MAKING THE CIVIL ENGINEER CAREER PROGRAM WORK FOR YOU!  

A Guidance Booklet for the New Palace Acquire Intern
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Overview of the PALACE Acquire Program

The Air Force realized it needed a method to maintain a body of suitably trained and experienced professionals who would qualify for its highly visible and responsible positions.  The PALACE Acquire (PAQ) Intern Program was created and designed to take recent college graduates and provide them the opportunity to become the future managers and leaders of the Air Force.   

A.  What does PALACE Acquire Mean?

“PALACE” is a prefix title that separates personnel programs from other Air Force programs.  “Acquire” is used with its literal meaning, describing the type of personnel program, i.e. the acquisition of interns. 

B.  Mission

PALACE Acquire seeks to prepare program participants for future administrative and management positions in the Air Force.  Its success is dependent upon several factors:

· The commitment of management to the development of the intern.

· The choice of challenging assignments.

· Exposure to higher-level management personnel.

· The careful planning of program activities.

· The initiative demonstrated by the intern.

C.  Goals

The goal of the PALACE Acquire Program is to develop men and women who can deal effectively and ethically with change, complexity, and problem solving, and provide an environment for growth, both personal and professional.

Formal and informal training provides the intern technical skills and an understanding of the entire Air Force organization.  A training plan guides the intern and on-the-job training (OJT) assignments produce a mix of experiences and skills suited to a target position.  An intern successfully completing the training is placed in a position that best utilizes the skills of the intern and best meets the needs of the Air Force.

D.  PALACE Acquire and Civil Engineers

The Civil Engineer Career Program (CECP) uses the PALACE Acquire Program to place interns within the Air Force Civil Engineer Community.  CECP is a component of the Air Force Civilian Personnel Management Center dedicated to managing the career program for Civil Engineers. 

Civil Engineer personnel construct, maintain, and operate all real property facilities and provide related engineering, environmental, real estate, housing and other support and services on Air Force bases worldwide.  Along with engineering disciplines, careers included within this program are architects, community planners, realty and housing managers, scientists, and fire protection specialists.

E.  Acceptance into the Program

Once you have accepted a position as a Palace Acquire intern, expect a delay in starting work at your first duty station.  Your first duty station is your initial place of employment.  The PALACE Team will need time to process your paperwork.  The PALACE Team will coordinate with the Civilian Personnel Office (CPO) of your first duty station to get you started as soon as possible.

The paperwork takes a minimum of 45 days to process.  Several letters you receive from PALACE Acquire state not to relocate or quit your current job.  This simply means to tell you not to do anything regarding a move until the PALACE Team and your Civilian Personnel Office (CPO) have set a starting date.  If you need to delay your start date beyond 45 days, call the PALACE Team to arrange the start date.

During this delay, the PALACE Team will be setting up the funds necessary to move you to your first duty station.  The PALACE Team will also send you information pertaining to your supervisors at the duty station.  Remember to keep copies of every document you receive for your personal file!

The How To’s of the PAQ Program

A.  Setting Goals for PAQ Experience

Training should be your top priority and concern while in the intern program.  Know what your training plan calls for and be conscious of how your assignments relate to it.

Your promotions and employment are contingent on following and completing your training plan.  Interns should be aware that not following the guidelines of the training plan may result in denied promotions or termination.

B.  Supervisors Role

Your supervisor of record is the person ultimately responsible for you and your training.  Your mentor is assigned to you by the supervisor of record.  Your supervisor can also be your mentor.  Your supervisor or your mentor will help you manage the training plan.  They should also be handling the paperwork associated with your promotions, introducing you around the unit, and coordinating your assignments and rotations.  

The supervisor of record has the following administrative duties that you should be aware of.  The duties are also outlined in AFI 36-602, Civilian Intern Programs.

i.  Coordinate with the Civilian Personnel Office on the intern's arrival date and appoint a sponsor.

ii.  Notify the Civilian Personnel Office if:

· The intern declines an offer.

· The intern fails to report for duty.

· The reporting date changes.

iii.  Provide training according to the training plan and submit a supplemental plan or changes to the initial plan to the Palace Team for approval.

iv.  Develop performance plans, evaluate performance, and send a copy of the annual performance evaluation to the Palace Team.

v.  Evaluate training progress using the DCPDS Report on Individual Personnel (RIP) Training Evaluation (T-EVAL) on a quarterly schedule:

The supervisor of record serves as the rating official during the entire training program.  Exception:  PAQ interns who receive reassignments or promotions to another organization receive a new supervisor of record.

vi.  Provide copies of the T-EVAL to the Palace Team.

vii.  Complete a Career Promotion (CARPRO) RIP following the normal quarterly evaluation and return it to the Civilian Personnel Office with a SF 52 requesting promotion action.

viii.  Serve as mentor or work with assigned mentors.

ix.  Provide each rotational assignment supervisor with the following:

· A general overview of the PAQ program.

· The purpose of the rotational assignment.

· Expectations for the PAQ intern.

· Evaluation responsibilities.

x.  Ensure necessary rotational assignments are satisfactorily completed prior to recommending the intern for promotion.

C.  Interns Roles and Responsibilities

The PAQ intern must complete the following:

· Participate in all training plan activities.

