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��INTRODUCTION





PURPOSE OF HANDBOOK



This handbook is a guide for participants under the PALACE Acquire (PAQ) Scientist and Engineer (S&E) Intern Program.  It provides procedural assistance and outlines responsibilities for trainees and supervisors during the two and three year internships.  The governing regulation for this program is AFI 36-602, “Civilian Intern Programs.”



AIR FORCE MISSION



The mission of the United States Air Force is to prepare our forces to fight to preserve the security and freedom of the American people.  The goal is peace, but to reach that goal the Air Force must show the strength and the will to keep other nations from threatening our security.  The Air Force mission requires disciplined, dedicated people who live and work by the highest personal and professional standards.   The Air Force is composed of both military and civilian personnel.  Approximately 163,000 people, or one-third of the total Air Force population, are civilian employees.  Roughly 10,000 of the civilian employees are scientists and engineers.  It is this unique combination of military and civilian skills, background and abilities that enable the Air Force to perform its mission.



PAQ S&E INTERN PROGRAM 



The PAQ S&E  Intern Program is a civilian  employment program funded by Headquarters Air Force.  It is administered by the Air Force Personnel Center (AFPC), located at Randolph Air Force Base, Texas.  The Intern Program was established to hire entry level scientist and engineers. Interns are part of  a  career program dedicated to U.S. Air Force civilian scientist and engineering community.  This dedicated career program is called the Scientist and Engineer Career Program (SECP).  The PAQ program managers or administrators who work for the SECP may be reached at AFPC/DPKCW, 555 E Street West Suite 1, Randolph AFB, TX 78150.  Phone numbers DSN 665-2252 or (210) 565-2252; Fax # (210) 565-3330, and email address at secp@randolph.af.mil. 



SECP recruits top quality technical talent and develops them, through a combination of graduate level education and on-the-job work experience, into some of the best journeyman level scientists and engineers in the Air Force.



As an Air Force employee, you are required to comply with prescribed standards of conduct in all official matters.  You are expected to maintain high standards of honesty and integrity.  You may not engage in a private business that would result in a conflict of interest, or even the appearance of a conflict, between that private business and the United States, the Air Force, or your job.  Your actions will reflect directly on the image of the Air Force and the PAQ program.  



Upon meeting admission requirements for the S&E PAQ program, interns (depending upon experience and  education) are placed in either a two or three year PAQ internship/training program.  Engineering applicants with a completed MS, or a BS and 1 year of professional engineering experience may be hired at the General Schedule (GS)-09 level, and placed in a two-year internship/training program at the discretion of the selecting supervisor.  Two-year interns are full time employees for two years of on-the-job training. Three-year interns (engineering applicants with a completed BS degree) enter the trainee program at the GS-07 level, work full-time during the first and third year of their duty term, and attend graduate school as full-time students during the second year of duty.  Off-duty employment, by which you will receive payment for services rendered is not authorized while in graduate school.  PAQ intern participants will attend all scheduled classes regardless of university policy, unless excused by their supervisor.  Any planned or unplanned absence from class must BE REQUESTED AS “LEAVE” and have approval authorization from your supervisor.  Failure to attend classes or to comply with leave accountability procedures may result in disciplinary action and/or termination from the program.



CIVILIAN EMPLOYMENT



Participants enter the program as civilian employees of the Air Force and are subject to all the rules and regulations of civil service employment.



TYPES OF POSITIONS



Intern positions are established in the Scientist and Engineering career fields and are filled at the GS-07 and/or GS-09 level normally with a target grade of GS-12.  Upon completion of the formalized training program, interns are placed in permanent, locally-funded target grade positions.  The major command (MAJCOM) in which the intern received training normally initiates action prior to the intern’s completion date to place the intern in a permanent, locally funded position at the time the intern completes the training program. Engineering applicants with a completed MS, or a BS and 1 year of professional engineering experience may be hired at the GS-09 level at the discretion of the selecting supervisor.



TYPES OF APPOINTMENTS 



The two categories of appointments that PAQ interns may be appointed under are excepted and competitive service.   These appointments are described below:

(1) Excepted Service:

	(a) Criminal Investigator positions under 5 CFR (Code of Federal Regulations), Section 213.3109(f)(1) (Schedule A).  Appointees may be promoted to their target grades without further competition. 

	(b) Intelligence Specialist positions under Title 10 U.S.C., Section 1590.   Appointees may be promoted to their target grades without further competition.

	( c ) Persons with severe disabilities under 5 CFR, Section 213.3102 (u) (Schedule A).  Appointees may be noncompetitively converted to competitive status after two years of successful performance under Executive Order 12125, and promoted to the target grade without further competition.

	(d)  Federal Career Intern Program (FCIP) positions under 5 CFR 213.3202 (o).  Appointees may be noncompetitively converted to competitive status after 2 years of successful performance under Executive Order 13162 and promoted to the target grade without further competition.



(2) Competitive Service:  Appointments to the competitive service are made under OPM-delegated hiring authority, Outstanding Scholar; conversion of current Air Force Student Career Experience Program (SCEP) employees, or from appropriate OPM registers.  Appointees from these sources have competitive status and may be promoted to their target grades without further competition.



All appointments under the S&E PAQ program are in the excepted service under Federal Career Intern Program (FCIP).  



EFFECTIVE DATE OF EMPLOYMENT



Under the PAQ program, the EFFECTIVE DATE of employment will normally be the first day of work at your assigned Air Force base.



PRE-EMPLOYMENT FORMS



The Civilian Personnel Flight (CPF) that services your home base is responsible for processing you in as a civilian employee and will normally maintain your personnel records.  A representative from the CPF will contact you regarding the completion of a variety of pre-employment forms prior to the effective date of employment.  This is called in-processing.  In order for you to officially become a civilian employee you will have to take the Oath of Office.  The Oath is normally administered on the effective date of employment.  



NOTE:  The Point of Contact Worksheet (Atch 1) shall be  submitted to the SECP PAQ Administrator at AFPC/DPKCW once you have in-processed at your home 

base.



TRIAL PERIOD



As a permanent employee you will be hired under the Federal Career Intern Program (FCIP).  This excepted appointment establishes a 2-year trial period by which you must prove    an   interest  in  a  career in the  Federal   Service  by satisfactory performance.  In short, we're looking at you and you’re looking at us.  During this period, your conduct and performance will be closely observed by your supervisor.  Upon completion of a satisfactory trial period, you will obtain Career or Career-Conditional tenure status.  You and your supervisor are responsible for notifying your local personnel office when your trail period has ended and your tenure status changes.  Unsuccessful performance will result in termination during this period.    



SECURITY CLEARANCES



All positions in the scientist and engineering career fields require a security clearance.  Included in your pre-employment paperwork will be a Questionnaire for Sensitive Positions  (Standard Form 86) and a Fingerprint Chart (Standard Form 87) these forms will be used to initiate a security investigation prior to the effective date of employment.  Interim clearances can be granted provided appropriate investigative action is initiated and completed.  However, as a condition of employment, you must be able to be granted and maintain an appropriate clearance or you will  be separated from Air Force employment.



GENERAL CONDITIONS OF EMPLOYMENT



As part of your offer of employment package, you received the following documents: (1) Conditions of Employment Agreement, (2) First Duty Move or Permanent Change of Status (PCS) Entitlements, (3) Recruitment Bonus Service Agreement and (4) Student Loan Repayment Program.  In addition, you received information about noncompetitive promotions, health and life insurance as well as retirement benefits.  For details of all these subjects refer to your employment package.  



All official actions regarding bonuses, student loans, and  entry on duty starting dates are handled by the Recruiting Division (AFPC/DPKR).  



PAY



Salaries of the government's general schedule (GS) white collar workers are fixed by the President pursuant to law.  The majority of Federal employees are paid under the general schedule; however, there is also a special rate pay system.  Special salary rates are authorized when significant staffing (i.e. recruitment and/or retention in the area of engineering) problems are caused by substantially higher non-federal pay for comparable levels of work.  Once established, each special schedule is reviewed at least annually and adjustments made as warranted by existing labor market conditions and agency staffing needs.  Geographic locations play a major role in the establishment of special salary rates.



Generally, Federal employees are on a 5-day, 40-hour workweek.  Salaries are paid every two weeks at the end of a pay period.  Pay periods begin on a Sunday and end the following week on a Saturday.  There are typically 26 pay periods per year.  Pay checks are deposited directly in a financial institution of your choice under the "Sure Pay" or “Direct Deposit” system, with funds available for withdrawal on payday.  New employees should be prepared to have the necessary living expenses for approximately 3 weeks before they can expect their first paycheck.  



All official actions concerning pay roll and annual leave statements are handled by the local Civilian Personnel Flight (CPF).  Also, your supervisor should maintain and approve your time sheets (both while you are at your duty station or away at graduate school, if applicable).



PROMOTIONS



You are eligible for non-competitive promotions through your established GS-12 target level based on satisfactory performance and completion of training requirements. Satisfactory performance and training requirements will be outlined in your training and development plan.  Under the PAQ Intern Program, you are eligible for  annual promotions through the GS-12 grade level upon recommendation of your supervisor and meeting all regulatory guidance.  Your supervisor, not the PAQ SECP Office, initiates promotion actions.  The PAQ Intern should remind the supervisor approximately 60 days ahead of time to submit proper Request for Personnel Action (RPA) paperwork to the Civilian Personnel Flight (CPF). NO PROMOTION IS EVER AUTOMATIC.  Promotion payments are not retroactive.



EMPLOYEE EVALUATION/PERFORMANCE

APPRAISAL



The appraisal and rating of your job performance is based on written performance elements and standards.  A performance element describes what needs to be done to perform a particular job or maintain a certain academic level, if you are in an academic status.  Elements describe major and important requirements of the job and/or academic studies upon which you will be rated for success.  Performance elements are descriptive and relate to WHAT needs to be done.  Performance standards prescribe HOW a particular element is to be accomplished.  Standards structure clear performance expectations between you and your supervisor.  They also provide a means to measure success in terms of HOW WELL the job/studies are performed.  



PAQ interns are required to have quarterly evaluations during the first year.  During the second and third year semi-annual evaluations are required (refer to Civilian Intern Program Guide, website http: //www.afpc.randolph.af.mil/cp/recruit/paqguide/).  These appraisals are accomplished by your supervisor, not the PAQ SECP Office.  Your supervisor will develop a performance plan which will define your responsibilities and set expectations for your annual appraisal.  The plan will explain what is expected of you for satisfactory completion of work/academic assignments.  Performance plans should be discussed with employees prior to the time they enter on duty or on the day they begin.   It is your responsibility to ensure that appraisals and evaluations are performed in a timely manner. 



CORE DOCUMENTS



A core document (or ‘core doc’) is a position description, written record of basic duties and responsibilities comprising the work and/or training that will be assigned to you as  a civilian   employee.  Your PAQ intern position, has

been planned to include training and development at the entry level with progression to more skilled and higher graded positions as you gain in skill and ability to assume responsibility.  Each grade level will be covered by a separate position description incorporating duties and responsibilities appropriate to that grade.  The SECP core docs are written by AFPC/DPKCW and are “generic” standard trainee core docs for the GS-07, GS-09 and GS-11 grades.  These core documents are provided by DPKR to the local CPF during initial processing.  The core docs are purposefully generic, so as to allow you to learn all of the aspects of your job as described in your training plan.  Your supervisor will develop the position description (core doc) for the GS-12 position.  This document will be more detailed, and define the particular skills you have gained during training.   



