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CHAP. 1 UNITED STATES ATTORNEYS' MANUAL 3-1.120

3-1.000 ORGANIZATION/PRIOR APPROVALS

3-1.100 ORGANIZATION

3-1.110 Introduction

Title 3, EXECUTIVE OFFICE FOR UNITED STATES ATTORNEYS, replaces Title 10
in the United States Attorneys' Manual. It contains Executive Office
policy and is designed to be used with Title 1 of this Manual, the United
States Attorneys' Administrative Procedures Handbook, and the Orientation
Manual for United States Attorneys.

Title 3 is divided into two parts: Part I, Administrative Policy, and
Part II, Financial Litigation. Part I sets forth Executive Office policy
on personnel matters, financial management, procurement, space and secur-
ity, information management, attorney and nonattorney training, and equal
opportunity matters. Part II sets forth policy on financial litigation
including civil prejudgment debt collection activity and collection of
criminal fines.

3-1.120 Responsibilities

The organizational units within the Executive Office for United States
Attorneys are as follows:

A. Office of the Director:

The Director of the Executive Office for United States Attorneys pro-
vides executive assistance and supervision to the offices of the United
States Attorneys, and to the Attorney General's Advisory Committee of
United States Attorneys. The Director is assisted by a Deputy Director and
Administrative Officer.

B. Office of Legal Education:

The Office of Legal Education administers three institutes: the Attor-
ney General's Advocacy Institute, the Legal Education Institute, and the
Legal Support Training unit. This Office is responsible for all attorney
and nonattorney training.

C. Administrative Services:

Administrative Services serves as the organizational unit which pro-
vides support and guidance to the Executive Office and offices of the
United States Attorneys on all administrative matters; such as, personnel,
financial management, procurement and property management, space and se-
curity, and office evaluations.

D. Information Management:

October 1, 1988
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3-1.120 TITLE 3—EOUSA CHAP. 1

The Information Management staff is responsible for all office automa-
tion and litigation support for the Executive Office and the offices of the
United States Attorneys.

E. Financial Litigation:

The Financial Litigation staff assists the offices of the United States
Attorneys in financial litigation work. As such, this unit sets policy for
the handling of claims referred by the various federal agencies for litiga-
tion and enforced collection; and, the collection of criminal fines,
penalties, assessments, court costs and appearance bond forfeitures.

F. Counsel:

The staff of the office of the Counsel provides guidance to the Execu-
tive Office and to the United States Attorneys on matters such as conflicts
of interest, asset forfeiture, destruction of drug evidence, nonattorney
excepted service, the Department's firearms' policy, congressional in-
quiries, surveys and sensitive case reports. The Counsel oversees a Free-
dom of Information/Privacy Act Unit and publication of the United States
Attorneys' Manual and United States Attorneys' Bulletin.

F. LECC/Victim Witness:

The LECC/Victim Witness staff provides guidance to the offices of the
United States Attorneys in carrying-out their LECC Victim Witness Pro-
grams, see USAM 1-11.000.

G. Equal Employment Opportunity (EEO):

The EEO staff ensures that equal opportunity in employment is provided
to all employees of the Executive Office and offices of the United States
Attorneys. This is accomplished through a continuing affirmative action
program that will eliminate discrimination based on factors irrelevant to
job performance. This office develops the plans, procedures and regula-
tions necessary to carry out these programs.

H. Organized Crime Drug Enforcement Task Force (OCDETF) Administrative
Unit:

The OCDETF Administrative Unit provides administrative support to the
Organized Crime Drug Enforcement Task Force.

See USAM 3-1.130 for EOUSA Organizational Chart.

3-1.130 Organizational Chart
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CHAP. 1
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Laurence S. McWhorter

Director

3-1.200 PRIOR APPROVALS

PRIOR APPROVAL REQUIREMENTS

UsaM WHO MUST
SECTION TYPE & SCOPE OF APPROVAL APPROVE COMMENTS
3-2.213 To appoint Special AUSAs, Associate At- Written request
torney General and approval.
EOUSA adminis-
ters SAUSA Pro-
gram.
3-2.250; To hire Assistant U.S. Attorneys and Director, Of-
.311 law students. fice of Aty.
Personnel Mgmt.

3-2.250 To hire non-attorney support personnel Director,EOUSA Written Approv-
GS-15 and below, (except law stu- al.Authority may
dents.) be redelegated.

3-2.300 To detail Schedule C secretaries. JMD through Written request

EOUSA Personnel including jus-
Staff EOUSA tification.

3-2.312 (1) To designate a supervisory posi- 1) Director,
tion for pay purposes, or (2) any reor- EOUSA or desig-
ganization of paid attorney supervi- nee,
sory positions. 2) Director,

EOUSA
3-2.316 To request temporary appointments and Associate Di- Written re-

extensions.

rector, Admin.
Services, EOUSA

quest.
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3-1.200 TITLE 3-—EQUSA CHAP. 1
USAM WHO MUST
SECTION TYPE & SCOPE OF APPROVAL APPROVE COMMENTS
3-2.330 To pay travel expenses for pre-employ- Director, EOUSA Written re-
ment interviews. quest.
3-2.334 To establish a sabbatical program. Director, EOUSA

3-2.335(K)Relocation expenses for new employees

3-2.610

3-2.630

3-2.732

3-2.732

3-2.734

and transferring employees.

To change tour of duty for general
staff of U.S. Attorney's office other
than 9 a.m. to 5:30 p.m.

To request more than two weeks of leave
by a United States Attorney.

To waive name and fingerprint request
for employees assigned to non-sensi-
tive positions and all students. (Re-
served section in USAM.)

To access classified information (i.e.
security clearance); and to access
Sensitive Compartmented Information
(SCI). (Reserved section in USAM.)

For an AUSA to lecture or teach when the
use of non-public information is con-
templated.

3-2.735(C)For a U.S. Attorney or AUSA to partic-

3-2.751

3-2.752

3-3.220

3-3.231

3-3.232

3-3.520

3-3.580

ipate in outside cases, engage in out-
side employment, or the private prac-
tice of law.

To issue written or oral reprimand,
suspension, reduction in grade or pay,
and furloughs for 30 days or less.

To remove an Assistant U.S. Attorney

For a witness to testify in a foreign
extradition proceeding who is not a
U.S. government employee.

To incur expenses to hire foreign coun-
sel

To obtain testimony of foreign nation-
al residing abroad.

Authorization to employ expert wit-
ness.

Administrative
closure proceeding:

expenses in fore-
foreign travel;

Director, EOUSA

Director, EOUSA

Director, EOUSA

Securities Pro-
gram Staff, JMD

Securities Pro-
gram Staff, IMD

Deputy Attorney
General

DeputyAttorney
General

Associate At-
torney General

Associate At-
torney General

Assistant At-
torney General,
JMD

Associate Di-
rector Admin.
Services, EOUSA

Office of Int'l
Affairs, Crim.
Div., or Off.
of Foreign Af-
fairs, Civil
Div.

Written request
and response.

Verbal approv-
al, confirmed in
writing.

28 C.F.R.
§ 45.735-12;
See USAM 1-4.330

28 C.F.R.
§ 45.735-9(c)(3),
45.735-6(b) and
(d), or

45.735-9(e);
See also 18 U.S.
C. § 205; USAM
1-4.310

Authority to
repremand has
been redelegat-
ed to the Di-
rector, EQUSA

28 C.F.R.
§ 0.19(a)(1);
Recommendation

must be sub-
mitted through
EOUSA. See USAM
1-5.100.

Written request
required.

Special Authori- See USAM
zation Unit, JMD 1-14.750.

