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International Trade Administration

Washington, D.C. 20230

VOLUNTEER SERVICE AGREEMENT

This Agreement is between the U.S. Department of Commerce, U.S. & Foreign Commercial Service, American Embassy Bucharest, hereinafter called the Agency, and (Name of School) _____________ _______________________, hereinafter called the School.

Name of the Student Volunteer:   _______________________________                                 

Expected Period of Volunteer Service:  From ______________ To_______________               

The terms of this Agreement are as follows:

A. The student is enrolled not less than half time at an accredited school, is recommended by the School, and is acceptable to the Agency.

B. The student has been selected without regard to considerations of race, color, national origin, religion, sex, marital status, or handicap condition.

C. The student's service is to be uncompensated and will not be used to displace any employee or to staff a position which is a normal part of the Agency's workforce.

D. The school will notify the agency contact, Dessiree Newman-Smith Intern Coordinator or Lennoah Thomas (tel: 202/482‑4717; fax: 202/482‑1629) if the student terminates his/her enrollment at the school during the period of volunteer service or if the student will have more than five months between school years.

E. The student's work assignment shall be in the public interest, and to the maximum extent possible, shall provide an appropriate educational experience for the student.

F. The student is not considered to be a Federal employee for any purposes other than injury compensation and laws related to the Tort Claims Act.

G. The student is not entitled to benefits, i.e., leave, retirement, health, travel compensation, subsistence allowance, quarters, and any other reimbursement or   payment in kind.

H. Nature of the volunteer assignment: The student volunteer will work under the supervision of the Foreign Commercial Service Officer at the U.S. & Foreign Commercial Service mission he/she is assigned and will be given specific duties to perform such as conducting market research, preparing reports, drafting replies to correspondence, and promoting and recruiting exhibitors for trade events.

I. The agency will establish an Official Personnel Folder for the student and will include Notifications of Personnel Action and other documentation of the work assignment as specified by the U.S. Office of Personnel Management.

J. Evaluations of reports of the student's performance will be provided to the School if requested, subject to regulations governing (1) the protection of privacy in personal records, and (2) the availability and disclosure of official information.

K. Termination of the agreement prior to the planned ending date of the volunteer assignment may be effected by either party with written notice to the other parties.

  Signature of US&FCS Official:

___________________________

  U.S. & Foreign Commercial Service              

  American Embassy/Consulate

  Date:





___________________________

  Signature of School Official:
____________________________________

  Typed Name:

  Title:

  Name of School:

  Date:

  As a Student Volunteer, I agree to:

--Waive any and all claims for compensation from the Government of the United States from any service performed;

--Accept accountability for loss or damage to Government property caused by my negligence of willful action;

--Conform to the standards of conduct of the appointing office in which I shall work;

 --Be engaged in the activities listed in Item H of this Agreement while in this appointment;

 --Provide a written notice to both the Agency and my School immediately should I wish to decline this Agreement after I have agreed to accept it.

Student Signature:
_______________________

Date:

            _______________________

Number of Hours Expected to Work per Week: ____________                                                 

RELEASE STATEMENT

Fair Credit Reporting Act of 1970, as amended
PLEASE TAKE NOTICE THAT ONE OR MORE CONSUMER CREDIT REPORTS MAY BE OBTAINED FOR EMPLOYMENT PURPOSES PURSUANT TO THE FAIR CREDIT REPORTING ACT, AS AMENDED, 15 U.S.C., 1681, ET SEQ. SHOULD A DECISION TO TAKE ANY ADVERSE ACTION AGAINST YOU BE MADE, BASED EITHER IN WHOLE OR IN PART ON THE CONSUMER CREDIT REPORT, THE CONSUMER REPORTING AGENCY THAT PROVIDED THE REPORT PLAYED NO ROLE IN THE AGENCYS DECISION TO TAKE SUCH ADVERSE ACTION.

Information provided by you on this form will be furnished to the consumer reporting agency in order to obtain information in connection with an investigation to determine your (1) fitness for Federal employment, (2) clearance to perform contractual service for the Federal Government, and/or (3) security clearance or access.  The information obtained may be redisclosed to other Federal agencies for the above purposes and in fulfillment of official responsibilities to the extent that such disclosure is permitted by law.

I hereby authorize the      Department of Commerce                                             , to obtain such 

           (Name of Requesting Agency)
report(s) from any consumer/credit reporting agency for employment purposes.

                    (Print Name)                                                            (SSN)

                    (Signature)




     (Date)
Your Social Security Number is needed to keep records accurate, because other people may have the same name.  Executive Order 9397 also asks Federal agencies to use this number to help identify individuals in agency records.