BENEFITS



HEALTH INSURANCE



You will be provided with information on a variety of health plans.  The Federal Employee's Health Benefit Plan Comparison Chart, included in your pre-employment paperwork, will help you chose the right plan for you and your family.  Enrollments become effective on the first day of the first pay period after the one in which coverage is elected.  The government pays a substantial portion of the premium; costs will vary depending on chosen plan.



LIFE INSURANCE



The Federal Employees' Group Life Insurance Program offers you an opportunity to participate in a group plan which offers low rates and the convenience of payment through payroll deductions.  The Government pays one-third of the cost of your Basic Life Insurance.  Participation is voluntary, detailed information will be included in your pre-employment package.



FEDERAL EMPLOYEES RETIREMENT SYSTEM



You will have the opportunity to participate in the Federal Employees Retirement Systems (FERS).  This is one of the most important benefit programs you receive as a Federal employee.  FERS is responsive to the changing times, with many of its features being "portable," so that if you decide to leave Federal employment you may still qualify for the benefits.  FERS is flexible; you will be able to choose what is best for your individual situation.  And FERS enables you to take an active role in securing your future.  FERS is a three-tiered retirement plan.  The three components are: Social Security Benefits, Basic Benefit Plan, and Thrift Savings Plan.  You pay full Social Security taxes and a small contribution to the Basic Benefit Plan.  In addition, you are able to make tax-deferred contributions to a savings plan and a portion will be matched by the government.  The three components of FERS work together to give you a strong financial foundation for your retirement years.



ANNUAL LEAVE (VACATION)



Civilian employees receive annual vacation leave based on length of service.  Full-time employees with less than 3 years of service earn 4 hours annual leave per pay period or 13 days per year; those with over 3 years but less than 15 earn 6 hours per pay period or 20 days per year; and those with over 15 years of service earn 8 hours per pay period or 26 days per year.  Except for emergencies, annual leave must be authorized in advance by your immediate supervisor, not the PAQ SECP Office. 



SICK LEAVE



Full-time employees earn 4 hours of sick leave per pay period or 13 days per year.  Authorization for sick leave, because of its nature, is not usually obtained in advance, unless the employee knows he or she will be unable to work because of medical, dental, or optical examinations or treatment, an operation, convalescence, lengthy illness, or something similar.  Employees absent from work because of illness must submit administratively acceptable evidence that they were ill and unable to work for periods in excess of 3 workdays or for a lesser period when determined necessary, the agency may require a medical certificate. Except for emergencies, sick leave must be authorized by your immediate supervisor, not the PAQ SECP Office.



FAMILY FRIENDLY LEAVE ACT



Sick leave can be used by an employee to give care otherwise attend to a family member having an illness, injury, or other condition which, if an employee had such a condition, would justify the use of sick leave. 



LEAVE WITHOUT PAY (LWOP)



You may request LWOP, if you want time off without pay or have no leave to your credit.  Your supervisor decides whether or not to approve your request not the PAQ SECP Office.  



HOLIDAYS



Federal employees are entitled to 10 paid holidays per year.  However, if you are in an academic status you are expected to attend classes as usual, unless otherwise excused by your supervisor.    Break periods during Spring Break, Thanksgiving and Christmas must be accounted for by either attendance at school (special project research) or by taking Annual Leave (AL) or Leave Without Pay (LWOP).  Sick leave should be used when you are too ill to attend classes.  This information should be communicated to your supervisor.





TRAINING UNDER THE 

PAQ INTERN PROGRAM



PAQ is an earn while you learn program developed to increase top quality technical talent within the Air Force Civilian community.  Interns will be under a structured training plan which will outline work/study progression and requirements.  Training will be accomplished in high-tech areas by a combination of on-the-job-training (OJT) and graduate school.  



PAQ interns hired under the two-year program will be placed in a two-year OJT program.  After successful completion of the first year (GS-09 level), you will be promoted to grade of GS-11, and after another successful year you will be promoted to a grade of GS-12, and “graduate” from the program.  Graduate studies are not a normal part of the two-year program.  Tuition Assistance (TA) may be requested “only” once you reach the grade level of 12.  



For the three-year intern program, you will participate in a three-year training program starting at the GS-7 level with a target grade of GS-12.  Normally interns work at least 12 months prior to entering graduate school.  Exceptions to this rule requires written justification and approval by the SECP Office.  (NOTE:  Your graduate school start date depends upon when you started AF employment.  In addition, availability of funds may impact your start date for graduate school.)  Your first year is composed of OJT, where you are exposed to the type of work assignments you will be tasked with.  Your second year is spent in graduate study at full pay, pursuing course work that will enhance your skills for the position you were hired for.    The PAQ Program funds one academic year of graduate school.  One academic year is defined as three continuous semesters or four quarters of graduate school course work.  You are expected to take a full course load each semester or quarter.  Normally a full course load is defined as 12 credit hours.  Any deviation from the “One” continuous year of graduate education will require written justification and will be reviewed on a case by case basis by the PAQ SECP Chief.  



After completing graduate studies you will return to your home base for the third year of OJT.   At the conclusion of the third year your training period is completed and you "graduate" from the program as a GS-12.   



PAQ Interns attending the Air Force Institute of Technology (AFIT) will attend the complete 18 month program, and have their last year of OJT amended to whatever time is required to make the complete intern training period 3 years.



Tuition Assistance (TA) may be requested “only” once you reach the grade level of 12.  



GRADUATION FROM THE PAQ S&E INTERN PROGRAM



Upon graduation from either the two or three-year PAQ intern program two actions must occur.  First, the position of the intern changes from a PAQ position to a permanent local organization / base position.  Second, the fund site for the intern changes from the Central Salary Account to a local organization / base fund site.  Your supervisor initiates the completion of these two actions by working with the local Civilian Personnel Flight (CPF).   

  

COMMUNICATION WITH YOUR SUPERVISOR  AND PAQ ADMIINISTRATOR



Frequency of communication between you and your supervisor is done at least every 2 weeks or as often as necessary to keep your supervisor apprised of your progress, leave status, and problems.  Communication may take place by telephone or email.  



In addition, you should keep your PAQ Administrators informed of your current address, telephone numbers and email address.  This is critical to ensure appropriate graduate school funding allocations.  Failure to do so may impact your school registration and reimbursement. 



ROLE OF THE SUPERVISOR



Your supervisor, the functional manager in the area to which you will be assigned, is responsible for exercising personnel management.  Most importantly, the supervisor will (1) develop performance plans, (2) appraise performance, (3) develop training plans, (4) evaluate training progression, (5) determine completion or failure of probationary period, and (6) trigger noncompetitive promotion actions, (7) maintain time and attendance, (8) approve / disapprove leave, and (9) approve graduate school curriculum (if applicable).    For promotion action, the supervisor should work with the local CPF, not the PAQ SECP Office.  The waiting period is 1 year.  Prior to recommending promotion to the next higher grade level, the supervisor will insure all training/work assignments are satisfactorily completed.  Your supervisor is also responsible for your time and attendance.  Therefore, all requests for leave (absence from your official duty location) must be approved and documented  by your supervisor, not the PAQ SCEP Office.



TRAINING AND DEVELOPMENT PLAN



PAQ intern participants will be under a structured Training and Development Plan.  A Training and Development Plan Template (Atch 2) is provided for your review.  The PAQ Intern and his/her supervisor should review this template and modify it to fit your particular training requirements.   Training plans are developed for each grade level and should incorporate, if appropriate, both the academic period as well as the work experience period.  The objective of the training plan is to outline work/study progression, requirements and expectations which will be used in conjunction with performance plans/appraisals and evaluations.  Supervisors will discuss Training and Development Plans with participants at the time they enter on duty.   PAQ interns shall submit their completed Training and Development Plan to the SECP Administrator within 90 days after arrival at their respective home base.  The SECP office realizes that plans will change; therefore, minor variances from the original plan do not have to be approved.  Major changes to the training plan must be discussed with the SECP program manager before any change will take place.  



SELECTION OF SCHOOL FOR GRADUATE STUDIES



Intern training for applicants hired under the PAQ three-year program includes “one academic year” of graduate studies during the intern’s  second year of the 3-year intern program.  For engineers, you must apply and be accepted into an ABET accredited University.  PAQ Interns are expected to pursue an engineering / technical course curriculum.  Schools in the local vicinity of the base where you are assigned are “highly” recommended.   The SECP office can be helpful in this area.    Academic institutions not in the local area may be considered with written justification.  The SECP office will have final approval.  Factors in evaluating non-local universities include: (1) non-resident tuition fees, (2) PCS relocation fees (3) difficulties in communicating with home base station supervisors, and (4) SECP Office availability of graduate school tuition funds.    As stated earlier, availability of funds may impact your graduate school start date. In any case, your graduate school start date must first be approved by the SECP Office before seeking acceptance to a university.  NOTE:  The PAQ Program sends you to school for one academic year.  PAQ does not send you to school with the expressed purpose of obtaining a Master’s degree.  If you obtain an MS degree during your one year of graduate studies, that is fine.  If you do not obtain an MS degree, but (1) attend the classes described in your plan, and (2) maintain a minimum GPA of 3.0 (on a 4.0 scale), this will be considered satisfactory performance.     The Air Force (AFPC/DPKCW) will contract directly with the institution for payment of tuition and required fees.    Books are purchased by the intern and reimbursed by check later.



The first step in the graduate school process is to obtain  SECP Office Approval using the Proposed Selection of Graduate School Worksheet (see Atch 3).  This identifies your approved university and approved graduate school start date.  This worksheet should be submitted at least 6 months prior to graduate school start date.  The next step is to obtain official acceptance from your selected university. Any funds you expend for this acceptance are not reimbursed.   Once these steps have been completed, then submit the following documents (Graduate School Application Package) to the SECP PAQ Office for processing / overall approval:



1.  Copy Letter of Acceptance from University (See Atch 4 for a Sample Letter).  This is an official letter of acceptance from the university signed by a university official.  Every effort should be made to obtain resident  fee status.  Contact the university office that handles determination of tuition fee status.



2.  Air Force Continued Service Agreement for Civilian Employees for Graduate School  (Atch 5 - AF Service Agreement Form).  This document outlines the PAQ intern Air Force Service Agreement as a result of the government funding one academic year of graduate school.   The period of obligated service is from the first duty date that the  intern returns to work after graduate school (Block 1,) plus 3 additional years (i.e., 3 times the length of the training period) (Block 2).  For example, if the intern returns to work on 1 September 2003, then 1 September 2003 would be annotated in Block 1, and 1 September 2006 would be annotated in Block 2.  The PAQ Intern (employee) and his/her supervisor must sign and date this document.   