· Prepare and submit a training program evaluation to the PALACE Team at the time a promotion is due, or annually, whichever is sooner.  The evaluation includes:

· Name, grade, series

· Evaluation period

· Statement indicating whether or not the training completed provided the necessary KSAs

· Recommended changes or comments about the training program.

· Work effectively with peers and supervisors

The Heart of the PAQ Program:  The Training Plan

Training is the basis of the PALACE Acquire program.  Interns are given a training plan prior to starting their assignment.  The training plan is a schedule of training activities designed to teach the knowledge, skills, and abilities (KSAs) you should gain while in the intern program.

A.  Modifying the Training Plan

With your supervisor, you can tailor the training plan according to the needs and concerns of the base and your particular career goals.  Some interns find it helpful to retype the training plan and incorporate the training officials’ names and specific details associated with actual tasks to be accomplished.  This approach may be helpful in clearly defining the role of each section and each person in your training area.  If you choose to tailor your plan, forward an informational copy of your tailored training plan to the PALACE Team.

The training plan can be altered by the PALACE Team to reflect problems in receiving training.  For example, Air Force Institute Technology classes are not always available and may have to be deleted from your training plan.

In extenuating circumstances, your supervisor can request the PALACE Team waiver specific elements of your training plan, explaining factors that prompt the request and outlining alternative training.  The PALACE Team will not honor a request that comes from anyone other than your supervisor of record.  The request should be submitted to the PALACE Team for approval or disapproval.

The PALACE TEAM can change the training plan at any time to accommodate a changed emphasis in the Air Force or to enhance intern experiences.  Major changes to training plans are infrequent and are usually made for an entire intern discipline.

B.  Components of Your Training Plan

i.  Orientation

A general orientation session should be given to each new intern by the supervisor of record.  The orientation addresses: the function to which the intern is assigned, the training plan objectives, supervisor expectations, and personal and administrative matters such as:

· Position Description, (PD), AF 1378:
Describes the scope of your duties according to your grade and position

· Civilian Performance and Promotion Appraisal - Performance Plan, AF 860:
Defines critical and non-critical responsibilities in your work center

ii.  Formal Classroom Instruction

The number of classes taken by each intern varies; the average is 2 to 4 classes.  Plan to be on Temporary Duty (TDY) about 1 week a month.  TDY trips vary depending on your personal training program.

Your classes are a mixture of Air Force Institute of Technology (AFIT) courses and non-AFIT or vendor courses.

Refer to Appendix I to see a suggested list of vendor classes PAQ interns have attended in the past.  Each intern should write to the vendors to get on their mailing list if they intend to attend any vendor courses.  Once you find a vendor course you would like to attend, YOU must make the class reservation, see Getting Classes: The DD-1556.

It is also helpful to visit your local colleges or universities and pick up a list of course offerings.  Local courses are usually cheaper, more convenient to attend, and easily approved by the PALACE Team.

iii.  Rotations

Most training plans have specified rotational assignments for the first year of the training plan.  You will gain an understanding of the organizational structure in your squadron and you will develop a working relationship with prominent people in other branches while you are rotating.  The scope of your visit and the amount of responsibility that you take on is coordinated between your supervisor of record and the rotational supervisor.

Notify the rotational supervisor in advance of your visit.  Work with the rotational supervisor before you begin the rotation to develop a specific set of goals and agree on a representative project to be executed.  

Discuss with your supervisor what organizations would be most beneficial for you to visit and how often you should go on the rotations.  You may need to schedule around events in your office, classes, etc.  The length of your visit may vary, but at a minimum, gain an overview of the duties and responsibilities of the rotation work center.

iv.  Special Assignments

It is highly desirable that interns be provided the opportunity to work on administrative or managerial assignments during their internship.  This provides them both the opportunity to apply KSAs gained in the program and to utilize skills brought with them from their academic experiences.  Such assignments provide exposure to mid-level management.

v.  On-the-Job Training (OJT)

Your supervisor should plan on-site work assignments designed to challenge the intern to develop a working knowledge of their duties through hands-on experience.  Some examples include attending administrative meetings in your organization, project management, site visits, etc.

C.  Keeping Track of Your Training 

As you complete an item on your training plan, have your supervisor initial the plan in your official folder as well as in your personal folder.  Keep track of your training by updating your training plan or maintain a log.  A training log could contain your comments on the training event, speaker’s names, and other information you might find helpful for future reference.  Keep an eye on the items in your performance appraisal.  You are rated on this material for promotions.  Keep track of your promotion cycle to ensure timely pay raises.

If you are having problems participating in the activities listed on the training plan, remind your supervisor of your goals.  Many times, the supervisor is unaware of the problem(s) and is in the position to make corrections.  If you are unsuccessful in getting problems resolved through your supervisor, contact your MAJCOM PAQ coordinator or your PALACE Team Coordinator.

Helpful Information

· Create a booklet just for training.  Talk to other interns and see how successful they have been with creating their own documentation.

· DOCUMENT! DOCUMENT! DOCUMENT!  MAKE SURE YOU DOCUMENT YOUR TRAINING!

HOW TO GET CLASSES:  THE DD-1556
The DD-Form 1556 is an important part of getting into a class.  This form requests that the desired training course is authorized, funded, evaluated, and recorded in your personnel file.  The training request should specifically state the training benefit derived from the TDY.

