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WHAT IS A JOINT DUTY ASSIGNMENT (JDA) - AND - HOW DO I APPLY?
1.  Provided is guidance concerning the Intelligence Community (IC) Joint Duty Assignments (JDA) Program.  Definitions, Frequently Asked Questions (FAQ’s), JDA links, and an explanation of the selection process are provided below.  At the link for further reading is ICS 601 (JDA Application Procedures) and the JDA Memorandum of Understanding (MOU), which formalizes the JDA process if/or once a JDA applicant is selected for an assignment.    

2.  OVERVIEW:  What is the Intelligence Community (IC) Joint Duty Program?
IC Joint Duty is a civilian personnel rotation system akin to joint duty in the military. Its purpose is to encourage and facilitate assignments and details of personnel to national intelligence centers and between elements of the intelligence community.    

 An IC JDA means (a) the permanent assignment of an employee from a position in one IC element to a position in another IC element that requires and/or provides appropriate joint IC duty experience, or (b) the temporary detail of an employee from a position in one IC element to a rotational assignment in another IC element that requires and/or provides appropriate joint IC duty experience for a period of at least 12 months and not more than 36 months 

3.  ELIGIBLE CANDIDATES:  GG 13 (IA-03 Equivalent) and above within the IC.

4.  HOW TO APPLY FOR A JDA:  


a. Go to the JDA website (VACANCIES TAB) on (NIPR or JWICS)

                  JDA WEBSITE (NIPR):     https://www.icjointduty.gov
                  JDA WEBSITE (JWICS):  http//icjointduty.ic.gov

If you have problems accessing the links above, please contact your IT department for assistance.


b. Select a JDA Announcement for which you desire to apply 


c. Follow the steps required on the Job Announcement (and submit your JDA packet to the points of contact (POC) listed on the JDA Announcement)


d. All JDA Announcements require an endorsement (memo) from the command authorizing your release (usually initiated and signed by the Supervisor and Higher Level Supervisor), unless your agency has “additional” internal procedures to which you’re required to follow.  This memo is required when submitting your application for a JDA announcement.  The memo must state whether or not the command supports your release for the JDA if you are selected.  The JDA process stops if the higher level supervisor does not support the JDA.  
· Option 1:  JDA Endorsement Memo

· Option 2:  Endorsement Forms.  There is also an Endorsement Form available at the following site:  http://www.dami.army.pentagon.mil/offices/JDA.aspx .  The form is fillable and should not be sent to HQDA, DCS G-2 for review.  There is no requirement for this office to approve.   

e. If you are selected and endorsed for the JDA, the Gaining Element JDA Manager (JDM) will contact the Losing Element JDM to initiate the formal MOU process.  After the MOU is agreed upon and signed by all required parties, the employee may be released to perform the JDA.  Throughout the MOU process, Activity/Agency JDMs (with supervisors input) at both the gaining and losing agencies are negotiating the elements of the MOU until agreed upon.  After agreements are reached between the losing and gaining commands, JDAMs must obtain final signature on the MOU.

f. Employees will not be released from Army commands until the MOU has been signed and agreed upon by all parties. 

g. Agencies will coordinate with servicing HR Offices / CPACs to ensure compliance with all personnel policies before employees are released on a JDA 

h. Activity JDMs will provide the HQDA JDM with a copy of an employee’s MOU after signatures are obtained and the MOU has been finalized.  

i. Activity JDMs are responsible for annotating JDAs and adjudicated JDA claim forms within DCPDS.


j. TCS Orders:  TCS Orders are required for travel between duty stations, subject to the Joint Travel Regulation (JTR).  JDMs/CPMs must contact the servicing Budget /Resource Office for assistance to ensure compliance with the JTR as it pertains to TCS Orders.  Employees will not be released from Army Activities without an approved and signed MOU, nor without TCS Orders, if applicable.

k. TEMPORARY PROMOTIONS:  There are no temporary promotions allowed on a JDA, IAW APV 2005.  Refer to the Army DCIPS website to review the APV:


DCIPS:   http://www.dami.army.pentagon.mil/site/dcips

l. JDA Terms:
              (1)  GAINING ELEMENT.  The IC element to which an employee is detailed while on a joint IC duty rotational assignment.

