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PHASE I Vs PHASE II TRAINING





There is a vast difference between Phase I and Phase II training.  The first phase of your internship is centered on meeting the mandatory training requirements, and acquiring and mastering the technical skill necessary to function in your jobs.  





You should have already completed, or be close to completing all of the mandatory training at this point; and have rotated to   between 80% - 90% of the 37 sections  / services available at most posts.  





You can use the attached spreadsheet that was sent out on e-mail to see where you are versus where you should be in your training.  If you find there are services listed on the spreadsheet, but not available anywhere on your installation, you may want to approach your supervisor, about the possibility of a short rotation to a location that does provide the service… I try my best on this end to help get you there.
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Click on the above attachment and expand it or copy and paste it to a blank document.





Phase II training is vastly different from Phase I.  At this point of your internship you should have completed all mandatory training and mastered the technical skills necessary to manage / supervise any section with in the MPD.  You should be working on interpersonal skills, conflict resolution, developing your own management style and running your section.  Don’t get comfortable in one section; continue to rotate.  Your goal should be to move to and manage a new section every three to four months.  Remember, it is up to you to get as much as you can out of this program, and I am here to help you do that.





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


Heads up





*  There will no longer be a monthly newsletter; it will go out quarterly.  Expect to see the next newsletter in October.





*  My phone number has changed.  The new number is (actually Kens old number) 703-602-226-7484   ~Michelle





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


Closing remarks





In closing I would like to say that I am really looking forward to meeting each and ever one of you.  So far it has been an enormous pleasure working with you.  I enjoy the e-mails and the phone calls immensely.  I hope you are as excited to come here to IMA and HRC, as we are to have you.  I will keep you posted on all changes and updates as they arise.  





Michelle 





CP50 Intern Program Manager





We have been busy this month getting ready for your rotation to HRC this summer, I with the planning and preparation, and you with your DD forms 1610 and 1556.  I know it has been tough going, with RASS being down and short time lines I have set, but you all have been making the adjustments and handling the execution beautifully.





I think you are going to get a lot out of the training we have planned.  It will give you a chance to see how things function at the higher echelons.  This training will help to broaden you base of knowledge and prepare you for the next phase of your internship.


          ~Michelle





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


SUMMER ROTATION (IMA / HRC)





Your rotation to HRC is closing in fast.  Those of you arriving in July had until June 30th to reserve your room at the Sheraton hotel.  If you have not done so you may have a problem booking a room, as they will have opened up to the general public.  If you book out side that date you may also be required to pay a higher price than what was quoted.  For those of you arriving in August, you still have until the 20th of July to reserve your room.  If you haven’t already done so please reserve it as soon as possible.  If you fall outside the hotels prescribed dates, you could face in addition to a higher price, non-availability.





The Hotel will provide a shuttle for you.  The shuttle will take you to the Hoffman building in the morning and pick you up in the evening.  I will be sending you the times for pick up as soon as they become available to me.  The hotel shuttle does not usually go to HRC, so please be prompt.  Missing the shuttle may result in your having to find an alternate mode for transportation.





The first day of training will be spent at IMA. Conference room 11W19 has been booked from 0800 – 1700, to accommodate our needs; there will also be a social function.   More information to follow…
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((((((((((((((((((((


DD Forms 1610 and 1556





You are only required to submit a DD 1610 for the Phase I summer rotation.  Originally guidance was put out saying that you needed to submit a DD 1556 as well; that guidance has been retracted.  E-mail guidance has been sent out with the directions for filling out the DD 1610 properly.  The following is a link to the Per diem website:











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


Shuttle Transportation Service

Welcome to Sheraton Suites Alexandria


Located at 801 North Saint Asaph Street. We are happy to provide you with limited complimentary transportation service. Below you will find information that can be helpful in planning your day.


Airport and Metro


Ronald Reagan National Airport & Metro Station:


Drop off Points:   


· New Terminals B & C


· Old Terminal


· Metro Station Access

Pick up Points:


· From New Terminals B & C at Baggage Claim/ Ground Transportation Doors 5 & 9


· Old Terminal located outside the Hotel Shuttle pick up area.


Courtesy Phones:


· Located next to doors 5 & 9 on the lower level Baggage Claim area - Terminal B & C.


**************************************************


Transportation Schedule


**************************************************


Airport & Metro


The Shuttle will depart from the hotel at the following times:


Peak Hours AM: 6:00am, 6:30am, 7:00am, 7:30am, 8:00am, 8:30am, 9:00am, 9:30am, 10:00am.


Off Peak (Day): 11:00am, 12:00pm, 1:00pm, 2:00pm, 3:00pm, 4:00pm


Peak Hours PM: 5:00pm, 5:30pm, 6:00pm, 6:30pm, 7:00pm, 7:30pm.


Off Peak (Evening): 8:00pm, 9:00pm, 10:00pm, 11:00pm.


********************************************


Special chartered arrangements can be made to select locations at a nominal fee. Special group rates are also available. Please call 703-836-4700 or stop by our Front Desk and we will be glad to assist you.