EQUSA, Space
Mgmt. and Pro-
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CHAP. 1 UNITED STATES ATTORNEYS' MANUAL 3-1.200
USAM WHO MUST
SECTION TYPE & SCOPE OF APPROVAL APPROVE COMMENTS
work study agreements; equipment pur- curement
chases and rentals; transportation of
property; and space acquisition, re-
lease and alteration.
3-3.630 Revocation of an existing or nomina- Director, EOUSA Written re-
tion of a new certifying officer. quest, and re-
sponse.
3-3.710 Relocation expenses; foreign travel; Director, EOUSA Written re-
or actual subsistence in a nondesig- quest.
nated high-rate area.
3-3.720 Payment of travel expenses for state Deputy Di-
and local officials in cases when there rector, EOUSA
is no money in the state or local budget
to pay for the travel.
3-3.730 All foreign travel for employees occu- Deputy Attorney Written request
pying Executive Schedule positions. General and response.
3-3.740 Requests for first-class travel. Director, EOUSA Written request
and response.
3-3.800 Requests for relocation expenses. Director, EOUSA Written re-
quest.
3-3.900 Request to hold asset forfeiture EOUSA
trng.
3-3.1000 Departure from dist. office confer- Director, EOUSA In writing.
ence guidelines
3-4.120 To request paid advertisements (except Assistant At- Written request
for legal advertisements) to attract torney General, and response.
job applicants. JMD
3-4.221 To request printing. Facilities DOJ-2
Mgmt. and Sup-
port Services,
EOUSA
3-4.223 To request printing of official court Pub. Mgmt. If the need is
instruments. Unit, JMD and recurring, a
EOUSA DOJ-2 should be
submitted to
EOUSA request-
ing contractor.
3-4.253 To rent copier equipment. JMD, Office Au- In emergency SF-
tomation Staff 44 may be used,
after acquiring
authorization
from FMISS (not
to exceed 90
days).
3-4.352 To use forfeited property for official Facilities
use. Mgmt., EOUSA
3-4.390 To ship goods pertaining to specific Property Mgmt. Form OBD 186T.
litigation, or records to the Federal Serv., JMD
Archives or Records Center in excess of
$100.
3-5.141; To acquire new space, release space, or Asst. Director Written request
.143 relocate. Facilities and approval.
Mgmt., EOUSA, GSA makes final
and GSA assignment memo
3-5.210 Request for parking space. Facilities GSA may delegate
Mgmt., EOUSA authority to
and GSA EOUSA.

October 1, 1988
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3-1.200 TITLE 3—EOUSA CHAP. 1
USAM WHO MUST
SECTION TYPE & SCOPE OF APPROVAL APPROVE COMMENTS’
3-7.320; To request automated litigating sup- Associate Di-
.410 port systems; and word processing rector, Infor-
equipment. mation Mgmt.
3-8.332 Training sponsored or coordinated by Director, Of- Attorney and
the EOUSA including the AGAI and LEI; fice of Legal Non-attorney
Education, EOU-
SA
Training outside of the district or a
contiguous district;
Office sponsored training which is
subject to procurement procedures due
to the cost of speakers and/or facili-
ties; and
Training for which the total cost, in-
cluding travel, is greater than
$1,500.
3-8.522 To reduce 80 hour supervisory training Director, Of-

requirement based on prior skills and
knowledge; and proposed Individual
first 1level Supervisory Training
Record.

fice of Legal
Education
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U.S. Department of Justice

NS ... _Executive Office for United States Attorneys
. war? IR 'Y -~ g P [

Sep 10 {012 70 '93

Office of the Director } Washington, D.C. 20530

August 20, 1993

TO: Holders of United States Attorneys' Manual Title 3.

FROM: Upmited States Attorneys' Manual Staff
xecut Offl Zor Unlte&(_&t&tes Attorneys

7scato =

RE: Employment of the Secretary
to the United States Attorney

Dlrector

NOTE: 1. This is issued pursuant to and EXPIRES unless
reissued or incorporated pursuant to USAM 1-1.521.

2. Distribute to holders of Title 3.
3. Insert in front of USAM 3-2.213.
AFFECTS: USAM 3—2.215
PURPOSE: This Bluesheet announces a new policy concerning

filling vacant Secretary to the United States Attorney
positions.

*** NOTE: The following section
is added to USAM 3.213. **%*

F. Employment of the Secretary to the United States Attorney:

Vacant Secretary to the United States Attorney (SUSA) positions
are to be filled through Schedule C excepted service appoint-
ments. The Schedule C appointing authority is designed for
positions whose duties can be performed only by an individual
who has a personal and confidential relationship with his/her
supervisor who is a key employee of the agency. A Schedule C
appointment can be effected more quickly and surely than a
competitive service appointment, and a Schedule C appointee can
be easily retained or involuntarily removed by an incoming United
States Attorney even if the SUSA poses no conduct and/or
performance problems.

BS# 3.015
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U. S. Department of Justice

Executive Office for United States Atorneys

Office of the Director Washington, D.C. 20530

April 21, 1995

TO: Holders of United States Attorneys' Manual Title 3.

FROM: United States Attorneys' Manual Staff
Executive Office for United States Attorneys

Gl b bl

Director

RE: Assignment of Attorney Work to Paralegal Specialists

NOTE: 1. This is issued pursuant to USAM 1-1.521 and EXPIRES
unless reissued or incorporated pursuant to USAM
1-1.521.
2. Distribute to holders of Title 3.
3. Insert in front of USAM 3-2.213.
AFFECTS: USAM 3-2.213 C.
PURPOSE: This Bluesheet announces new policies governing the

assignment of attorney work to Paralegal Specialists
employed in United States Attorneys' offices (USAOs).

*** NOTE: The following section
is added to USAM 3-2.213 C.*#%%

Assignment of Attorney Work to Paralegal Specialists:

USAO Paralegal Specialists who possess a professional law
degree (LL.B., J.D., or LL.M.) and who have passed the Bar may be
assigned attorney duties only if they are first converted to an
Assistant United States Attorney (AUSA) appointment or a paid
Special AUSA (SAUSA) appointment. In either case, the appoint-
ment will be officially documented in the personnel/payroll
database. Uncompensated SAUSA appointments in these situations
are not permitted.

BS# 3.021



Compensation

Paralegal Specialists who are converted to either AUSA or
SAUSA appointments will be compensated in accordance with the
line AUSA paysetting guidelines published annually by the
Director, Executive Office for United States Attorneys. No
special paysetting rules apply to these situations.

Performance Appraisal

AUSAs, and paid SAUSAs who are appointed for 90 or more
days, are covered by the performance appraisal provisions of
law and regulation, and are subject to the line AUSA performance
appraisal cycle, January 1 to December 31.



U. S. Department of Justice

Executive Office for United States Atorneys

Office of the Director Washington, D.C. 20530

September 5, 1995

TO: Holders of United States Attorneys' Manual Title 3.

FROM: United States Attorneys' Manual Staff
Executive Office for United States Attorneys

AL el

J Carol DiBattiste
Director

RE: Law Clerks
NOTE: 1. This is issued pursuant to USAM 1-1.521 and EXPIRES
unless reissued or incorporated pursuant to USAM
1=1:.521.
2. Distribute to holders of Title 3.
3. Insert in front of USAM 3-2.213.
AFFECTS: USAM 3-2.213 B.
PURPOSE: This Bluesheet announces the Department's requirements

concerning use of its Honors Program when effecting Law
Clerk appointments.

*%k%* NOTE: The following section is added to USAM 3-2.213 B, **%*

Use of the Honors Program:

Law Clerk recruiting and appointments are to be accomplished
via the Department's Honors Program. The Office of Attorney
Personnel Management will entertain exceptions to this require-
ment only when the prospective appointee is already employed
in the United States Attorney's Office.

BSs# 3.029



CHAP. 2 UNITED STATES ATTORNEYS' MANUAL 3-2.210

3-2.000 PERSONNEL MANAGEMENT

3-2.100 INTRODUCTION

Title 10 has been reorganized as Title 3. Title 3-2, concerning person-
nel matters, is numbered in parallel with Federal Personnel Manual (FPM)
Chapter numbers. This new numbering scheme should assist users in re-
searching information more rapidly. Further, only policy and other inter-
pretive information necessary to convey policy will be incorporated.
''"Bluesheets'' will continue to serve as the vehicle for policy changes.
Sections for which no Executive Office for United States Attorneys (EOUSA)
policy exists will be labeled ''(Reserved),'' until such time as policy is
established. In any instance where EQOUSA policy is not stated or where
EQOUSA policy may, in error, conflict with higher-level guidance, higher-
level guidance will govern. Each district will obtain and maintain a full
up-to-date copy of the United States Attorneys' Administrative Procedures
Handbook; United States Attorneys' Manual (USAM), Title 3, Chapter 2;
Department of Justice (DOJ) Orders; FPM, to include major FPM Supplements,
Bulletins and Letters; and pertinent Office of Personnel Management clas-
sification and qualification standards.

All personnel management actions and programs, and the policies and
procedures utilized to execute same, must be in accordance with 5 U.S.C., 5
C.F.R., F.P.M., Comptroller General decisions, DOJ Orders and this policy
document. The United States Attorneys' Administrative Procedures Hand-
book will be consulted to determine correct EOUSA administrative proce-
dures and instructions.

3-2.200 PERSONNEL

The authority to take final action in all matters pertaining to the
employment, separation and general administration of all personnel of
grade GS-15 and below, excluding attorneys and law students, in U.S.
Attorneys' offices and the EOUSA, has been delegated to the Director of the
Executive Office. (See 28 C.F.R. § 0.138). The Associate Attorney General
"has personnel authority over Assistant U.S. Attorneys. The Director,
EOUSA, may delegate authority beyond that described in this chapter to
individual U.S. Attorneys as he/she deems appropriate.

