FISCAL YEAR 2012

U.S. ARMY JUDGE ADVOCATE GENERAL’S CORPS

 ADMINISTRATIVE INSTRUCTIONS FOR INTERNS

1.   SALARY
      a. GS-7 pay (2L interns) is approximately $650 per week.  Salaries will vary slightly with location.
      b. No overtime work or pay is authorized. You will be paid for no more than 40 hours each

work week, and you are authorized to work only 40 hours per week.

      c. Payroll instructions are being sent separately in a dedicated email message. Payroll

forms are found online at www.jagcnet.army.mil/jaro under Resources for Summer Interns. Fax

your forms to Ms. Karen Horton at (703) 806-0904.  Take your original pay forms to your

assignment location to turn in during in-processing, as well.

      d. You will receive your first paycheck in your designated account on or about 28 June 2012.  Each pay period lasts two weeks, and the first payday is two weeks after the end of the first pay period.

2.   IN-PROCESSING In-processing takes place on your start date. These items are required

for in-processing:

      a. Proof of U.S. citizenship. 

           1) Your passport (must be currently valid and issued in your current legal name; if not the

latter, bring official documentation of legal name change) OR

           2) Your government-issued photo ID and your birth certificate (original or a certified

copy) or naturalization papers if you are a naturalized citizen.

      b. Proof of SSN. Bring your social security card or other documentation, such as a W-2

form from the last tax year.

      c. Copies of all forms you submit to JARO with you to in-processing to avoid having to

duplicate forms.

3.  LEAVE As a temporary federal employee working fewer than 90 days, you will not accrue

annual leave (vacation days). You will accrue four hours of sick leave per pay period. Sick

leave will be forfeited if not used.
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4.   TRAVEL
      a. Interns are not authorized reimbursement for travel expenses to and from the internship

location.

      b. Coordinate your travel plans with your sponsor prior to traveling to your assignment

location. Ensure you and your sponsor can contact one another in route in the event of

emergencies.

5.   TIME SHEETS  Your pay is computed from the information you will submit on your time

sheet every other Friday.  Each office has a person designated to keep the time sheets for the

civilian employees.  You must sign the time sheet before your timekeeper submits it. Otherwise,

your pay may be delayed.

6.   OUTPROCESSING  You must surrender your Common access (CAC) cards and DOD

Building Passes, if applicable, to your security manager on your last day of work. No other outprocessing is required.  If you will be leaving the internship early, coordinate through your

supervisor with the civilian personnel action center on your installation for appropriate

paperwork.
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