Frequently Asked Questions for Issues Related to       IMA Interns
Who is my IMA MACOM Intern Program Manager?  Ms. Julie Floyd (703) 602-0597 or DSN 332-0597 is currently the Acting Manager. Her email address is: Julie.Floyd@hqda.army.mil FAX Number is 703-602-2762.

Who is my Career Program Manager?  (IMA Link)
Who do I contact for assistance concerning my career development?  Interns should seek guidance from their first-line supervisor prior to coming to the Headquarters.

Who prepares my Individual Development Plan (IDP)?  The intern will sit down with his/her supervisor within 30 days of entry on duty to prepare a written IDP.
How do I submit my training and/or travel requests?  All training and travel requests will be submitted through the Resource Allocation Selection System located at http://cpol.army.mil/library/train/rass/, unless instructed otherwise.

What is the RASS website?   https://acpwap.army.mil/rass/
What happens to my request once I have submitted in RASS?  Your supervisor will receive notification.  He/she will approve/disapprove.  If approved, a notification will be sent to the IMA Intern Program Manager (IPM)who will approve/disapprove.  If disapprove by the supervisor, the intern will receive notification via email.

What happens once the Supervisor approves request?  The IMA IPM receives notification via email.  She then will approve/disapprove request.  If approved the request is sent automatically to HQDA, G-1 for approval/disapproval.  If disapproved, the intern will receive notification via email with a justification.  

What happens to my request once HQDA, G-1 receives it?  The request is approved or disapproved with notification returned to the intern.

When RASS is down, how do I submit my training/travel requests?  http://cpol.army.mil/library/train/rass/howto-manual-pcs.html
What fund cite will I use when RASS is down?  The FY05 fund-cite is to be used only when RASS system is down.  There is guidance below the fund cite on how to create (14 Digit Document numbers) to be included in fund cite: 
2152020 5 22-2010 334751.10000 (14-digit document number) L62A TACV EORs with amounts for each S23185 
FAX ACTEDS Intern training and travel documents to FAX Number (703)

602-2762, ATTN: Ms. Julie Floyd, Intern Program Manager.  Ms. Floyd will forward to HQDA, G-1 who will certify the fund cite for each Intern document.    G-1 will certify travel order or training document and fax back to you.

For SF 1164, state on form the title of training and timeframe of training that you attended.  If DD Form 1556 was approved, state if a DD Form 1556 was or was not received and if there is a cost for tuition for training.

Below is guidance to create the 14-digit document number for training documents and travel documents and statement that must be typed on DD 1610, Block 16.

The element of resource (EOR) for travel orders, EORs are 21T2 for Per Diem and 21T1 for airfare.  The EOR for Tuition is 252C and books is 26EB.

For Travel Order, DD Form 1610:  Travelers complete DD Form 1610.  Please

ensure Blocks 17 and 18 are signed. Intern’s supervisor goes in block 17 and Ms. Julie Floyd’s name in block 18.  In Block 20, type name of ACTEDS

Budget Analyst  (Mrs. Kim Shrader) ACTEDS Budget Analyst will certify fund cite in block 19 and fax documents back to intern. 

If I am locked out of RASS, who can I call for assistance?  Technical problems (unable to login, locked out, system not available):  Contact the HQDA CHRS (Civilian Human Resources Systems) Help Desk at 1-888-253-1836. 

Are rental cars authorized?  See AR 690-950, chapter 3, paragraph 15.  ACTEDS funding will not be used for rental cars and local transportation in and around the training site.  However, use of local or command mission funds may be authorized.

If I made a mistake on my 1610/1556 or realized I need to change dates once I have submitted my request, can I make the changes in pen and ink and send to the IMA IPM?  No.  You must cancel the original request and resubmit via RASS.  If the supervisor has approved and forwarded to the IPM, please email the IPM at Julie.Floyd@hqda.army.mil and copy furnish your supervisor, requesting her to cancel the request.

What if I need to change the dates of my travel and/or miscalculated my tuition cost and HQDA, G-1 has already approved the request.  You must submit a manual request with corrections via fax to the IMA IPM at (703) 602-2762 or DSN 332-2762.

Does ACTEDS fund degrees for interns?  NO.  ACTEDS funding is not design to assist interns in obtaining degrees.  However, Civilian Academy Degree Training (CADT) will assist interns after completion of their internship.  For additional information visit: http://cpol.army.mil/library/train/tld_102601.html.

Can I submit multiple training courses on one DD Form 1610?  YES. You are allowed to put multiply TDY locations on one 1610 if the training is consecutive.  However, you must prepare a 1556 for each class 

Where can I find answers to per diem, travel and transportation allowance questions?  http://www.dtic.mil/perdiem/
 What if the Agency I am training with requires payment upfront, can I pay with my own credit card and seek payment from ACTEDS when I return.  NO.  Under no circumstances should an intern pay for training with his/her own personal credit card.

What happens when I do not have time to wait for training/travel approval from the IPM or G-1?  May I proceed and submit my request upon my return?  Under no circumstances should an intern proceed to training or travel without prior approval from HQDA, G-1 and the IPM.

Are there any regulations for interns?  Each intern is governed by their Master Intern Training Plan located at http://cpol.army.mil/library/train/acteds/, along with AR 690-650, chapter 3, Career Management.  The IMA IPM will submit an IMA Pamphlet in the summer of 2005.  This pamphlet will provide additional guidance to intern related issues.
What will happen when I complete my internship?  IMA will attempt to place the intern locally.  However, if the intern cannot be placed locally, IMA will seek placement within the regions.  If placement is not in the available within the Region, IMA will forward notification to HQDA, G-1 who will seek placement Armywide.  

What happens if I do not except the permanent position that is offered.   Failure of the intern to accept the directed reassignment may result in separation from.   See AR 690-950, chapter 3, paragraph 25.

Where can I find intern positions within Army?  https://ncweb.ria.army.mil./dainterns/default.htm
Where can I find information pertaining to IMA? 

 www.ima.army.mil/demo/sites/directorates/wfdintern.asp