3-2.210 Basic Concepts and Definitions (General)

Other reference(s): DOJ Order(s) None
FPM Chapter(s) 210
5 C.F.R., Part 210

Additional references may be identified within the text of the resource(s)
cited above.

(Reserved)
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3-2.211 TITLE 3—EOUSA CHAP. 2

3-2.211 Veterans' Preference

Other reference(s): DOJ Order(s) None
FPM Chapter(s) 211
5 C.F.R., Part 211.101

Additional references may be identified within the text of the resource(s)
cited above.

Claims to veteran's preference must be verified by the servicing person-
nel specialist prior to appointment.

3-2.212 Competitive Service and Competitive Status

Other reference(s): DOJ Order(s) None
FPM Chapter(s) 212
5 C.F.R., Part 212

Additional references may be identified within the text of the resource(s)
cited above.

All positions not identified as excepted service positions will be
filled only after recruitment is conducted which reflects an effort to
achieve affirmative action program goals and in accordance with the regu-
lations in the Federal Personnel Manual.

3-2.213 Excepted Service

Other reference(s): DOJ Order(s) None
FPM Chapter(s) 213
5 C.F.R., Part 213

Additional references may be identified within the text of the resource(s)
cited above.

A. Attorneys, Assistant United States Attorneys:

The attorney staffs of the Executive Office for the United States Attor-
neys (EOUSA) and the Offices of the United States Attorneys (OUSA) are
excepted from the competitive service. The former are excepted pursuant to
Office of Personnel Management (OPM) regulation (Schedule A, 5 C.F.R.
§ 213.3102) and are compensated in accordance with the General Schedule.
The latter are excepted by statute and are compensated in accordance with
an administratively determined pay system pursuant to 28 U.S.C. § 548.

United States Attorneys are authorized to recruit and screen applicants
and to submit nominations of attorneys to serve as Assistant United States
Attorneys. It is the policy of the Department of Justice to provide a
quality opportunity for all attorneys who may wish to apply for positions
in OUSA.

B. Law Clerks:
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Appointing Authority

Law Clerk appointments are Excepted Service appointments not-to-exceed
14 months, effected pursuant to Schedule A, Section 213.3102 (e), confined
to the employment of law school graduates who have not passed the bar.

Classification and Funding

Law Clerk appointees are classified to the GS-904 series and are counted
against either an authorized Assistant United States Attorney position or
a Paralegal Specialist position, at the option of the United States Attor-
ney. Any Law Clerk position counted against the latter category, however,
will be funded at the average salary for a Paralegal Specialist position.

Eligibility/Qualifications Requirements

Law Clerks may be appointed at the GS-9, GS-11 or GS-12 level, based on
the following qualifications criteria:

GS-9: Appointees must have their first professional law degree (LL.B.
or J.D.).

GS-11: Appointees must possess one of the following:

A. An LL.B. or J.D. degree plus one year of subsequent professional
legal experience (i.e., experience typically performed by an attorney);

OR

B. An LL.B. or J.D. degree if the appointee's record reflects superior
law student work or activities as demonstrated by one of the following:

1. Academic standing in the upper third of the law school
graduating class; or

2. Work or achievement of significance of his/her law school's
official law review; or

3. Special high~-level honors for academic excellence in law
school, such as election to the Order of the Coif; or

4. Winning of a moot court competition or membership on the
moot court team which represents the law school in competition
with other law schools; or

5. Full-time or continuous participation in a legal aid pro-
gram as opposed to one-time, intermittent, or casual partic-
ipation; or

6. Significant summer law office clerk experience; or

7. Other equivalent evidence of clearly superior achievement;
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OR
C. An LL.M. dedgree.

GS-12: Appointees must have an LL.B. or J.D. degree and one or more years
of judicial law clerk experience.

The previous prohibition on the employment of candidates who have not
yvet taken the bar exam has been rescinded. Candidates may be hired before
or after they have taken, but not after they have passed the exam.

Law Clerks may enter on duty prior to the completion of a background
investigation as long as appropriate waiver procedures have been followed.

C. Special Assistant United States Attorneys:

The Attorney General may appoint attorneys to assist U.S. Attorneys
pursuant to the authority given him/her in 28 U.S.C. § 543. EOUSA is the
management office charged with administering the Special Assistant U.S.
Attorney (SAUSA) program, hereinafter referred to as the ''program,'' for
the Department of Justice. SAUSA's are appointed by letter signed pursuant
to the direction of the Associate Attorney General. Pursuant to Public Law
98-94, military attorneys with regular appointments (as well as reserv-
ists) in the Judge Advocate General Corps (JAGC) are authorized to accept
appointments as SAUSA's.

Within EOUSA, the Director is assigned responsibility for the program
while the administrative responsibility is assigned to the Personnel
Staff.

The program consists of two definite types of appointments:

1. Without compensation (other than that which the appointee is receiv-
ing under his/her existing appointment):

2. With compensation:

a. Compensation at a daily rate based on 260 possible working days in
any one given civil service work year.

b. Compensation based on a per annum salary.

Appointments of SAUSA's to assist in civil cases are routinely made upon
request. However, agency attorneys (particularly those employed by regu-
latory agencies) are not normally authorized to appear before grand juries
when assisting on criminal cases.

D. Summer Legal Intern Program (also known as Summer Student Assistant
Program) :

Each year, EOUSA conducts a Summer Law Intern Program for U.S. Attor-
1eys' offices.
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4



CHAP. 2 UNITED STATES ATTORNEYS' MANUAL 3-2.213

1. Eligibility: To be eligible, the students must have (a) completed
their second year of law school and be eligible to enter their final year of
law school; or (b) be in their third year of law school, but not eligible
for graduation until at least the end of the fall semester following
employment.

2. Application Procedure: Applicants for the program are generated by
the Department's nationwide announcement to schools and through a nation-
wide announcement published by the Office of Personnel Management in a
'"'"Summer Jobs'' bulletin. The filing deadline for these positions may
vary. The filing deadline is the date before which no selections can be
made and after which the applicant may not be accepted. Each office will
establish a filing deadline based on local needs.

3. Selection Procedure: Since the Summer Law Intern summer employment
program is highly competitive, employing offices must assure that appli-
cants are selected from those deemed ''best qualified.'' Therefore, of-
fices must establish selection and rating criteria, in accordance with
merit practices and procedures, that will determine the ''best qualified'’
competitors. Rating criteria may include assessment of such factors as the
students' law school record, prior legal experience or academic awards of
achievements.

Written documentation of selection procedures, including a copy of the
rating criteria used and the applications received, must be maintained by
the employing office for two years from date of selection.

4. Affirmative Action: Each district must take affirmative action to
recruit men and women of all racial and ethnic backgrounds. Approval will
not be given in the absence of clear evidence of affirmative action ef-
forts.

5. Appointment Limitations: Summer Law Intern appointees receive
700-hour appointments as Paralegal Specialists, GS-950-07/01 and only may
be brought on at any time after May 13 and must be terminated by September
30.

6. Daughters and Sons Restrictions: Offices may not appoint the daugh-
ters and sons of their own personnel unless they qualify under provisions
of 5 C.F.R., Part 338.

E. Legal Intern Program:

Legal Interns are also known as ''JJ's.'' ''JJ'' is the alpha designa-
tor of the paragraph in 5 C.F.R., Part 213, that provides the authority for
the Legal Intern Program.

1. Salaries: Legal interns are hired as Paralegal Specialists,
GS-950-5 (if they are first or second year law students) or GS-950-7 (if
they are third year law students).
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2. Appointment Limitations: Appointments will be made in accordance
with FPM Chapter 213, Appendix J. However, regardless of entrance-on-duty
date, all Legal Intern Paralegal Specialists must have a not-to-exceed
date of the September 30 (or sooner) following appointment. This will
allow funds monitoring in consonance with fiscal year.

3. Overtime: The employing office will authorize overtime only in
emergency or occasional, special circumstances.

4. Daughters and Sons Restrictions: Offices may not appoint the daugh-
ters and sons of their own personnel unless they qualify under provisions
of 5 C.F.R., Part 338. ‘

5. Performance Appraisal: Legal interns who are appointed for four
months or longer are covered by the performance appraisal system.

3-2.230 Organization of the Government for Personnel Management

Other reference(s): DOJ Order(s) 1273.1D
FPM Chapter(s) 230
5 C.F.R., Part 230

Additional references may be identified within the text of the resource(s)
cited above.

When feasible, participation and attendance is encouraged at personnel
related committees and meetings of the Office of Personnel Management
Interagency Advisory Group, Federal Executive Boards, field personnel
councils and advisory groups established under the leadership of regional
directors of the Office of Personnel Management.