3.  Graduate School Tuition Fee Schedule (See Atch 6 for Sample Schedule). This university document may be obtained from the Bursar’s Office.   The document should clearly reflect / show official graduate school tuition costs.    It is your responsibility to ensure that  correct  / updated graduate school tuition costs are provided to your SECP Administrators as applicable. If this information is not provided, your DD Form 1556 will not be processed.  For example, if you are a resident student taking 12 semester hours, your total tuition and fees should be $1563.62 (see sample fee schedule).  DD Form 1556s are documents used to allocate funds for your tuition and book fees.



4.  Schedule of Graduate Courses (See Atch 7 for Sample Schedule).   This document should provide a complete schedule for the one academic year (semester or quarter hours) of graduate school training.   The Schedule of Courses document should clearly show the course number, title and credit hours as well as time (Fall, Spring, Summer, etc.) as to when schooling will occur. The PAQ Intern (employee) and his/her supervisor must sign and date this document.   

 

5.  Description of Graduate Courses (See Atch 8 for Sample).  This information may be obtained for the university’s  graduate courses catalog.  It is the intern’s responsibility to ensure that a description of each of the courses listed on your schedule of courses is provided to your SECP Administrator.    If this information is not provided, your graduate school funding documents will not be processed.



6. Graduate School DD Form 1556 Processing Worksheet (Atch 9 - Worksheet) – This worksheet will be used by the SECP PAQ Administrators to prepare form 1556s.  Before you leave your first duty work location for graduate school this worksheet should be finalized.    Failure to provide all required information will delay processing of your funding request.



    NOTE:  Once in graduate school Atch 9 must be submitted at least 60 days prior to each semester or quarter class start date.    Atch 9 may be submitted electronically. 

  

   The complete Graduate School Application Package (Atch 4 – Atch 9) shall be sent to the SECP office at least 90 days before the first semester and/or quarter of graduate school start date.   This package must be mailed as we (SECP PAQ Program Office) require a hardcopy version.    The timely submittal of  this application package  is very important to ensure funds are allocated for your graduate school costs.  If funds are not properly allocated, no payments can be made.  It is your responsibility to make sure all forms are submitted to the SECP office in a timely manner.  You will not be contacted or reminded.  Late submittals may result in non-payment of tuition.  



SELECTION OF GRADUATE COURSES/ACADEMIC COURSE LOAD



Coordinate all graduate studies/courses and course loads with your supervisor and PAQ Administrator prior to registration.  You are required to carry a full academic load  during the twelve month period.  Required and core courses should be scheduled as early as possible.  Electives and minor course requirements should be scheduled later or as needed to fill term loads to an acceptable level.  Under no circumstances will undergraduate courses be selected in order to qualify for admission into a graduate program.  



During the academic cycle, you are  required   to schedule a

full-time academic load.  For regular terms, TWELVE semester hours or the equivalent is recommended.  A summer academic load will vary from institution to institution.  Normally, studies will not be interrupted with a work period until after degree requirements are met.  Therefore, you will be required to use the summer term as fully as possible in order to keep your program length to 12 months.  That is, it is expected that you carry a “full course load” as defined by your university each semester or  quarter.   For each academic term, you will provide your supervisor and the PAQ Administrator with the complete catalog course titles, course descriptions, department, course number, and credit hours, as well as the credit hour total. 



Many schools do not provide suitable or sufficient courses to maintain a full load during the summer semester and/or quarter.  In this case, you will be expected to return to work during the summer, and return to school in the fall.  Note:  The SECP Office will pay for one move to graduate school and one move from graduate school back to your duty station.  This is why it is recommended you attend a university that is located relatively close to your duty location.



MBA  COURSE  WORK



Normally, we want you to pursue technical, not management studies.  This has been confirmed by Air Force Scientist and Engineer Management.  The idealized career is for newer employees to gain technical depth (i.e., a masters in mechanical, electronics, aerospace engineering, etc.), and      to pursue management/business studies later in one’s career.   



However, interns that are hired in positions that require research and development project management, engineering project management, and test and evaluation project management may pursue business administration course work with proper justification.   Documentation supporting the deviation from pursuing science and engineering technical courses must be approved by your supervisor and submitted to the SECP Chief for final approval.

 

GRADE REPORTS



Interns are required to submit copies of their grade reports at the end of each semester/quarter and an updated schedule for the next semester/quarter to their supervisor and the PAQ Administrator.  Interns are expected to maintain, at a minimum, a 3.0  GPA  on a 4.0 scale.    A Performance Improvement Plan (PIP) will be initiated by the supervisor when the PAQ does not meet the 3.0 GPA in any given semester/quarter.  In addition, failure to maintain a 3.0 GPA  may  result in a delay or denial of promotion or removal from the program.  The PAQ Administrator should be contacted as soon as a problem surfaces.



ACADEMIC DIFFICULTIES



Although PAQ interns have established enviable records, it is not unusual to experience academic difficulties in the pursuit of higher level studies.  Therefore, you should not become unduly discouraged by academic difficulties early in the program.  If difficulty is encountered, you should consult your advisor or professors, seek the aid of other students, or hire a private tutor (at your expense).  Above all, you must advise your supervisor whose goal is to insure that you successfully complete your program and who will work with you to help alleviate difficult situations.  



ACADEMIC PROBATION



If you fail to meet minimum academic standards as outlined in your training and development plan and/or university requirements, you will likely be placed on probation by the university together with a Performance Improvement Plan (PIP) initiated by your supervisor.   Both these actions constitute a warning that failure to improve may result in withdrawal from the PAQ program.   You must also alert the 

probation status.   You are also expected to take positive actions, yourself,  to correct deficiencies and to inform your supervisor regularly of your progress.



PERFORMANCE  IMPROVEMENT PLAN (PIP)



When an employee’s performance becomes unacceptable at any time during the appraisal cycle, the supervisor must initiate a PIP.  The PIP must inform the employee in writing why his/her performance is unacceptable and what must be accomplished in order to improve performance.  For PAQs receiving OJT the recommended time period to improve performance is usually 30 - 60 days.  For PAQs pursuing  full time graduate studies the allotted time for improving academics, GPA etc., may be by semester or quarter.  Supervisors may delay promotions based on meeting criteria outlined in the PIP.



Continued unacceptable OJT performance and or academic problems may be cause for dismissal or removal from the PAQ program.



REIMBURESEMENT PROCESS



Using the information obtained from the Graduate School Application Package that you prepared (see documents 1 through 6 under Selection of Schools for Graduate Studies) funds are allocated for tuition fees and textbooks.  Tuition fees are paid directly to the university.  Interns are reimbursed by check for their textbook expenses.  



Prior to the start of classes for each semester or quarter, the SECP Office sends a letter to the university stating that they can bill the Air Force for intern tuition fees as allocated on the DD Form 1556s.   Attached to this letter are the DD Forms 1556 allocating funds for tuition fees.  A copy of this letter with the attachment is also sent to the intern.  In addition, the intern will also receive a copy of the DD Form 1556 allocating funds for textbooks.  Review these documents carefully and notify the SECP Office immediately if you find any problems. It is extremely important that the funds allocated on the DD Form 1556s reflect current costs.  If funds are not allocated correctly and in a timely manner nonpayment of tuition and / or book reimbursement may result.



TUITION AND FEES PAYMENT



The Air Force (AFPC/DPKCW) will contract directly with the institution for payment of tuition and required fees.  Tuition is paid directly to the university. The institution bursar's office should bill the Air Force directly for these charges.  Normally, required fees are “DEFINED AS” fees required by the institution that are applicable to all students pursuing the same or a similar curriculum.  However,  the SECP retains the authority to review and deny Department Imposed fees that cannot be justified for payment for Federal employees.   



TEXTBOOK REIMBURSEMENT



The Air Force will reimburse you for all REQUIRED textbooks which you purchase.  That is, you purchase required books and you are later reimbursed with a check from the Air Force.  You will be required to complete, and submit the Standard Form 1164 (refer to sample - Atch 10) to AFPC/DPKCW.   When completing Standard Form 1164:

(1) all entries must be typed and not hand written, 

(2) two signatures with dates (one for certification statement and one in Block 10) are required

(3) make a one line entry for each book purchased include Course Number and cost for book.  Do not include taxes nor shipping and handling fees

(4) fill in only Blocks 4a, b, c ,d, 6, 7 and 10 (refer to sample - Atch 11)

--For Block 4.c. ensure to put mailing address you wish to receive textbook check, and for 4.d. place a phone number in which you can be reached if there are questions about this form. 

--For Block 6 include semester (Fall, Spring, Summer, etc) information, and list book purchases one item per line. 



Once you complete Standard Form 1164, attach copies of all textbook receipts and the DD Form 1556 allocating funds for your textbooks.  Ensure that textbook receipts show clearly that you have   paid for   listed books.   If textbooks are purchased on-line, documents/receipts must show evidence of  credit card/check payment.   Be   sure to include all book claims in one package.  The Resource Division allows only one submittal per DD Form 1556. 



NOTE:  Textbook reimbursement (Standard Form 1164) must be submitted for payment prior to the end of each quarter / semester.  Reimbursement forms submitted after completion of a quarter / semester will not be reimbursed.



Standard Form 1164 (Downloadable Version – Atch 11) may either be mailed or FAXed to:



HQ AFPC/DPKCW

555 E. STREET WEST, STE 1

RANDOLPH AFB TX  78150-4530

FAX#:  (210) 565-3330 



NOTE:  SECP will not fund computer software purchases.  This would be at your expense, or if appropriate, your organization may choose to provide funding.   



The S&E PAQ INTERN PROGRAM will fund one academic year of graduate study, i.e., 4 quarters or 3 semesters of graduate school. Note that the Air Force Institute Of Technology (AFIT)  is an exception to this rule.



The Air Force WILL NOT pay optional fees such as waiverable health fees, parking fees, or charges for personal services (food, housing, laundry).



The Air Force WILL NOT pay fees for thesis/dissertation typing, binding, microfilming, use of computers, etc.   Any software purchases must be approved in advance.  



The Air Force WILL NOT pay for taxes on textbooks nor for any shipping and handling fees for textbooks.   



The Air Force WILL NOT reimburse SF 1164 claims submitted after completion of a quarter / semester.



Interns are responsible for meeting all preliminary requirements.   Interns WILL NOT be reimbursed for the cost of the GRE, application fees or prerequisite courses.



VERY IMPORTANT:   The participant has no authority to obligate the Air Force for any expenses beyond what is approved on the DD Form 1556; if uncertain about any fee, participants should consult the PAQ Administrator.



RESIDENT STATUS



Most schools grant reduced tuition rates to students who qualify as residents.  Also some schools grant discounts to DoD civilian personnel.  It is your responsibility to check with the school's registrar to determine resident status.  If you qualify as a resident, you must ensure that the bursar is aware of your status and that the Air Force is billed accordingly.  Many schools recognize residency after a certain period of time.  In matriculation; you should be aware of this and notify the PAQ Administrator, if your resident status changes during the interim.





CONTRIBUTIONS



As a participant in the PAQ Intern Program you are NOT ELIGIBLE to receive any contributions, awards, grants, fellowships, assistantships, or payments in connection with this training.



