guidance (page 9) with your CPAC early and often to ensure proper payroll coding—improper coding is the number one issue that delays intern pay each summer.  David Glover is the POC for pay-related questions; contact him at david.w.glover26.civ@mail.mil or (703)693-1106.  
· NLT 15 May, make a CPAC inprocessing appointment for 4 June; your intern cannot begin work or get paid for any days worked before he or she inprocesses..

· Forward the intern’s completed OF 306 Declaration for Federal Employment (or other form used at your installation to initiate a pre-employment security check) to your CPAC to process NLT 14 May; this is a pre-condition for in-processing and perhaps for network access at your installation.  Each intern has completed an OF 306; it is included in the intern’s application packet already forwarded to SJAs.  
JUNE

· On 4 June (FIRST DAY), after in-processing, help the intern request a JAGcNet account and LEXIS or Westlaw access using the account request form on JAGcNet; POC for LEXIS and Westlaw is Mr. Michael Doheny at USALSA (Michael.p.doheny.civ@mail.mil or 703-693-0001).  Please note the intern must have an active AKO account to request a JAGcNet account.  See instructions above for getting the intern a sponsored AKO account.
· Please remember to provide timely and continuing constructive feedback to the intern throughout the employment period.  Mentorship is one of our organizational strengths; please share it with your intern.  The interns want to know what they can do to improve, not only what they already do well.
AUGUST
· NLT 4 August (LAST DAY), complete the intern’s summer intern evaluation (signed by an O-5 in the supervisory chain), and review it with the intern.  Provide the intern a feedback form.  These forms are available online at www.jagcnet.army.mil/jaro under Resources for Offices Hosting Interns.  Please scan and send feedback and evaluation forms electronically in separate files (to preserve the confidentiality of the intern’s feedback) to Karen Horton at karen.s.horton8.civ@mail.mil or fax to 703-806-0904.
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SPECIAL NOTE ON CAC AND PAY DELAYS
The following steps must be successfully completed before CACs can be issued to a new employee and before he or she can be paid.
· A pre-employment background check may be necessary (procedures vary with location).  Consult your CPAC.  We use the OF 306 in the National Capital Region and have asked all interns to complete this form this year.  We have sent you the completed forms for your interns.  Submit this form to your servicing CPAC at least ten days before the first day of work, or earlier as directed.
· Intern must inprocess with CPAC on 6 June and be rapidly entered by the regional CPOC into the civilian personnel system.  Please emphasize the time-sensitivity of this action to your CPAC so they can make advance arrangements with their CPOC to prioritize the intern.

· The civilian personnel system populates both DEERS and the payroll system.  You will know your intern is in the civilian personnel system when his/her SF 50 is available.  Solicit the SF 50 early and often from CPAC to track the intern’s progress through the system.  

· Once the SF 50 is generated, DEERS will receive the intern’s data within 24 to 48 hours.

· Once your intern’s data populates DEERS, his/her CAC will be available.  Take your intern to the ID card section after coordinating needed documentation in advance; a copy of the SF 50, proof of SSN, and government-issued photo ID will be required.  

· If all above steps are completed timely, one week to 10 days is a reasonable time wait for the CAC.  Please plan work your intern can do without a computer in the meantime to.  This process can be condensed with cooperation from CPAC, but no step can be bypassed without causing problems with pay. Please do not be creative in this arena.
· Once your intern is correctly coded in the payroll system, she/he will be visible to David Glover at USALSA. Any coding error by the CPOC may delay the intern’s pay; Mr. Glover will coordinate with local offices to correct problems.  

· Please note, your intern must be in the USALSA payroll system NLT 15 May to receive his/her first paycheck on or about 30 June (Thursday two weeks after the end of the first pay period).  Please notify your intern that his/her first check will not come until this time so he/she can plan accordingly.  

· If problems are developing along the way, please notify David Glover early so he can facilitate a solution before pay is delayed.
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EVALUATIONS
     I.  Evaluating interns:  All host offices must submit a Summer Intern Evaluation Report (SIER) for every intern.  Roughly two-thirds of all former interns apply for an active duty commission, and selection board members give great weight to the SIER as part of the intern’s application.  A good report will show the Board whether or not the intern possesses the traits of a successful Judge Advocate: intelligence, strong work ethic, interpersonal and communication skills, leadership ability, and good character.
          A.  Evaluator:  The SIER must be signed by a Judge Advocate in the grade of O-5 or above who is the intern’s supervisor or who is in the rating chain of the intern’s supervisor.  
          B.  Drafting:  When preparing the SIER, please solicit feedback from the intern’s supervisor(s) and sponsor about the work assigned, the intern’s achievements and contributions, and his or her strengths and weaknesses.  
          C.  Intern Copy:  When the SIER is completed, the evaluator must provide the intern with a final counseling, including a copy of the SIER.  Review the SIER with the intern and discuss the contributions he or she made to the mission.  Give the intern an honest evaluation of his or her overall performance.  Even if the intern will not apply for an active duty commission, the Corps’ leadership still appreciates their contributions to our mission.  Encourage interns to discuss the program with others back home.  Also, the evaluator should ask for the intern’s constructive comments about the summer.  