The PALACE Team must have the DD-1556 in advance of your training.  If you would like to attend a vendor course, send the DD-1556, DD-1610, and course description 60 days prior to the course.  The Civilian Personnel Office also requires a copy of the completed DD-1556 to document your training and update your personnel file.  

A.  Completing the DD-1556

The PAQ Program uses the DD-1556-1, or short form, for all training.  You can either type in the information on the 2-page form or on the computer using FormFlow or similar software.  An example of a DD-1556 ready to submit to the CECP Training Coordinator is located in Appendix II.  Complete all areas as shown with your appropriate information.  Additional tips on completing the DD-1556 follow.

· Blocks 20 - 26:  Fill in if you have the information (But sometimes you won’t, as in AFIT courses).

· Block 32:  Your supevisor signs.

· Blocks 35 - 38:  Leave blank.

· Sign where it says “trainee”.

If you are not at your duty station, you can still submit your DD Form 1556 requests for training to the PALACE Team.  Your PALACE Team coordinator or your rotational supervisor can sign the DD-1556.

B.  Reserving AFIT Classes 

AFIT classes are typically reserved by the PALACE Team and are mandatory as outlined in your training plan.  PALACE Acquire is allotted a limited number of slots each year for their PAQ interns.  Those who require AFIT courses to fulfill their training plans will have priority over those who desire to take courses in addition to their plans.  Call the PALACE Team at the beginning of your internship and inform your coordinator of which AFIT courses you need and fill out a DD Form 1556 for each course and send them to the PALACE Team.  The PALACE Team must have these forms on file so that as slots become available, they can put you into a slot. 

Course descriptions and a current schedule of AFIT classes are available from the Department of Engineering Design, 

DSN 785-4552, www.AFIT.edu or ask your local training administration office.  AFIT courses may also be obtained by contacting your MAJCOM training officer.

C.  Reserving Vendor courses

Once the DD-1556 has been approved by the PALACE Team, you make the reservations for the course.  Include copies of any pertinent course descriptions or brochures.  Bring/send a copy of your PALACE approved DD-1556 to the vendor.  The vendor will then send this form to the PALACE Team for course payment.

When choosing a course be sure that the vendor accepts the Government 1556 as pre-payment, if the vendor doesn’t accept the 1556 then the course will not be funded.  Never use your government travel credit card to pay for a course.  Also, make sure that after the completeion of the course you will receive a certificate that includes the name of the course and the number of course hours (PDC, CEU, etc).

D.  Class Cancellations

If you must turn down an AFIT opportunity you are still eligible to attend at a later date; however, rescheduling may be difficult.  You will have to work with your PALACE Team Coordinator to be assigned to another class.  The PALACE Team realizes that situations will come up that prevent you from taking classes as prescribed by the training plan.  If you cannot attend a class send the PALACE Team a written justification as soon as possible so the slot can be filled by another intern.  This justification must be coordinated through your immediate supervisor. 

Vendor classes that have already been approved by the PALACE Team should not be canceled.  Only under extenuating circumstances or course conflicts should a vendor course be canceled. 

As an intern you do have an obligation to meet the conditions of your training plan.  If you are unable to complete your AFIT training classes for reasons beyond your control, you are still eligible for promotion and permanent placement during the course of your internship.  However, you must document the reasons for altering your training plan as discussed previously.

E.  After a Class is Completed

Once you have completed a portion of your training plan, have your supervisor initial the plan in your official folder as well as in your personal folder and update your training plan log.  After you and your supervisor fill out sections E and F (on the back) of the DD Form 1556, send the CPO a copy of the course evaluation sheet and a copy of your course completion certificate to update your personnel file.  Also send the PALACE Team a copy of the course completion certificate.

Remember to update your personal training plan and record your comments from the class.

F.  Training Commitments

Training courses, both AFIT and vendor, that are in excess of 80 hours will carry a 3 to 1 commitment of payback.  For every one day of class you attend, you owe three days of work.  Time commitments do expire concurrently throughout the internship and it is extremely unlikely that a PAQ intern will leave the program with any commitments to the Air Force.  Situations where this is likely to arise are for PAQ funded university courses for advanced degrees.

Traveling for Training Classes

Traveling to training classes can often be an adventure.  The following information has been provided to make your travels as uneventful as possible.

A.  Basics of Temporary Duty Privileges

TDY is the military term used for a business trip.  While TDY to a Department of Defense (DoD) installation, the base billeting office can stamp your orders to allow you access to base privileges, except the commissary.  Billeting refers to the base hotel.  To take advantage of TDY base privileges you will need to show your stamped orders with your government ID card. 

i.  Government Credit Card

You are encouraged to apply for a Government Travel Card if you plan to be TDY more than twice a year. There are benefits of having a Government Travel Card, such as convenience of accounting for government travel and universal acceptance by hotels, vendor, ATMs, restaurants, and car rental agencies.  We highly encourage you to obtain a Government card soon after you arrive at your base.  Check with your supervisor for applications or pick up an application at the base Travel and Accounting office.

Helpful information
· Finance charges for cash withdrawals are reimbursable on the travel voucher.

ii.  Per Diem (Meals & Lodging Money)

Per diem refers to the money allowance for meals and lodging while on TDY.  Per diem will vary for each location, but is typically $26-$38 per day for meals and $40-$100 per day for lodging in the continental U.S.  Per diem is designed to reimburse you for the cost of food and lodging.  On travel days, you will be given ¾ of your per diem rate.