OVERTIME  AND CASH AWARDS



The Central Salary Account covers only basic salary expenses for all PALACE Acquire Interns but not overtime and cash awards.  Therefore,  if a supervisor wants to pay either overtime or cash awards, he should be prepared to use local funds to reimburse the Central Salary Account. 





TRAVEL ALLOWANCES



FIRST-DUTY MOVE



The Air Force will pay appropriate travel/transportation costs for PAQ interns if the intern’s residence is greater than 50 miles from their duty location.  First Duty Station (applicable to personnel not currently working for the government) move allowances will be paid to interns, from place of actual residence, at time of acceptance, to first duty station or place of assignment.  First Duty Station Travel Entitlements / allowances consist of: (a) travel expenses including per diem for the appointee, (b) transportation for immediate family of appointee, (c) mileage if privately owned vehicle is used in travel, and (d) transportation and temporary storage of household goods (HHG).   Travel allowances will not be allowed unless and until you agree in writing to remain in the Government service for 12 months following the date of reporting for duty.  Information/instructions for Permanent Change of Station (PCS) orders – First-Duty Intern Move may be found in Atch 12.  Visit www.afpc.randolph.af.mil/dpc/pcs/firstduty.htm for information about First Duty Station travel and transportation entitlements.



For those employees who are already working for the government, Permanent Change of Station  (PCS) Travel Entitlements / allowances will consist of:  (a) transportation of appointee and dependents (immediate family of appointee), (b) per diem for appointee and dependents (immediate family of appointee) includes cost of lodging and food while in travel status travel, (c) house-hunting per diem and transportation, if authorized, (d) temporary quarters subsistence expenses, (e) miscellaneous expenses allowance, (f) sell and buy residence and lease termination expenses, and (f) transportation and temporary storage of household goods (HHG). Travel allowances will not be allowed unless and until you agree in writing to remain in the Government service for 12 months following the date of reporting for duty.  Information/instructions for Permanent Change of Station (PCS) orders – First-Duty Intern Move may be found in Atch 12. Visit  www.afpc.randolph.af.mil/dpc/pcs/ncpmov.htm for information about First Duty PCS travel and transportation entitlements.



If  a  PAQ Intern travels to their First-Duty Station without having obtained official travel orders, the PAQ Intern will not be reimbursed.



GRADUATE  SCHOOL MOVE



The Air Force will pay appropriate travel/transportation costs for PAQ interns who move to graduate school locations that are more than 50 miles from their home.  PAQ interns who expect to get reimbursed for moves to and or from graduate school must obtain travel orders before the intern actually travel. Information / instructions for Permanent Change of Station (PCS) Orders – Graduate School Move is found in Atch 13.   The intern must provide  required information to the SECP Office at least 45 days prior to graduate school move date  to ensure and allow ample time to initiate travel order request.   NOTE:  This is not a PCS or TDY, it is merely a change of station for training.  



The Air Force will only fund one move to and one move from graduate school.



The Air Force WILL NOT fund commuting, driving or parking expenses required for class attendance.



NOTE:  Many schools do not offer summer graduate classes.  If your academic plan does not include summer classes, you will be required to report to work for the summer.  The Air Force will only fund one move to and one move from school.  You will be responsible for any additional moves required to meet your academic and work schedules.  



GRADUATE SCHOOL COMPLETION DATES



The graduate school completion date is normally the last day of final graduate school exit examinations.   Any exceptions must be coordinated with your supervisor and the PAQ Administrator.  The SECP Chief is the final approval official.  You must notify AFPC/DPKCW 45 days in advance of your graduate school completion date so that the SECP Office can update our records and, if applicable, make arrangements for your move back to your duty station.







SPECIAL TRAINING



It is desirable “not mandatory” that PAQ interns attend the “Career Program Managed Professional Military Education (PME)” course Air and Space Basic Course (ASBC) at Maxwell AFB, AL.  PME students consist mainly of Air Force Lieutenants, but civilians also attend.  The curriculum consists of teambuilding, leadership, history and policy of the Air Force.   Attending ASBC will help you build knowledge of the Air Force.   However, because civilian openings are limited and there are stringent height, weight and physical requirements (running, sports and physical games are part of the curriculum), not all interns are eligible / able to attend.  Therefore, not attending will not affect your standing in the program.



SECP also encourages former interns to consider Squadron Officer’s School (SOS) after they graduate from the PAQ program.  SOS will only consider applicants who have been in the Air Force for a minimum of 3 years.  SECP will notify former PAQs of the windows to apply for SOS.  



Details on civilian PME training, and associated training courses such as ASBC and SOS is provided in Section 4 of the Civilian Training and Development Guide, located 























































on the AFPC Air Force Personnel Center website:  http://www.afpc.randolph.af.mil/cp/DPKD/guise/default.htm.   Information on the nomination process for PME training is also included.



EQUAL EMPLOYMENT OPPORTUNITY



The Air Force requires that you are treated--and that you treat others--with respect regardless of race, color, religion,

national origin, sex, age, physical or mental handicap, or marital status.  In addition, it is Air Force policy that employment practices and personnel actions are based on merit and fitness and that women and minority group employees are represented in all grades and occupations in the civilian force to the extent they are available in the labor market.    





FREQUENTLY ASKED QUESTIONS



The most frequently asked questions concerning PALACE Acquire S&E interns are contained in Atch 14.





�

APPENDIX



ATCH 1 - POINT OF CONTACT WORKSHEET



ATCH 2 - TRAINING AND DEVELOPMENT PLAN TEMPLATE    



ATCH 3 – PROPOSED SELECTION OF GRADUATE SCHOOL WORKSHEET        



ATCH 4 - SAMPLE – LETTER OF ACCEPTANCE TO UNIVERSITY



ATCH 5 - AF CONTINUED SERVICE AGREEMENT FOR CIVILIAN 

                 EMPLOYEES 



ATCH 6 - SAMPLE – GENERAL GRADUATE TUITION SCHEDULE



ATCH 7 - SAMPLE – SCHEDULE OF GRADUATE COURSES



ATCH 8 - SAMPLE – DESCRIPTION OF GRADUATE COURSES



ATCH 9 - GRADUATE SCHOOL DD FORM 1556 PROCESSING 

                  INFORMATION WORKSHEET



ATCH 10 - SAMPLE – FORM 1164 CLAIM FOR REIMBURSEMENT

                 

ATCH 11 - STANDARD FORM 1164 (TEXTBOOK REIMBURSEMENT FORM)



       ATCH 12 - FIRST-DUTY INTERN MOVE - INFORMATION / INSTRUCTIONS FOR 

                          PERMANENT CHANGE OF STATION (PCS) ORDERS 



       ATCH 13 - GRADUATE SCHOOL MOVE - INFORMATION / INSTRUCTIONS FOR   

                         PERMANENT CHANGE OF STATION (PCS) ORDERS



ATCH 14 - MOST FREQUENTLY ASKED QUESTIONS FROM S&E

             PAQ INTERNS







																																																																																																																																																												

POINT OF CONTACT WORKSHEET



Please forward to:



HQ AFPC/DPKCW

PALACE ACQUIRE PROGRAM ADMINISTRATOR

555 E STREET WEST STE 1

RANDOLPH AFB TX 78150-4530

210-565-2252

secp@afpc.randolph.af.mil



INTERN'S NAME:  



INTERN'S HOME BASE:



INTERN'S ADDRESS:





INTERN'S email ADDRESS:



INTERN’S PHONE NUMBERS:

  HOME #:

  WORK #:



INTERN'S SUPERVISOR:



INTERN SYPERVISOR’S ADDRESS:

SUPERVISOR'S TELEPHONE #:



SUPERVISOR'S email ADDRESS:
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             Instruction for completing SECP Palace Acquire             Page 1 of 5

Training and Development Plan 



1.  The completed plan must be forwarded to and approved by the Palace Acquire Program Administrator within 90 days after arrival of the intern.  



2.  Technical training will be developed to build towards the Knowledge, Skills and Abilities and other competencies KSAOs required in the CORE DOCS for the target position (GS-12 position).



3.  Supervisor and employee complete and review the plan.  



4.  Copies of the approved plan will be given to the intern, the intern’s supervisor, the base training office and the SECP Palace Acquire office.



5.  The intern’s supervisor and/or local management may supplement this plan to meet local needs.  Any training requirements may be submitted to the SECP office for funding, however, funding is not guaranteed.  Tuition assistance is available for academic courses, contact the program administrator, again funding is not guaranteed.



6.  As tasks are completed, the appropriate blocks will be completed.



7.  Work experience based on On-the-Job-Training (OJT) should consist of progressively more difficult tasks, research, problems and special projects as the intern advances in Knowledge, Skills and Abilities and other competencies (KSAOs).  The amount of formal and informal training required in any area of assignment will depend upon the intern’s previous experience, educational background, ability to grasp the information, and demonstrated proficiency at the desired level.



8.  For blocks highlighted in yellow, the supervisor will complete the phrases or enter the appropriate information.  New blocks may be added as necessary.



9.  Acquisition and Professional Military Education (PME) training blocks.  ACQ 101 is mandatory for all interns.  The SECP wants all interns to be able to attend other acquisition and PME training if at all possible.  Interns are hired to be future leaders of the Air Force and as such should be allowed to schedule and attend training.  Attending these courses will help the intern in their future career.  The intern must contact their local acquisition training office for information on these classes.  The intern will work with his supervisor and the SECP office as required to schedule PME training.  



10.  Graduate training blocks.  For interns as GS-7s, this is mandatory training.  It is the intern’s responsibility to apply and be accepted into graduate school, the choice of school must be approved by the SCEP office.  Course selection will be based on the needs of the intern’s organization, and will be made with the concurrence of the supervisor and SECP office.  Course selection shall reflect the CORE DOC or KSAOs needed for the target position.



11.  Interns must complete the core requirements of the training plan to be eligible to graduate from the intern program.



12.  Forward the plan to the SECP office at secp@afpc.randolph.af.mil, within 90 days after arrival of the intern.  The 2nd and 3rd year plans will be updated as necessary and forwarded to the SECP office for approval.  Contact the Palace Team at  secp@randolph.af.mil or AFPC/DPKCW, 555 E Street West Suite 1, Randolph AFB, TX  78150 or DSN 665-2252

  

SECP PALACE Acquire Intern Structure

GS-07   At this level, the intern applies skills and knowledge acquired through undergraduate level education related to all areas of the assignment. The intern complete simple project.  On the job training is provided through observation and application.

GS-09   At  this level,  the intern applies skills and knowledge acquired through graduate level education related to all areas of  the assignment.   Intern will work increasingly complex projects, under the guidance of the supervisor or senior lead engineer.   (If hired  at this grade).  If the intern is on a three year program, the intern completes graduate studies in approved field of study..

GS-11  At this level, the intern completes more complex projects in areas of assignment and increasingly independent work. Intern applies knowledge gained through formal and on the job training.





