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Position Nominations
for the
Intelligence Community Assignment Program (ICAP)

1.  References: 

ICAP Information Summary dated January 06. 

2.  Purpose. This memorandum requests nomination of Army positions to be used to host Intelligence Community (IC) careerists on extended detail from their agency or service under the ICAP Program. Nomination of positions to be considered occurs four times in a fiscal year as follows:

Submit in September for 1-31 October Cycle 

Submit in December for 1-31 January Cycle  

Submit in March for 1-30 April Cycle

Submit in June for 1-31 July Cycle 

3.  Pay Back to Army Organizations. The ICAP is designed to develop the future leadership of the IC by providing careerists with increased breadth and depth of experience and a broader understanding of IC missions and functions. ICAP positions not only benefit the IC and the careerists but also the organizations in which they are located. ICAP participants provide free expertise. Neither salary dollars, spaces nor high grade authorizations are required. The detail of the careerist to your organization is non-reimbursable. In these times of severely constrained personnel resources, ICAP positions can provide a windfall.

4.  New Position Nominations. In order to improve the Army’s success with attracting careerists to our ICAP positions, request you: a) give priority to identifying new GG-14 and 15 positions, especially if they will be positions within the greater Washington DC area; and b) seek in an innovative manner to nominate new GG-13 and above positions outside the DC area to include overseas positions.  Also continue to nominate positions that would back-fill behind either your careerists already out on ICAP or equivalent assignments or those who are likely to go out on ICAP assignments. Proactive management, to ensure a reasonable balance between careerists coming in from other services and agencies and those going out, should be considered whenever possible in order to control program costs.

5.  Program Improvements. The IC doubled the number of yearly announcement cycles to four to improve program participation. The IC maintains a website of all opportunities on INTELINK and SIPRNET to market the program even when the quarterly announcement periods are closed. Position nominations will, therefore, be accepted by this office year round but will be advertised in a certain cycle only if received by the suspense dates established above. 

6.  Procedures. Specific conditions/requirements for nominating new positions are:

a. Nominated positions may be either vacant billets or existing recognized but unauthorized requirements that are marketable within the IC. 

b. Nominations must be DCIPS positions at grades GG-13 through GG-15 but should be preferably at GG-14 or 15. Positions may be in any series. 

c. MACOM endorsement of nominations is still requested. 

d. Nomination packages for each position must include: 

i. Job description. Job descriptions should be unclassified. Existing job descriptions should be considered first. New positions can also be considered. Management authentication of the duties and grade with brief evaluation statement by the supervisor, are all that is required for new positions. 

ii. Use the ICAP Position Template to assist in developing a vacancy announcement that will be appealing to a wide IC audience. This statement must include: 

· Information describing specific projects or programs to be assigned; 

· A statement of mandatory and desirable knowledges, skills, and abilities; (keep to a minimum)
· Indication of required conditions of assignment such as security clearance, polygraph exam, frequent travel, possibility of deployment or shift work, etc; 

· Additional information about the organization or location of the position that could help in marketing the position and/or organization to a broad audience of IC careerists; 
· Geographic location of the position. 
· POC information (name, address, telephone number, e-mail address, and fax number of a person that will be able to provide more information about the position and organization to prospective applicants).

iii. Rationale for the position nomination (e.g., backfill for a current Army ICAP selectee, advance planning to support a future outgoing Army careerist [specify grade, type of work, and proposed timelines for ICAP application]). 

7.  Supplemental Marketing Efforts. Simply listing vacancy announcements on an IC website has not always proven sufficient to attract applicants. Recommend nominating organizations take steps to directly market their vacancies with targeted IC organizations and individuals on or before the first of each month that positions will be announced. Notification of which positions Army will advertise each cycle will be provided as soon as possible after the suspense dates for position nominations given above. 

8.  ICAP information. You and your employees can access ICAP information electronically three ways. 

a. INTELINK-TS. Visit DCS G2's INTELINK-TS website at http://www.dami.ic.gov/offices/dami-cp/programs/ico/icap/ This site contains both program information and a link to actual ICAP vacancies. You can also view vacancies after the closing date however; candidates cannot apply to a closed cycle. To apply for the vacancies under the open cycles on JWICS, go to the web site http://icoweb.diac.dia.ic.gov  If you do not have an account established under this web site, sign in as guest, guest. You will then click on the “Establish New Account” button at the top left of the screen. You will be prompted to create your own logon and user-id. Once you have established these, back completely out of the program and log on again using your new information. At this point you will be able to create your profile, view and apply for actual vacancies.   Next, candidates must complete Army’s endorsement process.  This process can be found on the DCS G2’s site at the link provided above.  
b. INTELINK-S. Visit DCS G2's INTELINK-S site at http://www.dami.army.smil.mil/offices/dami-cp/programs/ico/icap/ This site contains both program information and a link to the listings of actual ICAP vacancies.  To apply for the vacancies under the open cycles on SIPRNET, go to the web site http://icodbcol.dia.smil.mil.  If you do not have an account established under this web site, sign in as guest, guest.  You will then click on the “Establish New Account” button at the top left of the screen. You will be prompted to create your own logon and user-id. Once you have established these, back completely out of the program and log on again using your new information. At this point you will be able to create your profile, view and apply for actual vacancies.   Next, candidates must complete Army’s endorsement process.  This process can be found on the DCS G2’s SIPRNET site at the link provided above.  

c. INTERNET. Visit the ICAP area of this website for ICAP program information. You will find only program information and not the actual vacancies. 
9.  Members of the Intelligence Personnel Management Office are available to come and discuss the ICAP program with top management, your organization's supervisors and your organization's eligible careerists (703) 695-3689/DSN 225-3689.  
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