Helpful Information  

· All receipts over $25.00 must be turned in with your travel voucher, except receipts for meals.

· If your travel requires you to stay over the weekend, you still receive per diem for Saturday and Sunday.

B.  Making Reservations

i.  Lodging

AFIT courses.  AFIT will usually make the billeting arrangements while attending AFIT courses.  However, you should always call billeting or contract quarters to confirm the reservation.  Contract quarters are private hotels that have a contract with the government to accommodate government travelers.  Please note that you may lose your reservation if you do not inform the hotel/billeting of late arrivals, usually after 6:00 p.m.  A letter sent by AFIT 2-3 weeks prior to the course will state if you have been billeted on base.  If you have not received a letter from AFIT 2-3 weeks prior to the course, call AFIT.

Vendor courses.  For vendor courses, the PAQ intern must make his/her own hotel reservations and stay within the government hotel allowance or personally pay the difference.  Check with your secretary or call Travel and Accounting for the rate at your temporary duty location.  A tax-exempt form is located in Appendix III and is accepted by most hotels and will exempt you from paying room tax.  There is no need to submit a tax-exempt form unless you exceed the government hotel allowance.

Helpful Information  

· The Government Travel Card comes in handy for securing room reservations.

· Business calls from the hotel are reimbursable if authorized in orders and should be claimed on your travel voucher.

ii.  Airlines

The PAQ intern is responsible for making flight reservations.  The base travel office will assist you with your reservations.  The travel office is under contract with the government to always give the cheapest rate to the government.

Helpful Information

· If your TDY requires that you work until after duty hours on Friday, you are entitled to stay over Friday night and leave on Saturday.  Travel during duty hours if possible.  You are entitled to a travel day before and after your TDY.

· If you have two back-to-back TDYs you may be entitled to stay the weekend at your first TDY location, or fly to the second TDY location and then stay the weekend.

iii.  Car Rentals

For most courses, PAQ interns will not be authorized the use of a rental vehicle.  The expense of travel to and from airports, such as taxis and shuttles, to the duty location is reimbursable.  If your hotel is at a different location than your duty location then you can claim up to two trips a day so long as the cost does not exceed the expense of renting a car.  If it is cheaper for the government to rent a car, seek authorization from the PALACE Team.  

C.  Cancelling a TDY

In the event you cannot attend a course offering, you should make every attempt to notify the vendor, AFIT, the PALACE TEAM, and your supervisor of your cancellation.  

Unused airline tickets can be returned and refunded by the government travel office.  

Cancellations should only occur if you have a personal emergency or if the course is canceled.

D.  Frequent Flyer Programs

Personnel participating in frequent flyer programs sponsored by the commercial airlines should be aware of rules governing their participation in such programs.  The rules established by the Comptroller General of the United States are applicable to all Air Force members and employees enrolled in frequent-flyer programs and who accumulate “bonus” mileage credits and other benefits while performing official travel on government business.  All personnel should be aware of and must comply with the following rules.

· Any gift, gratuity, or other benefit received from any private source incidental to official travel must be turned in to the government (the fact that the mileage credits may be non-transferable or unusable by the government is irrelevant).

· Air Force personnel can participate in frequent flyer programs while on official travel.

· Frequent flyer mileage earned on official travel may be used to upgrade to a higher seating class while on official travel.  However, mileage may NEVER be used to upgrade to FIRST CLASS seating.

· Free food, drink, or access to “VIP” lounges may be accepted, as long as frequent flyer mileage is not “cashed in” to obtain these services.

· If voluntarily “bumped” off a flight the member may keep compensatory money or tickets offered.  However the individual must pay any additional expenses or take regular leave if they cannot report at the appointed time to the place of duty.  Voluntary bumping can never be allowed to interfere with the TDY mission.

· If involuntarily “bumped off” a flight the member must turn in any compensatory money or tickets received to the government.  The government will pay any additional per diem associated with the involuntary delay.

· Any lodging certificate received from any hotel or motel that overbooks must the turned in to the government.

E.  Travel Overseas

If the opportunity presents itself for overseas travel consult with the PALACE TEAM.  Arrangements for a government passport and visa can be made with your civilian personnel office.  Getting a passport normally takes a few months so plan ahead. 

F.  Filing a Travel Voucher

Several forms can be used to obtain your TDY reimbursement:

· DD Form 1351, “Travel Voucher,” is used to request advance travel and per diem or adjustments to a previously paid voucher.

· DD Form 1351-2, “Travel Voucher or Subvoucher,” is used to claim travel allowance after completing travel, and is the most often used. 

· DD Form 1351-2C, “Travel Voucher or Subvoucher,” is a continuation sheet for the DD Form 1351-2.

· SF 1164, “Claim For Reimbursement For Expenditures On Official Business,” is used to claim reimbursement for expenses that are approved after travel.

All reimbursable expenses must be itemized, claimed and turned into the Travel and Accounting office with receipts and your orders (typically three copies are needed).  Your claim must be made within five (5) working day of your return.  For expenses under twenty-five dollars ($25) and for meals you will not need a receipt.  If you have questions about what expenses are reimbursable ask your supervisor or call the Travel and Accounting office at your base.