                                                                        





                                                                                                                                                                                                 ATCH 2�                                                    PALACE ACQUIRE INTERN TRAINING PLAN TEMPLATE                          Page 2 of 5

NAME, TITLE, SERIES,GRADE

1st Year Training Requirements



Grade�Knowledge, Skills and Abilities�Method of Training�Training Source�Start Date�Complete Date�Supv Initials�Intern Initials�Estimated Duration���USAF/Local Socialization Training����������a.	Introduction to Civil Service Employment and AF Policies�Briefing�Local CPF

In-processing��������	(1)  Newcomers Orientation

including any locally mandated training�Briefing�Local CPF��������	(2) Structure of DOD and AF�Discussion�Organization��������	(3) Military and Civilian Grade Structure�Discussion�AFI 38-101��������	(4) Explanation of PAQ Program�Discussion�AFI 36-602��������	(5) Miscellaneous Topics�Discussion�Organization��������  		(a)	Working hours�Discussion�Organization��������  		(b)	Safety/Injury�Discussion�Organization��������  		(c)	Travel/TDY�Discussion�Organization��������  		(d)	Telephone Usage�Discussion�Organization��������   		(e)	Computer Security�Discussion�Organization��������b.   Review PAQ Handbook�Discussion�Intern & Supv��������c.  Review SECP PAQ Handbook�Discussion�Intern & Supv��������d.   Aerospace Basic Course**  �Air University������4 weeks���Technical Training (see * below)

OJT, Observation, Application, Formal Training����������a.  Skill in ����������b.  Skill in����������c.  Ability in����������d.  Ability in����������e.  Knowledge of����������f.  Knowledge of����������g.  Other competency of ����������Interpersonal Skills Training

(select at least one of the following)����������a.  Effective Writing Class����������b.  Briefing Preparation and Presentations����������c.  Team Building����������d.  Others identified by Supervisor����������Acquisition Preparation Training����������a.  Fundamentals of System Acquisition Management (mandatory for all, including T&E personnel)�Classroom�DAU 

ACQ 101�����9 days���b.  Introduction to Acquisition Workforce Test & Evaluation (required for T&E personnel)�Classroom�DAU

TST  101 �����5 days���Other Requirements����������Intern forward email address and phone # to Palace Team����������Register in SECP Career Program, refer to www.afpc.randolph.af.mil/cp/secp�������������������* Increasingly complex projects worked under the guidance of the supervisor or senior lead engineer

** The intern submits an AF Form 4059 to the SECP Palace Acquire office



Note:

If the intern is performing satisfactorily, the supervisor must submit GS-9  (or GS-11) promotion paper work at least one month before the promotion is due.

If the intern is not performing satisfactorily, the supervisor must notify the SECP Palace Acquire office immediately

�              2nd Year Standard Training Requirements (not required for interns hired at the GS-9 level)      Page 3 of 5



Grade�Knowledge, Skills and Abilities�Method of Training�Training Source�Start Date�Complete Date�Supv Initials�Intern Initials�Estimated Duration���Core Requirements����������Graduate Studies 

a.  Education Plan must be submitted IAW SECP PAQ Handbook

b.  Omit if employee acquired training prior to entry into PAQ position�Classroom�Local, State-operated University unless SECP-approved alternative.�������









�Course Title and Number�CORE DOC/KSAO para Course Relates to or rationale for class���a.  ����b.  ����c.  ����d.  ����e.  ����f.  ����g.  ����h.  ����i.   ����j.   ����k.  ����l.   ����m. ���Note:

If the intern is (or has) performing satisfactorily in school, the supervisor must submit GS-11 promotion paper work at least one month before the promotion is due.

If the intern is not performing satisfactorily, the supervisor must notify the SECP Palace Acquire office immediately



�

              Last Year Training Requirements, Last Half Year for 0854 & 0855 (if applicable)          Page 4 of 5



Grade�Knowledge, Skills and Abilities�Method of Training�Training Source�Start Date�Complete Date�Supv Initials�Intern Initials�Estimated Duration���Technical Training����������Technical Experience (see * below) OJT,  Observation, Application,

Formal Training����������a.  Skill in����������b.  Skill in����������c.  Skill in����������d.  Skill in����������e.  Ability to����������f.  Ability to����������g.  Knowledge of����������h.  Knowledge of����������i.  Other competency of����������j.  Other competency of����������Interpersonal Skills Training

(select at least one of the following)����������a.  Effective writing class����������b.  Briefing Preparation and Presentations����������c.  Team Building����������d.  Others identified by Supervisor���������* Progressively complex projects with gradual increase of independent work.



�

											         Page 5 of 5	



3rd Year Standard Training Requirements, 2nd Year MS Training Requirements, Last Half Year for 0854 & 0855, cont’d



Grade�Knowledge, Skills and Abilities�Method of Training�Training Source�Start Date�Complete Date�Supv Initials�Intern Initials�Estimated Duration���Acquisition Preparation Training����������a.  Intermediate Systems Acquisition

(recommended)��DAU

ACQ 201�����20 days���b.  Intermediate Systems Planning, Research, Development and  Engineering (recommended for non-T&E personnel)��DAU

SYS 201�����10 days���c.  Intermediate Test and Evaluation (recommended for T&E personnel).��DAU

TST 202�����9 days���Other Requirements�����������������������������

Note:

If the intern is performing satisfactorily, the supervisor must submit GS-12 promotion paper work at least one month before the promotion is due.

If the intern is not performing satisfactorily, the supervisor must notify the SECP Palace Acquire office immediately











Squadron Officer's School (SOS) time in service requirements require an intern to attend after they have been promoted from the program.  The Palace Team will attempt to notify and give former interns the chance to apply for SOS. 



Professional Military Education�Method of Training�Training Source�Start Date�Complete Date�Supv Initials�Intern Initials�Estimated Duration��a.  Squadron Officer School, in residence (for personnel meeting eligibility requirements).�Air University������7 weeks��b.  Squadron Officer School, by correspondence (for personnel not meeting eligibility requirements, or other approved reasons).�Air University��������













































Proposed Selection of Graduate School Worksheet

Date Submitted:____________________



Every intern shall submit this worksheet to the SECP Office for approval.  This worksheet should be submitted at least 6 months prior to graduate school start date.  Your graduate school selection should involve close coordination with your supervisor.  



SECP Office Approval of this worksheet  is required before you prepare the actual Graduate School Application Package (see S&E PAQ Intern Handbook – Selection of Schools for Graduate Studies section for detailed information).



The SECP Office “highly” recommends attendance of schools in the local vicinity of the base where the PAQ Intern is assigned.   Academic institutions not in the local area or other exceptions may be considered with written justification (see space below).  Factors in evaluating non-local universities include:  (1) non-resident tuition fees, (2) graduate school relocation costs (3) difficulties in communicating with home base station supervisors, and (4) SECP Office availability of graduate school tuition funds.   



Proposed University:___________________________________________________________________

Projected Dates of Attendance:___________________________________________________________

Proposed Degree Major:________________________________________________________________

University Bursar Phone # & Point of Contact:______________________________________________

University Bursar Address:______________________________________________________________

Fee Status: _______Resident  or ______Non-Resident 

Graduate School Relocation Required: ______Yes  or   ______No



Justification (e.g., Out-Of-State Proposed University, Early Graduate School Start Date, etc.): 

 --Use Additional Page If Space Is Needed--





















  





Name:	__________________________________Email Address:_______________________________

Office Symbol & Address:_______________________________________________________________

Phone#:__________________________________  FAX#:______________________________________

PAQ Intern’s Signature:_________________________________________ Date___________________



Supervisor Name:_____________________________________________ Phone#:_________________

Supervisor’s Signature:____________________________________________Date_________________



SECP Chief Signature:________________________Approved____Disapproved____

Date:_____________________________
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����UNIVERSITY OF UTAH

OFFICIAL LETTER OF ACCEPTANCE





June 14, 2003 





John L. Jones

1234 East Street, Apt #56

South Ogden, UT  84403



CONGRATULATIONS! You have been accepted to graduate study at the University of Utah effective the semester beginning Fall 2003 in the academic plan of Electronics Engineering. 

Your Resident Status for tuition purposes has been established as: Resident* 

This offer of acceptance is valid only for the semester indicated above. If you do not register for classes during this semester and wish to be considered for a subsequent semester, you must complete a renewal application before the application deadline. Please contact the Admissions Office for the renewal application. 

All graduate students are required by University policy to maintain minimum registration from the time of 

formal admission through completion of all requirements for the degree they are seeking. If you must stop out for a term or longer, you must petition for a formal leave of absence through your academic department. If you do not comply with this continuous registration policy and do not obtain an official leave of absence, your supervisory committee is terminated and your records are inactivated. To reactivate your file at a later time, you are required to reapply for admission to The Graduate School through the Admissions Office. 

U OF U STUDENT NUMBER XXXXXXXXX 

U OF U PERSONAL IDENTIFICATION NUMBER:   XXXXXXXXXXX

ACADEMIC PLAN: Electronics Eng EE PROGRAM:  Engineering (G) 

* A student coded as a Non-Resident for tuition purposes is required to pay non-resident tuition and fees (XXXXXXXXXX). If you are classified a non-resident and question this assessment, you may complete a resident reclassification application available on line (www.XXXXXXXXX), or call the Admissions Office at (XXX) XXX-XXXX for assistance. Residency applications will not be processed after the University's term deadline. 

We look forward to having you as a student at the University of Utah. 

Sincerely,

‘SIGNED’



IAM BOSS                                         

Director of Admissions                                         







Admissions Office

                                                                        Salt Lake City, Utah  XXXXX-XXXX
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AIR FORCE CONTINUED SERVICE AGREEMENT FOR CIVILIAN EMPLOYEES



1.   I agree that upon completion of the Air Force sponsored training described below, I will work for the U.S. Air Force for three times the length of the training period.  (The length of full-time training is 8 hours for each day of training, up to a maximum of 40 hours a week.)



2.  If I voluntarily leave the Air Force before completing the period of service shown in item 7 below, I AGREE to reimburse the Air Force for the tuition, travel, per diem, books and materials, fees, administrative overhead costs, and other related expenses (EXCLUDING SALARY) paid in connection with my training as shown in item 8 below.  However, the amount of the reimbursement will be reduced on a pro rata basis for the percentage of completion of the obligated service.  (For example, it the cost of training is $3,000 and I complete two-thirds of the obligated service, I will reimburse the Air Force $1,000 instead of the original $3,000.)



3.  I FURTHER AGREE that if I voluntarily leave the Air Force to enter the service of another federal agency or other organization in any branch of the government before completing the periods of service agreed to in item 7 below, I will give my servicing civilian personnel office written notice of at least 10 work days, during which time a determination concerning reimbursement will be made.  If I fail to give this advance notice, I AGREE to pay the amount of additional expenses (5 U.S.C. 4109(a)(2)) incurred by the government in this training.



4.  I understand that any amounts which may be due the Air Force as a result of any failure on my part to meet the terms of this agreement may be withheld from any monies owed me by the government, or may be recovered by such other methods as are approved by law.



