	Instructions

General Note on Usage: The Intelligence Community Joint Duty Assignment Program (JDA), Application Concurrence/Endorsement Transmittal Cover (AC/ETC ), the JDA Application Concurrence/Endorsement Parts 1 & 2 (AC/E Parts 1 & 2 ), along with the JDA Resume, when combined are referred to as the JDA Application Package, are available as automated input documents that can be filled in using Microsoft Word.  The intent is for the JDA Applicant to attach all three documents of the JDA Application Package to an email and forward electronically for review by the approving authorities, ultimately reaching the Army JDA point of contact.  Note most email systems use the "Forward" feature that allows attachments to remain as well as affords electronic review and threading of the approval process.  

Overview:  The JDA Applicant is encouraged to download and use the automated versions to fill in the required information.  An JDA Application Package consists of one JDA Resume, one AC/E Parts 1 & 2  and one AC/ETC , all of that must be completed for each vacancy of interest (up to three vacancies).  

a.  The JDA Resume is self-explanatory and is to be completed by the applicant. 

b.  The AC/E Parts 1 & 2  consists of two (2) major parts, each of which supports principal participants in the Application and Concurrence/Endorsement process.  Part 1 is to be completed by the JDA Applicant.  Part 2 is to be completed by the applicant's Supervisor. 

c.  The AC/ETC  consists of four (4) sections each of which supports a principal participant in the JDA applicant's chain of command involved in the concurrence/endorsement process. These participants (and sections) are 1) Supervisor; 2) Local Commander; 3) MACOM Career Program Manager or Equivalent for CP 35, Intelligence, and 4) MACOM Commander or Designated Representative.  Each participant should ensure completion of his or her respective section.  

Responsibilities in the electronic JDA Application Concurrence/Endorsement process:  

1.  JDA Applicant. 

a.  Identify up to three Non-Army JDA Vacancies for which qualified. 

b.  For each vacancy of interest complete the JDA Resume to include addressing the KSAs identified in the announcement.

c.  Complete AC/E Part 1.  

d.  Attach the JDA Resume, AC/E Parts 1 & 2  and the AC/ETC  files to an email and "SEND" electronically to the Supervisor/Manager for review. 

2.  Supervisor/Manager (Upon receipt of the email…)
a.  Click on and review the JDA Resume(s) and KSAs.  Close file without making changes.

b.  Click on and fill in AC/E Part 2 .  Save document with the same file name.

c.  Click on and fill in section 1 of the AC/ETC .  Save document with the same file name.

d.  FORWARD email (carbon copy to the JDA Applicant) with annotated attachments to the Local Commander. (Note:  Most email systems use the "forward" command in order for the attachments to accompany the email. 

3.  Local Commander (Upon receipt of the email …)

a.  Click on and review the JDA Resume(s) and KSAs.  Close file without making changes.

b.  Click on and review AC/E Part 2  that was completed by the Supervisor.  Save document with the same file name.

c.  Click on and fill in section 2 of the AC/ETC .  Save document with the same file name.

d.  FORWARD email (carbon copy to the JDA Applicant and Supervisor) with annotated attachments to the Local Commander. (Note:  Most email systems use the "forward" command in order for the attachments to accompany the email. 

4.  MACOM Career Program Managers or Equivalent.  (Upon receipt of the email…)

a.  Click on and review the JDA Resume(s) and KSAs.  Close file without making changes.

b.  Click on and review AC/E Part 2  that was completed by the Supervisor.  Save document with the same file name.

c.  Click on and fill in section 3a & 3b of the AC/ETC .  Save document with the same file name.

d.  FORWARD email (carbon copy to the JDA Applicant, the Supervisor, and the Local Commander) with annotated attachments to the MACOM Commander. (Note:  Most email systems use the "forward" command in order for the attachments to accompany the email. 