Helpful Information

· It is easier to fill out a DD Form 1351-2 using the FormFlow or similar software on a PC rather than a paper form.  A blank copy of a 1351-2 is located in Appendix IV.

· Transportation as required as part of travel to and from your duty location is reimbursable at government rate.

· Tolls on roads, bridges, or tunnels and airport parking are all reimbursable expenses.

· Tips to Pullman porters, customary tips for baggage handling, except hotels, and tips to cab drivers are reimbursable but cannot exceed 15 percent of the fare.

· The cost for purchasing Travelers Checks is reimbursable but cannot exceed the amount administratively estimated for the ordered travel.

Performance Appraisals And Promotions

A.  Probationary or Trial Period

The first year of employment is a probationary or trial period for all employees.  An intern’s performance and conduct are usually apparent in the first year.  Poor job performance, poor progress according to the training plan, or conduct and discipline problems are reasons for termination of the internship.  Interns are in training to be future managers and any who lack potential for positions of responsibility and leadership can be terminated.

B.  Appraisal System Objectives

Promotions are based on job performance and are not automatic.  Your performance and progress in the PALACE Acquire program must be documented. The PAQ intern appraisal system has the following objectives:

· Determine the degree to which Knowledge, Skills, and Abilities (KSAs) have been acquired in preparation for further development and eventual performance in the target position.

· Determine whether the intern’s target assignment is appropriate.

· Assess the intern’s written and oral skills.

· Identify developmental needs of the intern.

· Determine whether the intern’s performance is sufficient to merit continuance in the program or whether termination is necessary.

C.  Starting the Promotion Process

The promotion process is the responsibility of your supervisor of record.  The civilian personnel office is instructed by AFI 36-602 to contact your supervisor of record to initiate your performance review.  The CPO forwards a promotion position description and CARPRO RIP to your supervisor.  Your supervisor of record is responsible for ensuring that your performance plan, performance appraisal, and promotions are completed in timely manner.   

Helpful Information
· Four months before the time you are eligible for promotion, remind your supervisor about this action.

· Make sure your supervisor of record completes and forwards to CPO your promotion paperwork one month before you are eligible for your promotion.  This should include signed copies of the training plan.  You may not be promoted if you have not met the Knowledge identified.

· KNOW WHEN YOU ARE ELIGIBLE FOR A PROMOTION AND PLAN AHEAD.

D.  Position Descriptions (PD’s)

The position description, AF Form 1378, outlines your duties and responsibilities for your functional series.  Your PD outlines general training responsibilities and is written by the PALACE Team.  The civilian personnel office keeps your PDs in your personnel file; however, you should make copies and keep them in your personal training book.

E.  Performance Plan

The performance plan, AF Form 860, details critical and noncritical elements by which your performance will be rated and appraised.  It is the responsibility of your supervisor of record to write or ensure that a performance plan is written for each target grade.  Make sure your supervisor of record has written a performance plan for you and keep a copy of it in your training book.  Performance plans should be written six months before your next promotion.  For interns eligible for GS-5 to 7 promotions in six months, make sure a performance plan is written when you enter your job. 

F.  Performance Appraisal

The performance appraisal, AF Form 860A documents how successful you were in accomplishing the elements detailed in the performance plan.  The performance appraisal is a critical element in the promotion process.  Ratings of fully successful or higher will allow promotion to the next higher grade.  If ratings are less than fully successful the supervisor of record can take actions to terminate the intern.  Make sure your supervisor of record completes your performance appraisal one month before the promotion period.  Late submittals to CPO will only delay your promotion.

G.  The SF 52

Your supervisor of record initiates an SF 52, Request For Personnel Action, for your promotion.  The SF 52 is the essential form which will initiate your promotion.  Make sure your supervisor of record completes the SF 52 and forwards to the civilian personnel office.  The PALACE Team will be sent a coordinated copy of your personnel actions.

Separating From Government Service

Leaving government service within the first year carries an obligation to pay back the expense of moving and any training commitments.  After one year in the PALACE Acquire program the intern is no longer obligated to payback moving expenses.  If you leave the PALACE Acquire program but remain employed by the government, you are not obligated to payback moving expenses, only your training commitments.

After The Internship

A.  Permanent Placement

PALACE Acquire interns are placed in permanent locally funded positions either by reassignment or promotion when they have satisfactorily completed training.  Permanent placement is usually at the GS-09 or GS-11 pay grade.  Your local organization has first responsibility to find you a job.  This responsibility then proceeds to the MAJCOM and finally the PALACE Team.  

A letter is sent six months prior to completion of the program to the supervisor, with a 30-day suspense.  This letter will ask the “intentions’ of the supervisor pertaining to permanent placement.  If the intern would like to find permanent placement overseas this would require involvement from the PALACE Team and further instructions can be given at that time.

Prior to placement you have the option to actively seek placement with other organizations.  This would be encouraged to ensure that final placement is acceptable.  Once the PALACE Team becomes involved in permanent placement, the intern may not have as many choices for placement.  

After the final offer is given from the PALACE Team, the intern is given 15 days to respond.  If the intern declines this final offer of placement, separation from service will occur.  Mobility is a key to your future.

B.  Permanent Change of Station (PCS)

The processes involved in a PCS are outlined in JTR Vol 2. 