5.  I FURTHER AGREE to obtain approval from the PALACE ACQUIRE Administrator (AFPC/DPKCW, Randolph AFB TX 78150-4530) responsible for authorizing training request of any proposed change in my approved training program involving course and schedule changes, withdrawals or incompletions, and incurred costs.



6.  I acknowledge that this agreement does not in any way commit the government to continue my employment.  I understand that if there is a transfer of my service obligation to another federal agency or other organization in any branch of the government, the agreements in items 1, 2 and 3 of this section will remain in effect until I have completed my obligated service with that other agency or organization.



7.  Period of obligation service:      FROM _________________     TO ________________.

					Block 1			Block 2

8.  Degree Major:  ______________________________________________________________________



9.  University:  __________________________________________________________________

     University Bursar Address:____________________________________________________________

     Bursar Phone:_________________________	Bursar FAX:_____________________________

     University Bursar Point of Contact:_____________________________________________					

10.  Projected dates of attendance:  ________________________________________________________



11.  PAQ Intern signature: ______________________________________________ Date ___________________



12.  Supervisor’s signature: _____________________________________________ Date ___________________
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                                        Income Accounting and Student Loan Services

�General Graduate Tuition schedule (Resident)

2002-2003 Academic Year

(Subject to change without notice)

Students who have applied for, and been accepted into a program leading to a graduate degree pay tuition and fees according to the following schedule. 



Semester Hours�Regular Tuition ($$)�Activity Fee ($$)�Building Fee ($$)�Trans. Fee ($$)�Computing Fee ($$)�Total                Tuition & Fees ($$)��1�356.22�115.92�23.06�0.86�22.81�518.87��2�440.22�115.92�26.12�1.72�30.36�614.34��3�524.48�115.92�29.18�2.58�37.92�710.08��4�608.76�115.92�32.24�3.44�45.48�805.84��5�692.94�115.92�35.23�4.31�53.04�901.44��6�777.12�115.92�38.36�5.16�60.61�997.17��7�861.30�115.92�41.42�6.02�68.16�1092.82��8�945.48�115.92�44.45�6.88�75.72�1188.45��9�1029.66�115.92�47.54�7.74�83.28�1284.14��10�1113.84�115.92�50.61�8.61�90.84�1379.82��11�1198.02�115.92�53.66�9.46�98.44�1475.50��12�1282.22�115.92�56.72�10.32�98.44�1563.62��13�1366.38�115.92�59.78�11.18�98.44�1651.70��14�1450.56�115.92�62.84�12.04�98.44�1739.80��15�1534.75�115.92�65.91�12.91�98.44�1827.93��16�1618.92�115.92�68.96�13.76�98.44�1916.00��17�1703.11�115.92�72.02�14.62�98.44�2004.11��18�1787.28�115.92�75.09�15.48�98.44�2092.21��19�1871.46�115.92�78.14�16.34�98.44�2180.30��20�1955.64�115.92�81.22�17.21�98.44�2268.43��

�

										                         ATCH 6

�

�

Schedule of Graduate Courses  



 Electronics Engineering



FALL 2003



Course Number	Course Title	Sem. Cr. Hrs.



EE 5123	Digital Systems	3



EE 5263	Topics in Digital Signal Processing	3



EE 5153	Topics in Instrumentation	3



EE 5143	Linear Control	3



SPRING 2004



EE 5243	Topics in Control Systems	3



EE 5543	Topics in Communication	3



CS 5443	Data Base Management Systems I	3



EE 5173	Electromagnetic Fields and Waves	3





SUMMER 2004



CS 5453	Data Base Management Systems II	3



EGR 5413	Composite Materials	3



	TOTAL	30











PAQ Intern’s Signature:________________________________________ Date:______________________



Supervisor’s Signature:________________________________________Date:______________________

















											                  ATCH 7�

�Electronics  Engineering -  http://www.acs.edu/GenCatalog                                        (PAGE 1 OF 2)

DESCRIPTION OF GRADUATE COURSES:   

EE 5123 DIGITAL SYSTEMS (3) Prerequisite: EN 2600 or CHFEN 2853.  Graduate Status.

Application of modem physics and digital systems development to engineering disciplines: quantum mechanics, nanotechnology, and scanning tunneling microscopes, and other recent developments. 



EE 5126 EXPERIMENTAL AND COMPUTATIONAL METHODS IN FLUID DYNAMICS (3) Prerequisite:  EN 3700 and Graduate status. Small group student projects that apply modem physical and computational experimentation in digital systems. Lecture material will cover basic techniques, error sources and issues relating to experimental design. 

EE 5263 TOPICS IN DIGITAL SIGNAL PROCESSING (3) Prerequisite: EN 2400 and 3700 and Graduate status. Flow around bodies, inviscid flow, airfoil theory, lift and drag for lifting bodies, compressible aerodynamics, boundary layers, aircraft preliminary design. Meets with ME EN 5710. 

EE 6720 COMPUTATIONAL DIGITAL SYSTEMS (3) Cross listed as EE 6355. 

Prerequisite: (EE 2040 and 3700) or (EE 2703 and 3353) and grad status or instructor consent. 

Meets with EE 5353 & EE 5720. Survey of approaches including time accurate, explicit and implicit techniques.  Eulerian and Lagrangian methods,  projection methods, stability considerations, etc. 

EE 5153 INSTRUMENTATION (3) Prerequisite: MA1H 2250 and Graduate status and either EE 2600 or EE 2853. Design of data communication networks:  modems, terminals, error control, message switching and data concentration. Meets with EE 5800. 

EE 5143 LINEAR CONTROL (3) Prerequisite: EE 3600 and 3650 and Graduate status. 

Design of Digital mosulation techniques; analysis of digital communication systems in presence of noise; optimum principles. Meets with EE 5810. 

EE 5243 TOPICS IN CONTROL SYSTEMS (3) Prerequisite: EE Graduate status. 

Control systems considerations for improved mechanical/structural design; surface topography, friction of metals, polymers, ceramics, and composites; wear and abrasion; kinetics of corrosion processes and design considerations. 

EE 5543 ADVANCED LINEAR CONTROL: Occupational Biomechanics (3) 

Prerequisite: Instructor consent or: EE graduate status. Recommended Prerequisite: EE 1300 and 2400 and one of5100 or 6100.  Application of engineering statics and dynamics in determining biomechanical stresses on humans in the work environment; anthropometric measurement methodologies; determination of physiological stresses during work. 

EE 5173 ADVANCED ELECTROMAGNETIC FIELDS AND WAVES: Occupational Biomechanics Laboratory (1) Prerequisite: Instructor consent or: EE graduate status. Recommended Prerequisite: EE 

										           

 (PAGE 2 OF 2)

1300 and 2400 and one of 5100 or 6100.  Empirical evaluation of biomechanical and physiological stresses on humans in the work environment. 					

CS 5443 DATABASE MANAGEMENT SYSTEMS I (3) Prerequisite: EE Graduate status or instructor consent. Recommended Prerequisite: EE 5110 or 6110.  Systems safety techniques for accident prevention and for quantification of  hazards inherent in machines and person/machine systems. Preliminary hazard analysis, failure mode and effects analysis, fault tree analysis. 

CS 5453 DATABASE MANAGEMENT SYSTEMS II  (3) Prerequisite: EE 6210 or 5210 and EE Graduate status. The modeling, analysis, and control of nonlinear systems is discussed. 

EE 7210 OPTIMAL CONTROLS (3) Prerequisite: ME EN 6210 or 5210 and ME EN Graduate status. 

Optimization of systems using variational calculus and simulation techniques are discussed. 

EE 7220 ADVANCED CONTROL DESIGN (3) Prerequisite: ME EN 6210 or 5210 and :ME EN Graduate status.  Current topics in the area of control design are discussed. The subject areas depend on the interest of the instructor and students. 

EGR 5413 COMPOSITE MATERIALS (3) Cross listed as CP SC 7310. Prerequisite: EE 6310 and either  EE6220 or 5220. 
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Graduate School  DD Form 1556 Processing Information Worksheet:



DATE SUBMITTED:_____________________





Block -1	     Name ________________________________________________                                                                                         

                    (Last, First  MI)                                                                                                                                     

Block -3	     Social Security Number ____________________________                                                                                                                                                       



Block -6 	     Current Home Mailing Address ____________________________                                                                                                 

                                                                      ____________________________

				            _____________________________	                                           

	     Email Address:    Work_______________________   Graduate School_________________

		 

Block -7	Phone Numbers: ____________________(Work )                                                                                   

			     ____________________(Home) 

		                   _____________________(Graduate School)                                          



Block -8	     Position Title ____________________ 			                      



Block -10    Pay Plan/Series/Grade _______________________	                                                           

                                                                                                                

Block -11    Organization Name _______________________________________

        

Block -12    Organization Mailing Address _______________________________________

				          _______________________________________

			                        _______________________________________			          



Block -17    All Classes this semester or quarter

Intern Tuition Costs� � � � ��Course Title�Course Symbol�Credit Hours�Cost Per Credit Hour ($)�Total Cost of Course ($)��1� � � � ��2� � � � ��3� � � � ��4� � � � ��5� � � � ��Etc� � � � �� 

**Sum (Total Cost of Courses) of Required Semester or Quarter Fees (graduate fee, technology fee,  

    etc.):$________________     



    

Block -19 (a)   Name of University______________________________________

	          ________Semester System      or    ____________Quarter System



Block -19 (b)  Mailing Address of University Bursar’s Office  (Include name, phone# and fax # of University Bursar 

                       Point of contact) 

                         Mailing Address________________________________________

     	                                     ________________________________________

           POC Name_____________________________________

	           Phone#________________________________________

	           FAX#_____________________________________________   









Page 2 of 2  



   ****Is This Your Last Semester /  Quarter of Graduate School? ______YES    ______NO 



   ****Snapshot of your planned semesters / quarters in school (for example, Fall 2004 – start; Spring 2005 – continue;  Summer 2005 -  work at duty station;  Fall 2005 - finish graduate school): ____________________________________________________________________________________________________



____________________________________________________________________________________________________

					

   ****Move Required To Graduate School? ______YES      _____ NO         Requested Date of Move:  _____________   

   

   ****Move Required From Graduate School? _____YES     ______NO       Requested Date of Move:_______________      



Block -23  (a) This Semester and / or Quarter Start Date (YYMMDD)________________________		             		





Block -23  (b)  This Semester and / or Quarter Completion Date (YYMMDD)_____________________________ 	    	





Block  -25  Estimate for Total Cost of  Required Intern Books:



         (Number of Courses X $125): $__________					





Block -32   (a)  Supervisor Name & Title ____________________________________



                   (b) Phone#_________________________



          Supervisor Concur With Course Schedule? _______YES  _______NO



          DATE of Concurrence: ________________________



								

												

Required Attachments:



(1) University Catalog course description (for each course), course number/designation and course credit hours. 

       Send only information about the current courses you are taking – DO NOT SEND the Entire University Catalog

(2) Current University Graduate Tuition Schedule including charge/cost per credit hour and any applicable fees (this  

      may be obtained from university website)





NOTE:  

The PAQ Intern is responsible for providing all the Required Attachment Information (i.e., not just providing reference to the University Catalog and Graduate Tuition web sites). 



