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Chapter 1 Professionalism
CODE OF ETHICS

FOR

GOVERNMENT SERVICE


Authority of Public Law 96-303, unanimously passed by Congress of the United States on June 27, 1980, and signed into law by the President on July 3, 1980.
Your agency ethics official and the Office of Government Ethics are available to answer questions on conflicts of interest.



Chapter 2 Communication Tools and Points of Contact
	What Communication Tools Are Available?
	· Bulletin Board

· Website

· Mail

· NCAWPD Telephone Numbers, and Email Addresses


	NCAWPD Bulletin

Board Purpose
	The NCAWPD Bulletin Board is the Naval Center for Acquisition Workforce Professional Development’s sole vehicle for collective communication to the intern workforce and other interested parties.  It is our goal that the NCAWPD Bulletin Board will provide an effective and efficient means of providing information and clarifying guidance on a variety of acquisition and intern initiatives and issues.



	How To Access the Bulletin Board.
	· Point your browser to https://wwwnt.cnet.navy.mil/navyintern/
· Use the “Please Click Here” link.

· Then the “View the NCAWPD Bulletin Board” link.



	What Should I know About the NCAWPD Bulletin Board?
	· Current interns and/or their homeport Career-Field Manager/Intern counselor may request a message to be posted.  Actual posting to the Bulletin Board will be by NCAWPD personnel.  Email message to NCAWPDwebnavy.mil.
· General questions that are not intended for the NCAWPD staff but intended for other interns may be posted.  Messages that relate to training/travel, payroll and security should go directly to the appropriate person at NCAWPD.  (See Points of Contact in this chapter). 

· Messages should be less than a full page with no graphics or pictures. If appropriate, make sure your email address is included so responses go directly to you, not to every intern.




	NCAWPD Bulletin Board (Cont.)
	· Most messages stay on the NCAWPD Bulletin Board for approximately 90 days.

· Messages will be accessible to anyone including the general public.

· Recommend checking for new messages at least once a day since messages can be posted at anytime.

· Questions or comments about the website should be directed to:

NCAWPDwebnavy.mil


	NCAWPD 

Web Site
	There are links on the Web Site that are related to the acquisition career field and to interns in particular. We will be adding to the web site. Through the NCAWPD Bulletin Board we will let you know when it has been updated, or when the links have changed. The documents you need to communicate with us at NCAWPD will be there for you to print or download, as you need them.  The web address is https://wwwnt.cnet.navy.mil/navyintern/.


	NCAWPD’s Address
	US MAIL:                                          FEDERAL EXPRESS:

NAVAL CENTER FOR ACQUISITION     NAVAL CENTER FOR ACQUISITION

WORKFORCE PROFESSIONAL               WORKFORCE PROFESSIONAL

DEVELOPMENT                                         DEVELOPMENT

P.O. BOX 2033                                             5450 CARLISLE PIKE

MECHANICSBURG PA  17055                  BLDG #214    B-19

                                                                      MECHANICSBURG, PA 17050

	Fax Numbers For NCAWPD.
	· (717) 605-1980 or (DSN) 430-1980

· (717) 605-4675 or (DSN) 430-4675

· (717) 605-3910 or  (DSN) 430-3920 (Payroll)



	NCAWPD Intern Points of Contact
	· NCAWPD points of contact to assist you are at:                                                                      

      https://wwwnt.cnet.navy.mil/navyintern/NCAWPDpocs.htm


Chapter 3 Records & Document Processing
	Where Is My Official Personnel File (OPF) Located?                                                        
	· The OPF for each individual intern is located in the Human Resources  Service Center, Southeast (HRSC SE) Office at Stennis Space Center, Mississippi:       Human Resources Service Center, SE

                                ATTN:  Benefits  Code 43

                                9110 Leonard Kimble Road

                                Stennis Space Center, MS 39522-0002

	How do I enroll in Health & Life Insurance and make Thrift Savings Plan (TSP) contributions?  

How do I make Beneficiary Selections for Life Insurance?
	· Go to www.opm.gov/insure to obtain information on health, life and long-term insurance.  You will be eligible to enroll after your reporting date.

· Go to www.civilianbenefits.hroc.navy.mil to enroll in health insurance, life insurance or TSP.  Click on EBIS/Change Benefits; Click Continue; Select Set Password; Proceed to make health, life insurance selections and TSP election.

· Go to www.opm.gov Click on Quick Index; Forms; Standard Forms.  Complete the SF 2823 and SF 3102, make a copy for yourself and mail the original to:       Department of the Navy

                                    HRSC-SE Code 43 

                                    9110 Leonard Kimble Road

                                    Stennis Space Center, MS 39522-0002

· Go to www.opm.gov; Click on Forms & Publications; Under Option 1, click on Forms; then TSP-3 (Designation of Beneficiary).  Complete the TSP-3, make a copy for yourself, and mail the original to: 

                               Thrift Savings Plan Service Office

                               National Finance Center

                               PO Box 61135

                               New Orleans, LA 70161-1135
· Worker’s Compensation Claims -                                                                     

         POC – Last names (A-K)  850-452-4433  x352

                     Last names (L-Z)   850-452-4335  x348

      Send to:

               Human Resources Office

               368 South Avenue

               Pensacola, FL 32508-5124

 

	How do I make Beneficiary Selections for Thrift Savings Plan?

What Documents Do I send to HRO-Pensacola for Processing?
	


	What Payroll Documents Do I Send To NCAWPD For Processing?                                                             
	· Timefaxes

· Signature Authorizations

· Address Changes

· Taxes

· Direct Deposits

· Allotments to Financial Institutions

· Savings Bonds

· Combined Federal Campaign Authorizations

· Court, Military, Family, and Advanced Leave Requests

· Employment Verifications

Remember:  The above documents cannot be processed by HRO Pensacola FL or HRSC SE.  Go to the NCAWPD website, https://wwwnt.cnet.navy.mil/navyintern/,  Intern Payroll, for complete instructions. 


	What Is The Phone Number And Address Of My POC At NCAWPD For The Above Documents?                                                             
	 Payroll Codes:                                    201 Acquisition Logistics

 202 BCEFM                                        204 SPRDE

 203 Contracting                                 205 PQM

  (717) 605-5471                                   206  Facilities Engineering

                                                              207 Information Technology
                                                             (717) 605-2668

                     NCAWPD                                              

                     P.O. Box 2033                                        

                     Mechanicsburg PA  17055          

· Information can be faxed to fax number (717) 605-3910.  

· Refer to NCAWPD Points of Contact for latest listing: https://wwwnt.cnet.navy.mil/navyintern/


Chapter 4 Getting Paid
	The Process
	· Everyone in the Navy is paid by the DoD Civilian Payroll Data System.

· You are assigned duty hours and a work schedule at your host activity. 
· Report your official timekeeping and payroll information to the NCAWPD.
· NCAWPD inputs Payroll data into the system.

· Your paycheck is then deposited into your account.


	TIMEFAX
	· The NCAWPD has designed a timekeeping transmittal sheet for interns called a TIMEFAX, a copy of which is contained in the Appendix and on the NCAWPD website under Intern Payroll.  

· The TIMEFAX form is the only acceptable document for transmitting bi-weekly timekeeping information to the NCAWPD.  




