











March 18, 2002





VBA Letter 20-02-7





Director (00)


All VA Regional Offices and Information Technology Centers





SUBJ:  2002 College Summer Internship Programs





The Veterans Benefits Administration (VBA) has been invited to participate in three internship programs this summer.  The programs include the Hispanic Association of Colleges and Universities (HACU), Historically Black Colleges and Universities (HBCU) and the Workforce Recruitment Program for Disabled College Students (WRP).  A fourth program, the Washington Internships for Native Students, does not place students in summer jobs outside the Washington, DC area.  





Centralized funds will be used to cover the contract cost of employing HACU and HBCU interns in VBA field offices (this notice does not apply to VA Medical and Regional Office Centers).  Field stations that want to hire disabled college interns under the WRP Program must use their own station funds.  Interns in the WRP Program, like all other part-time summer students, are hired at different grade levels, according to their qualifications and past work experience.  Additional information about the WRP Program will be disseminated later this month, after the Office of Disability Employment Policy, Department of Labor, releases the list of interns available for employment.





VBA facilities should refer to the attachments for internship program descriptions, instructions for preparing request forms and selection procedures.  All field stations interested in requesting interns for the summer should complete the appropriate Intern Request Forms attached to this memorandum.  The Office of Field Operations (OFO) will review the intern request forms and select the stations that may proceed to the intern selection process.





Directors must assure that the individuals who are selected to supervise interns have the requisite supervisory experience.  Our primary responsibility in the internship programs is to ensure the development of a work plan that incorporates meaningful and challenging work assignments for the interns and to provide high quality and consistent supervision so that the interns’ work experiences are rewarding.
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2002 College Summer Internship Programs














Please review the attached program descriptions and complete the appropriate Intern Request Forms.  Stations should submit a separate request form for each job (e.g., if you have two jobs, submit two request forms).  Your request forms for HACU and HBCU interns should be emailed to Marsha A. Smith, Equal Opportunity Program Manager (20A1E), no later than noon on March 22, 2002.  Please provide Ms. Smith with the name and telephone number of your station’s contact person.  Field stations will be notified of the sites selected by OFO.  Those stations selected will be given further instructions on how to request intern application packages. 








If you have any questions regarding the internship programs, your designated staff liaison may contact Ms. Smith by email or telephone on (202) 273-6772.














/s/


					Guy H. McMichael III


					Acting Under Secretary for Benefits











Attachments
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Attachment A








HACU Summer Internship Program�
�






VBA Services and Offices should complete the Intern Request Form and submit 


the completed form to the Equal Opportunity Program Staff  (20A1E) no later noon on Friday, March 22, 2002.  








The Equal Opportunity Program Staff will forward all request forms to HACU in 


      one transmittal.   Thereafter, all communications regarding selection of interns will 


      be between HACU and the designated supervisor.  Services and Offices must 


      make all intern selections on or before April 26, 2002.  HACU will not extend 


      the deadline date for the selection of interns beyond April 26.  Consequently, your 


      chance of getting an intern increases if your selection is made as early as possible.








Each organization requesting a HACU intern should keep a copy of the


completed Intern Request Form.  Once HACU receives the request form, they


will provide a minimum of three applications to the supervisor for each request 


submitted.  In the selection process, the supervisor may contact the interns to


conduct an informal interview.  The supervisor will then indicate his/her choice of 


interns on the HNIP Intern Selection Form in the order of preference.  The 


supervisor then faxes the HNIP Intern Selection Form to HACU.   The fax


number for HACU is (202) 496-9177.   This process must be completed quickly, 


as the deadline date for the selection of interns is April 26, 2002.








As indicated on the attached HACU National Internship Program Financial 


Agreement Form, this document must accompany an HNIP Intern Selection Form 


in order for HACU to process the request.  Since the cost of the HACU interns will be 


paid from centralized funds, the  required information has already been entered on 


the form.  Once HACU has confirmed an intern’s acceptance of your job offer, the 


HACU  coordinator will notify the supervisor.  At this time, the supervisor should 


notify Marsha A. Smith, Equal Opportunity Program Staff (20A1E) of the 


confirmation and forward to her a copy of the intern’s application forms. 











�
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HACU National Internship Program


Intern Request Form  - Summer 2002


	


			        ** Intern request deadline is Friday, April 19, 2002 **





Supervisor Information – Prior to completing this form, please read the Supervisor Instruction Sheet.  The contact information provided below will be used throughout the placement process and internship session. Please complete the entire form. All information is significant throughout the selection and placement process.   Please type or print clearly.