Failure to provide required information will delay processing of your funding request.
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										     --  SF 1164

				                   �					��

CLAIM FOR REIMBURSEMENT

FOR EXPENDITURES�1.  Department of Establishment. Bureau, Division or Office



�2.  VOUCHER NUMBER

��ON OFFICIAL BUSINESS��3.  SCHEDULE NUMBER

���Read the Privacy Act Statement on the back of this form.�5.  PAID BY��4.�a.  NAME (Last, first, middle initial)



                  JONES, JOHN L.�b.  SOCIAL SECURITY NO.



         123-45-6789�

���c.  MAILING ADDRESS (Include ZIP Code)



            1234 East Street, Apt #45

            South Ogden, UT  12345�d.  OFFICE TELEPHONE   

     NUMBER

 

DSN 665-5555�



���6.  EXPENDITURES  (If fare claimed in col. (g) exceeds charge for one person, show in col. (h) the number of additional persons which accom-  

                             panied the claimant.)��DATE��Show appropriate code in col. (h):�MILEAGE�AMOUNT CLAIMED���FALL

2003

�C

O

D

E�

A-Local travel

B-Telehphone or telegraph, or

C-Other Expenses (itemized)�RATE



�MILEAGE�FARE

OR TOLL�ADD

PER-

SONS�TIPS AND

MISCEL-

LANEOUS������(Explain expenditures in specific detail.)

Required Books for Fall 2003 Semester.�NO. OF

MILES������(a)�(b)�(c)     FROM�(d)      TO�(e)�(f)�(g)�(h)�(I)��1 Sep�C�Digital Systems (EE5123)��������   75�00��1 Sep�C�Digital Signal Proc’g (EE5263)��������95�00��5 Sep�C�Instrumentation (EE5153)��������100�00��5 Sep�C�Linear Control (EE5143)��������85�00����I certify this claim is true and correct and proper and there was an urgent and unforeseen public necessity for the expenditure of my personal

funds; and that payment or credit has not been received.



                    _______________________________________                                          __________________________

                       Intern Signature                                                                                               Date����������������������������������������������������������������������������������If additional space is required continue on the back.�SUBTOTALS CARRIED FORWARD FROM THE BACK����������7.  AMOUNT CLAIMED (Total of cols. (f), (g) and (i).) �EMBED MSDraw���  $355.00�

TOTALS�������355�00����8.  This claim is approved.  Long distance telephone calls, if shown, are certified as necessary in the interest of the Government.  (Note:  If long distance calls are included, the approving official must have been authorized in writing, by the head of the department or agency to so certify (31 U.S.C. 680a).)�10.  I certify that this claim is true and correct to the best of my knowledge and belief and that payment or credit has not been received by me.

Sign Originial Only��Sign Originial Only��EMBED MSDraw���       Intern’s Signature�DATE

              DATE���11.                                   CASH PAYMENT RECEIPT���EMBED MSDraw���          Career Program Signature�DATE

�a.  PAYEE (Signature)�b.  DATE RECEIVED

��9.  This claim is certified correct and proper for payment.

Sign Originial Only��c.  AMOUNT

$  ���EMBED MSDraw���AFPC/DPKD Resource Mgt Signature

�DATE

�12.  PAYMENT MADE

       BY CHECK NO.  ��ACCOUNTING CLASSIFICATION





���1164 - 210-07�Standard Form 1164 (Rev 11-77) Prescribed by GSA, FPMR (CFR 41) 101-7  Exception approved April 1980                 

                           STANDARD FORM 1164��

CLAIM FOR REIMBURSEMENT

FOR EXPENDITURES�1.  Department of Establishment. Bureau, Division or Office



�2.  VOUCHER NUMBER

��ON OFFICIAL BUSINESS��3.  SCHEDULE NUMBER

��Read the Privacy Act Statement on the back of this form.�5.  PAID BY��4.�a.  NAME (Last, first, middle initial)

�b.  SOCIAL SECURITY NO.

�

���c.  MAILING ADDRESS (Include ZIP Code)�d.  OFFICE TELEPHONE   

     NUMBER

�



��6.  EXPENDITURES  (If fare claimed in col. (g) exceeds charge for one person, show in col. (h) the number of additional persons which accom-  

                             panied the claimant.)��DATE��Show appropriate code in col. (h):�MILEAGE�AMOUNT CLAIMED��



�C

O

D

E�

A-Local travel

B-Telehphone or telegraph, or

C-Other Expenses (itemized)�RATE



�MILEAGE�FARE

OR TOLL�ADD

PER-

SONS�TIPS AND

MISCEL-

LANEOUS����(Explain expenditures in specific detail.)�NO. OF

MILES������(a)�(b)�(c)     FROM�(d)      TO�(e)�(f)�(g)�(h)�(I)������������������������������������������������������I certify this claim is true and correct and proper and there was an urgent and unforeseen public necessity for the expenditure of my personal

funds; and that payment or credit has not been received.



                    _______________________________________                                          __________________________

                       Registrant/Claimant Signature                                                                                               Date��������������������������������������������������������������������������������������������������������������������������������������������������������������If additional space is required continue on the back.�SUBTOTALS CARRIED FORWARD FROM THE BACK����������7.  AMOUNT CLAIMED (Total of cols. (f), (g) and (i).) �EMBED MSDraw���  $�

TOTALS����������8.  This claim is approved.  Long distance telephone calls, if shown, are certified as necessary in the interest of the Government.  (Note:  If long distance calls are included, the approving official must have been authorized in writing, by the head of the department or agency to so certify (31 U.S.C. 680a).)�10.  I certify that this claim is true and correct to the best of my knowledge and belief and that payment or credit has not been received by me.

Sign Originial Only��Sign Originial Only��EMBED MSDraw����DATE

���11.                                   CASH PAYMENT RECEIPT���EMBED MSDraw���Career Program Signature�DATE

�a.  PAYEE (Signature)�b.  DATE RECEIVED

��9.  This claim is certified correct and proper for payment.

Sign Originial Only��c.  AMOUNT

$  ���EMBED MSDraw���AFPC/DPKD Resource Mgt Signature

�DATE

�12.  PAYMENT MADE

       BY CHECK NO.  ���ACCOUNTING CLASSIFICATION



Standard Form 1164 (Rev 11-77) Prescribed by GSA, FPMR (CFR 41) 101-7

Exception approved April 1980        �����



First-Duty Intern Move - Information / Instructions for Permanent Change of Station (PCS) Orders 



1st Duty Intern Move

Once the Scientist & Engineer  Career Program (SECP) Office (Joyce Brookins & Deene Gott) receives the Enter On Duty (EOD) date from the Recruiting Office (AFPC/DPKR), SECP generates the “Request for PCS Orders” template.  Once template is generated by SECP a copy will be emailed to the intern for his/her information.  This is the first step in obtaining orders.  At this point, no action is required by the intern other than verifying that information on the template is correct. 



The “Request for PCS Orders” template is then sent through several Resource and Management Development (DPKD) Offices for review and authorization.  Eventually the form is sent to the PCS Unit (HQ APFC/DPCMP) at Randolph AFB. 



HQ AFPC/DPCMP will first send you an email requesting two documents.  That is, (1) the Transportation Agreement (DD1618), and (2) the Non-Foreign Cost Estimate Questionnaire.  These documents are located at this website:  www.afpc.randolph.af.mil/dpc/pcs/pcs.htm     



To locate the DD 1618 document: 

(a) under “Table of Contents” click on “First Duty Hire Move”

(b) then, scroll down to the question “What do I do to begin the PCS orders  

    process?”

( c) then, click on “DD 1618”



To locate the Non-Foreign Cost Estimate Questionnaire document:

under “Table of Contents” click on “Career Program Move”

then, scroll down to the question “What do I do to begin the PCS orders 

   process?”

( c) then, click on “Non-Foreign”



You should download / fill-out these documents and be prepared to provide them to the PCS unit when they contact you.  If you need assistance filling out documents, phone the PCS unit at 210-565-2435.



Once HQ AFPC/DPCMP has the PCS template, the completed DD 1618 and Non-Foreign Cost Estimate Questionnaire, they will prepare and email you your travel orders (DD Form 1614 -REQUEST/AUTHORIZATION FOR DOD CIVILIAN PERMANENT DUTY OR TEMPORARY CHANGE OF STATION (TCS) TRAVEL).



4.   Interns normally receive orders from HQ APFC/DPCMP approximately 2 to 3 weeks after submittal of the completed DD 1618 and Non-Foreign Cost Estimate Questionnaire. Failure to provide DPCMP required information will delay processing of your travel orders.    If you have not received your orders from HQ AFPC/DPCMD within this 2 to 3 week time period, then status may be obtained from the SECP Office (210-565-2252).

  

After receipt of your orders (DD Form 1614) any questions may be addressed to the POC listed at the bottom of page 3 of the PCS Orders.  Once you receive your PCS Orders (DD Form 1614) you should:

Contact / Make an appointment with the nearest Traffic Management Office (TMO) for a counseling session to work out the details of your move.  The following link may be used to locate your nearest TMO Office:  http://afmove.hq.af.mil/page_pers_trans.asp   Also, your selecting supervisor may be able to assist in locating the nearest TMO.  If  not, you may contact the nearest military facility or phone the SECP Office for assistance.  If you are located more than 50 miles from a TMO, you may be able to obtain counseling via telephone / fax.  This possibility will depend upon the particular TMO. 

Email the SECP Office that you have received your PCS Orders and scheduled a counseling session with TMO.



If an intern travels without having obtained travel orders, the intern will not be reimbursed.



Another source of information about PCS may be found in the Scientist & Engineer (S&E) PALACE Acquire (PAQ) Intern Handbook  located on the S&E website:   http://www.afpc.randolph.af.mil/cp/secp/palacq.htm
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Graduate School Moves - Information / Instructions for Permanent Change of Station (PCS) Orders – 



Graduate School Moves (To and/or From Graduate School)



The first step in this process is to obtain approval from your supervisor on your selected graduate school move date and then email the SECP Office (Joyce Brookins & Deene Gott).  You should discuss / coordinate with your supervisor:   (1) the date school starts (or ends), (2) the date you wish to move, and (3) any related or requested leave.     Automobile travel time is normally computed at the rate of 350 miles / day.  That is, if you are 700 miles away from your graduate school you would be allowed 2 travel days.   If you wish to arrive earlier than the allowed 2 days, then you will be required to take leave.    Your email message (with CC copy to your supervisor) should include the following information:

The date school starts (or ends) 

The desired / requested move date 

The amount of requested leave (chargeable to your timesheet) associated with this move (if applicable).  NOTE:  Normally, leave should be scheduled after move has been accomplished.  For example, if graduate school starts August 23, 2004 and you are allowed 2 travel days for the move and you want to take 3 days of leave; then, your desired / requested move date should be August 16, 2004.  Leave taken just before the scheduled / requested move may interfere with your (1) timely receipt of travel orders, and (2) finalizing move actions with the Traffic Management Office (TMO). 

The statement  “My Supervisor, (INSERT NAME), concurs with this PCS/leave request.”