3-2.250 Personnel Management in Agencies

Other reference(s): DOJ Order(s) None
FPM Chapter(s) 250
5 C.F.R., Part 250

Additional refereiuces may be identified within the text of the resource(s)
cited above.

A. Personnel Management in the Executive Office for United States Attor-
neys and the Offices of the United States Attorneys:

Pursuant to 28 C.F.R. § 0.19, personnel authority for Assistant U.S.
Attorneys and other attorneys GS-15 and below is delegated to the Director,
Office of Attorney Personnel Management (OAPM). .In accordance with this
delegated authority, the Executive Office for United States Attorneys and
the Offices of United States Attorneys will adhere to and comply with all
personnel actions, policies and procedures relative to attorneys, estab-
lished or approved by the Office of Attorney Personnel Management.

Personnel authority for non-attorney positions grade GS-15 and below,
exclusive of positions incumbered by law students, is delegated to the
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Director, Executive Office for United States Attorneys which in turn is
delegated through the Associate Director, Administrative Services to the
Assistant Director, Personnel Staff. It is the Executive Office for United
States Attorneys' policy to accomplish the most efficient and effective
mix of centralized/decentralized services which will satisfy mission re-
quirements while ensuring the integrity of all statutory and regulatory
requirements of the federal personnel system.

Offices of the United States Attorneys with delegated personnel author-
ity will establish and define their individual personnel objectives. Ac-
companying the delegation to the districts is the proviso, which accompa-
nies the Department's delegation from the Office of Personnel Management,
that the standards, requirements and instructions issued by the Office of
Personnel Management will be satisfied when the delegated authority is
exercised.

Just as the Office of Personnel Management may suspend or withdraw
authority it has delegated to the agency, the Executive Office may suspend
or withdraw authority it has delegated if it is determined that ''require-
ments have not been followed or that the action is in the interest of the
service for other reasons.''

The Personnel Staff will establish and define the major objectives
governing personnel management for the Executive Office for United States
Attorneys and all districts (U.S. Attorneys' offices) that have not been
delegated personnel authority. '

All personnel actions processed by the Executive Office for United
States Attorneys and the Offices of the United States Attorneys will be
processed in accordance with guidelines set forth in the Federal Personnel
Manual; Department of Justice (DOJ) Orders; United States Attorneys'
Manual (USAM), Title 3-2.000; and relevant Personnel Management Staff
Issuances/Administrative Procedures Handbook Issuances.

3-2.251 Intramanagement Communications and Consultation

Other reference(s): DOJ Order(s) 1251.1
FPM Chapter(s) 251
5 C.F.R., None

Additional references may be identified within the text of the resource(s)
cited above.

(Reserved)

3-2.252 Professional or Other Associations

Other reference(s): DOJ Order(s) 1251.1
‘ FPM Chapter(s) 252
5 C.F.R., None
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Additional references may be identified within the text of the resource(s)
cited above.

(Reserved)

3-2.271 Developing Policies, Procedures, Programs and Standards

Other reference(s): DOJ Order(s) None
FPM Chapter(s) 271
FPM Supplements 271-1 and 271-2
5 C.F.R., None

Additional references may be identified within the text of the resource(s)
cited above.

The development and promulgation of policy, procedures, programs and
standards for the Executive Office for United States Attorneys and the
Offices of the United States Attorneys will be in accordance with the laws,
Executive Orders, rules and regulations governing the personnel process.

3-2.273 Personnel Management Evaluation

Other reference(s): DOJ Order(s) 1273.1D
FPM Chapter(s) 273 and 250
5 C.F.R., None

Additional references may be identified within the text of the resource(s)
cited above.

In accordance with the policy set forth in DOJ Order 1273.1D, to the
extent funds are available, personnel management evaluations will be con-
ducted on a two-year cycle for districts with delegated personnel authori-
ty. The purpose of these evaluations is to assess and analyze the effec-
tiveness of the personnel management program in each of the districts
individually; assist in identification and resolution of personnel man-
agement problems; assess compliance with governing laws, regulations and
policies; and analyze the overall organizational effectiveness of the
personnel management program of the bureau. Recommendations on methods to
resolve any problems identified during the review will be rendered by an
evaluation team charged with the responsibility for conducting the review.

Approval for conducting an on-site visit will be obtained from the
Associate Director, Administrative Services, via the Assistant Director,
Personnel Staff (PS). An evaluation schedule will be prepared at the
beginning of each fiscal year and a copy provided to the Department.

3-2.274 Corrective Actions

Other reference(s): DOJ Order(s) None
FPM Chapter(s) 274
5 C.F.R., None
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Additional references may be identified within the text of the resource(s)
cited above.

Offices of the United States Attorney which have been delegated person-
nel authority are responsible for correction of personnel errors for their
serviced area. Any district that does not follow all requirements to
correctly process personnel actions is subject to withdrawal or suspension
of its personnel delegation in accordance with USAM 3-2.250 and FPM Chapter
250.

3-2.290 Reserved

Other reference(s): DOJ Order(s) None
FPM Chapter(s) 290 (Reserved)
5 C.F.R., None

Additional references may be identified within the text of the resource(s)
cited above.

(Reserved)

3-2.291 Personnel Reports

Other reference(s): DOJ Order(s) None
FPM Chapter(s) 291
5 C.F.R., None

Additional references may be identified within the text of the resource(s)
cited above.

When the Executive Office for United States Attorneys requires input
from U.S. Attorneys' offices for the completion of a report, the input will
normally be requested in writing. In instances of annual or semiannual
reports, and on occasions when adequate turnaround time is provided, writ-
ten notices will be sent out in advance to insure timely input and subse-
quent timely submission of reports. In instances when a report is required
~with a short suspense, requests for input will be made by telephone or
teletype to allow maximum time to respond to the request.

3-2.292 Personnel Data Standardization

Other reference(s): DOJ Order(s) 1290.2
FPM Chapter(s) 292, FPM Supplement 292-1,
DJ Appendix 1
5 C.F.R, None

Additional references may be identified within the text of the resource(s)
cited above.

(Reserved)
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3-2.293 Personnel Records and Files

Other reference(s): DOJ Order(s) None
FPM Chapter(s) 293, FPM Supplement 293-31
5 C.F.R., Part 293

Additional references may be identified within the text of the resource(s)
cited above.

Official personnel documents for attorneys will be maintained by the
Office of Attorney Personnel Management. Official personnel documents for
non-attorneys will be maintained by the Personnel Staff, Executive Office
for United States Attorneys or the appropriate servicing personnel office
district. The Executive Office for United States Attorneys recognizes the
need for non-delegated districts to maintain operating or working folders,
due to the unavailability of Official Personnel Folders. Districts that
choose to establish and/or maintain unofficial folders must be aware that
the Office of Personnel Management discourages this practice; districts
also must comply with provisions of FPM Chapter 293, subchapter 8.

3-2.294 Availability of Official Information

Other reference(s): DOJ Order(s) None
FPM Chapter(s) 294
5 C.F.R., Part 294
28 C.F.R., Part 16.8

Additional references may be identified within the text of the resource(s)
cited above.

Requests for disclosure of personnel information will be forwarded to
the Personnel Staff, Executive Office for United States Attorneys.

The Office of Attorney Personnel Management has physical custody of all
official attorney personnel records. The Executive Office for United
States Attorneys, Personnel Staff, maintains official personnel documents
for all districts without a full delegation of personnel authority. Ser-
vicing personnel office districts, with a full delegation of authority,
will maintain official personnel records for their serviced, non-attorney
employees.

3-2.295 Personnel Forms and Documents

Other reference(s): DOJ Order(s) 2610.1
FPM Chapter(s) 295
5 C.F.R., None

Additional references may be identified within the text of the resource(s)
cited above.

Identification Documents

All offices are to use the forms and documents designated in the United
States Attorneys' Manual and the United States Attorneys' Administrative
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Procedures Handbook unless procedural instructions grant exceptions for
certain delegated districts.

3-2.296 Processing Personnel Actions

Other reference(s): DOJ Order(s) None
FPM Chapter(s) 296, FPM Supplement 296-33
5 C.F.R., None

Additional references may be identified within the text of the resource(s)
cited above.

All material issued to provide guidance or resolve issues of concerns
relative to the processing of personnel actions of any kind will be ad-
dressed and disseminated as items for the United States Attorneys' Admin-
istrative Procedures Handbook. Until such time as the manual is completed
and ready for utilization, such administrative/procedural matters will be
addressed via the Personnel Management Staff Issuances (PMSI) system.

Effective dates of personnel actions will be set in accordance with the
above-cited references.