	NCAWPD Time And Attendance Guidelines
	· Detailed time and attendance guidelines are mailed to each intern in their pre-employment package.  These guidelines must be read in conjunction with this chapter.

· The guidelines are also posted at the NCAWPD web site (https://wwwnt.cnet.navy.mil/navyintern/) under Intern Payroll.

· The  guidelines contain the authoritative guidance for intern payroll procedures and policy.




	How to Prepare a TIMEFAX
	Use the example below to help you correctly prepare your TIMEFAX.








TIMEFAX
	Block
	Title
	Action

	1. 
	SSN
	Enter your social security number.

	2. 
	PHONE
	Enter your current day telephone number, include DSN prefix.

	3. 
	DISTRIBUTION CODE
	Use proper code from front of TIMEFAX.

	4. 
	NAME
	Print last/first/and middle initial.

	5. 
	PAY PERIOD ENDING
	· Pay periods are bi-weekly.  

· Refer to the NCAWPD current list of pay period ending dates.  

· Enter, MM/DD/YY.

	6. 
	CURRENT WORK SCHEDULE (CWS)
	ALWAYS enter your work schedule for this pay period.  Look at Examples 1 & 2:


	Flextime

	
	MON
	TUE
	WED
	THUR
	FRI

	Week 1
	8
	8
	8
	8
	8

	Week 2
	8
	8
	8
	8
	8

	Compressed Work Schedule

	
	MON
	TUE
	WED
	THUR
	FRI

	Week 1
	9
	9
	9
	9
	8

	Week 2
	9
	9
	9
	9
	0

	
	MON
	TUE
	WED
	THUR
	FRI

	Week 1
	10
	10
	10
	10
	0

	Week 2
	10
	10
	10
	10
	0


NOTE:  Please remember – the # of hours in the work schedule will always total 80.

	Block
	Title
	Action

	7. 
	EXCEPTION CODE
	· Exception codes are used to identify the various categories of leave, overtime, comptime and credit hours.  

· Refer to the list of exception codes on the TIMEFAX sheet and enter the correct two-digit exception code in column 7 of the applicable row.  

· You will have no entries in these blocks if you did not use leave or work additional hours.   

	8. 
	These are the blocks in which you document the number of hours to correspond with the exception code.



	9. 
	Use this column to enter total number of overtime hours worked, compensatory hours earned, or credit hours earned for the week.



	10. 
	Use this column to initial all leave entered on each line.




	General Instructions
	Do not use a cover page.

Do not fax with “sticky” notes attached.


	Taking Leave
	· Use the OPM Form 71 to request and document approval of each period of leave and absence.  You may obtain this form at the NCAWPD Website under Intern Payroll.

· These forms become part of your supervisor's and your personal timekeeping file.  Specific guidance for NCAWPD documentation requirements for the various types of leave that you may need to use is also provided at the NCAWPD Website in the Time and Attendance Guidelines.

· All requests for extended leave without pay (LWOP) must be coordinated with and approved by NCAWPD in addition to your host activity.


	Signature Authorization Forms 


	· Regulations require that each official who signs a timecard have a signature authorization form on file in the servicing payroll office.  

· To officially establish who can certify your timekeeping documents, you must submit a Signature Authorization Form when first reporting for duty and whenever an assignment results in a change of certifying officials.  This form is on the NCAWPD Website under Intern Payroll and provided in the Appendix.  

· This is a fiduciary requirement; the payroll office is periodically audited for compliance. 

· It is always a good idea to provide a signature authorization form for an alternate individual who will be permitted to certify your timekeeping documents in the event your supervisor is unavailable.    


Overtime

	Requirements for Overtime 


	· Overtime work is performed for the benefit of the host activity.

· Each host activity is responsible to fund and authorize overtime for the interns.

	Process for Overtime
	· An information sheet with detailed instructions is available on our website https://wwwnt.cnet.navy.mil/navyintern/ under Intern Payroll.  Host activities must ensure that sufficient funding is provided in advance to pay for overtime.

· NCAWPD Budget Analyst POC:    (717) 605-2670 (DSN 430-2670)


Transmission of TIMEFAX
	Due Date
	· You will report your bi-weekly time entries to the NCAWPD by faxing your completed TIMEFAX to (717) 605-3910.

· The mandatory transmission date is usually the second Tuesday of each pay period and not later than 1300 hours (1:00 P.M. Eastern Time).  The Timefax Transmittal Schedule is available on the NCAWPD Website under Intern Payroll.

· Any changes to this schedule will be posted on the NCAWPD Bulletin Board.

· A list of interns whose timefaxes have not been received by the submission deadline is posted on the NCAWPD Bulletin Board each pay period.   

· A salary check will not be processed for you unless the NCAWPD is in receipt of your TIMEFAX by this deadline. 

· If your TIMEFAX is received late, it will be processed during the following pay cycle with no special handling.  Remember this when planning to attend class, or to be on the road for TDY or relocation; make arrangements with the NCAWPD to transmit your TIMEFAX early. All associated documentation is due with the TIMEFAX and must be transmitted at the same time.




Chapter 5  Performance Evaluation
Intern Progress Records and DON Annual Appraisal

	Purpose 
	· To identify the performance of an intern fulfilling the requirements of the IDP and the overall performance as a DON employee.  


	Process


	· Completion of an Acquisition Intern Progress Record provided by NCAWPD is required at the conclusion of each six month period of employment during the intern’s training period.

· Acquisition Intern Progress Record forms are completed and endorsed by the appropriate supervisor, Homeport Career-Field Manager/Intern Counselor and Intern.  

· The form is provided in the Appendix and is available on the NCAWPD Website under Forms and Pubs.

· Interns are also covered by their host command’s DON annual appraisal system.  A copy of the appraisal form shall be forwarded to NCAWPD each year.


Probationary Period

	Purpose 


	·  The evaluation period is used to determine overall fitness for federal service including performance, personal characteristics and conduct.

·  To ensure the correct selection and placement of an intern and the intern’s abilities to fulfill the IDP requirements.

· To identify early any intern problems that can be corrected through prompt counseling. 

· Homeport Career-Field Manager/Intern Counselor completes probationary period report and submits to NCAWPD. 

· Most interns are hired into “Excepted” positions through the Federal Career Intern Program (FCIP) and are essentially under a probationary period for the duration of their training period.

  


Chapter 6 Awards
	Requirements  For Awards
	· Intern must be nominated by the host activity in order to be eligible.

· Command is responsible for funding awards.


	Process For Awards
	· An information sheet with detailed instructions is available on our website: https://wwwnt.cnet.navy.mil/navyintern/ under Intern Payroll.

· NCAWPD Budget Analyst POC:   (717) 605-2670 (DSN 430-2670)




Chapter 7 Promotions
	When Will I Be Promoted?  
	· Promotions normally occur on approximately one-year intervals with the exception of certain engineers.  Engineers hired at the GS-5 or GS-7 level may receive an accelerated promotion after 6 months in accordance with a special agreement approved by the Office of Personnel Management.


	What are the Requirements to Receive a Promotion?
	· Interns must exhibit current satisfactory performance, as well as demonstrate potential to perform at the next-higher grade level.

· Adequate progress in completing IDP requirements.    

· Proper DAWIA Certification.  Interns must be Level I certified before being promoted to a GS-9 and certified at Level II before graduation from the program.  See the Chapter on Certification for the appropriate process.

· Command recommendation.  