Federal Agency:	_		Bureau:			_________





Intern Supervisor:					Phone:		_________


Fax:				 E-mail:		_________





Contact Person: (if other than Supervisor-for receiving applications/ questions regarding the internship duties)





 Name: Marsha A. Smith			              Title: Equal Opportunity Program Manager___	


Phone:  (202) 273-6772	     Fax:  (202) 275-5038	      E-mail:  OEMMSMIT@vba.va.gov_	





Physical Address for sending applications - NO  P.O.  BOX:	


1800 G Street, NW, Washington, DC  Suite 518							________





Intern Qualifications and Duties – Describe the desired academic background and skills for an internship assignment in your office.





Is U.S. citizenship required for this internship?		Yes		No





Desired Major(s):											__





Desired Skills:											_________





Brief Description of Intern Responsibilities: 							_________





												_________





													__





												_________





After completing this form, fax it to the HNIP office at (202) 496-9177 by the Intern Request Deadline stated above, and HNIP will send you three applications that match the above description.  Please note the Intern Selection deadline is Friday, April 26, 2002.





Financial Agreement - please note this form cannot be accepted unless the following information is provided.  I understand that my selection of an intern obligates my agency to pay $8,850 per intern.  We require the name of the finance person within your agency's bureau to invoice for payment.  Payment will be made by way of a (please circle):


    * Purchase Order 	         Grant/Cooperative Agreement		Credit Card





Andrina Brown (243B)		202-273-6712		__________________


Finance contact name (please print)		Finance contact phone 			Supervisor signature	





�
Supervisor Name ________________________________________________________________


			Last					First				Agency





For Office Use Only:








HACU Req. ID: ___________�
�
HACU National Internship Program


Intern Selection Form - Summer 2002





**Intern Selection Deadline is Friday, April 26, 2002**





Applications being Sent: These applicants may be under consideration by other supervisors; therefore, early selection is encouraged.  If you wish to review additional applications, please contact the HNIP staff at (202) 467-0893.





__________________		___________________		__________________





How to Select Your Intern: Prior to making your intern selection, we strongly encourage supervisors to contact the applicants for a brief conversation or interview to ensure the best match between student and internship assignment.  Supervisors cannot offer an internship.  However, they can express their interest to the intern.  HNIP will extend the job offer to the selected student after we receive this form indicating the supervisor’s top three preferences. 





Internship Location Information: HNIP needs this information in order to arrange housing and transportation for your intern.





Exact address where the intern will be working: 





								





Is their public transportation available to the internship site?  		Yes 		 No 





If yes, please circle whether it is:       Bus	    Subway	    Other		_______	





Name of closest stop 							





Please indicate the name, telephone number, and e-mail address of the person our office can


contact for logistical assistance 							





Intern Selection - Please indicate your order of preference and fax this form back to HNIP by the Intern Selection Deadline.  If your first choice is not available, the position will automatically be offered to the next candidate.  If your preferred applicants are not available, HNIP will notify you and may send additional applications.  Note: Only rank those applicants who you would consider having as an intern.  Any name listed below may potentially be offered the position.   HACU will contact you when your intern accepts the position.  





1.  					    2.  					  3.  			











HACU National Internship Program, One Dupont Circle, NW, Suite 605, Washington, DC 20036


Phone (202) 467-0893, Fax (202) 496-9177, www.hnip.net





�
***PLEASE NOTE THAT THIS FORM MUST BE RETURNED TO THE HNIP OFFICE WITH THE INTERN


        SELECTION SHEET. OTHERWISE, INTERN SELECTIONS WILL NOT BE PROCESSESED*****





HACU NATIONAL INTERNSHIP PROGRAM


FINANCIAL AGREEMENT





Pursuant to conversations with the Department of Treasury Prompt Payment office, the HACU National Internship Program meets the criteria for the Prompt Payment Act, under “Cost Reimbursable Service Contract”. Therefore, the following payment procedures will be implemented to better meet the logistical and financial requirements of HNIP.





Purchase Order Payment Procedures:


All Purchase Orders for interns in the Summer 2002 Session must be received via mail or fax by May 17, 2002 at the address below.  Interns that have accepted a position, but whose Agency does not provide a valid Purchase Order by the above date, will not be allowed to report to work for the Agency.