3-2.297 Protection of Privacy and Personnel Records

Other reference(s): DOJ Order(s) None
FPM Chapter(s) 297
5 C.F.R., Part 297

Additional references may be identified within the text of the resource(s)
cited above.

(Reserved)

3-2.298 Federal Workforce Information Systems

Other reference(s): DOJ Order(s) 1298.1
FPM Chapter(s) 298, FPM Supplements 298.1 and 298.2
5 C.F.R, None

Additional references may be identified within the text of the resource(s)
cited above.

(Reserved)

3-2.300 Employment (General)

Other reference(s): DOJ Order(s) 1300.4
FPM Chapter(s) 300
5 C.F.R., Part 300

Additional references may be identified within the text of the resource(s)
cited above.
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U. S. Department of Justice

Executive Office for United States Atorneys

Office of the Director Washington, D.C. 20530

May 15, 1995

TO: Holders of United States Attorneys' Manual Title 3.

FROM: United States Attorneys' Manual Staff
Executive Office for United States Attorneys

<;;;3%?gi3attiste

Director

RE: Filling Vacant Secretary to the
United States Attorne ositions

NOTE: 1. This is issued pursuant to USAM 1-1.521 and EXPIRES
unless reissued or incorporated pursuant to USAM
1=1s520%

2. Distribute to holders of Title 3.
3. Insert in front of USAM 3-2.300.
AFFECTS: USAM 3-2.300 F.
PURPOSE: This Bluesheet announces new policies governing

the staffing of vacant Secretary to the United States
Attorney positions.

*%%* NOTE: Section F. of USAM 3-2.300 is
replaced by the following guidance (other
sections of 3-2.300 remain unchanged). **%*

F. Filling Vacant Secretary to the United States
Attorney positions:

To allow incoming United States Attorneys to create a
vacancy in the position of Secretary to the United States
Attorney (SUSA) and facilitate the placement of a confidential
assistant of their choosing, all vacant SUSA positions are
to be filled by term appointment or temporary promotion. Term
appointment is a nonstatus appointment in the competitive service
for a specified period exceeding one year but not more than four

BS¢ 3.023



years. Temporary promotion is an assignment of a current employee
to a higher-grade position (with attendant salary 1ncrease) for a
temporary period not to exceed five years.

A term appointment is to be effected whenever a selectee
for a vacant SUSA position is not a current, permanent, compet-
itive service employee of the United States Attorney's office.
A temporary promotion is to be effected whenever a selectee
for a vacant SUSA position is a current, permanent, competitive
service employee of the United States Attorney's office.
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A. Personnel:

The authority to take final action in all matters pertaining to the
employment, separation and general administration of all personnel except
attorneys of grade GS-15 and below in U.S. Attorneys' offices and the
Executive Office for U.S. Attorneys has been delegated to the Director of
the Executive Office. See 28 C.F.R. § 0.138. The Associate Attorney Gener-
al has personnel authority over Assistant U.S. Attorneys. The Executive
Office may delegate authority beyond that described in this chapter to
individual U.S. Attorneys as it deems appropriate.

All recruitment will be conducted in accordance with the provisions of
the Federal Personnel Manual and with an affirmative effort to achieve the
goal of providing an equal opportunity for employment to as many interest-
ed, qualified applicants as possible.

B. Employee Orientation:

The Executive Office for U.S. Attorneys and the Offices of the U.S.
Attorneys will provide for a well-planned, organized, and systematic pro-
gram which will orient new employees to the mission of their office and to
their individual jobs.

1. Purpose

The purpose of the orientation program is to assist new employees in
adjusting readily to their jobs and work environment and in becoming
familiar with the functions of the Executive Office for U.S. Attorneys, the
Offices of the U.S. Attorneys, and the organizational unit to which they
are assigned. An orientation interview should be conducted as soon as or
immediately after an employee enters on duty.

2. Responsibilities

a. The Director of the Executive Office for U.S. Attorneys is re-
sponsible for providing overall policy direction, leadership, and
'"'visibility'' to the orientation program. The Director is also re-
sponsible for assuring effective implementation of the orientation
program.

b. Administrative officers and first-level supervisors are respon-
sible for conducting job orientation for new employees assigned to them
and for keeping employees informed of information which affects them.

c. The Personnel Staff, Executive Office for United States Attor-
neys is responsible for:

(1) The general intent of the orientation program;

(2) Keeping Offices of the U.S. Attorneys fully abreast of chang-
ing personnel policies and practices which may affect employees, by
means of memoranda, letters, teletypes, and training sessions; and
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U.S. Department of Justice

Executive Office for United States Attorneys

Office of the Director Washington, D.C. 20530
October 23, 1992

TO: Holders of United States Attorneys' Manual Title 3.

FROM: United States Attorneys' Manual Staff
Executive Office for United States Attorneys

Laurence S. McWhorter
Director

RE: i e imitation

NOTE: 1. This is issued pursuant to and EXPIRES unless
reissued or incorporated pursuant to USAM 1-1.521.

2. Distribute to holders of Title 3.
3. Insert in front of USAM 3-2.308.
AFFECTS: USAM 3-2.308 C.3., D.2. and F.5.
PURPOSE: This Bluesheet formalizes current policy on appointment

limitations for Cooperative Education and Stay-in-School
Program employees.

*** NOTE: Sections C.3., D.2., and F.5. of USAM 3-2.308
are replaced by the following guidance. Other
sections of 3-2.308 remain unchanged. *%*%*

C. Cooperative Education for High School Students:

3. Appointment Limitations: These continuous, full or part-
time appointments will be made in accordance with FPM Chapter 308.
In accordance with Executive Office for United States Attorneys
policy, cooperative education appointments must end on the last
day of a full pay period.

D. Cooperative Education for Associate Degree Students:

2. Appointment Limitations: 1In accordance with Executive
Office for United States Attorneys policy, cooperative education
appointments must end on the last day of a full pay period.

BS# 3.014



F. Stay-in-School Progqram:

5. Appointment Limitations: Appointments will be made in
accordance with FPM Chapter 308. In accordance with Executive
Office for United States Attorneys policy, Stay-in-School
appointments must end on the last day of a full pay period.

{'U.S. GOVERNMENT PRINTING OFFICE: 1992 - 342-4B7/72105



U.S. Department of Justice

Executive Office for United States Attorneys

BS# 3.020

Washington, D.C. 20530
February 28, 1994

TO: Holders of United States Attorneys' Manual Title 3

FROM: ited States Attorneys' Manual Staff
ecut ve O?f; for United States Attorneys

v'
Anthony C /Moscat

Director
RE: Stay-In-School Program

NOTE: 1. This is issued pursuant to and EXPIRES unless
reissued or incorporated pursuant to USAM 1-1.521.

2. Distribute to holders of Title 3.
3. Insert in front of USAM 3-2.308.

AFFECTS: USAM 3-2.308, F.3.

PURPOSE: This Bluesheet formalizes current policy on Stay-In-
School students placed on academic probation, or who
request to remain working while "sitting out" or main-
taining a less than full-time schedule a semester/
quarter/unit from school.

This Bluesheet formalizes the policy on continuation of
employment of students in the Executive Office for United States
Attorneys/United States Attorneys' offices (EOUSA/USAOs) who have
been placed on academic probation or who take a semester/quarter/
unit off.

EOUSA and USAOs are advised that if a student is placed on
academic probation, he/she may continue to work during this
period as long as the employing office and the school approve.
At the end of the term of the probation, however, if the student
has not been returned to "acceptable school standing,"' his/her
appointment must be terminated.

'oOPM has advised us that each individual school makes this
determination, and therefore, a statement to this effect is to be
obtained from the employee's school and submitted to the office
that maintains the employee's Official Personnel Folder.



Students are not, as a rule, permitted to "sit out" or
maintain a less than full-time schedule for any semester/quarter/
unit of school, and continue working for EOUSA/USAOs. Under
extreme circumstances, an exception may be made but must be
requested/approved through the EOUSA and Justice Management
Division from the Office of Personnel Management.



U.S. Department of Justice

Executive Office for United States Attorneys

Office of the Director

TO:

FROM:

RE:

NOTE:

AFFECTS:

PURPOSE:

Washington, D.C. 20530

September 5, 1995

Holders of United States Attorneys' Manual, Title 3.

United States Attorneys' Manual Staff
Executive Office for United States Attorneys

I s ”
Yo iBa st

Director
Student Educational Employment Program (SEEP)

1. This is issued pursuant to and EXPIRES unless
reissued or incorporated pursuant to USAM 1-1.521.

2. Distribute to holders of Title 3.
3. Insert in front of USAM 3-2.308.
USAM 3-2.308 B. through 3-2.308 D.11.

This bluesheet announces policies for employing
students under the Student Educational Employment
Program, a newly-established program which replaces 13
appointing authorities including the "jj" legal intern,
cooperative education, stay-in-school and Summer Aid
authorities. The two components of the SEEP are the
Student Temporary Employment Program and the Student
Career Experience Program.