         D.  Provide the SIER to JARO:  Please scan and email the SIER to JARO.  SIERs are due to JARO by 15 August 2012.  If there are comments for the Board that you cannot include on the SIER copy you give the intern, please send a continuation sheet to JARO.
         E.  Ask the intern to complete a Feedback Form:  After the counseling session with the intern, ensure the intern completes a Summer Intern Program Feedback Form.  It is a necessary tool for this office; we appreciate you ensuring every intern completes it and sends it to us.  Interns provide helpful comments that assist us in improving the program.  These are anonymous unless the intern chooses to reveal his or her identity; please scan and transmit feedback forms in a separate file from the evaluation to preserve the intern’s confidentiality.  Feedback forms can also be faxed.
II.  Feedback from Former Interns.  Below are comments we received from interns in past years.

A. Positive feedback:  

1.  “Worked within several divisions” in an OSJA.

2.  “Was treated like an attorney, not a clerk or administrative assistant.”

3.  “Did real work and not just busy work.”

4.  “Got terrific housing assistance.”
5.  “Received good feedback and guidance” from sponsors and supervisors.

6.  “Learned a lot about the military.”

7.  “Did the ‘real Army’ stuff.”

8.  “Felt like part of the team.”

B.  Negative feedback:

1.  “Didn’t get to see other areas of the office.”

2.  “Felt underutilized and unchallenged."

3.  “Didn’t have assignments waiting for me-seemed like the office wasn’t ready for me.”

4.  “No help in obtaining housing.”

5.  “Received little or no feedback” from sponsors or supervisors.

6.  “Heard a lot of negative comments from Judge Advocates.”

7.  “Didn’t see enough of ‘the real Army.’”

8.  “Wasn’t included in projects, events or gatherings.”

3.   The summer intern program is our opportunity show law students what our practice and our people are about.  Careful preparation and supervision will create an experience both memorable and beneficial for the intern and the JAG Corps.  With a little effort and prior planning, both your office and the Corps will reap benefits from a productive summer intern experience.
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INSTALLATION POINTS OF CONTACT
Please complete and return form by 14 May 2012.  

       Email or fax to:  Karen Horton
karen.s.horton8.civ@mail.mil
Fax:  (703) 806-0904 

INTERN NAME(S):




OFFICE/INSTALLATION

________________________________


________________________________

TIME CARD KEEPER:




SPONSOR:

________________________________


________________________________

Name






Name

________________________________


________________________________

Phone Number





Phone Number

________________________________


________________________________

E-Mail Address





E-Mail Address

________________________________


________________________________

Fax Number





Fax Number

CPAC POINT OF CONTACT:



SUPERVISOR:

________________________________


________________________________

Name






Name

________________________________


________________________________

Phone Number





Phone Number

________________________________


________________________________

E-Mail Address





E-Mail Address

_________________________________

Street Address

_________________________________

City/State/Zip Code
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PAY INFORMATION

1. The Office of The Judge Advocate General will employ approximately 70 law students during the

summer of 2012. With some exceptions, the interns begin working on 4 June 2012 for 44 working days, finishing on 2 August 2012.   The second-year law students will be paid at the GS-7, step 01 (or equivalent) rate.

2. The following information must be entered on the RPA (Request for Personnel Action):

a. Block 1:            Appointment Not To Exceed 44 Working Days.

b. Block 22:
    DEPARTMENT OF THE ARMY

    Judge Advocate Recruiting Office

                             9275 Gunston, Suite 4000



    Duty With: YOUR OFFICE/INSTALLATION


    Fort Belvoir, VA  22060

c. Block 36:
    AMS P436099.46000 COST CENTER 30001603

d. Block 41:
    PON#OA

e. Block 42:          Assigned Job Order 300016

f. Block 44:          TDA DATA SE/W0KEAAI0022/84T

3. All interns will be paid by a central accounting office, the Defense Accounting Office (DAO), at

Denver, Colorado. Thus, each office hosting interns must fax or e-mail the time sheets to Mr. David

Glover, fax commercial (703) 806-0903, telephone (703) 693-1106, and e-mail

David.W.Glover26.civ@mail.mil.   Please read the following information paper, TIME SHEETS AND PAY, for detailed instructions on processing time sheets.

