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INSTALLATION MANAGEMENT AGENCY (IMA)











Performance Evaluation and Standards (Cont’):








Standard Form 50, Standard Form 52, and Promotion:


The supervisor will be responsible for generating the RPA for the intern when he/she is ready to be promoted after their first year to the grade of GS-9.  All supervisor’s of IMA CP 50 interns should  have access to ART.  Information about ART can be found on the CHRA web site:  � HYPERLINK "http://www.cpocma.army.mil/artguide/intro.htm" �http://www.cpocma.army.mil/artguide/intro.htm�.  


((((((((((((((((((((


Letter to Intern Supervisors





The following guidance was distributed to the Military Personnel Division Chiefs via email 18 Feb 04.  This should help clarify any concerns in regard to submission of future personnel actions (SF 52) and notification and receipt of a completed action (SF 50).





1.  During the recently conducted IMA CP 50 Intern Orientation Course it was discovered that the majority of our IMA CP 50 interns were not in receipt of a Standard Form 50, Notification of Personnel Action as well as instructions for submitting Standard Form 52, Request for Personnel Action.  In order to ensure our


interns have in their possession a Standard Form 50 and guidance for submitting a Standard Form 52, the following is provided.





    a.  Individuals having supervisory responsibility for IMA CP 50 interns should have access to the Army Regional Tools (ART) and the Defense Civilian Personnel Data System (DCPDS).  ART gives users the capability of printing or emailing SF 50’s to requesting individuals and DCPDS is the system used for submitting SF 52 automated request for personnel actions, such as civilian promotions, etc.





     b.  Any IMA CP 50 intern supervisor who does not have access to these systems should contact your system's administrator and follow any procedures required for access.  Additionally, there may be a personnel clerk in your organization that handles these types of transactions.  If your personnel clerk is unable to access the personnel records of the interns assigned to your organization, your systems administrator should be contacted to add the intern to the appropriate userid.  All interns are currently assigned to UIC W1J410 and AMSCO 334751100000.  





2.  Please take the necessary steps to ensure the personnel actions of our IMA CP 50 interns are accurate and submitted in a timely manner.  





3.   Point of contact for this action is the undersigned at DSN 332-7484.





Ken Echols


Human Resource Specialist (Mil)


CP 50 Action Officer


HQIMA 











                                             





Mandatory ACTEDS Training: 





Ref - AG Correspondence Courses: 


 


Note:  Some mandatory AG correspondence courses listed in the ACTEDS Master Intern Training Plan are unavailable for enrollment at the present time.


The courses that are available and are required for progression in the CP50 intern program are:


Action Officer Development Course


The Manager Development Course


The Supervisory Development Course (w/2 subcourses)


The last course (highlighted in red type) has been added and will be annotated in the MITP


Enrollment and exams for these courses are found at � HYPERLINK "http://www.cpol.army.mil" ��www.cpol.army.mil� under Training, Leader Development


These courses are part of your phase I mandatory training requirements.





Army eLearning:





Is an alternative training solution and substitution for the lack of AG Correspondence courses currently available.  We will identify training courses through Army eLearning .  As soon as course selections  are finalized and approved by ACTEDS, we will furnish you with instructions signing up for the courses as well as the website and the selected courses complete.  The focus is on providing training in counseling, created specifically for IMA CP 50 Interns.  This training consists of several courses concerning dealing with people.  Which is something several of you have showed an interest in. 





(((((((((((((((((((((


Managing Your Career: 





Individual Development Plan (IDP):





By now everyone should have an IDP in his/her file.  This document is a working document in which accomplishments and training may be added at anytime.  Your IDP should contain all the courses mandated in the MITP and ACTEDS catalog.  Once you have completed a course, annotate  the course completion date on your IDP.  A quarterly review of your IDP should be conducted with your supervisor to make sure your training is on target and you are meeting the standards as well as any goals you have set. 





Performance Evaluation and Standards:





The Total Army Performance Evaluation System (TAPES).  In accordance with  AR 690-400, “Career interns are rated 6 months after their entry into the position and again at the end of 12 months.  The first rating (at 6 months) is considered a Special Rating.  The first annual rating is rendered at the end of 12 months.  Interns continue on their unique annual rating cycles (based on their entry into their intern position) until they complete the Intern Program – at which time they are phased into the Department of the Army cyclic rating periods.”  Interns are rated under the Senior System of TAPES  (DA Form 7222 and DA Form 7222-1).