*%k* NOTE: All sections of 3-2.308 "Youth and Student
Employment Programs" are abolished, except
section 3-2.308 A. "Volunteer Student
Employment." *%%

B. Miscellaneous:

1. Definition of Student: Individuals hired in the Executive
Office for United States Attorneys (EOUSA) and United States

Attorneys'

offices (USAOs) under either component of the SEEP

must be enrolled or accepted for enrollment in an accredited high
school, technical or vocational school, 2-year or 4-year college
or university, graduate or professional school. Individuals must

be taking

at least a half-time academic, vocational or technical

course load leading to a degree, diploma, or certificate. Half-
time is defined by the school in which the student is enrolled.



A student who needs to complete less than the equivalent of half
an academic, vocational or technical course load in the class
enrollment period immediately prior to graduating meets the
definition of student under both components of the SEEP.

2. Work Schedules: Students appointed under either component
of the SEEP may work full-time or part-time any time during the
year. There is no limitation on the number of hours per week a
student may work (subject to the availability of FTEs); however,
the district, in consultation with the school, is responsible for
ensuring that students' work schedules do not interfere with
their academic schedules. The district, the educational
institution and the student should agree with the work schedule.
Districts must check periodically with the educational
institution to monitor students' academic progress. If a student
falls behind in his/her studies, the district must discuss with
the school the possibility of decreasing the student's work
schedule or totally terminating his/her employment.

3. Financial Need: There is no requirement for students to
meet any specific economic or income criteria to be eligible for
employment under either component of the SEEP. However,
Servicing Personnel Offices may use Department of Health and
Human Services' poverty guidelines to establish financial need
criteria for districts choosing to use financial need as the
basis for selecting students under one or both components of the
SEEP.

4. Qualification Standards: Students must meet the Office of
Personnel Management (OPM) Qualification Standards for the
positions to which they are appointed under either component of
the SEEP. Servicing Personnel Offices will waive any OPM test
requirement for students appointed under the Student Career
Experience Program.

5. Grade and Pay: There is no limitation on the grade level
(subject to the availability of payroll allocations) at which
students may be hired under either component of the SEEP.
Students must be paid the appropriate General Schedule (GS) rate
of pay for the grade level of the position occupied, including
any applicable locality pay authorized for the area in which the
position is located. This change DOES NOT affect the Office of
Attorney Personnel Management policy which limits law students
appointments to the GS-5 and 7 grade levels.

6. Employment of Minors: Servicing Personnel Offices are
responsible for ensuring that students hired under either
component of the SEEP meet federal, state or local laws and
standards governing the employment of minors.




7. Citizenship: As with all other positions in EOUSA and
USAOs, students employed under either component of the SEEP must
be United States citizens or owe permanent allegiance to the
United states.l

8. Employment of Relatives: Districts must not place any
student in a position that reports directly or indirectly to a

relative or in any position where the relative can influence or
control the student's appointment, employment, promotion or
advancement within the agency.

9. Payment for Training: Subject to the availability of
funds, districts may pay training expenses for students appointed
under either component of the SEEP in accordance with Title 5,
Code of Federal Regqgulations, Part 410.

C. Student Temporary Employment Program:

1. Appointment: This component of the SEEP provides an
opportunity for students to earn a salary while continuing their
education. Servicing Personnel Offices may appoint students
under this program for a period not to exceed one year or less
regardless of the academic program pursued. Appointments may be
extended in up to one-year increments as long as the employee
continues to meet the definition of student. Students do not
acquire eligibility for noncompetitive conversion to a career or
career conditional appointment.

2. Position Occupied: Students employed under this program
are not required to perform duties that relate to their academic
studies or career goals. Students must meet the OPM qualifi-
cation requirements for the position occupied. Servicing
Personnel Offices may reassign or promote qualified students to a
new temporary position by way of conversion to a new appointment
using the original appointing authority. Reassignments or
promotions made effective prior to the end of the appointment
must maintain the original not-to-exceed date.

3. Position Classification: Positions filled under this
program shall be classified in accordance with the criteria in
the appropriate classification standard for GS positions.

4. Performance Appraisal: Students who are appointed for 90
days or longer must be provided a performance work plan within 30
days after they enter on duty. The work plan must include
elements and standards appropriate for the position to which the

1 Natives of American Samoa are the only group that owes
permanent allegiance to the United States.



student is appointed. Students must be informed that their
performance will be assessed against the work plan at the mid-
year review and at the end of the rating cycle; and that their
final rating will be used in the decision to terminate their
employment or retain them on the rolls.

5. Benefits: Students hired under this program are eligible
for sick and annual leave, and after one year of continuous
service, they are eligible to enroll in the health benefits
program. They are NOT eligible for life insurance, retirement,
or to participate in the Thrift Saving Plan (TSP) program.

6. Conversion: Students hired under this program may be
noncompetitively converted to the "Student Career Experience
Program" provided they meet the requirements of that program and
the district has an appropriate position available.

D. Student Career Experience Program:

1. Agreement by All Parties: Districts choosing to hire
students under the Student Career Experience Program must develop
a written agreement between all parties involved; i.e., the
district, the educational institution, and the student. At a
minimum, the agreement shall include: (1) nature of work
assignment; (2) schedule of work assignment and class attendance;
(3) evaluation procedures; and, (4) requirements for continuation
and successful completion of the program.

2. Appointment: Students hired under this program are given
a permanent appointment (i.e., without limitation) in the
Excepted Service under Tenure Group II.

3. Position Occupied: Students receive academic credit for
work performed under this program; therefore, they must be
appointed to positions which relate to their academic
studies/career goals. Under no circumstance may a student, under
this program, be reassigned or promoted to a non-career/academic
related position. Students are eligible for career ladder
promotions within their career related position.

4. Position Classification: Positions under this program
must be classified as student trainee in the _9% Series for the
appropriate occupational group.

5. Performance Appraisal: Districts must provide students
with a performance work plan within 30 days after they enter on
duty. The work plan must be explained to students and they must
be informed that their performance will be assessed against the
work plan at the end of the first work period. Students must
also be informed that the rating will be a key ingredient in the
decision to terminate their employment or retain them for another
work period. Students who are retained will be appraised near
the end of each period of work. The results of each appraisal




will be provided to the student, the educational institution, and
the Servicing Personnel Office will retain a copy in the
employee's performance file. The final appraisal will include
the district's recommendation regarding the student's
noncompetitive conversion to a career or career conditional
appointment.

6. Eligibility for Noncompetitive Conversion: Students are
eligible to be noncompetitively converted to a career or career
conditional appointment within 120 days after completing their
academic studies provided they: (1) satisfactorily completed the
academic program pursued (i.e., received a diploma, certificate
or degree); (2) completed at least 640 hours of career-related
work before completion of (or concurrently with) the course
requirements; (3) were recommended for conversion by the
employing office in the final appraisal assessment; and, (4) meet
OPM qualification requirements for the targeted position to which
they will be appointed. The conversion must be to an occupation
related to the student's academic training and career-related
work experience. Students may be noncompetitively converted to a
position anywhere within the agency or to a related position in
any other agency within the Federal Government.

7. Benefits: Students hired under this program are eligible
for the same benefits as any other Federal employee appointed to
a permanent position (i.e., leave, retirement, health and life
insurance, TSP, within grade increases, etc.).

8. Travel and Transportation: Subject to the availability of
funds, districts may pay for expenses for traveling between duty
station and school.
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(3) Providing guidelines and assisting the administrative offi-
cers and supervisors in the implementation of a well-planned and
organized program.

d. The administrative officer, administrative assistant, or person-
nelist, according to the particular functional organization of the
individual office, will instruct the new employee in the responsibili-
ties and functions of the office as well as the relationship of the
employee's work to that of his/her co-workers.

e. The first-level supervisor should develop a plan for introducing
new employees to their jobs and work environment.

C. Reemployed Annuitants:

It is the policy of the Department of Justice not to routinely retain
retired employees in continuing positions, but to reemploy those annui-
tants whose special skills or expertise are required for the completion of
short-term assignments or special projects. However, it may be appropri-
ate to retain an annuitant by reemployment in his/her prior position for a
brief period to facilitate the selection and orientation of a replacement.

D. Details:

Requests to detail secretaries serving under ''Schedule C'' appoint-
ments, regardless of the length of the detail, must be submitted to the
Executive Office's Personnel Staff, in order that the approval of the
Justice Management Division (JMD) can be obtained prior to the start of the
detail. The detail cannot begin until JMD has given its approval. The
request must be accompanied by justification which states why it is neces-
sary to detail the ''Schedule C'' employee.