              (2)  EMPLOYING ELEMENT.  The IC element from which an employee on a joint IC duty rotational assignment is detailed; the detailed employee's permanent position of record remains with the employing element, and the detailed employee remains on the permanent rolls of that employing element during the joint IC duty rotational assignment, unless other administrative arrangements are agreed to by the employing and gaining element.


   (3)  MEMORANDUM OF UNDERSTANDING (MOU).  The purpose of the MOU is to provide for the assigning, tracking and accounting of personnel on a "reimbursable or non-reimbursable" JDA rotation and to stipulate the roles and responsibilities of the employing element, gaining element, and employee on a JD  

 5.  SELECTION PROCESS: Gaining elements may conduct interviews as part of their selection process, and will normally make a selection from among nominated/endorsed candidates within 15 business days from the receipt of the application packages. If more time is required to make a selection, the gaining element will inform the JD POC’s in the appropriate employing elements.  Once a selection has been made, the gaining element JD Program Office will inform the employee's JD Program Office or JD POC, who will notify the selectee.  Thereafter, the two organizations will complete the JDA MOU and identify an appropriate reporting date for the selected candidate on the MOU (as agreed between organizations/supervisors).   

 6. BACKFILL OPTIONS FOR MANAGERS REGARDING EMPLOYEES ON JDA:  Supervisor/Manager options include:  

a. Backfill the position.  Management may announce the employees position on the JDA website(s) (NIPR/JWICS), as a JDA (to non-Army employees only) minimum 1 year up to 3 years as a reimbursable or non-reimbursable detail.

b. Do not backfill the position.  However, the employee continues to encumber the position, while on the detail.  

c. Term Appoint is another option for the duration of the JDA.

d. Activity JDMs are responsible for posting announcements to the JDA website with approval for release by HQDA JDA Program Manager.
7.  JDMs & SUPERVISOR RESPONSIBILITES / REINTEGRATION OF EMPLOYEE:  


a.JDMs should schedule a timeline to contact employees out on a JDA; at minimum contact should be based on mid-point and end of cycle evaluations.


b. Reintegration:  JDMs should ensure the smooth transition of the employee upon his return to the organization.  Internal procedures should be established to support this process (i.e. such as in / out processing procedures, surveys, etc); management should capitalize on new skills and abilities and place employee in a position where he can use newly acquired skills and/or encourage employees to use their professional networks to find other follow-on assignments or use the competitive process; communication is key to the success of every employees expectations while on a JDA.  Management should ensure that reintegration is discussed with the employee before the JDA begins.
8.  JDA CLAIM: To submit a JDA Claim Form, complete the form at the link below and submit supporting documentation through your agency JDM:

https://www.icjointduty.gov/Forms.aspx
9.  Frequently Asked Questions (FAQ’s):  https://www.icjointduty.gov/FAQ.aspx    
10.  LEARN MORE ABOUT JDA:  

a. JDA HOME PAGE:  https://www.icjointduty.gov/about.aspx

b. JDA - G-2 PUBLIC WEBSITE:  http://www.dami.army.pentagon.mil/offices/JDA.aspx
11.  If you have questions about the program, feel free to contact the undersigned or contact your Activity Joint Duty Assignments Manager for your agencies internal JDA procedures.  

v/r,

Sharon D. Fowler   

Army Joint Duty Assignments Manager

CP35 Career Program Manager  

HQDA, ODCS, G-2 Intelligence, Pentagon     

VOICE - (703)695-3661     

FAX - (703)695-3149     

NIPR:  sharon.fowler@us.army.mil
SIPR:  fowlersd@mi.army.smil.mil
JWICCS:  oafowsd@army.ic.gov
CP35 http://www.cpol.army.mil/library/train/catalog/ch03cp35.html
DCIPS:  http://www.dami.army.pentagon.mil/site/dcips/
JDA PROGRAM (NIPR):  https://www.icjointduty.gov 
JDA WEBSITE (JWICS):  http//icjointduty.ic.gov
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