	What is the Process for Receiving a Promotion? 
	· 45 to 60 days prior to an intern’s promotion eligibility, the NCAWPD will provide the intern’s counselor the following:

         - Notice of eligibility date; for signature and return

         - Notice of DAWIA Level I or II certification status

· Promotions will not be effected without the command’s recommendation (signed memo) or proper certification level.  Promotions cannot be made retroactively. 

· Paperwork should be faxed to the NCAWPD at least 30 days in advance of the eligibility date to ensure enough processing time.

  


Chapter 8  Individual Development Plan (The IDP)
	What Is An IDP?
	· The IDP is a document developed by you and your Intern Counselor/ supervisor.  You design it to meet your needs in developing the competencies identified in the Master Development Plan (MDP) for your career field.

· The IDP is the basis for all your intern training.

· The IDP identifies how, when and how long it may take you to acquire these competencies.   The sources are:

· On-the-job training

· Rotational Assignments

· DAWIA (Defense Acquisition University (DAU) Training

· Technical Training

· College/University – Courses 

· Senior Project, if required by career field MDP

· IDPs must be completed during the first 45 days of employment and submitted to NCAWPD. 


	NCAWPD Funding
	NCAWPD specifically funds the following :

· Intern Orientation

· One management course

· Technical training mandated by the MDP

· Up to two rotational assignments (TDY travel, excess local mileage or relocation as necessary), depending upon MDP

· Costs associated with the completion of certain competencies, senior project, etc., within funding constraints.


	Command Funding
	· At least one technical training course that is directly related to the type of career field work performed at that command.

· All travel that is for the purpose of work or representation (such as meetings for the benefit of the command).

· All expenses related to command-specific training and personal computer training. 


	The Competencies
	The MDP identifies competencies (sets of skills, knowledges, and abilities) that each intern in the career field must achieve in order to graduate from the AIP.

The proficiency levels identified are the minimum levels of proficiency at which each must be attained at Acquisition Workforce Level I (prior to promotion to the GS-9) and at Level II (prior to graduation from the Program).  Commands may add any specific competencies and/or increase the level of proficiency.  The learning of these competencies is the core of an internship.

Commands must ensure that engineer interns in any of the career fields are provided hands-on training experiences in engineer-specific areas and from engineer related perspectives.  The command will identify those training requirements that the entry-level engineer must complete to meet the criteria for accelerated promotion in six months (vice 12 months).


	DAU Courses
	All scheduling for DAU courses is conducted electronically using the online Register-Now system.  See DAWIA and DAU Training section in this guide for the steps to schedule your training.  AIP interns are not included in command-projected quota requirements, and are NOT to be nominated for command quotas.  Do not “walk in” to classes for which you have not been registered through Register-Now.

DAU provides funding through NCAWPD for all DAU students; these anticipated costs should not be identified on the IDP.




	Management Training Courses
	The MDP identifies the requirement for you to complete at least one management course and provides a selection of management related course topics from which to select.  The command and the intern should determine together which specific courses would be most useful.  NCAWPD will fund one course and commands will fund others as well as PC courses.


	Technical Training Courses
	Mandatory technical training that is listed in the MDP will be funded by the NCAWPD.  In addition, commands may fund technical training courses directly related to the type of career field work performed at that Command.  For example, a logistics intern at a NAVAIR activity may be required to take the Naval Aviation Maintenance Officer’s course; this is funded by NAVAIR.


	Rotational Assignments
	Each intern must have at least two, clearly identified rotational assignments.  The MDP provides guidance and parameters and may differ between career fields.

Rotational assignments must include solely challenging, comprehensive hands-on learning experience and must not be conducted for the purpose of providing manpower where it may be lacking.

The NCAWPD will fund up to two rotational assignments if there are costs associated, and within program funding constraints.  If additional assignments are required on the MDP or added to the intern’s IDP, they will be funded by the command.  See Chapter 11 for additional guidance.


	Senior Project
	Each intern if required by the MDP will complete and present a Senior Project.  The purpose of the senior project, in addition to being a vehicle through which to meet or demonstrate required competencies, is to provide the intern a “big picture” perspective of the business aspects of Naval acquisition.  A detailed description of the concept and the parameters are provided on the MDP.  At the present time, interns in the SPRDE and Information Technology career fields are exempt from a Senior Project.


	The Education Plan
	The MDP reflects DAWIA requirements and/or desired levels of education at Levels I and II.  All interns must work towards meeting these mandatory and/or desired education requirements.


Chapter 9  Tuition Assistance

	What types of Funding are Available to Me?
	· Tuition assistance is available for:

· College tuition – AWTAP Funding
· Government and non-government sponsored courses, seminars, conferences and workshops – Non-AWTAP Funding


AWTAP Funding
	How Do You Apply for Tuition Assistance for College Courses?
	· You must apply for college tuition during announced open seasons by completing an EDP using the Acquisition Workforce Tuition Assistance Program (AWTAP) in Register-Now, which can be found at:

https://www.atrrs.army.mil/channels/awtap/student/stuLogon.asp?targeturl=/channels/awtap/Default.asp
· The NCAWPD does not directly fund college courses.  Funding is provided by Navy’s centralized Acquisition Workforce Tuition Assistance Program (AWTAP).


	What Do You Pay For?
	· Costs for such items as application & registration fees, books, parking permits, library fees, student activity fees, materials, etc. for college courses will be your own expense (The Navy’s Centralized AWTAP program funds only tuition).

· GMAT or  GMAT exam preparation fees will also be your own expense


	The Process
	· After the AWTAP Registrar’s approval of your EDP, and within 60 days of the class start date, you  can generate a 1556 in Register-Now following guidance in the AWTAP Register’s email notifying you of EDP approval.
· Once generated, the 1556 is automatically is forwarded for approval.  Allow a few weeks for approval.  Once approved, uou will receive the approved 1556 via email, along with a memo to you and a memo for the educational institution.  
· Take a copy of the 1556 with you to registration to verify payment method. (Most schools do not require this if electronic registration is used.)
· Forward your grade report or certificate of completion within 45 days of completion as directed in the AWTAP Registrar’s email.


Note:  An approved 1556 must be obtained prior to the start date of the class.
Non-AWTAP Funding
	How Do You Apply for Funding for Other Courses, Seminars, Conferences & Workshops Required by the MDP?
	· You must complete a Form 1556 and forward to your NCAWPD Customer Service Representative.




	The Process
	· Follow the guidance below for “Non-AWTAP Funding”.  

· If a 1556 is submitted that requires travel, (see Travel Section for     guidance) the travel request must accompany the 1556 in order to be considered for approval.  Do not include travel dollars on the 1556.
· Form 1556 is available at https://wwwnt.cnet.navy.mil/navyintern/, click on Forms & Pubs block, and in the Appendix.


              Steps To Receiving Funding for Non-AWTAP Training

	Step
	Action

	1.
	Fill out a 1556 (instructions for this are on the next page).

	2.
	Get a copy of the course description from the college catalog. 

	3.
	Check your IDP and make sure this course is included.

	4.
	Get a copy of the cost of the courses from the catalog.

	5.
	Fax these four documents (1556, Course Description, applicable IDP page, and Cost) to the appropriate Career Service Representative at the NCAWPD at least 30 days before you need to register for classes.