3-2.301 Overseas Employment

Other reference(s): DOJ Order(s) None
FPM Chapter(s) 301
5 C.F.R., Part 301

Additional references may be identified within the text of the resource(s)
" cited above.

(Reserved)

3-2.302 Employment in the Excepted Service

Other reference(s): DOJ Order(s) None
FPM Chapter(s) 302
5 C.F.R., Part 302

Additional references may be identified within the text of the resource(s)
cited above.

The Executive Office for United States Attorneys (EOUSA) and the Offices
of the United States Attorneys will provide an equal opportunity for
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employment to all excepted service employees and applicants for employment
without regard to sex, race, color, national origin, religion, physical or
mental handicap, or age.

Recruitment

United States Attorneys are authorized to recruit and screen applica-
tions for Assistant United States Attorney positions. Nominations for
appointments are to be submitted to the Director, EOUSA. Pursuant to 28
C.F.R. § 0.19, the Director, Office of Attorney Personnel Management, has
final approval authority over attorney personnel actions.

3-2.304 Employment of Individual Experts and Consultants

Other reference(s): DOJ Order(s) 1304.2A, 1304.3A
FPM Chapter(s) 304
5 C.F.R., None

Additional references may be identified within the text of the resource(s)
cited above.

(Reserved)

3-2.305 Employment Under the Executive Assignment System

Other reference(s): DOJ Order(s) None
FPM Chapter(s) 305, FPM Supplement 305-1
5 C.F.R., Part 305

Additional references may be identified within the text of the resource(s)
cited above.

(Reserved)

3-2.306 Selective Placement Programs

Other reference(s): DOJ Order(s) None
FPM Chapter(s) None
5 C.F.R, None

Additional references may be identified within the text of the resourcel(s)
cited above.

(Reserved)

3-2.307 Veterans Readjustment Appointments

Other reference(s): DOJ Order(s) None
FPM Chapter(s) 307
S C.F.R., Part 307

Additional references may be identified within the text of the resource(s)
cited above.

The one-year continuous civilian service requirement under FPM basic
Chapter 410, Subchapter 5-5b, for training through non-governmental fa-
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cilities, will be waived for veterans readjustment appointments made in
the Executive Office for United States Attorneys and the Offices of the
United States Attorneys.

A written training or education plan must be developed for employees
placed on a veterans readjustment appointment and forwarded to the servic-
ing personnel office for approval and placement in the Official Personnel
Folder at the time of appointment.

Progress reviews for employees on veterans readjustment appointments
will be held, at a minimum, every six months beginning six months after the
initial appointment.

3-2.308 Youth and Student Employment Programs

Other references: DOJ Order 1308.1
FPM Chapter 308
5 C.F.R., Part 308

Additional references may be identified within the text of the resource(s)
cited above.

A. Volunteer Student Employment:

The Civil Service Reform Act of 1978 provides authority for accepting
services from students without providing monetary compensation. This
authority is to supplement, but not replace, employment programs in which
students are paid. No other volunteer programs are authorized in Executive
Office for United States Attorneys (EOUSA) or any U.S. Attorney's office.

1. Enrollment Requirements: There is a statutory requirement that stu-
dent volunteers be enrolled not less than half-time in their educational
institution. Employing offices must ascertain that this requirement is
met. In all cases, the employing office will procure written certification
attesting to that fact from the student's school.

2. Agreements: Written agreements, developed between a responsible
school official and the employing office, must be prepared in accordance
_ with and containing all elements outlined in FPM Chapter 308 and DOJ Order
1308.1. The head of the employing office, or his/her designee, is delegat-
ed authority to execute student volunteer service agreements.

3. Work Assignments: Volunteer student service is not to be used to
displace any employee or to staff a position which is a normal part of the
agency's workforce. Volunteers must be given only those assignments which
will further their educational objectives and care must be taken not to
give volunteers normal work performed by the office (such as legal files
maintenance or preparation of briefs).

4. Service Limitations/Requirements: Student volunteers who work on a
full-time or substantially full-time basis are subject to the service
limitations/conditions specified in DOJ Order 1308.1.
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Student volunteer service is limited to a total time of 18 months to
avoid a situation developing that will imply that volunteer service will
insure a job in the future.

Selection of student volunteer program participants will be in conform-
ance with applicable Federal, state or local laws regarding the employment
of minors.

5. Service Documentation: Documentation of student volunteer service
on the SF-50 will be in accordance with the provisions of DOJ Order 1308.1.
In addition, the volunteer's total service rendered, in hours or days, must
be documented on the termination SF-50. '

All student volunteers will be assigned to a standard position descrip-
tion number established by the Personnel Operations Branch.

If the employing office desires to maintain SF-7 service record cards on
student volunteers, the cards must be annotated to show that periods of
service were not Federal employment.

6. Travel and Subsistence: Students employed under this authority may
not be provided travel, subsistence expenses or other reimbursements. (CG
Decision B201528, dated May 11, 1981).

7. General: Information must be made available to student volunteers
regarding procedures for locating and qualifying for career appointments.

Student volunteer programs information will be included in appropriate
public information/relations activities (''e.g., ''Job Fairs'') in which
EOUSA/OUSA's participate.

8. Citizenship Requirement: Student volunteer program participation
is administratively restricted to U.S. citizens.

9. Program Evaluation and Reports: Each office employing student vol-
unteers is responsible for monitoring the program, and its operation will
be reviewed during the personnel management evaluation conducted by EOUSA.

B. Cooperative Education for Baccalaureate Students:

1. Working Agreements: Employing offices must execute a written work-
ing agreement with the host college. The office head or his/her designee is
authorized to execute the agreement which must be in conformance with the
model agreement published by the Office of Personnel Management. The
agreement must include the specific requirements for non-competitive con-
version and a copy must be given to the student at time of entrance on duty
(EOD). A copy of the agreement must be forwarded, with the student's EOD
paperwork, to the servicing personnel office who will assure that the
agreements are in line with DOJ policy, unless the agreement has been
''pre-approved'' by the EOUSA. The student's orientation briefing must
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also emphasize that cooperative education does not commit the office or the
student to employment after graduation).

2. Work Schedules: Work schedules will be designed in accordance with
provisions of FPM Chapter 308. Employing offices must check periodically
with the educational institution to monitor the student's academic prog-
ress. If a student falls behind in his/her studies, the employing office
must either adjust the student's hours downward or terminate the part-time
work schedule totally.

3. Position Classification: The student trainee series for the appro-
priate occupational group will be used for the trainee position, as de-
scribed in FPM Chapter 308. If an appropriate student trainee series does
not exist, employing offices will use the General Student-Trainee Series,
GS-099.

4. Qualification Standards: Employing offices will apply the General
Student-Trainee Series, GS-099 qualifications standard to all positions
in the cooperative education program, regardless of the classification
series of the positions.

5. Performance Appraisal: At the time of EOD, the student must be
provided with a performance work plan that includes the six elements
outlined in FPM Chapter 308. In addition to those elements, the work plan
must include at least five specific skills, knowledges or abilities criti-
cal to the target career job. The work plan must be explained to the
student and he/she must be informed that performance will be assessed
against the work plan at the end of his/her first work period. The student
must also be informed that the rating will be a key ingredient in the
decision to retain or release the student for another work period. Re-
tained students will be appraised each time they near the end of subsequent
work periods. The results of all appraisal sessions will be provided to the
student, the college coordinator and will be made a part of the student's
Official Personnel Folder. The student's final performance appraisal will
include the employing office's recommendation regarding the student's
noncompetitive conversion to a career conditional appointment.

6. Promotions: Employing offices must discuss with students, prefera-
bly upon EOD or during presentation of the performance work plan, the
requirements for promotion. Failure to meet any of those requirements must
be addressed, at a minimum, during the student's performance appraisal
sessions, but may be addressed at any juncture of the student's employment.

7. Payment for Training: Employing offices are authorized to pay ex-
penses for a cooperative education student when conditions in FPM Chapter
410 (regarding training in non-government facilities) are met. See FPM
Chapter 308 for guidelines to be used when making the decision to fund study
costs.
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8. Entry into Competitive Positions: Employing offices are charged
with the responsibility for informing students that upon their completion
of the program they are also eligible to seek entry-level career-condi-
tional appointments through the competitive process (as well as being
eligible for non-competitive conversion). See FPM Chapter 308 for addi-
tional information.

9. Public Affairs: Cooperative education programs information will be
included in appropriate public information/relations activities (e.g.,
''Job Fairs) in which EOUSA/USAO's participate.