1. A house-hunting trip may be authorized.

2. 60 days of (subsistence) may be authorized at the new duty location.  The house-hunting trip counts against these 60 days.  Dependents are included in the funding of this move.

3. The home financing at the old duty station is not authorized until you are in a career-covered position.

Long Term Career Goals 

A.  Education

Post-graduate education is very important for some higher positions.  Taking Professional Military Education (PME) courses (such as Squadron Officer School and Air Command and Staff College), gaining appropriate professional licenses or registrations (such as Professional Engineer or Registered Architect), and earning a master’s degree enhances your career growth potential.  See Appendix V for an example of the Master Development Program MDP for your discipline.

· Squadron Officers School (SOS) is a 5 week military officers’ course at Maxwell AFB, AL that is available to civilians at the GS-9 level and above with at least three years of continuous service.  SOS is also offered through coorespondence, for more information see the SOS website at http://sos.maxwell.af.mil/.

· Master’s degree options are available, but competitive.  Graduate degrees can be completed at AFIT programs offered by accredited civilian institutions.  Graduate degree’s can also be obtained from local universities, contact the PAQ Team for more information.

· Overseas work opportunities are available as a GS-11; you can apply at the Central Skills Bank at your local CPO.  As a GS-12, you can apply to the CECP overseas placement program.

B.  Mobility

The Air Force views mobility as a developmental tool for its leaders that enhances mission effectiveness.  Because it is a tribute to a person’s skill, capability, and potential, there is a correlation between one’s mobility and one’s career advancement.

Conclusion

Hopefully this guide has assisted in beginning and completing your PALACE Acquire program.  

In Appendix VI you will find a list of the current PAQ interns and a list of current PALACE Acquire Team members.  Please do not hesitate to call them with questions of for advice. 

APPENDICES

Appendix I:  List of Vendors

Community Planning Interns

 University of Alabama-Huntsville

Environmental Studies Division of Continuing Education

Huntsville AL  35899-0650

205-895-6272 or 1-800-448-4036

http://www.uah.edu/
American Planning Association

Chicago IL  60637

312-955-9100

http://www.planning.org/conferences/overview.htm
Lincoln Institute of Land Policy

Cambridge MA  02138-3400

1-800-LAND-USE

http://www.lincolninst.edu/education/courses.asp
University of Texas at Austin

Austin TX  78712

512-471-3506/3981

http://www.utexas.edu/cee/
George Washington University

Continuing Engineering Education Program

Washington D.C.  20052

1-800-424-9773

http://www.gw-solutions.com/catalog/Heading.asp
Conferences and Training

The National Arbor Day Foundation

Lincoln NE  68501-1415

402-474-5655

http://www.arborday.org/shopping/conferences/Conferences.cfm
Electrical Engineering

Hughes Institute for Continuing Education

Mesa, AZ  85275-0430

602-924-1758

Architecture
CAD Institute, Inc.

Phoenix AZ  85040

606-437-0405

1-800-658-5744

DCCADD

San Antonio, TX 78216

1-800-454-5499

http://www.dccadd.com/training.htm
Environmental Engineering

University of Florida 

TREEO Center

Gainesville FL 32608-3848

904-392-9570

http://www.doce-conferences.ufl.edu/
GAIA Corporation

Silver Spring MD 20910-3803

301-608-9469

Executive Enterprises

New York NY  10010-6990

1-800-831-8333

http://www.eeiconferences.com/contedu.htm#CLE
Hazardous Materials Advisory Council

Washington DC  20005

202-289-4550

http://www.hmac-inc.org/
Cross-disciplinary Courses

NFPA Seminar Registrar

Quincy MA  02169-9101

1-800-344-3555 

http://www.nfpa.org/ProfessionalDev/NFPASeminars/FireCodeSeminars.asp
GE Lighting Institute

Cleveland OH  44112-6300

1-800-255-1200

http://www.gelighting.com/na/institute/conferences.html
R.S. Means Company, Inc.

Kingston MA  02364-0800

1-800-448-8182 (x701)

http://www.rsmeans.com/seminars/index.asp
University of Wisconsin-Madison

Department of Engineering

Professional Development

Madison, Wisconsin 53791-8898

http://epdwww.engr.wisc.edu/courses/index.lasso
Government Contracts Program

National Law Center

Washington DC  20037-3202

202-223-2770

TTC Seminars

Dept BVP

Torrance CA  90510-3608

310-534-2560

American Society of Civil Engineers

New York NY  10017

212-705-7959 or 1-800-548-2723

http://www.asce.org/conted/seminars/
Georgia Tech 

Continuing Education

Atlanta GA  30377

404-894-2400

http://www.pe.gatech.edu/conted/servlet/CEHome
Government Institutes, Inc.