	6.
	Make sure you have included the fax number and address of the vendor in block 19b.

	7.
	When we receive these documents, we will assign it a unique accounting number.

	8.
	We will fax the 1556 and a letter for the vendor to you.  Keep a copy for your records.

	9.
	You will then fax or mail the 1556 to the vendor.

	10.
	Fax your grades or certificate of completion, if grade report is not provided, to the NCAWPD within 45 days of completion.


Note:  An approved 1556 must be obtained prior to the start date of the class.
	How to Prepare a 1556 for Non-AWTAP Funding
	Follow the Block instructions below to help you correctly prepare your 1556. 








        FORM 1556
	Block
	Title
	Action

	A.
	Agency Code
	NV-00-2179

	B.
	Document Number
	Leave blank.

	C.
	Request Status
	Check appropriate box. (Most of the time, (1) initial, will be applicable).

	D.
	Amendment No.
	Leave blank.

	1-7
	Self-explanatory         
	

	7(2)
	DSN Phone No.
	Provide your Fax Number.

	8-12
	Self-explanatory
	

	13
	Organization UIC
	39721

	14-16
	Self-explanatory
	

	17.
	Course Title
	Write in the title of the course or training event.

	18.
	Objectives
	Provide a brief explanation of how this course/training applies to your IDP.

	19.

a & b
	Name

Address
	Provide the name of the source and their address.  

	20.

a-l
	Course codes
	Leave Blank

	21.

a-c
	Course hours
	Not necessary 

	22.

a-c
	Course identifiers
	Provide the course number from the school catalog if this is a college or university course.  Otherwise it is not necessary.

	23.

a-b
	Training Period
	Identify the starting and completion date for the course/training by YYMMDD.  For example: 990907.

	24.
	Training Cost
	Follow the instructions if this is a no cost event.

	25.
	Direct costs

	
	a.
Tuition
	Identify total tuition for this course.

	
	b.
Books, etc.
	Put in only registration and/or lab fees.

	Block
	Title
	Action

	
	c.
Total
	Total the numbers from blocks a and b.

	
	d.
Funding Source
	Leave blank.

	26.
	Indirect Costs

	
	a.
Travel
	Leave blank because this information will be on your travel request form.

	
	b.
Per/diem
	Leave blank.

	
	c.
Total
	Leave blank.

	27.
	Accounting Classification
	Leave blank.

	28.
	Labor costs
	Leave blank.

	29.
	Signature
	Leave blank.

	30.
	Total costs
	Leave blank.

	31.
	Job order number
	Leave blank.

	32.

a-c
	Supervisor
	Type in your supervisor’s name and have them sign in block c.

Provide your supervisors phone number.

	33.
	Training officer
	Leave Blank.  (Signed by NCAWPD Program Manager).

	34.
	Authorizing official


	Leave Blank.  (Signed by NCAWPD Director).

	35.
	Course acceptance
	Leave blank.

	36.
	Course completion
	Leave blank.

	37.
	Billing instructions
	NCAWPD

P.O. Box 2033

Mechanicsburg PA  17055

	38.

a-f
	Certifying government official


	Leave blank.  


	Non-AWTAP Course Cancellation
	· If a Non-AWTAP course is cancelled, notify your NCAWPD Career Service Representative at least two weeks before the start date by fax or Email with your name, course title and 1556 Document number (Block B on 1556), and reason for canceling the course.

· We will then de-obligate the funding and correct our records. 

· Any fees incurred as a result of cancellation are your responsibility.


	Settlement of Non-AWTAP Funding
	· Copies of your grade report or certificate of completion should be forwarded to the NCAWPD within 45 days completion of your class. 

· The intern is responsible to reimburse the NCAWPD for the cost of any course not successfully completed.  Successful completion is defined as a grade of “D” or better, or a certificate of successful completion.

· Failure to submit the required grade report or certificate of completion will preclude NCAWPD from funding any additional courses.  

· No additional funds will be authorized unless previous funding authorizations are settled.  


Chapter 10  Travel
	Where Can I Get Help With My Travel Questions? 
	· The basis of all civilian travel guidelines are found in the Department of Defense Joint Travel Regulations, Volume 2.  

· Check with your local travel office, PSA or PSD for additional assistance.  


	What Are My Travel Entitlements?
	· Per Diem -Accommodations.  Travel regulations require you to use government quarters when available.  If government quarters are available and you elect not to use them, reimbursement will be limited to the amount that Government quarters would have cost.

· Per Diem –M&IE.  Daily meals and miscellaneous expenses.    

· Mode of Travel.  The most efficient and economical mode of transportation must be used for TDY.  

· Return from TDY.  You are required to return from TDY on the last day of the TDY period unless travel time would extend your arrival time past midnight.

· Travel Days.  Travel will occur during the normal workweek and not on holidays or weekends.
· Work Schedule.   You must be on a regular 8-hour work schedule for any pay period during which you travel.  You may not be on the compressed work schedule one week and the regular 8 hour schedule the next.  You may work any compressed schedule authorized by your rotational host activity on outside rotations with the exception of the first & last pay period due to travel.
· TDY to Washington DC area.  See NAIP Bulletin Board for guidance.
· Telephone Calls.  See NAIP Bulletin Board for guidance.


	Who Prepares My Travel?
	· Make your reservations through your local travel office or Personnel Support Activity Detachment (PSAD) office. They will provide official travel agency types of services.   


	What Does NCAWPD Pay For?


	· NCAWPD will fund travel that is associated with meeting required training as specified on the IDP.  Required training includes:

· Travel related to specific mandatory rotational assignments.

· Travel related to mandatory management and/or technical training related to applicable career field.

The Department of the Navy Acquisition Training Registrar (also located at the NCAWPD) funds travel related to attendance at the Defense Acquisition University (DAU) courses.

        Request travel for DAU through Register Now.


	What Does My Host Activity Pay For? 
	· Travel that is related to “work”.  

· Travel that is command-specific.   

· Travel that is not specifically identified as a requirement on the IDP for your career field.


	What Do I Do About My Timefax While On Travel? 
	· Before leaving on TDY, fax the timefaxes for the pay period(s) you will be away from work to ensure timely receipt of your paycheck.  

· You are responsible for submitting a timefax to the NCAWPD in order for your paycheck to be processed.


	The Process
	· To receive a travel accounting line, follow the steps in the table below.




           Steps To Receiving Travel Orders for Non-DAU Travel
	Step
	                                                            Action

	1.
	Fill out a Travel Request (instructions on the next page). This form is available at the following web address:

https://wwwnt.cnet.navy.mil/navyintern//_disc9/00000046.htm and in Forms.

	2.
	Attach a copy of the IDP page showing the training requirement. 

	3.
	Fax the above two documents to your assigned NCAWPD Career Service Rep at least 30 days before your travel starts; 90 days for rotational assignments. 

	4.
	When we receive the Travel Request, we will prepare your orders. If local travel, we will assign it a unique accounting number.

	5.
	We will fax the travel orders to you.  Keep a copy for your records.  Make sure you have included your fax number. 

	6.
	Take the travel orders to your local travel office for your orders to be processed.  

	7.
	After completion of your travel, fill out a DD1351-2 and submit this along with your original receipts to your local PSD for reimbursement.