4.  You will need the following fund cite to process pay for your interns.  The FY12 Fund cite is:

________________________________________________________________________________

​Cd Dpt  Fy  Bs        Bs Ext  Cd Fund  Asn  Oa  Cd Mbp  Cd Prg Elm    Rc Cc   Jo      Cost Cntr
​​-------------------------------------------------------------------------------------------------------------------------

021          2    2020    0000                 22AW   22    436099     FAJA     021001                   30001607          
GFEBS LOA:
02120122012    A22AW   435212FAJA   21S0   30001607   021001   

2020000

________________________________________________________________________________

5. Please keep in mind that your intern (s) will spend a substantial sum of money up front for travel and lodging expenses, and will count on their first paychecks to recover from those expenditures. Expedient processing of pay information will ensure the intern(s) receive their first paychecks on time.   For assistance with problems with any of the pay procedures, please contact Mr. Glover at                                                                            (703) 693-1106.
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IMPORTANT MEMORANDUM FOR CPACs

Due to the merger of Army payroll databases in Denver, there are major revisions to the Table 30 data for the Legal Intern Program.  In order for the interns to be paid, CPAC must build a new Table 30 and forward it to the CSR Office at the Pentagon to be built in DCPS if there is not a Table 30 in the system already.  Dianne Yancey is the point of contact.  She can be reached at dianne.yancey.civ@mail.mil and FAX (703) 545-1222.

The Table 30 must be built per instructions below.

First two digits = alpha installation code (SOID) Example AG for Aberdeen Proving Ground

Second two digits, Command Code = SE

Next 6 alpha-numeric digits, UIC  = W0KEAA

Next 2 alpha-numeric digits are the first and second character of the org code = LI
Followed by the alpha code for the CPOC (i.e., NC, NE, SC, SW, WT)
Followed by the alpha code for the CPAC ID (ex. AG = Aberdeen Proving Ground, MD)
And the last alpha character will distinguish each employing activity at an installation (ex. "A" may designate EEO, "B" may designate Civilian Personnel Advisory Center, etc.). 

 

Example:   - for Aberdeen Proving Ground serviced by the NE CPOC  
AGSEW0KEAALINEAGA  (Example shows the org code with 2-character alpha for CPOC (NE), followed by the two character alpha code for the CPAC (AG), followed by a suffix that distinguishes the activity at an installation (A)).

 

Sample organization clear text:          

DEPARTMENT OF THE ARMY

Judge Advocate Recruiting Office 

9275 Gunston Road, Suite 4000
Duty With:  YOUR OFFICE/INSTALLATION

Rosslyn, VA  22209-2194

 

 Note: It is only necessary to create this table once, even if you hire more than one student (unless that student will be placed in a different employing activity), it can be retained from year to year.  
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INSTRUCTIONS FOR RPAs, TIMESHEETS AND PAY

1. The Administrative Division at the Judge Advocate Office hosting the intern should submit an RPA (Request for Personnel Action) to the CPAC service center at your installation.  Mr. David Glover will fill out the RPAs for Fort McNair, HRC Alexandria, the Pentagon and USALSA only.

     a.  The RPA should be prepared at least four weeks before the intern arrives.
     b.  NOTE:  The payroll office cannot issue the intern’s first paycheck until it receives the intern’s timesheet.  Send timesheets to Mr. Glover as soon as they are completed. 

2.  JARO will direct interns to fax a copy of the Direct Deposit enrollment form and federal and state W-4 forms for tax withholding prior to beginning the internship to Karen Horton at (703) 693-0881. 

3.  Fax interns’ time sheets to Mr. Glover NLT COB on the Friday at the end of the pay period.  Pay periods for interns are the same as the pay periods for other civilian employees.  Timesheets must include a legible signature and a complete seven-digit DSN telephone number.  

4.  Interns will be paid for the 4th of July National Holiday if applicable.  They will not accrue annual leave, but will accrue four hours of sick leave per pay period.  No overtime pay or work is authorized.

5.  At the end of the internship, please note the last workday on the final time sheet.  If an intern leaves earlier than anticipated, a “Resignation” RPA is needed.  If the intern leaves as scheduled, no RPA is needed (the Block 1 information detailing that the appointment is not to exceed 44 working days will suffice to terminate employment).

6.  The POC for pay information is Mr. Glover at USALSA, at (703) 693-1106, DSN 223-1106, david.w.glover26.civ@mail.mil.  Alternate POC is Mr. Karl Briales (703) 693-1131, DSN 223-1131.  The fax number is (703) 806-0903.  Please address your mailings to Mr. Glover as follows:


Mr. David Glover 


USALSA Administrative Office


9275 Gunston Road, Building 1450
Fort Belvoir, Virginia 22060
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