Hispanic Association of Colleges and Universities (Attn: Kay Kennedy)


8415 Datapoint Drive, Suite 400


San Antonio, TX 78229


Phone: 210-692-3805 Fax: 210-692-0823





Payments on invoices are due in full 30 (thirty) days after the start of the Payment Period. The Payment Period begins on the date of receipt of an invoice by the Agency. The Agency will review each invoice to determine whether the invoice is proper. When an invoice is determined to be improper, the Agency shall return the invoice to HACU no later than 7 (seven) days after receipt of the invoice. The Agency will identify all defects that prevent payments and specify all reasons why the invoice is not proper and why it is being returned.


ANY PURCHASE ORDERS RECEIVED THAT DO NOT ABIDE BY THESE TERMS WILL NOT BE ACCEPTED.





HACU will reimburse the agency for any non-completion of services, or partial services.





Grants/Cooperative Agreement Payment Procedures:


Upon the student accepting an internship for the Summer 2002 Session, the Agency should begin their internal remittance process.  Payments on invoices are due in full 30 (thirty) days after the start of the Payment Period. The Payment Period begins on the date of receipt of an invoice by the Agency. The Agency office will review each invoice to determine whether the invoice is proper. When an invoice is determined to be improper, the Agency shall return the invoice to the HACU no later than 7 (seven) days after receipt of the invoice. The Agency will identify all defects that prevent payments and specify all reasons why the invoice is not proper and why it is being returned.





Credit Card Payment Procedures:


Any Agency wishing to pay an invoice by credit card should have indicated so on the Intern Request Form. The invoice will have a credit card section to be filled out. This invoice can be mailed or faxed back to HACU. Agencies using the Purchase Order system must abide by the information above. Any Agency having a grant or contract already in place will have this invoice mailed to the address shown on the grant or contract, unless otherwise notified.





Financial Agreement - I have read and understand the terms outlined above in HACU’s “Financial Agreement” and agree to the terms stated therein.





Andrina Brown			Andrina Brown 			(202) 273-6712		


Agency Finance Contact Signature* 		Finance Contact Name 			Finance Contact Phone


*Individual who will process paperwork


for remittance to HACU			 Office of Resource Management, Veterans Benefits Admin, VA	


Agency/Bureau





HACU National Internship Program, One Dupont Circle, NW, Suite 605, Washington, DC 20036 Phone (202) 467-0893, Fax (202) 496-9177, www.hnip.net
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Attachment  B





HBCU Summer Internship Program�
�






The National Association for Equal Opportunity in Higher Education (NAFEO)


      sponsors the Historically Black Colleges and Universities (HBCU) Summer 


      Internship Program.  The HBCU program is designed to provide African 


      American students from historically black colleges and universities with an 


      opportunity to gain valuable work experience in the private and public sectors.   








NAFEO sponsors a one-day orientation session at their Silver Spring location 


      and requires interns to participate in the agencies' orientation programs.  The 


      HBCU summer internship program will last for ten weeks.  Interns will report for 


      duty on June 3, 2002 and their last day on the job is August 9, 2002.  








Each Service and Office requesting an HBCU intern should retain a copy of the HBCU “Intern Request Form.”  Once NAFEO receives the completed forms, the program Coordinator will fax or deliver intern application forms to the person who is listed on the request form as the supervisor or to the contact person, Marsha A. Smith, Equal Opportunity Program Manager (20A1E).  








Once the intern application forms have been reviewed, and the organization is 


      ready to make a selection, the supervisor should notify NAFEO, by telephone 


      (301) 650-2440 or by fax (301) 495-3306.








When NAFEO confirms the availability of the intern selected, the coordinator will notify the supervisor.  At this time, the supervisor should notify Marsha Smith of the confirmation and forward to her a copy of the intern’s application form. 








Please complete the attached form in this section of the package if you wish to recruit an intern from the HBCU program.  Services and Offices must submit the application form to Marsha A. Smith, Equal Opportunity Program Manager (20A1E), no later than noon on March 22, 2002.


�
National Association for Equal Opportunity in Higher Education


8701 Georgia Avenue ~ Suite 200 ~ Silver Spring, MD 20910


Telephone (301) 650-2440  ~~  Fax No.  (301) 495-3306





NATIONAL ASSOCIATION FOR EQUAL OPPORTUNITY IN HIGHER EDUCATION





INTERN REQUEST FORM


(Please Print Clearly)





Name of Supervisor:  _____________________________		Date: ____________





Organization: __________________________________________________________





Telephone: _________________________		Fax: ________________________








 Name of VBA Coordinating Contact Person: 		 Marsha A. Smith     (202) 273-6772        





INTERN INFORMATION





School Major and Skills Required:





























List of Duties To Be Assigned:


For Office Use Only:








HACU Req. ID: ____________