	8.
	After  your local PSD has processed your claim, fax copies of the following items to the NCAWPD:

· Copy of  the Settlement Travel Voucher Summary Page (returned to you from your local travel office)

· Copy of the Airline Ticket and Itinerary Page (if applicable)

· Copy of the Travel Orders

· Copy of the DD1351-2

· Do not mail the originals.    Retain them for your records.


	How to Prepare a Travel Request
	Follow the block instructions below to help you correctly prepare your Travel Request.






      Travel Request
	Block
	Title
	Action

	1.


	Remarks
	Check appropriate box.  (Most of the time, (Original Request), will be applicable.

	2.
	Purpose of Travel
	Provide a brief explanation for requesting travel monies. (Ex. Outside rotation).

	3.
	Itinerary


	Provide the location you will be departing from and where you will be arriving when travel commences.

	4.
	Travel Plan
	Identify the starting and completion date for your travel. 

	5.
	Lodging
	Provide the daily rate for BOQ (if not utilized, a non-availability number must be obtained and listed) or Commercial lodging rate.

	6.
	Transportation
	Identify the mode of transportation you will be utilizing along with daily rates.

	7.


	Government Travel Cardholder
	Self-Explanatory.

	8.
	Cancellation
	If travel plans are cancelled, complete this section and fax a copy of your cancelled orders and return payment of advance, if any.

	9.
	Local Approval
	Have your supervisor sign and date.

	10.
	Totals
	Figure out the entire amount of money needed for your travel and place the final totals in this block.


Chapter 11  Rotational Assignments
	What Is A Rotational Assignment?  
	· Vehicle through which the MDP competencies are learned and practiced.


	What Is The Purpose of A Rotational 

Assignment?  
	· Permit the intern to compare and contrast processes at different locations, to broaden the intern’s background, and to increase the intern’s comprehension of the various processes.  

· Provide on-the-job application of completed training.

· Provide experience in addition to those of the host activity.  


	Requirements For A Rotational Assignment
	· Each intern must have at least two clearly identified rotational assignments that meet the MDP definitions.  Assignments differ between career fields.  Check your MDP for specific guidance.   

· Rotational assignments must include a challenging, comprehensive hands-on learning experience.  Rotational assignments must not be conducted for the purpose of providing manpower where it may be lacking.  

· Check your MDP


	Recommended Timing of A Rotational Assignment
	· Rotations within the host activity elements are at the discretion of the host activity, provided they are consistent with the intern’s IDP.  Check your MDP for specific guidance.   


	Internal  Rotations
	· Allow interns to learn the career field work at the host activity, e.g. various contracting elements (ex. Divisions, branches, sections).  

· It is usually necessary to be assigned to all or most career field tasks in order to obtain a solid foundation in all the mandatory competencies.     


	Outside Rotations and Funding 
	· Important tool for developing the intern.  

· Requirements and definitions vary from career field to career field.  Check your MDP for specific requirements.

· Should be within the intern’s local commuting area where possible and within the Department of Navy.  In exceptional circumstances, other rotational assignments may be appropriate, however, they should be performed at another Navy activity within the United States. 

· Requests for rotations outside the 50 states are extremely rare and require the affected major claimant to pay half of the rotational assignment cost, regardless of whether that rotational assignment would be more, less, or the same cost of a comparable rotational assignment.  Requests will be evaluated on a case-by-case basis as to the merits and cost-effectiveness of the rotation.  In addition, there must be a letter signed by the intern’s homeport activity’s Commanding Officer specifically delineating why this is a necessary and appropriate rotational assignment, the projected benefit to the individual and homeport activity in the target position, and stating the competencies are unavailable through rotational assignment opportunities with the United States.  The letter will then be presented to ASN (RD&A), DACM for final approval.   

· Depending upon the MDP, NCAWPD funds the cost for up to two rotational assignments within program funding constraints.




	The Process
	· Review your outside rotation plan in your IDP (Section B of the IDP) and modify/update as necessary.

· All outside rotational assignment requests must include the name, address, telephone number, fax number, email address and signature of the person who will function as the intern counselor at the rotation site.  Homeport/Intern Counselor signature is also required.  The signature, or indication of approval, shall be placed on/with the IDP rotation page of the IDP and submitted to NCAWPD.

· Fax your outside rotation request and Intern Travel Request form, if applicable, to your Career Service Representative at least 90 days prior to the planned start date of your rotation.


Chapter 12  DAWIA & DAU Trainiing
	What is DAWIA?
	· Acronym for the 1990 Defense Acquisition Workforce Improvement Act (Title 10 U.S.C. 1701-1764).   


	What is the Purpose of DAWIA? 
	· Improve the effectiveness of the military and civilian acquisition workforce through enhanced education, training and career development and thereby improve the acquisition process.  

· One DAWIA requirement is that an intern program be established to develop a cadre of highly trained acquisition professionals.


	What are the DAWIA Requirements?
	· Your MDP reflects DAWIA requirements and/or desired levels of education at Levels I and II.

· You have been hired into a designated acquisition position.  You must therefore, meet at least the minimum certification requirements of your position.  

· Meeting DAWIA requirements is an integral part of the internship and is the basis of determining eligibility to promote and graduate you.

· Mandatory DAWIA courses are provided by the Defense Acquisition University (DAU).  Attendance at mandatory training is of the utmost importance and takes precedence over all other training and education assignments, except for DON Acquisition Intern Orientation Training Conference.

	Where Do I Get Information Pertaining to DAWIA and DAU Training?

How do I apply for DAU courses?


	· Dept of Navy DAWIA information can be found at:

http://dacm.secnav.navy.mil, including certification check sheets which outline the mandatory courses for each acquisition career field.  Course descriptions (including prerequisite requirements) can be found at www.dau.mil.  

· After you have been onboard for three weeks, visit http://www.register-now.cms.navy.mil.  Select DAU Training; pass the Bulletin board; LogOn using the Intern Program LogOn Category.  At the Student Action Menu select Prepare Applications and follow the screens all the way to the Submit This Application button.  Your applications will be automatically forwarded to your CSR for approval and submittal to the Navy DAU Registrar.  By using the Intern Program LogOn category you are automatically afforded the highest registration priority for your Level I and II certification requirements.

	Does it matter when, where, and what order I apply for DAU courses?
	A number of your courses may be web-based training.  Applications for these courses, (e.g., ACQ101, LOG101, CON101) usually result in an enrollment within 48 hours after approval.  Each web based course carries a 60 day enrollment period (90 days for CON101) during which time it is self-paced.

You must sign up for your courses in such a way that you complete the prerequisites first and so that you do not have any two web courses running simultaneously.  So, for example, if you are a Logistics Intern, you would sign up for ACQ101.  After you complete that, sign up and complete LOG101; next ACQ201A.  Part B of ACQ201A is in a classroom and you must apply for it at the most cost effective location as presented to you by Register-Now.


	Who Pays for My DAU Training?
	· There is no tuition cost for DAU courses.

· 45 days before the start date of a classroom course in which you have been enrolled, DAU will email you a student information package and Register-Now will send email you a notice with instructions on how to request travel orders.  If you follow those instructions, you  should receive your travel orders by email, at approximately 7 days before the start date.  You are entitled to travel orders from Register-Now for your mandatory  DAU courses.     