Rockville MD  20850

301-921-2345

http://www.govinst.com/
Northwestern University-

Traffic Institute

Evanston IL  60204

708-491-5270 or 1-800-323-4011

http://server.traffic.northwestern.edu/
University Outreach Center for Transportation Education and Development

University of Wisconsin-Milwaukee

Milwaukee, WI  53201

414-229-4891

http://cfprod.imt.uwm.edu/sce/dci.cfm?id=8
The University of Toledo-SeaGate Toledo OH  43604-1005

419-321-5139

http://www.learningjourney.cc/

Appendix II:  Example of DD-1556

[image: image1.jpg]REQUEST, AUTHORIZATION, AGREEMENT, CERTIFICATION OF TRAINING AND REIMBURSEMENT (Abbreviated)

A. AGENCY CODE AND SUBELEMENT, AND B. STANDARD DOCUMENT NUMBER | €. REQUEST STATUS OR PROCESS CODE (X ane/ | D. AMENDMENT NO.
SUBMITTING OFFICE NUMBER (xx-xx-xxXx} (Org identifier/ FY, Doc./ type code/ Serial number}

(1} Initial {2} Resubmission

{3} Correction (4) Cancellation

SECTION A - TRAINEE / APPLICANT INFORMATION
1. NAME (Last, First, Middle Initial) 2 1505 LETTERS OF LASTNAME | 3. SOCIAL SECURITY NUMBER | 4. ED. LEVEL |5. CONTINUOUS FEDERAL SVC.

Doe, John Doe 123-45-6789 13 | = »‘b Monghe

6. HOME ADDRESS (Street. City, State and ZIP Code/ foptional/ | 7. TELEPHONE NUMBERS (inciude area code)| 8. POSITION TITLE
123 Beautiful Street Electrical E.LT.
Doetown, TX 12345 sqfloe (012) 3456789

’

| 5. POSITION LEVEL (X one) | 10. PAY PLAN/SERIES/GRADE/STEP
{Rank/ MOS/AFSC/or Navy Designator}

b. Office
11. ORGANIZATION NAME {1} Commercial (012) 345-6789 a. Executive

999 CES/CEC 2/ DSN 111-6789 b Mamager GS-07

14. TYPE OF 15. NO. PRIOR NON-GOVERN-
APPOI@(!\‘QENT MENT TRAINING DAYS

12. ORGANIZATION MAILING ADDRESS (include ZiP Cade 13. ORGANIZATION UIC Supervisory
123 Air Force Lane 16. ARE YOU HANDICAPPED
Aim High AFB, 98765 OR DISABLED? (X one/

d. Non-Supervisary

M | no [ X e oter specinyy  Palace Acquire Intern
SECTION B - TRAINING COURSE DATA

17. course Trie  National Fire Alarm Code (NFPA 72)

18. TRAINING OBJECTIVES (Benefits to be derived by the Government) C 19. RECOMMENDED TRAINING SQURCE, SCHOOL OR FACILITY
i ic i he National Fire Alarm e and it i : e
To gain a basic understanding of the al Fire od s basic + ame National Technology Transfer Ine

applications to the installation and design of Fire Alarm systems.
b. Malllr\g address {include ZIP Code} 9
National Technology Transfer Inc

Department 1096
Denver, CO 80256

20 COURSE CODES ¢. Location of training site (/f other than 19b)

: Billy-Bob, AK
Purpose f. Security Clearance k. Training Program

. Type g. Allocation Status 1. Reason for Selection 2. 21. COURSE HOURS (4 digits) | 22. COURSE IDENTIFIERS
Souice h. Priority 23. TRAINING PERIOD (YYYYMMDD/ I a. Duty 40 5 SAID

Special interest i. Training Level a Start 20040102 b. Non-duty b. Catalog/Course | NFPA 72
Training i- Method of Training b. Complete 20040108 c. TOTAL 40 c. Offering/TLN i

SECTION C - COST INFORMATION (Costs incurred and billed are not to exceed amount in item 30.)
2. IF TRAINING DOES NOT INVOLVE EXPEDITURE OF FUNDS OTHER THAN SALARY, PAY OR COMPENSATION, skip the remainder of questions in Section C and X this hox  emsefh]

25. DIRECT COSTS 26. INDIRECT COSTS (For information only) | 27. ACCOUNTING CLASSIFICATION
a. Tuition cost 1,250.00 |a. Travel cost 1,500.00

b. Books, materiai, other costs b. Per diem/other costs 650.00

<. Total direct costs 1,250.00 | c. Total indirect costs 2,150.00

29. SIGNATURE OF FISCAL OFFICER (Follow focal d 30. TOTAL OF DIRECT &
d. Funding source 28. LABOR COSTS L OFFICER (Follow Jocal procedure) TOTAL OF DIRECT

31. JOB ORDER NO. $3,400.00

SECTION D - APPROVAL / CONCURRENCE / CERTIFICATION

O oy ranigis Jobiteletaaiand.nomINEE: mesls prelesuses 33. TRAINING OFFICER: | certify this training meets regulatory requirements.

a. Typed Name (Last, First, Middle initial) b. Phone number finchide area code) a. Typed Name (Last. First, Middle Initial) b. Phone number (/nclude area code)

Supervisor, Mike (123) 456-7890 Carter, Steve (210) 565-2666

<. Signature & Title d. Date c. Signature & Title d. Date
{(YYYYMMOD) (YYYYMMDD)

34. AUTHORIZING OFFICIAL . COURSE ACCEPTANCE (To be completed by school officiel]

d. Date

PV —— g —— (21 Disapproved e c. School Official Signature o

b. Typed Name (Last, First, Middle initial) ¢. Phone number finclude area code) b. Not Accepted

O'Brien, Christine (210) 565-2666

d. Signature & Title e. Date . If course was not completed, X this bax, b. Actual Complstion
(YYYYMMOD) feave this section blank, and return this Date (YYYYMMOD)
form with an explanation memo.