PRE-APPOINTMENT CERTIFICATION STATEMENT FOR SELECTIVE SERVICE REGISTRATION

 
 
Important Notice
If you are a male born after December 31, 1959, and

are at least 18 years of age, civil service employment
law (5. U.S.C. 3328) requires that you must be 
registered with the Selective Service System, unless
you meet certain exemptions under Selective Service
law.  If you are required to register but knowingly
and willfully fail to do so, you are ineligible for
appointment by executive agencies of the Federal
Government.
 
Privacy Act Statement
We need information on your registration with the



Selective Service System to see whether you are 



affected by the laws we must follow in deciding who



may be employed by the Federal Government.
 
Criminal Penalty Statement
A false statement by you may be grounds for not




hiring you or for firing you after you begin work.
Also, you may be punished by fine or imprisonment
(U.S. Code, Title 18, Section 1001).  
 
 
CERTIFICATION OF REGISTRATION STATUS

 
(  )
I certify that I am registered with the Selective Service System. 
 
(  )
I certify I have been determined by the Selective Service System
to be exempt from the registration provisions of Selective Service law.
 
(  )
I certify I have not registered with the Selective Service System.
 
(  )
I certify I have not reached my 18th birthday and understand I am 
required by law to register at that time.
 
 
_________________________

____________________
Legal signature (please use ink)

Date signed (please use ink)
 
 
Link to Selective Service's On-Line Registration Information: https://www.sss.gov/regver/verification1.asp
 
 
P O S I T I O N    D E S C R I P T I O N

The Commercial Service is part of the U.S. Department of Commerce.  CS Bucharest's objective is to expand US exports in the Romanian marketplace.  Developing local contact bases, researching local market trends and developing opportunities for US companies accomplish this.  The Commercial Service provides US companies with services (fee-based) to locate interested buyers, distributors and agents; and advocates on behalf of US companies when they face trade barriers that impede them from conducting business.

The Commercial Service in the U.S. Embassy in Bucharest provides students who are exploring a career in diplomacy, trade, and international marketing the opportunity to work in the area of international trade together with the Commercial Service team. This is strictly a volunteer internship. The interns will receive no monetary reimbursement for this service. 

The interns will primarily be responsible for promoting and populating the Commercial Service database; developing and inputting local content into the CS Bucharest web site, responding to inquiries of staff or by phones from USA or Romania; assisting staff and editing support in preparing reports and assisting in the preparation of trade events. 

Students who are majoring in international business, marketing, diplomacy and foreign affairs will be given preference.  An interview and English language test will be conducted. Romanian or American citizenship is required for the local student.  A suitability assurance check will be conducted.  The interns work schedule will be negotiated. Business dress is required.

Senior Commercial Officer: __________________ (Post, Country): Bucharest, Romania




Signature

I have reviewed the position description duties listed above and have determined that they reflect the duties and responsibilities of a non-sensitive position, which does not require access to sensitive areas at Post, nor handling of classified or sensitive material.

Regional Security Officer: _______________________ (Post, Country): Bucharest, Romania



Signature





Signature

SCO/RSO Position Description Review Statement Certifying that the Position is Non Classified - to be signed by the SCO with the advice and/or concurrence of the RSO – This statement is to certify that access to classified information is not required in order to perform the duties of the position.

SCO/RSO has reviewed the intern position description and determined that this is a Non-Classified position, and requires only a Security Assurance Check (SAC).

Name of Student Volunteer: __________________________






(Print)

Signature of SCO/ RSO Official: ___________________________

                                                      ___________________________

American Embassy/Consulate: Bucharest, Romania
Date: _____________________

Suitability Statement

Commercial Service Bucharest requests a suitability assurance check on the following applicant for an internship position in our office.

Name:

______________________________                         

Date of Birth: 
______________________________

Place of Birth:
______________________________

Social Security Number:

______________________________ 

A review of the SF-85P has found acceptable the responses to the questions regarding Police Report, Illegal Drugs and Alcohol, and Financial Record.  

Signature of US&FCS Official:
______________________________ 

American Embassy/Consulate:
Bucharest, Romania 

RSO: _____________________________

Date: ______________________________ 

Information Required For the Security Assurance Check (SAC) Request 
 (To Be Completed by Student Applicant)

Please forward the information requested below directly to the Office of Foreign Service Human Resources immediately.

1.
Full Name:


_____________________________________






2.
Social Security Number: 
_____________________________________


3.
Place of Birth (POB):

_____________________________________






4.
Date of Birth:


_____________________________________

5.
Current Street Mailing Address: ____________________________________






   _____________________________________






   _____________________________________