Your Name 

Social Security Number (SSN) 

Position Title (e.g., Electronics Engineer) 

Job Series and Grade (e.g., GS-0855-11) 

Your office symbol and duty station

The email address where your PCS Orders will be sent (VERY IMPORTANT)

Phone number(s) where you may be reached if there are any questions about your PCS orders (VERY IMPORTANT)

The address from where you are moving

The address where you are moving to (if known)

The name and address of the university



     This email must be sent to the SECP Office at least 45 days prior to the graduate school move date to ensure ample time to process the travel order request.   Failure to meet the above requirements will result in lost reimbursement.  If you travel without orders you will not be reimbursed.    

       

Once the SECP Office (Joyce Brookins & Deene Gott) receives your email request, we will generate the “Request for PCS Orders” template.  Once template is generated by SECP, it will be sent to the PCS Inbox for processing (with a “courtesy copy (CC)” emailed to the intern for his/her information).   At this point, no action is required by the intern.  



The “Request for PCS Orders” template is processed through several Resource and Management Development (DPKD) Offices for review and authorization.  Eventually the form is sent to the PCS Unit (HQ APFC/DPCMP) at Randolph AFB.  

HQ AFPC/DPCMP will first send you an email requesting submittal of two documents.  That is, (1) the Transportation Agreement (DD1618), and (2) the Non-Foreign Cost Estimate Questionnaire.  These documents are located at this website:  www.afpc.randolph.af.mil/dpc/pcs/pcs.htm     



To locate the DD 1618 document: 

(a) under “Table of Contents” click on “First Duty Hire Move”

(b) then, scroll down to the question “What do I do to begin the PCS orders 

    process?”

( c) then, click on “DD 1618”



To locate the Non-Foreign Cost Estimate Questionnaire document:

under “Table of Contents” click on “Career Program Move”

(b) then, scroll down to the question “What do I do to begin the PCS orders 

   process?”

( c) then, click on “Non-Foreign”



You should download / fill-out these documents and be prepared to provide them to the PCS unit when they contact you.  If you need assistance filling out documents, phone the PCS unit at 210-565-2435.



Once HQ AFPC/DPCMP has the PCS template, the completed DD 1618 and Non-Foreign Cost Estimate Questionnaire, they will prepare and email you your travel orders (DD Form 1614 -REQUEST/AUTHORIZATION FOR DOD CIVILIAN PERMANENT DUTY OR TEMPORARY CHANGE OF STATION (TCS) TRAVEL).



5.   Interns normally receive orders from HQ APFC/DPCMP approximately 2 to 3 weeks after submittal of the completed DD 1618 and Non-Foreign Cost Estimate Questionnaire. Failure to provide DPCMP required information will delay processing of your travel orders.    If you have not received your orders from HQ AFPC/DPCMD within this 2 to 3 week time period, then status may be obtained from the SECP Office (210-565-2252).

  

After receipt of your orders (DD Form 1614) any questions may be addressed to the POC listed at the bottom of page 3 of the PCS Orders.  Once you receive your PCS Orders (DD Form 1614) you should:

Contact / Make an appointment with the nearest Traffic Management Office (TMO) for a counseling session to work out the details of your move.  The following link may be used to locate your nearest TMO Office:  http://afmove.hq.af.mil/page_pers_trans.asp   Also, your selecting supervisor may be able to assist in locating the nearest TMO.  If  not, you may contact the nearest military facility or phone the SECP Office for assistance.  If you are located more than 50 miles from a TMO, you may be able to obtain counseling via telephone / fax.  This possibility will depend upon the particular TMO. 

Email the SECP Office that you have received your PCS Orders and scheduled a counseling session with TMO.



If an intern travels without having obtained travel orders, the intern will not be reimbursed.



Another source of information about PCS may be found in the Scientist & Engineer (S&E) PALACE Acquire (PAQ) Intern Handbook  located on the S&E website:   http://www.afpc.randolph.af.mil/cp/secp/palacq.htm
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  MOST FREQUENTLY ASKED

QUESTIONS

FROM PALACE ACQUIRE (PAQ) S&E INTERNS





1.  CAN I GO TO ANY GRADUATE SCHOOL I WANT?



ANSWER:  The SECP Office highly recommends and encourages attendance at local institutions. The main consideration is “cost”.  Selection of graduate schools should be a coordinated effort between you and your supervisor.  Non-utilization of local institutions must be justified in writing and forwarded to the SECP OFFICE/PAQ Administrator for APPROVAL (Refer to Selection of Schools for Graduate Study).



2.  WHAT IS MY OBLIGATION TO THE GOVERNMENT AFTER I FINISH SCHOOL?



ANSWER:  Typically, the obligation is satisfied with a 3 to 1 pay back in service time.  This pay back period starts after you return from school, i.e., 3 years of service after you return from school.   However, if for some reason you decide to leave Federal service, then you would be personally obligated to payback all expenses related to the training (tuition, fees, books and relocation costs; excluding  salary.)



3.  WHEN CAN I GO TO GRADUATE SCHOOL, DO I HAVE TO HAVE 12 MONTHS SERVICE BEFORE I CAN   

     START GRADUATE SCHOOL? 



ANSWER:  Yes.  Normally, you should have at least 12 months service.  Graduate school schedules will dictate most situations.



4.  HOW LONG DO I HAVE TO RELOCATE FROM WORK TO GRADUATE SCHOOL?



ANSWER:  This move is considered a “training move”.  Travel days are normally a part of the training move.  The official date the intern is to report to the university is normally the day before classes commence. Any leave time (either annual or administrative)  must be coordinated and approved with your supervisor.   Interns are encouraged to work with the university’s housing department in relocation moves.



5.  WHEN I AM AT SCHOOL, DO I HAVE TO USE ANNUAL LEAVE ON SCHOOL HOLIDAYS?  WHAT

     ABOUT SICK LEAVE?  SHOULD I COMMUNICATE WITH MY SUPERVISOR AND IF SO, HOW OFTEN?



ANSWER:  Annual leave does not have to be taken during school holidays and/or breaks between terms provided you do not leave the school area.  However, break periods during “Spring Break”, Thanksgiving and Christmas must be accounted for by either attendance at school (special projects/research) or by taking annual leave or LWOP.   Sick leave should be used when you are too ill to attend classes.  This information should be communicated /approved with your supervisor.



Frequency of communication between you and your supervisor during graduate school is done at least every two weeks or as often as necessary to keep supervisor apprised of your progress, leave status, and problems concerning payroll. Your supervisor maintains your time sheet for payroll purposes. Any questions concerning payroll or your leave and earning statement should be addressed to your local CPF.  Communication with your supervisor may take place by telephone or e-mail.  For emergencies or if you cannot get in touch with your supervisor, contact the SECP Office.  



6.  WHAT SHOULD I BE DOING DURING MY FIRST YEAR IN PALACE ACQUIRE TO PREPARE FOR 

     GRADUATE  SCHOOL?



ANSWER:  Besides researching the various schools in the local area  that you and your supervisor have tentatively agreed upon, recommend that you satisfy admission requirements as early as possible.  Determination of thesis topic and /or area of specialty study can be discussed between you and your supervisor.  Refer to Selection of Schools for Graduate studies for detailed information.





7.  HOW DO I GET PROMOTED?



ANSWER:  You should remind your supervisor 60 days ahead of time to submit proper Request for Personnel Action (RPA) paperwork to the Civilian Personnel Flight (CPF).  Refer to Promotions section.



8.  DOES PALACE ACQUIRE PAY FOR TRAINING OUTSIDE OF MY GRADUATE SCHOOL?



ANSWER:   PAQ funding covers only your graduate school expenses (i.e., tuition fees and books).   All other training (ie., Acq 201, other short term courses)  must  be locally funded while you are an intern.  Once you graduate from the intern  training program at a grade level of 12  you may apply for Tuition Assistance (TA) funded by SECP.  



9.  RATHER THAN GO TO SCHOOL DURING THE SUMMER TERM, CAN I GO BACK TO WORK AND 

     FINISH SCHOOL  THE FOLLOWING FALL SEMESTER?



ANSWER:  Yes.  This can be done with your supervisor's approval.  Refer to Selection of Graduate Courses / Academic Course Load.



10.  IF I HAVEN'T FINISHED MY GRADUATE DEGREE REQUIREMENTS IN THE 12 MONTHS ALLOTTED 

      FOR SCHOOL, CAN I GET AN EXTENSION TO FINISH?



ANSWER:  NO.  Only 3 semesters or 4 quarters as outlined per your Graduate School Application Package will be funded by SECP.  Refer to Selection of Schools for Graduate Study and Reimbursement Process.  



11.  AS A PALACE ACQUIRE INTERN, CAN I TRANSFER TO ANOTHER JOB, OR TO ANOTHER AF BASE?



ANSWER:  No.  However, unusual circumstances may justify reassignments.  This must be worked through your supervisor and the SECP office.  



12.  AM I GUARANTEED A JOB AFTER I FINISH PALACE ACQUIRE?



ANSWER:  The organization that hired you made a commitment to place you into a permanent GS-12 position upon graduation from the intern program.  However, if the organization or MAJCOM cannot absorb you, every effort will be made to place you in a permanent position.  This may require relocation.  Refer to the Conditions of Employment Agreement you signed.



13.  WHAT HAPPENS AFTER I GET MY GS-12, WILL I GET ANOTHER PROMOTION?



ANSWER:   All subsequent promotions are competitive after you have met the one year time in grade requirement and any regulatory requirements. 





14. WHERE SHOULD I ADDRESS QUESTIONS CONCERNING MY STUDENT LOAN?



         ANSWER:   AFPC/DPKR , the Recruiting Division, handles all details concerning student loans.



15.  WHERE CAN I OBTAIN COPY OF FORM 1164 (TEXTBOOK REIMBURSEMENT FORM)?



          ANSWER:  Refer to this handbook Attachment 10 (downloadable form).  





16.  CAN I WORK OVERTIME AND RECEIVE CASH OR NOTABLE ACHIEVEMENT AWARDS?



         ANSWER:  Yes, it is possible.  However, you and your supervisor should be aware that these funds (overtime and cash  

         awards) must be reimbursed to the Central Salary Account.   Refer to Overtime and Cash Award section.







17.  WHO SHOULD I CONTACT WITH QUESTIONS ABOUT MY MOVE TO OR FROM GRADUATE 

       SCHOOL.



ANSWER:  You should first contact the SECP Office at least 45 days before the day of your requested move. Also, you may refer to the handbook Attachments 12 and 13.



18.  DOES THE CIVILIAN INTERN PROGRAM GUIDE (PALACE ACQUIRE) 

       (http://www.afpc.randolph.af.mil/cp/recruit/paqguide) APPLY TO S&E INTERNS.



ANSWER:  The Palace Acquire Guide referenced here was written to cover all career programs (there are approximately 20 different career programs).  Therefore, some of the guidance provided in this overall guide at this site does not apply to S&E interns.  The primary source of S&E intern guidance is provided by the S&E PAQ Intern Handbook (which was written specifically for current S&E interns). 
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