Completing or Furthering Your Education





If you wish to further your education and the courses are job related you may be entitled to receive ACTEDS education funds (if available).  The courses must be job related and annotated on your IDP.  Submit a DD Form 1556 in RASS through the normal channels with all the pertinent course information; Course title, length, and all associated costs (tuition, books, labs, etc.).  Be sure to submit your request as far in advance as possible so your request can be reviewed and approved in time for you to start your classes.  Again approval depends on the availability of funds.  Once you have completed your internship, furthering education opportunities are still available.  Read chapter 3,


 in the ACTEDS catalog for additional information.





((((((((((((((((((((


RASS





If you are having difficulty using the system, here are a few tips to get you started:





* Read the users manual at � HYPERLINK "http://www.cpol.army.mil" ��www.cpol.army.mil�, under training click on  “RASS”.





* If this is your first time logging on to RASS, use your AKO username and for your password use your SSN (without hyphens).





* If you are still having problems accessing the system contact the RASS help desk at 1-888-253-1836.





((((((((((((((((((((


USEFUL THINGS TO KNOW





Where to find Army Regulations:





� HYPERLINK "http://www.army.mil" ��www.army.mil� - click references, click Army Administrative Publications, click Administrative, click on the series your looking for and then find your reg.





� HYPERLINK "http://www.usapa.army.mil" ��www.usapa.army.mil�





If you are in the records keeping business (files) go to


� HYPERLINK "http://www.arims.army.mil" ��www.arims.army.mil�





Per diem rates for DD Form 1610’s maybe found at:





� HYPERLINK "http://www.dtic.mil/perdiem/pdrform.html" ��www.dtic.mil/perdiem/pdrform.html�


On AKO sign in and click my travel and fill in the blanks





IMA WEB SITE


� HYPERLINK "http://www.ima.army.mil/index.asp" ��http://www.ima.army.mil/index.asp�
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Temporary Duty and Overtime Entitlements 





 Most agencies try to schedule employee travel to start on a Monday and the employee returns on a Friday.  However, in some cases this is not always possible.  On occasion when travel must be conducted on a weekend to arrive at the TDY site for classes or meetings scheduled to start first thing the next duty day, this time is not considered overtime or counted as earned comp time.  The exception to this involves the actual performance of work while traveling (i.e., manager directs an employee to prepare a report on his/her laptop while waiting at the airport and while flying cross country, and the employee is required to submit the report first thing Monday morning).  TDY is governed under Title 5 U.S.C. Section 5542 and 5 CFR Section 550.112(g).


  


   *References/Websites


AR 690-950 Career Management


� HYPERLINK "http://cpol.army.mil/permiss/2414c.html" ��http://cpol.army.mil/permiss/2414c.html�


� HYPERLINK "http://www.cpms.osd.mil/fas/pay/pdf/801-rd.pdf" ��http://www.cpms.osd.mil/fas/pay/pdf/801-rd.pdf�





((((((((((((((((((((


From the Boss





Congratulations to the first cohort of CP 50 Interns to graduate from the FA 43/IMA Orientation Course.  Each intern provided us invaluable feedback to help us refine this course for the next cohort scheduled 


to attend in May. We look forward to meeting this second group of interns, and will capitalize on lessons learned to assure this professional education experience is both challenging and rewarding. 





Peter O'Connor


Chief, Military Personnel Branch


FA 50 Career Program Manager


HQIMA





(((((((((((((((((((((


Final Words


I had the pleasure of meeting the first group of interns attending the FA43/IMA Orientation Course and am please to announce they exceeded all my expectations.  They provided great feedback on both the FA43 and IMA orientation courses, suggestions and comments that will be incorporated in the next course schedule for April 2004.  More importantly, I had the opportunity to meet them on a personal level and discussed how they are progressing in the program at their respective permanent location of assignment.  For the most part the IMA intern program is moving forward in a positive direction.  There  were however, areas of concern that will be addressed and forwarded to the senior AG leadership throughout IMA to ensure our interns are receiving the proper training and mentorship they deserve to be successful in the program.  Many thanks to Joe Gathers, Shelia Riley, Jennifer Staley, Travis Mobley, Donna Booker, Melissa Burgess, Monika Bunch, Carles Coard, Karen Milner, and Tamara Elston it was 


a pleasure meeting you.      





Ken Echols


Human Resource Specialist (Mil)


CP 50 Action Officer


HQIMA 
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