10. Program Evaluation: Each office employing cooperative education
students is responsible for monitoring the program, and its operation will
be reviewed during the personnel management evaluation done by EOUSA.

C. Cooperative Education for High School Students:

1. Citizenship: These positions are administratively restricted to
U.S. citizens or those who owe permanent allegiance to the U.S.

2. Working Agreements: Written working agreements with the school will
contain, at a minimum, the information outlined in FPM Chapter 308. Office
heads or their designees are authorized to approve and maintain such
agreements.

3. Appointment Limitations: These continuous, full or part-time ap-
pointments will be made in accordance with FPM Chapter 308. However,
regardless of EOD date, all high school cooperative students appointments
must have a not-to-exceed date of September 30 (or sooner) following
appointment. This will allow monitoring of program funding in consonance
with the fiscal year.

4, Work Periods and Overtime: Each employing office will determine
students work periods, in cooperation with the school, in accordance with
the requirements in ¥PM Chapter 308.

Employing offices will further insure that a student's work or his/her
work and classroom attendance combined does not exceed 40 hours a week.
Overtime will be authorized by offices only in emergency or special circum-
stances.

5. Program Evaluation and Reports: Each office employing high school
cooperative education students is responsible for monitoring the program,
and its operation will be reviewed during the personnel management evalua-
tion conducted by EOUSA. Offices must also keep statistics on cooperative
student participation in order to respond to queries EOUSA may receive.

6. Performance Appraisal: At the time of EOD, the student must be
provided with a performance work plan that includes the seven elements
outlined in FPM Chapter 308. The work plan must be explained to the student
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and he/she should be informed that performance will be assessed against the
work plan at the end of his/her first work period. The student must also be
informed that the rating will be a key ingredient in the decision to retain
or release the student for another work period. Retained students will be
appraised each time they near the end of subsequent work periods. The
results of all appraisal sessions will be provided to the student, the
school coordinator and will be made a part of the student's Official
Personnel Folder.

D. Cooperative Education for Associate Degree_ Students:

1. Citizenship: Schedule A appointments under this authority are ad-
ministratively restricted to U.S. citizens or those who owe permanent
allegiance to the United States.

2. Appointment Limitations: Students who are employed under Schedule A
appointments, regardless of EOD date, must have a not-to-exceed date of
September 30 (or sooner) following appointment. This will allow monitor-
ing in consonance with the fiscal year.

3. Working Agreements: Written working agreements with the school will
contain, at a minimum, the information outlined in FPM Chapter 308. The
office head of the employing office or his/her designee is authorized to
approve and maintain such agreements. Students must be given a copy of the
working agreement, since it will specify the requirements for non-competi-
tive conversion.

4. Work Schedules: Work schedules will be arranged between the school
and the employing office in accordance with the provisions of FPM Chapter
308, Employing offices must assure that the student is not carrying a full
course load while working full time. Employing offices must check periodi-
cally with the educational institution to monitor the student's academic
progress. If a student should fall behind in his/her studies, the employ-
ing office must either adjust the student's hours downward or terminate the
part-time work schedule totally.

5. Promotions: Employing offices will decide if students should be
promoted to GS-3 when they are eligible (after one year of study). The
criteria for promotion is the same as with any other position; the stu-
dent's performance appraisal must justify and accompany the promotion.

6. Overtime: The employing office will authorize overtime only in
special or emergency circumstances.

7. Performance Appraisal: At the time of EOD, the student must be
provided with a performance work plan that includes the seven items out-
lined in FPM Chapter 308. The work plan must be explained to the student
and he/she should be informed that performance will be assessed against the
work plan at the end of his/her first work period. The student must also be
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informed that the rating will be a key ingredient in the decision to retain
or release the student for another work period. Retained students will be
appraised each time they near the end of subsequent work periods. The
results of all appraisal sessions will be provided to the student, the
school coordinator and will be made a part of the student's Official
Personnel Folder.

8. Entry into Competitive Positions: Employing offices are charged
with the responsibility for informing students as to their eligibility to
compete, through OPM examination, for placement after graduation into
positions for which they qualify.

9. Public Affairs: Cooperative education programs information will be
included in appropriate public information/relations activities (e.g.,
''"Job Fairs'') in which EOUSA/OUSA's participate.

10. Program Evaluation: Each office employing cooperative eduéation
students is responsible for monitoring the program, and its operation will
be reviewed during the personnel management evaluation done by EOUSA.

E. Cooperative Education Programs for Graduate Students:

1. Eligibility: Employing offices are responsible for obtaining veri-
fication, from an appropriate school official, that a student meets the
''outstanding scholar'' provision of an OPM announcement (if applicable
and claimed by student). In occupations which do not require a written
test, employing offices must assure and document in the employee's rec-
ords, that qualifications requirements are met.

2. Recruitment: The head of the office or his/her designee will make
selections from school referrals after assuring that referrals were based
solely on merit factors.

3. Working Agreements: Employing offices must execute a written work-
ing agreement with the host college. The office head or his/her designee is
authorized to execute the agreement which must specify the number of hours
and periods of work and study. Employing offices must also ensure that the
agreement includes a delineation of the school's responsibilities as out-
lined in FPM Chapter 308, and that the agreement clearly describes require-
ments for the student's non-competitive conversion. A copy of the agree-
ment must be given to the student at time of EOD.

4. Appointment Limitations: Employing offices, in concert with the
school, will determine the length of the student's appointment, ensuring
that adequate time is provided for the student to complete the requirements
for his/her graduate degree.

5. Performance Appraisal: At the time of EOD, the student must be
provided with a performance work plan that not only will measure competency
in the student's position, but will evaluate the student's demonstrated
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potential for non-competitive conversion following graduation. The stu-
dent must receive periodic progress reviews (at a minimum, every six
months). If the employing office decides to terminate a student for unac-
ceptable performance, both the student and the school coordinator will be
informed at once, and both parties will be provided a copy of the progress
review/performance appraisal upon which the termination decision was
made.

F. Stay-in-School Program (Formerly Youth Opportunity Campaign):

1. Citizenship: Stay-in-School positions are administratively re-
stricted to U.S. citizens. As with all other positions in EOUSA/OUSAs,
non-citizens may not be employed.

2. Determining Financial Needs: The employing office is responsible
for determining that the student applicant, upon appointment or reappoint-
ment, meets the economic needs criteria published annually in the FPM
Chapter 308. This certification will be made a part of the student's
Official Personnel Folder.

3. Student Status Verification: Employing offices are responsible for
procuring, at time of appointment or reappointment, school certification
that the student applicant is enrolled in school (or has been accepted for
enrollment) on a substantially full time basis (as defined in FPM Chapter
308). If a student is preparing for a GED High School Equivalency certifi-
cate, and only needs a few courses to finish high school, the employing
office will obtain certification from the training institution that the
student is taking the maximum number of courses/hours required for the GED.

4. Qualifications Determination: Students' qualifications for posi-
tions/grades will be assessed by comparison with the applicable, competi-
tive qualifications standard in OPM Qualifications Handbook X-118. Stu-
dents' qualifications will be evaluated based upon their formal training,
past work history and abilities to perform assignments.

5. Appointment Limitations: Appointments will be made in accordance
with FPM Chapter 308. However, regardless of entrance-on-duty date, all
Stay-in-School Program appointments must have a not-to-exceed (NTE) date
of September 30 (or sooner) following appointment. This will allow moni-
toring of program funding in consonance with the fiscal year.

6. Pay: By authority designated in 28 C.F.R., Subpart X, the pay for
Stay-in-Schoolers is administratively set at the General Schedule rate
which reflects the duties assigned and level of performance. For example,
a Stay-in-Schooler assigned GS-2 level work, and who is performing at that
level, will be paid the salary equivalent to a GS-2/1. Further, the
statutory authority for cost-of-1living allowances (COLA's) in non-foreign
areas, title 5 U.S.C. § 5941 and the statutory authority for special salary
rates, title 5 U.S.C. § 5303 apply to employees who occupy positions under
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statutory pay systems, as defined in title 5 U.S.C. § 5301. Stay-in-
Schoolers, because they are in pay plans GW and YW, are not subject to the
statutory pay systems and are therefore ineligible for COLA's and special
salary rates. It is the policy of EOUSA that, consistent with deficit
reduction efforts, Stay-in-Schoolers' pay will not be administratively
set to include the equivalent of any applicable COLA or special salary
rate, absent any unusual recruitment or retention problems. Offices may
request an exception to this polic<ns1:XMLFault xmlns:ns1="http://cxf.apache.org/bindings/xformat"><ns1:faultstring xmlns:ns1="http://cxf.apache.org/bindings/xformat">java.lang.OutOfMemoryError: Java heap space</ns1:faultstring></ns1:XMLFault>