	What Courses am I Required to Take?
	As an intern you are required to complete DAU courses that are needed for DAWIA Certification Level I and Level II in your designated Acquisition Career Field.  The required courses are listed on your Master Development Plan (MDP) for your convenience, and can also be found on the Certification Check Sheet for each Career Field and Level in the DAU online catalog at    http://www.dau.mil/catalog/cat2004/Appendix B.pdf.  In addition, some Career Fields’ MDPs require Interns to take additional DAU courses over and above the certification requirements.


	Is There a Specific Order to Take Courses?
	Yes, you must take your Level I certification courses before Level II, and before you take any other DAU courses listed on your MDP.  In addition, some courses have prerequisites (also listed on the Certification Check sheets) which must be met.


	Can I Apply for Courses Not on My IDP?
	 If your command adds an assignment-specific course to your Individual Development Plan (IDP) as necessary training for your target position, you may apply for it; however, most assignment-specific courses require command funding.  (Assignment-Specific courses are identified by DAU at http://www.dau.mil/catalog/cat2004/Appendix B.pdf)

You may apply for other Level I or II DAU courses if you have completed all of those listed on your MDP and IDP and are Certified at your current level.  

You may not apply for Level III DAU courses while you are an Acquisition Intern.




	Are There Any Other Restrictions on Courses?
	Unless you are duty stationed in Hawaii, Yokusuka, Germany, Italy, or other foreign location, you will not be enrolled in courses offered at those locations.  

You must apply for DAU courses at the most cost effective location as presented to you on Register-Now.  

The Naval Center for Acquisition Workforce Professional Development has arranged for many onsite courses specifically to meet the needs of Acquisition Interns.  On-site courses available each year are posted periodically on the NCAWPD Bulletin Board at https://wwwnt.cnet.navy.mil/navyintern/.

It is strongly recommended that you not apply for Level II courses until just prior to your first promotion.


	Where Do I Get an Application?
	Applications for DAU training are submitted online at   www.register-now.cms.navy.mil.  Then click on Main Menu after reading the Bulletin Board messages. LogOn using the Intern Program LogOn Category, your SSN, and DOB.  At the Student Action Menu select Prepare Applications and follow the screens all the way to the Submit This Application button.  Your applications will be automatically forwarded to your CSR for approval and submittal to the Navy DAU Registrar.  By using the Intern Program LogOn category you are automatically afforded the highest registration priority for your Level I and II certification requirements



	Is It Important to Use the Intern Logon Category?
	 Yes!  Only by using the Intern LogOn are you assigned the highest registration priority and are permitted to apply for courses before your Acquisition Workforce File is established.  




	How Soon After My Appointment can I Apply?
	It takes approximately 3 weeks for your name to appear on the Intern Roster.  You should not apply for DAU courses until the Intern LogOn recognizes/confirms you as an Intern.  If, 30 days after your appointment date Register-Now does not recognize your Intern status, you must consult with your NCAWPD CSR to resolve.


	Who Approves My DAU Training?
	Your assigned CSR at NCAWPD is hard-coded on your application form as the approving official.  When you press the submit button at the end of your application, your CSR will be notified by Email that you have applied for training.  Once approved, the DAU Registrar’s staff schedules individuals for the DAU classes.


	How Log Does it Take for My CSR to Approve My Application?
	Your application will normally be approved by the NCAWPD CSR within seven working days.  If you successfully submitted an application (and it appears in your Review/Edit screen) DO NOT RESEND unless asked to do so by your NCAWPD CSR.


	How Long Does it Take for the Registrar to Schedule My Classes?
	 This varies from a few days to a few months depending upon a variety of factors.


	What is a Hybrid Course?
	DAU presents some courses in a dual mode, i.e., a classroom setting (Part B) that is preceded by a  pre-course requirement that must be completed online (Part A).  Students must apply for part A and  be enrolled in it before a part B application can be processed.  

	Who Updates My Email, Home Address & Phone Numbers in Register-Now?
	Interns are responsible to maintain current contact information in their Register-Now student profile.  This does not relieve you from any other updates (such as payroll, etc.)!

	Who Notifies My Local Supervisor That I’m Enrolled in a Class?
	You are responsible to notify your supervisor.  It is strongly recommended that you discuss your application plans with your supervisor and provide him/her a copy of your enrollment notice Email when received.

	Who Approves My Requests for Cancellation
	If an unavoidable emergency arises and you will be unable to attend a classroom course or complete a web based course as scheduled, you must submit a cancellation request or ask to be dropped at the earliest possible time in advance.  Classroom courses are cancelled via Register-Now; you must request a drop action from your online instructor if it’s a web based course.


OTHER QUESTIONS?  ASK YOUR NCAWPD CAREER SERVICES REP
Chapter 13  Certification
This Chapter is being rewritten due to automation of employee certification.  In the interim, go to 

NCAWPD Bulletin Board for information regarding certification.

Chapter 14  Transfers
	Definition
	· Movement of an intern in the AIP from one host activity to another on a permanent basis.   


	When Will A Transfer Be Approved and On What Basis?


	· Transfers are not encouraged and are approved on a case-by-case, exception basis only.  They may be approved when there is a documented hardship or when mission requirements require the transfer.  Hardship requests are intern-initiated and may include transfers:

· To be near immediate relatives with long-term illnesses or who are terminally ill in order to assist with their care and/or provide support;

· To relocate with a military spouse who is transferred; and, 

· Other comparable situations where there is a severe personal hardship.

· Transfers driven by mission requirements are management-initiated rather than intern-driven.  Documented current or projected changes in manpower requirements may necessitate transferring an intern.

· In all cases, the gaining activity/command must certify it can place the intern upon graduation and the losing activity/command must concur with the transfer.  Transfers for personal reasons are normally approved at no cost to the Government.  NCAWPD retains the authority to approve or disapprove all transfer requests.  All requests must be coordinated with the intern’s Career Field Manager and NCAWPD Career Manager.


Chapter 15  Graduation and Final Placement
	Definition
	· Upon the successful completion of the IDP and appropriate certification, an intern is graduated from AIP to the target position at the host activity.   

· Commands are responsible for timely placement of interns regardless of whether they have met graduation requirements.


	What Steps Should An Intern Take To Ensure Timely Graduation?
	· Interns should contact their assigned Career Services Rep. approximately 90 days before their graduation date to inquire and resolve any outstanding documents (i.e., grades from NCAWPD funded courses, settlement of travel vouchers) and verify Level II certification status.


	What Is The Process?


	·  The Homeport Career-Field Manager/Intern Counselor assists NCAWPD with obtaining all requested forms and information, and prepares and forwards final Intern Progress Reports to NCAWPD.

· Host activity initiates necessary HR processing to transfer and promote, as appropriate, to target position.  NCAWPD Career Services Representative officially releases intern to Host activity HR processing the action.