5.  MACOM Commander or Designated Representative (Upon receipt of the email…)
a.  Click on and review the JDA Resume(s) and KSAs.  Close file without making changes.

b.  Click on and review AC/E Part 2  that was completed by the Supervisor.  Save document with the same file name.

c.  Click on and fill in section 4 of the AC/ETC .  Save document with the same file name.

d.  FORWARD email (carbon copy to the JDA Applicant, Supervisor, Local Commander, and MACOM Career Program Manager) with annotated attachments to the Intelligence Personnel Management Office Army JDA POC. (Note:  Most email systems use the "forward" command in order for the attachments to accompany the email.

ARMY Joint Duty Assignment Manager:

Ms. Sharon Fowler (703) 695-3661; DSN 225-3661

NIPRNET: Sharon.fowler@us.army.mil 

SIPRNET: fowlersd@mi.army.smil.mil

JWICS: oafowsd@army.ic.gov 

 Questions regarding the JDA Application Concurrence/Endorsement process should be addressed to Ms. Sharon Fowler.


TRANSMITTAL COVER                       

INTELLIGENCE COMMUNITY JOINT DUTY ASSIGNMENT PROGRAM (JDA) 

APPLICATION CONCURRENCE / ENDORSEMENT

Complete one for each vacancy of interest (up to three)
	TO BE COMPLETED BY JDA APPLICANT

	      To be completed by applicant's supervisor, Local Commander, Career Program Manager and MACOM Commander or designated representatives.  The MACOM CPM for Career Program 35, Intelligence will coordinate the MACOM review and certification process for all JDA applicants. 

     JDA Application Package(s) must reach the Intelligence Personnel Management Office (IPMO) by email not later than one week after the closing date of the announcement

JDA VACANCY ANNOUNCEMENT NUMBER:     TITLE:         

If applying for more than one JDA opportunity, indicate 1ST Choice  FORMCHECKBOX 
 2nd Choice  FORMCHECKBOX 
 3rd Choice  FORMCHECKBOX 


	TO BE COMPLETED BY APPROVING AUTHORITIES

	1. SUPERVISOR         FORMCHECKBOX 
 Concur            FORMCHECKBOX 
 Non-Concur

	Reason: (100 words or less):     


	Name/Title
     
	Electronic Validation (Full Name)

     
	Phone (CML and DSN)

     
	Date 

     

	Email Address:      

	2. LOCAL COMMANDER     FORMCHECKBOX 
 Concur            FORMCHECKBOX 
 Non-Concur

	Reason: (100 words or less):      



	Name/Title
     
	Electronic Validation (Full Name)

     
	Phone (CML and DSN)

     
	Date 

     

	Email Address:      

	3a. MACOM CAREER PROGRAM MANAGER or EQUIVALENT: To what extent is this JDA assignment timely, relevant to the careerist's field of expertise and supportive of career planning objectives such as those recommended in the appropriate Army Civilian Training, Education and Development System (ACTEDS) plan?  (Choose Only One) 

 FORMCHECKBOX 
 Critical   FORMCHECKBOX 
 Important    FORMCHECKBOX 
 Desirable    FORMCHECKBOX 
 Not Appropriate

	Reason for above rating:      


	3b. MACOM CAREER PROGRAM MANAGER or EQUIVALENT     FORMCHECKBOX 
 Concur            FORMCHECKBOX 
 Non-Concur

	Reason: (100 words or less):       



	Name/Title
     
	Electronic Validation (Full Name)

     
	Phone (CML and DSN)

     
	Date 

     

	Email Address:      

	4. MACOM COMMANDER or DESIGNATED REPRESENTATIVE     FORMCHECKBOX 
 Concur            FORMCHECKBOX 
 Non-Concur

	Reason: (100 words or less):     


	Name/Title
     
	Electronic Validation (Full Name)

     
	Phone (CML and DSN)

     
	Date

     

	Email Address:      

	
	Date Received By The IPMO:

     


AC/ETC 