TIMES ARE SUBJECT TO CHANGE WITHOUT NOTICE

Sheraton Suites Alexandria


Shuttle Transportation Service

For Pick Up…Please Call (703) 836-4700


(Transportation Desk)


Old Town and Braddock Metro


The Shuttle will depart from the hotel at the following times:


7:15am, 8:15am, 9:15am, 10:15am, 11:15am, 12:15pm, 1:15pm, 2:15pm, 3:15pm, 4:15pm, 5:15pm, 6:15pm, 7:15pm, 8:15pm, 9:15pm, 10:15pm


Saturday and Sunday Shuttle Service


Begins at 7:15am


Old Town (King Street) & 


Braddock Metro Station


**************************************************


*Central drop off and pick up is at CITY HALL. This is at the Corner of North Royal & King Street.


***************************************************

**************************************************************


*All guest arriving at the Braddock Metro Station – Please call for pick up.


***************************************************


Please note: We are no longer servicing the King Street Metro. We are now servicing the Airport Metro and Braddock Road Metro stops.


Special chartered arrangements can be made to select locations at a nominal fee. Special group rates are also available. Please call 703-836-4700 or stop by our Front Desk and we will be glad to assist you.


ALL VAN RUNS ARE SUBJECT TO AVAILABILITY












_1149492551.xls
Sheet1

												SERVICES																						STRENGTH								AUTOMATION														OPS						PROCESSING																TRANSITION												OTHER

																Records																																																																Separations

				Region		Installation		Intern				NCOER		OER		ENL Records		OFF Records		Flagged Records		ENL Promotions		OFF Promotions		Award & Decorations		Casualty Affairs		Customer Service				Personnel Accounting		MOB/DEMOB		Reassignments				eMILPO		DIMHRS		TOPMIS		EDAS		ATRRS		ISM (Transproc)				Pers Plan & Actions		Soldier Actions				In Processing		Out Processing		Replacement Spt		ID Cards		ID Tags		CAC		DEERS				RSO		Retirements		Chapters		ETS		ACAP				Trainee/Stu Processing		SRP		S1/PAC/Installation		G1/Installation		Army G1		HRC		Regional Rotation

						Completed Tasks during Internship		Input "C"

						Completed Prior to Internship		Input "P"

						Scheduled for Future Rotation		Input "S"

						Services/Tasks available at Installation		Input "A"

						Services/Tasks not available at installation		Input "NA"

						(1)  had the chance to rotate to		Input "Y"

						(2) not had the chance to rotate to yet		Input "N"

						(3) Are not scheduled to rotate to at all		Input "X"



&C&"Arial,Bold"&36IMA CP 50 INTERN INSTALLATION LEVEL TRAINING



Sheet2

		





Sheet3

		






_1132121190.bin

_1149057927.doc
[image: image1.wmf]








[image: image2.wmf]  Location, Location, Location. 


[image: image3.jpg]o
¢ ¥
NWAIF

e

Sheraton Suites

ALEXANDRIA




Sheraton Suites is very well located in Old Town Alexandria, 10 minutes (1.9 miles) from National Airport, convenient to both the Pentagon & Washington DC. The Potomac River, cultural, shopping and entertainment features of Old Town are but a short walk. 
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Two-room suite accommodations equipped with a mini-fridge, two phone lines with a data port, two television sets that feature complimentary and paid movies and Nintendo, coffee-maker with coffee packets provided daily, microwave, hair dryer and iron and ironing board.


· High Speed Internet Access  - in all of our guestrooms

· Complimentary indoor pool and whirlpool, and outside tanning deck.


· Complimentary use of our on-site Fitness Center accessible 24 hours a day.


· Complimentary scheduled shuttle service to National Airport, King Street metro and Old Town


· Complimentary USA Today (Monday- Friday)


[image: image7.wmf]Conference and Meeting Room Capacities


Our meeting facility features 4,000 square feet of very flexible function space including the 2,000 square foot Conference Center, which is divisible into three sections.  In addition we offer an Executive Boardroom, and our Potomac Room that opens to our stunning courtyard. With this versatility we can accommodate groups from 10-200.  The meeting rooms are conveniently accessible on the lobby level, allowing a smooth flow from your general session to breakouts.  This provides an excellent learning and networking environment for attendees.


Room

Dimensions

Sq. Ft. 

Number of People Accommodated by Type Room Arrangement









Theater

Classroom

U-Shape

Conference

Hollow Sq.



Conference Center

67 x 30

2010

200

100





50



Salon 1

22 x 30

660

50

30

28

28

28



Salon 2

23 x 30

690

50

30

28

28

28



Salon 3

22 x 30

660

50

30

28

28

28



Boardroom

19 x 28

532







16





Potomac Room

23 x 35

575

40

25

24

24

24



Courtyard



1081













(2) Hospitality Suites

28 X 18

504







10 Each





(4) Conference Suites

24 X 14

336







  6  Each
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Newly Renovated Rooms with the Sheraton Sweet Sleepers











Sheraton Suites Alexandria at 801 N. St. Asaph Street, Alexandria, VA 22314. 


Tel: 703-836-4700.  Fax: 703-548-4514; 
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