· In the unlikely event the planned target position is not available, the Homeport Career-Field Manager/Intern Counselor notifies NCAWPD, as early in the training period as possible. 
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	SUPERVISORY CERTIFICATION
               ORIGINAL TIMEFAX

               CORRECTED TIMEFAX:

                   Adds exceptions not previously recorded

                   Deletes/alters exceptions previously recorded; explanation:

 Attendance and absences certified correct.  Overtime approved in accordance with existing laws and regulations for non-exempt FLSA.  I did not suffer or permit any overtime work other than as reported for this pay period.
    ________________________   ________________                                                              
    AUTHORIZED SIGNATURE                             DATE
    _____________________   ___________________

    PRINTED NAME                                                                          PHONE NUMBER                  
	EXCEPTION CODES
LN – ADMIN LEAVE (Blood Donor, Snow, etc)

LA – ANNUAL LEAVE

LB – ANNUAL LEAVE – ADVANCED

KC – AWOL (ABSENCE WITHOUT LEAVE)

CE – COMP TIME EARNED

CT – COMP TIME USED

LC – COURT LEAVE

CD – CREDIT HRS EARNED

CN – CREDIT HRS USED

LV – EXCUSED ABSENCE (up to 59 mins)

DC – FAMILY ILLNESS/SICK (ALSO SEE CHAP III)

HG – HOLIDAY PREMIUM

KA – LWOP (LEAVE WITHOUT PAY)

LM – MILITARY LEAVE

OX – OVERTIME   

RG – REGULAR TIME (FOR CORRECTIONS ONLY)

CR – RELIGIOUS COMP TIME EARNED

CA – RELIGIOUS COMP TIME USED

LS - SICK LEAVE

LG – SICK LEAVE – ADVANCED

LY – TIME OFF AWARD

LT – TRAUMATIC INJURY (COP)

LH – HOLIDAY-show in current work schedule only
	   DISTRIBUTION CODES
CODE  -  FOR INTERNS IN:
201  -  ACQUISITION LOGISTICS

202  -  BUSINESS, COST EST & FIN MGMT 

203  -  CONTRACTING 

204  -  SYSTEMS PLANNING, RESEARCH,                DEVELOPMENT & ENGINEERING

205  -  MANUFACTURING, PRODUCTION,               AND QUALITY ASSURANCE

206  –  FACILITIES ENGINEERING

207  -  INFORMATION TECHNOLOGY
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	SIGNATURE AUTHORIZATION FORM 


	PAYROLL SIGNATURE AUTHORIZATION  
INTERN’S NAME:

	NAME, AUTHORIZED OFFICIAL (Print or Type)

	SIGNATURE, AUTHORIZED OFFICIAL



	The above named person is authorized to perform the timekeeping functions checked below.

	
	FUNCTIONS

	X
	WRITE IN CORRECTIONS/OMISSIONS ON TIME CARDS.

	X
	CERTIFY CORRECTNESS OF ATTENDANCE AND ABSENCES ON TIME CARDS

	X
	CERTIFY OVERTIME AND COMPENSATORY TIME.

	
	

	APPROVED BY DEPT/DIV DIRECTOR/OFF IN CHG
	DATE


	
	SIGNATURE AUTHORIZATION FORM 


	PAYROLL SIGNATURE AUTHORIZATION  
INTERN’S NAME:

	NAME, AUTHORIZED OFFICIAL (Print or Type)

	SIGNATURE, AUTHORIZED OFFICIAL



	The above named person is authorized to perform the timekeeping functions checked below.

	
	FUNCTIONS

	X
	WRITE IN CORRECTIONS/OMISSIONS ON TIME CARDS.

	X
	CERTIFY CORRECTNESS OF ATTENDANCE AND ABSENCES ON TIME CARDS

	X
	CERTIFY OVERTIME AND COMPENSATORY TIME.

	
	

	APPROVED BY DEPT/DIV DIRECTOR/OFF IN CHG
	DATE


DEPARTMENT OF THE NAVY

ACQUISITION INTERN PROGRAM PROGRESS RECORD
NAME: _____________________________________    DUTY STATION: ________________________________

TITLE: _____________________________________    SERIES & GRADE: ______________________________

EVALUATION PERIOD:     FROM _________________   TO ______________________                                       

	EVALUATION FACTORS
	                         Above
	On Track
	   Below

	A.  Problem Solving, Analysis And Research                                                              

Ability to analyze problems and discern basic issues, ability to identify, locate and       

interpret resource material; to use sound judgement in making recommendations 

and reconcile diverse points of view.
	
	
	

	B.  Learning And Application of Technical Knowledge And Skill

Ability to grasp and apply fundamental and progressively more complex practices, theories, techniques and methodologies of the career field.
	
	
	

	C.  Organization Of Work

Ability to organize work, establish realistic goals and means for attaining them, deal with changing priorities and adopt new methods.
	
	
	

	D.  Instructions

Ability to respond to oral and written instruction, work effectively with broad 

guidelines and complete assignments with minimal direction.
	
	
	

	E.  Written Expression

Ability to express/convey analyses, recommendations and information in writing, 

using appropriate grammar, style, and format within given deadlines.
	
	
	

	F.  Oral Expression

Ability to convey or acquire information from others verbally.  Ability to secure 

agreement without friction and to establish/maintain effective professional relationships with people at all levels in the organization.
	
	
	

	G.  Professionalism

Cooperates well with others.  Works well in a team.  Gets along with co-workers. 
	
	
	

	H. Promotion Potential

Demonstrates characteristics indicative of potential for higher level positions
	
	
	


Evaluation Number      
            1    2                                         3    4                                     5    6    

     (Circle one)               
 1st year every 6 months          2nd year every 6 months        3rd year every 6 months

INTERN HAS SATISFACTORILY COMPLETED WORK ASSIGNMENTS AND TRAINING DURING THE REPORTING PERIOD IDENTIFIED ABOVE.  YES _____   NO _____.

INTERN IS SATISFACTORILY PROGRESSING IN THE ACCOMPLISHMENT OF THE IDP.      YES ____   NO ____.
SUPERVISOR’s COMMENTS (Comments must be provided if performance evaluation is weak or there is no promotion potential):

Final review prior to graduation:     

· Intern has completed all requirements of the MDP and has attained all of the necessary competencies.         

· Intern  has not completed all graduations requirements (Contact the NCAWPD Career Manager)      

SIGNATURES

________________________________________      __________      _________________________________________     _________                     Supervisor (Type/print & sign)                          
          Date                   Intern                                                                            Date



_____________________________________________________      ___________      

Career Field Manager/Intern Counselor  (Type/Print & Sign)                Date                                                                                                          
Note:   Submit one (1) month early when a promotion or graduation is due.

                        NCAWPD INTERN TRAVEL REQUEST FORM
	NCAWPD FAX ADDRESS

    ATTN:                 

FAX # (717) 605-1980

PHONE (717) 605-
	INTERN NAME:                                              _____________________________________

COMMAND/CURRENT DUTY STATION:  _____________________________________

PHONE:                                                        _____________________________________

FAX:                                                             _____________________________________

	TO OBTAIN AUTHORIZATION:  OBTAIN APPROVAL SIGNATURE AND FAX TO NCAWPD AT LEAST 10 DAYS PRIOR TO TRAVEL.  ALLOW 3 DAYS RESPONSE TIME.  UPON RECEIPT OF AUTHORIZATION, CUT TRAVEL ORDERS AND OBTAIN ADVANCE IAW LOCAL PROCEDURES.  FAX COPY OF DD1610 TO NCAWPD.

TO AMEND PREVIOUS AUTHORIZATION:  ENTER 15-DIGIT TRAVEL ORDER NUMBER IN REMARKS AND STATE WHAT NEEDS TO BE REVISED.  CHECK BLOCK #1 (AMEND) AND ENTER ONLY THOSE BLOCKS OF INFORMATION THAT WILL BE CHANGED.  FAX TO NCAWPD.