. Signature & Title e. Date
37. BILLING INSTRUCTIONS fidentify discount terms % doys.) (YYYYMMDD)

Furnish original invoice and 3 copies to:

SEND BILLING INVOICE AND A COPY OF THE DD-FORM

1556 TO: . CERTIFYING GOVERNMENT OFFICIAL

. COURSE COMPLETION (7o be completed by school officiall

. | certify that this account is correct and

CHRISTINE O'BRIEN proper for payment in the amount of:

HQ AFPC/DPKCE b. Signature c. Date Signed
555 E. STREET WEST, SUITE 1 (YYYYMMDD)
RANDOLPH AFB, TX 78150-4530
PHONE: (210) 565-2666 . DSSN Number & Check Number t. Voucher Number

TRAINING FACILITY: Invoice should be sent to office indicated 10 tem 37. Please refer to standard document number given in item B at top of page to assure prompt payment.

o PREVIOUS EDITION {S OBSOLETE. DoD e: tion to SF 182
DD FORM 1556-1, AUG 2002 appmvxecde VIO(QSA/IRMS 11-86.





Appendix III:  Example Tax Exempt Form

12 July 2003


MEMORANDUM FOR WESTIN HOTEL
FROM:
Headquarters Air Combat Command



Deputy Chief of Staff, Civil Engineer



129 Andrews Street, Suite 102



Langley AFB VA  23665-2769
SUBJECT:
 Tax Exemption Certificate on Occupancy of Hotel Rooms

This is to certify that I, the undersigned, am a representative of the United States Air Force; that the charges for the occupancy at the above establishment on the dates 12-18 July 2003 will be paid for by such governmental unit; and that such charges are incurred in the performance of my official duties as a representative and employee of such governmental unit. 








Your Name Here







Electrical Engineer







Civil Engineer Division
Appendix IV:  DD-1351-2 (Blank)
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Appendix V:  Master Development Plan

To Be Provided by CECP per discipline

Appendix VI:  Current List of PAQ Interns

	NAME
	SERIES
	DSN
	E-MAIL

	Blaser, Bonnie
	Architect
	333-8451
	bonnie.blaser@usafa.af.mil

	Snyder, Emily
	Architect
	625-35434
	emily.snyder@dobbins.af.mil

	Sturdevant, Gregory
	Architect
	362-4602
	gregory.sturdevant@grandforks.af.mil

	Warnke, Charlton
	Architect
	460-5871
	charlton.warnke@moody.af.mil

	Wherry, Mark
	Architect
	N/A
	mark.wherry@andrews.af.mil

	Williams, Priscilla
	Architect
	424-1883
	priscilla.williams@pope.af.mil

	
	
	
	

	Colby, Alex
	Community Planner
	675-1385
	alex.colby@ellsworth.af.mil

	Vanderbilt, Brian
	Community Planner
	657-4537
	brian.vanderbilt@fairchild.af.mil

	
	
	
	

	Bridges, Amanda
	Civil Engineer
	560-7122
	amanda.bridges@schriever.af.mil

	Hinrichsen, Michael
	Civil Engineer
	896-4715
	michael.hinrichsen@luke.af.mil

	Jones, David
	Civil Engineer
	523-8997
	david.jones@tyndall.af.mil

	
	
	
	

	Berg, Ulrike
	Electrical Engineer
	560-3944
	ulrike.berg@schriever.af.mil

	Blazi, Jeffrey
	Electrical Engineer
	728-2793
	jeffrey.blazi@mountainhome.af.mil

	Blubaugh, Jason
	Electrical Engineer
	632-6210
	jason.blubaugh@malmstrom.af.mil

	Leovich, Mary
	Electrical Engineer
	682-4833
	mary.leovich@nellis.af.mil

	McIntire, Mason
	Electrical Engineer
	681-2018
	mason.mcintire@cannon.af.mil

	Richardson, Michael
	Electrical Engineer
	574-1148
	michael.richardson@langley.af.mil

	Tran, Lang
	Electrical Engineer
	317-377-1580
	lang.tran@eielson.af.mil

	Zech, David
	Electrical Engineer
	315-449-7534
	david.zech@hickam.af.mil

	
	
	
	

	Klein, Angela
	Environmental Engineer
	785-1981
	angela.klein@wpafb.af.mil

	Parker, Lauren
	Environmental Engineer
	837-5109
	lauren.parker-02@travis.afmil

	
	
	
	

	Day, Stephen
	Mechanical Engineer
	732-4915
	stephen.day@laughlin.af.mil

	Kruzel, Christopher
	Mechanical Engineer
	986-3437
	christopher.kruzel@wpafb.af.mil

	Ludwig, Joshua
	Mechanical Engineer
	477-5953
	joshua.ludwig@goodfellow.af.mil

	Mata, Richard
	Mechanical Engineer
	477-3447
	richard.mata2@goodfellow.af.mil

	
	
	
	

	Behr, Beth
	Physicial Scientist
	965-9988
	beth.behr@shaw.af.mil

	
	
	
	

	Trail, Jennifer
	Realty Specialist
	N/A
	jennifer.trail@pope.af.mil

	Bohanon, Brandi
	Realty Specialist
	834-5334
	brandi.bohanon@peterson.af.mil
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