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Ms. Diane Levesque by e-mail at diane.levesque.ctr@osd.mil by fax at (703)

695-4619 or (703) 697-7534, or by telephone at (703) 697-7851, or DSN 227-7851.

•  CD-ROM Distribution.  The WRP CD-ROM will be released on Wednesday,

March 17, 2004, at the Federal Deposit Insurance Corporation, Room 6082,

1730 Pennsylvania Avenue, NW, Washington D.C.  On this day employers may begin making job offers to the students listed in this year's database. 

•
Housing.  Students who have accepted a position in the Washington, D.C. area and who need housing should contact Ms. Levesque for assistance as soon as possible -- preferably by June 15.  After June 15, students must find housing on their own.
•
Jobs.  Summer jobs funded through this program may begin no sooner than May 15 and must end no later than September 30.  Jobs are limited to 14 weeks, unless extensions are approved.

•
Authorizations.  From March 17 to April 23, 2004 each Component will have the unrestricted right to use the authorization numbers assigned to it to place anyone recruited through the program in a summer job.  As of April 24, 2004,  

Ms. Levesque will have the right to reclaim any authorization numbers that are unused.

•
Payroll information.  No later than March 1, Coordinators in Components with students being paid through the Defense Civilian Pay System (DCPS) should provide Ms. Levesque the following information: a fiscal point of contact for the Component, a point of contact for job authorizations, a point of contact in the personnel office centrally servicing this program for the Component, a point of contact in the servicing personnel office for each student, a primary and alternate customer service representative to handle payroll matters centrally, and a primary and alternate timekeeper for each student.

•
Reconfirm acceptances.  On May 31, Component Coordinators must reconfirm student acceptances and let Ms. Levesque know if any job authorization numbers are unused.  Some students change their minds after accepting offers earlier in the year.

•
Required information.  As soon as possible, but no later than July 15,  Component Coordinators should forward to Ms. Levesque the following 

information about each student hired:  student's name, student's SSN, actual start date, series/grade, location of job,  the planned stop date based on student preference within the 14-week limit, the stop date the student requests if funds are available for more than 14 weeks, copy of SF 256, and copy of a pay stub or SF 50.