TO CANCEL AUTHORIZATION:  ENTER 15-DIGIT TRAVEL ORDER NUMBER IN REMARKS AND STATE REASON FOR CANCELLATION.  COMPLETE BLOCK #8; ATTACH REQUIRED DOCUMENTS.  FAX TO NCAWPD.

	DATE:
	ARE YOU CURRENTLY ON A ROTATIONAL ASSIGNMENT?  ____ YES ____ NO

	1.  ____ORIGINAL   ____AMENDMENT

                        ____CANCEL                        
	2.  PURPOSE OF TRAVEL:

	3.  ITINERARY               CITY/STATE 

     DEPART FROM:

     DESTINATION:

                                                    AND RETURN.
	4. TRAVEL PLAN

DATE OF DEPARTURE     ____________________________
DATES OF BUSINESS       _____________TO_____________

DATE OF RETURN            _____________________________

	5. LODGING (BOQ/CONTRACT LODGING REQUIRED

    IF AVAILABLE.  NO LODGING REIMBURSEMENT

   W/O NON-AVAILABILITY # ON DD1610).

BOQ

   BOQ AVAILABLE   YES OR  NO,  IF NO,

   PROVIDE NON-AVAILIBILITY # ______________

   BOQ RESERVED;  RATE PER DAY $____________

   NO BOQ W/IN 25 MINUTE RADIUS  ____________

COMMERCIAL LODGING

  HOTEL RATE PER DAY                    $____________

OTHER

    STAYING W/FRIENDS/RELATIVES  ____________
	6. TRANSPORTATION

  AUTOMOBILE (POV OR RENTAL)

#MILES TO/FROM RESIDENCE TO DESTINATION     _________

TOLLS TO/FROM RESIDENCE TO DESTINATION    $ _________

RENTAL CAR (ECONOMY SIZE)                                  $ _________

GAS FOR RENTAL CAR   (ONLY)                                 $ _________

PARKING AT DESTINATION   (PER DAY)                  $ _________

LIST PASSENGERS IN RENTAL CAR

             __________________________________________________

 COMMERCIAL       ROUND TRIP COST       $__________

               AIR_____TRAIN_____BUS_____

   TO/FROM RESIDENCE TO TERMINAL     $__________

    SHUTTLE_____TAXI_____POV MILES_____PARKING_____

   TO/FROM TERMINAL TO LODGING         $__________

                             SHUTTLE_____TAXI_____

OTHER:

	7.  GOVERNMENT VISA CARDHOLDER  YES___NO___

     OBTAIN ADVANCE VIA ATM                 YES___NO___
	

	8.  CANCELLATION

        ORDERS ISSUED?                YES _____ NO _____

         ADVANCE OBTAINED?      YES _____ NO _____

         ATM WITHDRAWAL?         YES _____ NO _____

FAX COPY OF CANCELLED ORDERS & VOUCHER FOR  RETURN OF SETTLED ADVANCE.  FOR AMEX AND/OR BANK FEES RELATED TO ATM WITHDRAWAL ON CANCELLED ORDERS, SUBMIT INTERN REQUEST TO OBTAIN REIMBURSEMENT FORM.                                                                                                        


	

	
	10.  TOTALS:         PER DIEM:   __________

                         POV MILEAGE:  __________

                                  AIRFARE:   __________

                          RENTAL CAR:   __________

                        OTHER COSTS:   __________

	9.  SUPERVISOR:___________________________________________________________

                                                                                                   (signature/date)

    CAREER FIELD MANAGER OR

    INTERN COUNSELOR____________________________________________________

                                                                                                   (signature/date)

    DATE FAXED TO NCAWPD:_______________________________________________
	NOTE:  FAILURE TO PROVIDE PROOF OF TRAVEL OR TUITION  SETTLEMENT WILL PREVENT FURTHER NCAWPD FUNDING.
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DEPARTMENT OF THE NAVY


CORE VALUES





As in our past, we are dedicated to the Core Values of Honor, Courage and Commitment to build the foundation of trust and leadership upon which our strength is based and victory is achieved.  These principles on which the U.S. Navy and the U.S. Marine Corps were founded continue to guide us today.  Every member of the Naval Service -–active, reserve, and civilian, must understand and live by our Core Values.  For more than two hundred years, members of the Naval Service have stood ready to protect our nation and our freedom.  We are ready today to carry out any mission; deter conflict around the globe and, if called upon to fight, be victorious.  We will be faithful to our Core Values of Honor, Courage, and Commitment as our abiding duty and privilege.








“HONOR”





I am accountable for my professional and personal behavior.  I will be mindful of the privilege I have to serve my fellow Americans.








“COURAGE”





Courage is the value that gives me the moral and mental strength to do what is right, with confidence and resolution, even in the face of temptation and adversity.








“COMMITMENT”





The day-to-day duty of every man and woman in the Department of the Navy is to join together as a team to improve the quality of our work, our people and ourselves.














SEXUAL HARASSMENT





Government policy states that sexual harassment is unacceptable in the workplace and cannot be condoned.  All employees must be allowed to work in an environment free from unsolicited and unwelcome sexual overtures.  





Regardless of what is acceptable socially outside of work, the federal government sets strict guidelines on conduct in the workplace that may be considered “sexually harassing” behavior.  This includes creating a work atmosphere that threatens employees or affects their ability to get the job done.  





Sexual harassment is deliberate or repeated unsolicited verbal comments, gestures, or physical contacts of a sexual nature that are unwelcome.  It is a form of employee misconduct that may create an unproductive or an offensive working atmosphere which undermines the integrity of the employment relationship.  





Sexual harassment is a prohibited personnel practice when it results in discrimination for or against an employee based on conduct not related to performance, such as the taking or refusal to take a personnel action, promotion of employees who submit to sexual advances, or refusal to promote employees who resist or protest sexual overtures.











Below is a list of recommended steps you can take, if you feel you are being harassed:


Communicate to the harasser that the attention is unwanted.


Keep a written record of what happened.


Talk to your co-workers, ask if others have been harassed.


Report the harassment to your supervisor.  Ask that it be stopped.  If your supervisor is harassing you, report it to your supervisor’s boss.


File a formal equal employment opportunity complaint.











Remember that sexual harassment is defined as “unwelcome” conduct of a sexual nature.  Your first response should make clear the harasser’s attention is not welcome.
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ANY PERSON IN GOVERNMENT SERVICE SHOULD





Put loyalty to the highest moral principles and to country above loyalty to persons, party, or Government department.


Uphold the Constitution, laws, and regulations of the United States and of all governments therein and never be a party to their evasion.


Give a full day’s labor for a full day’s pay; giving earnest effort and best thought to the performance of duties.


Seek to find and employ more efficient and economical ways of getting tasks accomplished.


Never discriminate unfairly by the dispensing of special favors or privileges to anyone, whether for remuneration or not; and never accept, for himself or herself or for family members, favors or benefits under circumstances which might be construed by reasonable persons as influencing the performance of governmental duties.


Make no private promises of any kind binding upon the duties of office, since a Government employee has no private word which can be binding on public duty.


Engage in no business with the Government, either directly or indirectly, which is inconsistent with the conscientious performance of governmental duties.


Never use any information gained confidentially in the performance of governmental duties as a means of making private profit.


Expose corruption wherever discovered.


Uphold these principles, ever conscious that public office is a public trust.
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